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(Penn Township – Westmoreland Co.)

	SEQUENCE OF BASIC JOB STEPS
	POTENTIAL HAZARDS
	RECOMMENDED ACTION/PROCEDURE

	1.  Gather all seasonal employees in area where training is to be conducted, preferably where the lawn maintenance equipment and personal safety equipment is readily accessible.

	Trainer must realize that he/she is dealing with an extremely diverse group of employees, some which may have never done any routine maintenance at all; others may be well-versed and therefore not believe they require training.
	Trainer must stress that both introductory and repetitive training is necessary for all.  New equipment may need explanation.  Those individuals who have done the job before must guard against becoming complacent.

	2. Begin with basics that start at home:  i.e., dress code:  No shorts, cut-off T-shirts or tank tops, or tennis shoes will be permitted.  Long heavy cotton work pants or blue jeans, hard-sole, leather work shoes, T-shirts with short sleeves are the minimum; steel toes are recommended and a long-sleeve shirt should be available for working in briars or poison ivy.  The use of sun screen & insect repellent should also be encouraged.

	Exposure to flying small stones and debris from lawn mower or weed whipping.  String trimmers can cut canvas tennis shoes and lawn mower can cut leather work shoes; encourage use of steel toed shoes.  Bare skin can be scratched easily or be exposed to infection, bug bites, and sun burn.
	Explain that long pants and work shoes are needed (steel toes preferred), as cutting grass or weed whipping can kick up small stones or sever toes.  Stress importance of having access to a long-sleeved shirt for skin protection, sun screen to prevent skin cancer, insect repellent to ward off bites.  Remind employees to wash exposed skin with cold water and soap ASAP after suspected poison ivy exposure.

	3. Next issue – PPE:  safety glasses, work gloves, and ear plugs shall be issued to all employees, along with instructions when and how to use these items (essentially at all times when performing lawn maintenance.)

	These PPE items present no inherent hazards themselves, so talk about the hazards that occur when these items are NOT being used.  Stress possibility of long-term hearing loss, as this is not perceived as an immediate threat, especially by young employees.
	Illustrate how ear plugs are to be inserted and used.  Use the Township’s 3M Noise Indicators NI-100 to show employee how easily 85dBA is exceeded.

	4. Issue approved reflective safety vests and instruct employees that vests MUST be worn at all time while working anywhere near a road or road right-of-way
 
	Remind employees that in 2012, there were 639 road workers killed by motorists in construction zones (NIOSH source)
	Stress the slogan:  ‘Be visible and always vigilant!’, and explain to use the vests to be seen and remain ever-watchful of oncoming traffic.

	5. Remind employees that seat belts MUST be worn by all occupants of any municipal owned equipment and riding in the back of a pickup truck is strictly prohibited
 
	Tell employees that in 2012, there were 37,261 vehicular fatalities.  Also riding in the back of a truck could result in being thrown from the vehicle, and/or concussion if bounced within the vehicle.
	Remind employees that it is State Law (as well as Township rule) that seat belts must be worn by all occupants.

	6. Next, start to discuss equipment safety:  review the basic safety procedures for lawnmowers, weed whips, and lawn tractors.

	First – always disconnect spark plug wire; then temporarily remove all safety guards to illustrate how easily a body part could come in contact with a moving part.
	Reinstall guards:  use this illustration to teach employees how to daily inspect and secure guards.  End by showing how equipment guards for blades, belts, and even string, prevent bodily contact.  Reattach spark plug wire.

	7. For all equipment, show employees how to inspect all fluid levels prior to starting each day.  Remind them about different gas mixtures and danger of hot radiator fluids.  Show proper use of the choke on each piece of equipment, how to stand, hold, and start all equipment safely.

	Point out the proximity of the gas filler to the hot cylinder and potential for fuel running onto a hot surface.  Tell them that the wrong fuel can permanently ruin a small engine; show the different fuel tanks and mixtures.
	Stress the dangers of over-filling a hot piece of equipment.  Tell them if their schedule permits, advise filling equipment after a break period or lunch to allow for some cooling time.

	8. For all equipment, show how to clean at the end of the day.  Start with disconnecting the spark plug wire.

	Wear PPE when cleaning.  Blades can cut and belts can pinch.  Poison ivy may be present within the built-up material.
	Use a putty knife to scrape away dirt and grass.  Scrape while inspecting and looking for loose or cracked parts, bent or dull blades.  Obtain assistance for removal of cutting blades.

	9. Tell new employees that if an injury (no matter how minor) or even a near-miss occurs, they must immediately report it to their supervisor.

	Tell new employees that even minor injuries can become life-altering issues if ignored.  Explain what “workers’ compensation coverage” is.
	Explain what a “near miss” incident is; why it’s important to report such issues – make the near miss a learning opportunity.
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