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PARK DIVISION SAFETY PROCEDURES 

 

INTRODUCTION 

 

 

The practices and standards booklet for the Burlingame Parks Division are contained herein. It is 

intended to be a dynamic document. It will be constantly updated and revised to more accurately 

reflect real work situations. It exists as a partial fulfillment of the state mandate for an ongoing Injury 

and Illness Prevention Program (IIPP), as an attempt to standardize safe practices and maintenance 

routines, to assist in the training and retraining of department employees, to assist in the performance 

review of department employees, and to provide specific emergency procedures. The booklet 

identifies commonly encountered hazards. Some of the hazards are general, e.g. lifting and some are 

specific, e.g. individual implements. Some of the individual documents are job specific and some are 

tool specific. The contents represent a group formulation. All documents were composed or 

approved by more than one person. Many were written by the department safety committee; others 

were written by lead workers. All were widely circulated for additional comment. Whenever 

available, manufacturer's manuals were consulted. When appropriate, safety personnel outside the 

department were consulted. 

 

Each year the park department safety committee adds two new members for a two year term. The 

first task of the new members will be to read the practices and standards booklet. They will suggest 

corrections and additions to the existing documents. They will be looking for obvious omissions. 

They will also be looking for confusing and overly complex statements; for these they will suggest 

corrections and/or modifications. The suggested corrections and additions will be considered and 

acted upon by the entire safety committee.  

 

The City of Burlingame’s Injury and Illness Prevention Program has been created to provide a 

systematic and uniform method for all departments to reduce employee injuries and provide a 

healthy, safe environment in which all employees may work. State law requires employers initiate a 

written IIPP under California Occupational Safety and Health Act to assist in preventing employee 

injuries. Responsibility for implementing the IIPP is as follows: 

 

 A. Identification of Responsibility for Implementing Program 

 1. The person responsible for implementing the program is the City Manager or his or her 

designee. He or she, or the designee, will be known as the safety officer who will 

administer, design, and maintain the safety and health program. 

 2. Department heads will: 

 a. Be responsible for the safety of their individual departments; 

 b. Develop general and specific safety guidelines and training for their departments; 

 c. Actively participate in accident investigations; and 

 d. Ensure that unsafe conditions and practices are corrected. 
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 3. Supervisors 

 a. Are responsible for the safety of their personnel; 

 b. Conduct appropriate safety orientation, work place hazard identification, and 

training; 

 c. Conduct accident investigations immediately upon notification of an injury; 

 d. Ensure that their personnel know, understand, and follow established safety 

guidelines; 

 e. Correct unsafe conditions and practices; 

 f. Maintain material and equipment in good condition; and 

 g. Provide the necessary personal protective equipment and train personnel in its use. 

 4. Employees 

 a. Follow all written and verbal safety instructions; 

 b. Accomplish their duties using safe work practices; 

 c. Immediately notify a supervisor in the event of injury or an observed unsafe 

condition or practice; and  

 d. Perform only authorized jobs. 

 B. Identifying and Evaluating Workplace Hazards 

 1. The Central Safety Committee 

 a. Composed of department heads from Public Works, Parks, Fire and Police 

Departments. 

 b. Meetings will be held monthly when there is sufficient business; City Manager 

acts as chair. The committee shall discuss all accidents and near misses, 

prevention methods and necessary follow up action, causes and hazard 

recognition, needed safety training, and discipline when necessary. 

 2. Department Safety Committee - Each field department (Public Works, Parks, Police, 

and Fire) will have a department safety committee. 

 a. Membership shall be a management employee and other employees as listed in 

appropriate memorandums of understanding or as appointed by the department 

head. 

 b. The committee shall discuss necessary training for all employees, investigate 

accidents and report to Central Safety Committee, encourage employee 

communication, and inspect the hazards for all city buildings, grounds and 

properties including vehicles on a periodic basis. 

 C. Accident Reporting 

  All supervisors are required to complete the attached accident report as soon as possible for all 

employee injuries or vehicle accidents. (Note that workers’ compensation injuries have 

additional reporting requirements in accordance with state law. Please check with the city 

attorney for additional information.) All employees on city business involved in a vehicular 

accident must also report it to the Burlingame Police Department or, if out of town, to the 

appropriate police department, and to their department head as soon as possible. 
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 D. Employee Compliance with Safe and Healthy Work Practices 

 1. Disciplinary action may be taken in accordance with Section 4.5 of Administrative 

Procedures or in accordance with the employee’s memorandum of understanding with 

regard to: 

 a. Failure to follow safety orders or procedures: and 

 b. Failure to wear or use protective equipment. 

 2. Employees are responsible for reporting all hazards to their supervisors or others on city 

staff including preparation of work orders where necessary or may contract any member 

of the Central Safety Committee in order to discuss perceived work hazards and to 

request their correction. Such contact is encouraged and employees are assured same 

may be made without fear of reprisal. 
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1.0 TREE CREW PROCEDURES 
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1.01 AERIAL LIFT TRUCKS 

 A. Safety Procedures 

 1. Read, understand, and observe all manufacturers' guidelines. 

               2. Inspect hydraulic fluid levels, lines, connections, and control valves for leaks, damage 

and potential pinches. 

 3. Inspect vehicle and boom assembly prior to the work day. 

 4. Use an approved pre-shift checklist. 

              5. Inspect all boom, pivot, and extension parts for cracks, damage or wear. 

 6. Inspect all fall prevention devices, hardware, anchors, for integrity. Look for 

deterioration due to weather exposure or abuse. 

 7. Stow all safety devices not in use. Store safety harnesses in a weatherproof area. 

 8. Avoid work on un-level surfaces. 

 9. If you must work on an uneven surface, position the unit perpendicular to the slope. Use 

outriggers to level the vehicle. 

 10. Do not operate the unit with the wheels off the ground supported only be outriggers. 

 11. Before raising the boom, be sure the outriggers are secure and footed on solid ground or 

provided pads. 

 12. Observe safe working minimums from power lines or other obstacles that could injure 

the operator or damage equipment. Only ACRT trained qualified arborists are able to 

work within 10 feet of potential conductors. 

 13. Do not "over-reach" when working "off the side". Observe the manufacturers' 

recommended safe working radius at all times. 

 14. Do not overload the bucket, or exceed its lifting capacity. 

 

 

AERIAL LIFT (ALTEC TRUCK #71) 

 A. Safety Check 

 1. Check water level, oil, and tires. 

 2. Check emergency flashers and overhead. 

 3. Bleed condensate tank as needed. 

              4. Perform boom inspection daily 

 B. For Driving Vehicle 

 1. Make sure boom is secured. 

 2. Adjust mirrors before driving. 

 3. Make sure cabinet doors are closed and secure. 

 4. Observe gauge for correct air brake pressure. 
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 C. Once Truck is Parked in Appropriate Location for Operation 

 1. While truck is in neutral, set air brake. (Pull out air brake, right side of steering wheel.) 

 2. Turn on emergency flashers and strobe lights. 

 3. Turn PTO switch on. The switch light should be illuminated. (note: the PTO will not 

engage if the exhaust particulate burner warning light is on. Should this happen, simply 

turn vehicle off and on again and PTO should engage.) 

 D. Outrigger Set-up 

              1. Set out wheel chocks  

              2.  Lower the outriggers as follows- hold the control valve lever in 'down' position until 

outrigger is lowered sufficiently to elevate the truck, then release the handle. Do the 

same for the additional outrigger on the same side. Repeat this process for both 

outriggers on the opposite side of the truck. The goal is to level the truck for stability.  

Do not raise the truck to the point tires do not meet contact with the ground. (Note: 

always begin leveling by lowering outriggers on the lower side of the truck first.) 

 3. When setting up on soft ground, surface or curb edges or in any other sensitive situation, 

place a plywood pad under each outrigger. 

               4. When sure the truck is appropriately leveled, lift the control lever that transfers hydraulic 

control to the boom.  

 5. Unit is equipped with an outrigger-boom interlock system which prevents the operation 

of the tower unless the outriggers are lowered. If tower will not operate, check to make 

sure outriggers have been extended sufficiently to energize solenoid valve and allow 

boom movement. 

 E. When You Are Ready to Trim 

     1. Re-inspect job site. Take into account any conductors, tree hazards, landscape and            

      hardscape features and the actual requested work. 

              2.  Proper PPE is required when operating this machine. This includes: Class E hardhat, eye 

        protection, ear protection, gloves, fall limiting harness and Flame Resistant clothing if     

      required by the situation. 

 2. Unlatch the upper boom hold down device, and remove the strap. 

 4. The unit is now ready for operation. Mount platform and secure fall limiting harness 

strap to the anchor point. Depress the aerial lift trigger on underside of control head 

handle, gently lift control handle straight up to partially elevate upper boom, then push 

control head forward to elevate the lower boom clear of the resting saddle. Now move 

handle as needed to move directly to the working area. Moving the platform control 

handle forward and backward horizontally causes movement to lower boom. Moving the 

handle up and down vertically controls the upper boom. Moving the handle in an arcing 

motion left or right from its center resting position causes rotation of the turntable. Any 

combination of these movements may be used simultaneously to effect movement 

directly to any point. No movement will result from activation of the control, handle, 

unless the trigger is depressed. 

              5. This bucket is also equipped with two separate control levers. One of these levers 

controls bucket tilt which is primarily used for cleaning or rescue operations. The other 
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allows the bucket to rotate out 90 degrees to assist in bucket placement within the work 

area. 

 F. Folding for Travel 

 1. Fold the lower boom. Gently rest it in the carrying saddle. 

 2. Fold the upper boom completely against the lower boom. 

 3. Lock upper boom into the saddle with the hold down strap. 

 G. Raising Outriggers 

 1. Place the hydraulic control valve in its center position to transfer hydraulic control to the 

outriggers. 

 2. Lift outriggers by pulling on each lever until the outrigger is completely up. 

 3. Remove wheel chocks. 

 4. Turn PTO switches off.  

 

      (Note: It is never ok for an employee to remain in the bucket while the vehicle is in transit) 

 

AERIAL LIFT (ALTEC TRUCK #7454) 

 A. Safety Check 

 1. Check water level, oil, and tires. 

 2. Check emergency flashers and overhead. 

              3. Perform boom inspection daily 

 B. For Driving Vehicle 

 1. Make sure boom is secured. 

 2. Adjust mirrors before driving. 

 3. Make sure cabinet doors are closed and secure. 

 C. Once Truck is Parked in Appropriate Location for Operation 

 1. While truck is in neutral, manual hand brake and electronic switch brake 

 2. Turn on emergency flashers and strobe lights. 

 3. Turn PTO switch on. The switch light should be illuminated.  

 D. Outrigger Set-up 

              1. Set out wheel chocks  

              2.  Lower the outriggers as follows- hold the control valve lever in 'down' position until 

outrigger is lowered sufficiently to elevate the truck, then release the handle. Repeat this 

process for the outrigger on the opposite side of the truck. The goal is to level the truck 

for stability. Do not raise the truck to the point tires do not meet contact with the ground. 

(Note: always begin leveling by lowering outriggers on the lower side of the truck first.) 

 3. When setting up on soft ground, surface or curb edges or in any other sensitive situation, 

place a plastic pad under each outrigger. 
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               4. When sure the truck is appropriately leveled, lift the control lever that transfers hydraulic 

control to the boom.  

 5. Unit is equipped with an outrigger-boom interlock system which prevents the operation 

of the tower unless the outriggers are lowered. If tower will not operate, check to make 

sure outriggers have been extended sufficiently to energize solenoid valve and allow 

boom movement. 

 E. When You Are Ready to Trim 

     1. Re-inspect job site. Take into account any conductors, tree hazards, landscape and            

      hardscape features and the actual requested work. 

              2.  Proper PPE is required when operating this machine. This includes: Class E hardhat, eye 

        protection, ear protection, gloves, fall limiting harness and Flame Resistant clothing if     

      required by the situation. 

 2. Unlatch the upper boom hold down device, and remove the strap. 

 4. The unit is now ready for operation. Mount platform and secure fall limiting harness 

strap to the anchor point. Depress the aerial lift trigger on underside of control head 

handle, gently lift control handle straight up to partially elevate upper boom, then push 

control head forward to elevate the lower boom clear of the resting saddle. Now move 

handle as needed to move directly to the working area. Moving the platform control 

handle forward and backward horizontally causes movement to lower boom. Moving the 

handle up and down vertically controls the upper boom. Moving the handle in an arcing 

motion left or right from its center resting position causes rotation of the turntable. Any 

combination of these movements may be used simultaneously to effect movement 

directly to any point. No movement will result from activation of the control, handle, 

unless the trigger is depressed. 

 F. Folding for Travel 

 1. Fold the lower boom. Gently rest it in the carrying saddle. 

 2. Fold the upper boom completely against the lower boom. 

 3. Lock upper boom into the saddle with the hold down strap. 

 G. Raising Outriggers 

 1. Place the hydraulic control valve in its down position to transfer hydraulic control to the 

outriggers. 

 2. Lift outriggers by pulling on each lever until the outrigger is completely up. 

 3. Remove wheel chocks. 

 4. Turn PTO switch off.  

      (Note: It is never ok for an employee to remain in the bucket while the vehicle is in transit) 

 

      H. Dumping the chip box 

              1. Park truck on level ground where chips are to be dumped with rear gate open. 

              2. Set up out riggers and transfer hydraulic power to the boom. 

              3. Inspect dump area ensuring no interference from overhead obstacles. 
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              4. Unlatch boom hold down device and unhook the strap. 

              5. Override the bucket control joystick by moving the hydraulic control lever in the tower. 

              6. Use the appropriate levers to do the following: Gently raise the upper boom until the 

bucket is approximately 4 feet above the headache rack. Then raise the lower boom until 

you are sure it will be clear from path of travel of the chip box during dumping 

operation. Make sure as you elevate the lower boom, the bucket is not binding against 

the headache rack. 

             7. From the ground, place the hydraulic control valve in its down position to                           

                 transfer hydraulic control to the chip box. Lift the chip box dump lever to dump the           

                 chips. Make certain the dumping activity will not cause the chip box to interfere with the   

               boom or any other object. 

              8. Raise the outriggers and slowly pull the truck ahead to completely empty the chip box.     

                 Beware of overhead obstacles. 

             9. Lower the outriggers. Lower the chip box. Place the hydraulic control valve in its up          

               position to transfer hydraulic control to the boom.  

            10. Return to the tower. Gently return the lower boom the boom cradle, followed by the          

                upper boom. Return the tower hydraulic control valve to the position returning control to    

              the bucket joystick.  

            11. Lock upper boom into the saddle with the hold down strap. 

            12. Raise the outriggers and close the rear gate of the chip box. 
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1.02  ANSI-Z133.1 – SAFE TREE TRIMMING OPERATIONS 

 A. ANSI-Z133.1 

 1. Review and understand the following Standards for Arboricultural Operations: 

 a. Employee Safety 

 b. Personal Protective Equipment 

 c. Fire Protection 

 d. Electrical hazards 

 e. Working in Proximity to Electrical hazards 

 f. Storm Work and Emergency Conditions 

 g. Vehicles 

 h. Aerial Devices 

 i. Brush Chippers 

 j. Sprayers and Related Equipment 

 k. Stump Cutters 

 l. Vehicles 
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1.03 BANNER 

This is a two person operation with a bucket operator and a grounds person. Communication 

between employees is critical to completing the task in a safe and efficient manner. These two 

areas are highly congested with vehicle traffic. Never assume that you are visible. Make sure 

boom is clear from large trucks. Employees must wear a Class E hard hat and reflective safety 

wear. All aerial lift procedures must be complied with. 

 A. Banner Procedure for Broadway  

 1. Cone off the necessary amount of parking spaces on both sides of broad way for aerial 

lift truck to park. 

 2. When removing a banner the truck should be parked on the north side of the street for 

the start of the operation. 

 3. While the bucket operator is untying the banner on the north side, the grounds person 

should unroll the new banner and install carabineers.  

               4.  After the bucket operator has untied the ropes, the grounds person should lift the new 

banner up to the bucket operator. 

               5. The grounds person then carefully crosses the street pulling the ropes of the old banner 

and secures them to a parking meter while the bucket operator fastens the links to the 

hanging cable. 

               6. The grounds person then returns to the north side of the street and when directed by the 

bucket operator, carefully pulls the new banner across the street in an effort to center the 

banner.  

               7.  When centered the bucket operator ties the ropes to the North side and the grounds 

person ties the new banner ropes to a South side parking meter. 

               8. The bucket operator gets out of the bucket and then moves the truck to the south side of 

the street. 

              9.  While the bucket operator is unfastening the links, the grounds person must be weary of 

pedestrian traffic. 

 10. After all links are unfastened and the remaining ropes are untied, the bucket operator 

can lower the top of the banner to the ground. And begin to secure the new banner. 

 11. The grounds person removes the carabineers from the banner, rolls up the rope and rolls 

the banner on the ground. 

  

 B. Banner Procedure for Burlingame Avenue. 

 1. The aerial lift can be parked on California Drive however; parking on either side of 

Burlingame Ave. is a more ideal location as both sides of the banner can be secured 

from one truck position. If parking on California drive, cone off the lane behind the 

truck on the north side and the loading zone and motorcycle space on the south side of 

Burlingame Ave. 

               2. When removing a banner the truck should be parked on the north side of the street for 

the start of the operation. 

 3. While the bucket operator is untying the banner on the north side, the grounds person 

should unroll the new banner and install carabineers.  
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               4.  After the bucket operator has untied the ropes, the grounds person should lift the new 

banner up to the bucket operator. 

               5. The grounds person then carefully crosses the street pulling the ropes of the old banner 

and secures them to the light pole while the bucket operator fastens the links to the 

hanging cable. 

               6. The grounds person then returns to the north side of the street and when directed by the 

bucket operator, carefully pulls the new banner across the street in an effort to center the 

banner.  

               7.  When centered the bucket operator ties the ropes to the North side and the grounds 

person ties the new banner ropes to the South side light pole. 

               8. The bucket operator gets out of the bucket and then moves the truck to the south side of 

the street. 

              9.  While the bucket operator is unfastening the links, the grounds person must be weary of 

pedestrian traffic. 

 10. After all links are unfastened and the remaining ropes are untied, the bucket operator 

can lower the top of the banner to the ground. And begin to secure the new banner. 

 11. The grounds person removes the carabineers from the banner, rolls up the rope and rolls 

the banner on the ground. 
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1.04 TREE CLIMBING 

A. Safety Equipment 

 1. Eye protection 

 2. Class E Hardhat  

 3. Gloves  

 

B.Safety Check of Equipment and Jobsite 

 1. Ensure climbing saddle is in good condition and of proper fitting. 

 2. Climbing rope should be an appropriate length and in good condition free from cuts or 

frays. 

 3. Inspect site for possible conductors, sensitive landscape and hardscape 

 4. Inspect tree for hazards including: Deadwood, cracked or stressed limbs, non-corrected 

leans and included bark 

 5. Choose a healthy limb or crotch to tie in to. Be sure the selected location for rope 

placement can support the climber and is conducive to the assigned task. 

  

C.Procedures for Safe Climbing 

 1. Never climb without a qualified second employee at the job site.  

 2. “free climbing” is not allowed beyond a height of 12 feet. 

 3. The climber must be well versed in tying climbing and roping knots. 

 4. Only ACRT Line clearance arborists are allowed to work within 10 feet of conductors. 

 5. The climber must always remain tied in. 

 6. During chainsaw operation aloft, a climber must be tied in with climbing rope and 

secured with a “flip-line” 

 7. During trimming, Climber must maintain in constant verbal communication with the 

grounds crew.  

 8. Climbers must follow safe and effective trimming and limb removal practices. 

              9. To avoid fatigue, climbers should try to select work positions central to the task assigned 

and utilize pole tools to reach challenging areas of securement. 
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1.05 CHAINSAW 

 A. Safety Equipment 

 1. Eye protection 

 2. Ear protection  

 3. Gloves  

              4. Safety chaps (required when using saw on the ground) 

 B. Safety Check of Unit 

 1. Check for gas oil mix. 

 2. No smoking while handling fuel. 

 3. Chain should be sharp and tension properly adjusted. 

 4. Before using saw always fill gas and oil reserve. 

 5. Start saw before leaving yard. (Recommended) 

 6. Make sure all nuts and bolts are tight. If in doubt, do not use. 

 7. Check bar and chain for any sign of debris. Be sure chain is sharp. 

 C. Procedures for Safe Use 

 1. Move 10 feet from the fueling location. Make sure choke switch and chain-brake are on.  

 2. Place saw on ground and kneel on left side with right foot. Throw the rear handle and 

press down; place left hand on top handler bar and right hand on the rip cord. 

 3. Pull the rip cord slowly until you feel the starter engage then give the rip cord a quick 

strong pull. 

 4. When engine sputters, turn choke switch off. 

 5. Allow chainsaw to warm-up before handling it to the tree trimmer. 

 6. Do not operate chainsaw above shoulder height or from a ladder. 

 7. Keep firm grip on chainsaw with both hands. Place left hand on the top handle bar and 

right hand on the rear handle bar with forefinger on the trigger. 

 8. Maintain firm footing on the ground with both feet. 

 9. When sawing always stand to the left side of the chain saw bar to avoid kick-backs. 

Kick-backs occur when the upper quadrant of the bar nose contacts a solid object or is 

pinched. 

 12. When sawing, do not reach over, either in the aerial bucket or on the ground, always 

maintain a comfortable position. 

 13. Do not leave chainsaw unattended. 

 14. When cutting wood that has fallen on the ground, always maintain chainsaw parallel to 

the ground surface. 

 15. Always apply the dog teeth up against the object being sawed. 

 16. Always saw in a horizontal manner until the bottom of the chainsaw engine reaches the 

ground; then stop sawing. Take chainsaw out, roll log over. Slide chainsaw bar through 

cut and in a standing position, continue sawing in an upward motion to complete cut. 
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 17. Do not operate chainsaw when fatigued. 

 18. Avoid prolonged use of chainsaw which may produce white-finger disease. 

 19. Always keep onlookers at least ten (10) feet away while sawing. 

 20. Carry the chainsaw by the top handle, with the bar facing towards the rear. Always 

engage chain-brake before walking with saw. 

 21. Always keep both hands on the chainsaw while sawing. 

 22. Only full-time employees shall be allowed to operate a chainsaw, unless otherwise 

instructed and approved by a supervisor. 

 23. Do not carry a running chainsaw for distances of over ten (10) feet. 

 24. Always turn off the chainsaw before setting on the ground. 

 25. Do not use a chainsaw in windy, wet, or icy conditions except in the case of an 

emergency. 

 26. Beware of possible hazards in the work area such as stumps, roots, rocks, holes, ditches, 

slopes, uneven ground, and slippery ground. 

 27. If chainsaw is equipped with a starting throttle lock, do not engage it while using 

chainsaw. 

 28. Always comply or exceed the safety instructions in the owner’s manual. 
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1.06 CHIPPER 

 A. Safety Equipment 

 1. Cones. 

 2. Wheel chocks. 

 3. Eye protection. 

 4. Ear protection. 

 5. Long shirt sleeves buttoned or rolled up past elbow shirts tucked in. No loose clothing. 

 6. Orange or reflective safety vest. 

 7. Gloves. Not gauntlet or secured fit type. 

 8. Class E hard hat. 

 9. Steel toed shoes. 

 10. Face shield optional. 

 11. Dust mask optional. 

 12. First aid kit. 

 B. Safety Check of Unit 

 1. Water and oil levels are satisfactory. Check engine hours to determine if greasing is 

needed. Look for loose or missing parts 

 2. Sufficient amount of Diesel and hydraulic fluid. 

 3. Make sure the following clean up tools are on 73: 

 a. Push broom 

 b. Rake 

 c. Scoop 

 d. Blower 

                      d. brush push tool 

 e. mix fuel, bar oil and saws. 

 4. Check to see that the truck and chipper are connected properly by making sure that: 

 a. The hitch is properly connected to the tongue of chipper and lock pin is inserted 

 b. The safety chains are attached and crisscrossed and not dragging on the ground 

 c. The harness for lights are attached 

                      d. The breakaway emergency brake cable is attached. 

 e. The jack stand support is in horizontal position and pin is inserted 

 C. Procedures for Safe Use 

 1. There should be two qualified operators at the work site. 

              2. Before starting the chipper wear all necessary safety equipment. 

               3. Secure the work area. Always watch for traffic, animals, people, etc., when using 

chipper 

 4. Use wheel chocks when parked on a grade. Downhill it shall be in the front of the tire; 

uphill it shall be behind the tire. 
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 5. Turn ignition key to start and crank until engine starts. 

 6. After the engine has started, engage clutch at idle by gently “bumping” the clutch in 

twice before fully engaging on a third push of the clutch. 

 7. Let the engine warm up a couple of minutes. Increasing RPM’s before clutch and pump 

assembly is warmed up, will cause damage to the hydraulic pump.  

 8. When ready to chip, give full throttle. 

               9. When feeding brush into chipper, limbs have a tendency to kick back and forth. Stand to 

the side of the chipper and try to work from the curb side of the work area to minimize 

proximity to traffic  

 10. Make sure that head, hands and feet are away from the intake while chipper is running. 

 11. If the chipper does not accept a branch, do not put hands, feet, or any part of the body 

inside the feed chute! 

 a. Push the feed bar in for reversal 

 b. Rotate the limb 

  

12.If the chipper continues to refuse the limb, remove it and cut it into smaller pieces. 

 13. If limb is caught and if you are unable to chip or to retrieve, shut down engine and 

contact the leadworker, small tool mechanic or supervisor. 

  

Don’t let debris build up in front of feed table that could cause tripping hazards; feed table is more 

than big enough for you to fall into 

14.The radiator screen must be checked periodically for dust, and if there is a buildup, use a broom 

to remove dust. 

 15. Periodically, empty the trap door beneath the bottom roller. 

 16. Make sure that no rocks or nails go into the chipper. 

 17. Continue chipping until piles are small enough for final clean up. 

 18. If piles are near each other it is not necessary to turn off the chipper engine. (engine 

speed must be at idle!) 

 19. When shutting off chipper: 

 a. Lower the throttle 

 b. Allow engine to idle for 3 minutes 

                      c. Disengage the clutch 

 d. Turn off the ignition 

 20. Always comply or exceed the safety instructions in the owner’s manual.  
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1.07 HYDRAULIC POLE TOOLS 

A. Personal Protective Equipment 

       1. Hardhat  

        2. Leather Gloves 

        3. Ear Protection 

        4. Eye Protection  

  

B. Safety Check of Unit 

  1. Chain or lopper should be sharp and tension properly adjusted. 

  2. Inspect hoses and shaft for any significant cracks or gouges. 

  3. Attach Hydraulic hoses and operate in yard. (Recommended) 

  4. Make sure all nuts and bolts are tight. If in doubt, do not use. 

                  

          C. Procedure for Safe Use 

  1. Read Operators manual before operating equipment. 

                         2. Use proper cutting techniques. 

                         3. Be aware of conductors and do not make contact with any part of the tool. 

                         4. When tool is not in use engage trigger lock and turn off hydraulic tool supply 

                        5. Do not over reach so as to lose control of the tool or balance from the bucket or              

         headache rack. 

  6. Always operate tool with both hands 

  7. Only full-time employees are allowed to use hydraulic tools unless otherwise               

           permitted by a supervisor. 

  8. Always meet or exceed manufacturer’s guidelines 
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1.08 DUMP TRUCK 

 A. Safety Equipment 

  Chock blocks may be required in steep job situations. 

 B. Safety Check of Unit 

 1. Check fuel (gasoline). 

 2. Check oil. 

 3. Visually check mirrors and tires. 

 C. Procedures for Safe Use: 

 1. Read operator’s manual before operating equipment. 

 2. Body must be securely propped or blocked when in a raised position for service or 

inspection. 

 3. Do not exceed rated capacity of hoist or truck. 

 4. Keep dump body and surrounding area clear of personnel and property when operating. 

 5. Completely lower body and remove key before leaving truck. 

 6. Do not allow unit to coast in neutral. Transmission will be damaged and no engine 

braking will be available. 

 D. Operation 

 1. For proper P.T.O. activation, see data on driver’s side sun visor. 

 2. Always disengage P.T.O. for vehicle operation above engine idle speed. 

 3. Look for obstructions (trees, power lines, etc.) before you raise the bed. 

 4. Avoid raising bed on side slopes. Dump only in a straight line. 

 5. Use wheel chocks at steep work sites. 

 6. Be especially cautious near low tree limbs. (unit has tall headboard with 2 safely lights 

over edges) 

 7. Tarp all loads containing loose debris. 

 8. Rope high unstable loads. 
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1.09 LIMB LOWERING DEVICE (GOOD RIGGING CONTROL 

SYSTEM) 

 A. Personal Safety Equipment 

 1. Hardhat 

 2. Leather gloves 

 3. Eye protection 

 B. Safe Operation 

 1. Lowering Limbs (Aluminum Post) 

 a. Bring lowering device (LD) and bar to tree with limb to be lowered. 

 b. Place LD at the base of the tree and unravel strap; walk the strap around the tree. 

 c. One person picks up LD and holds it at waist level against the tree, while the other 

person connects the strap to the LD and takes up the strap slack. Person #2 begins 

to tighten the strap around the tree with the bar, making sure there are no twists in 

the strap. Tighten as much as possible. Minimal damage may occur to the tree 

bark. 

 d. Worker in the tree sets rope and ties off the limb to be cut and lowered. 

 e. Lead operator assesses (with verbal consent from worker in tree) weight and 

circumstances. 

 f. Lead operator makes 1 to 4 wraps on the capstan depending on the load weight. 

 g. Wraps on capstan must be clockwise; it will not work otherwise, also wraps must 

go on from inside to outside. 

 h. Lead operator tightens the rope; clicking noise will be audible. 

 i. Lead operator firmly grasps the rope and stands back from LD in order to have a 

good view of the limb cut. 

 j. When the limb is cut, lead operator must stand parallel to and directly facing the 

capstan. k. Lead operator allows the rope to slide under control through his hands 

(gloved) in order to lower the limb. Position is critical. If the rope is held at an 

angle to the capstan, it may jump the advice and allow the limb to fall freely. 

 2. Raising Limbs (Aluminum Post) 

 a. Raising limbs or wood with the lead requires a minimum of three (3) people - a 

worker in the tree and two ground people. 

 b. Worker in the tree ties off limb . 

 c. Three or four wraps are made on the lead by ground worker. 

 d. Worker in the tree cuts the limb. 

 e. Ground worker one places the bar in the hole on the capstan and turns the capstan 

while ground worker two holds the rope tight, preventing slack and slippage. The 

limb will rise. 

 f. Ground worker one continues to turn the capstan with the bar until the limb is 

raised to the position desired by the worker in the tree. 

 g. Verbal communication between the worker in the tree and the workers on the 

ground must occur at each stage of lowering/raising. 
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3. Lowering Limbs (Ratchet post) 

 a. Bring lowering device (LD) and bar to tree with limb to be lowered. 

 b. Place LD at the base of the tree and unravel strap; walk the strap around the tree. 

 c. One person picks up LD and holds it at waist level against the tree, while the other 

person connects the strap to the LD and takes up the strap slack. Person #2 begins 

to tighten the strap around the tree with the bar, making sure there are no twists in 

the strap. Tighten as much as possible. Minimal damage may occur to the tree 

bark. 

 d. Worker in the tree sets rope and ties off the limb to be cut and lowered. 

 e. Lead operator assesses (with verbal consent from worker in tree) weight and 

circumstances. 

 f. Lead operator makes 1 to 4 wraps on the capstan depending on the load weight. 

 g. Wraps on capstan must be clockwise; it will not work otherwise, also wraps must 

go on from inside to outside. 

 h. Lead operator tightens the rope; clicking noise will be audible. 

 i. Lead operator firmly grasps the rope and stands back from LD in order to have a 

good view of the limb cut. 

 j. When the limb is cut, lead operator must stand parallel to and directly facing the 

capstan.  

 k. Lead operator allows the rope to slide under control through his hands (gloved) in 

order to lower the limb. Position is critical. If the rope is held at an angle to the 

capstan, it may jump the device and allow the limb to fall freely. 

  

 2. Raising Limbs (Ratchet post) 

 a. Worker in the tree ties off limb . 

 b. Three or four wraps are made on the lead by ground worker. 

 c. Worker in the tree cuts the limb. 

 d. Ground worker places the crank on the capstan and turns the capstan. The limb 

will rise. 

 e. Ground worker one continues to turn the capstan with the crank until the limb is 

raised to the position desired by the worker in the tree. 

 f. Verbal communication between the worker in the tree and the workers on the 

ground must occur at each stage of lowering/raising. 

 

3. Removing LLD 

 a. Two workers are required to remove LLD. 

 b. Worker one using bar releases tension on strap while worker tow holds lock open. 

 c. Strap can then be removed from tree. 
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 1.10 CASE 570 N EP LOADER  

 A. Personal Safety Equipment 

 1. Eye protection 

              2. Ear protection 

              3. Work Gloves 

              4. Hard hat (recommended) 

 B. Visual Check 

 1. Make sure the bucket is empty. 

 2. Check the tires. 

 3. Check the various hitch pins. 

 4. Check diesel fuel level  

 5. Ensure brake pedals are locked together. 

              6. Ensure tractor is clean to allow for proper operation, visibility and safe working surfaces. 

 C. Starting Procedure 

 1. See safety manual in unit. 

 2. Adjust the seat for pedal fit by moving the lever beneath the seat. 

 3. This vehicle is equipped with a roll over protection structure (ROPS). Seat belt must be  

                   fastened at all times. 

 4. Place shuttle lever in neutral. 

 5. Turn key and wait for wait start indicator to go off, then crank engine. 

 6. Idle engine outside of building for 3-5 min. to warm up. 

 7. Check gauges for proper readings. 

              8. Do not jump off of the machine. Access and egress should only be from the designated     

                point using provided handholds and steps. 

 D. Operation 

              1. Raise implements (Bucket cowl high.) 

 2. Select gear appropriate to action. Then move tractor directional shuttle lever forward or  

                  reverse 

 3. Do not drive safer than conditions allow. 

 4. Do not use the machine as a ram. 

 5. Use caution when operating on slopes, near ditches or embankments. The tractors   

center of gravity will change depending upon load and implement position. 

 6. Carry bucket low to maximize stability. 

 7. Never work over humans nor use the lift to hoist people. Do not operate when the public 

                  enters the work zone. 

 8. One operator at a time, no riders 

 9. Do not leave a load elevated. 
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 10. Always look behind when backing up. 

 11. Shut off engine prior to dismounting to avoid possible "Jumping" into gear causing         

       injury. 

             12. Only operate 4WD in 1st or 2nd gear. Disengage 4WD on hard surface or before shifting 

into 3rd or 4th gear. 4WD can be engaged or disengaged from a stop or while moving. 

            13. Differential lock must be engaged from a stop, not while wheels are in motion. Do not 

turn the tractor with the differential lock engaged. 

           14. Keep 3pt switch in normal mode unless grading. 

           15. Maximum lifting capacity is 6,500lbs for the lift and 3,000 lbs for the 3pt. 

           16. Do not excavate or dig until verifying the location of underground utilities. 

           17. Be aware of overhead obstructions such as low branches or overhead wires. 

            18. Keep cab door and windows closed to maintain a clean working environment and dust  

                 free air to breathe. 

  

 E. Driving in Traffic 

 1. Be aware of front and rear clearance especially when turning. 

 2. Operate warning lights. Do not use front and rear work lights. Doing so can reduce the    

                 visibility of other drivers. 

 3. Avoid sudden sharp turns and stops. 

 4. If traffic backs up, pull over to allow passing. 

 5. Stay in gear downhill, keep loads centered, use low gear and engine speed below 2500    

                 RPM. 

               6. This tractor does not have suspension and a bump in the road at even moderate speeds     

                 could result in tractor tip over. Use the Ride Control switch to limit bucking during            

                 driving conditions. Do not use the Ride Control feature when precise control of the            

                bucket or attachments are needed. Engage and disengage the Ride Control switch from a    

               stopped position with low RPM 

               7. Be sure 4WD is disengaged before driving in traffic. This switch can be operated from a  

                  stop or while moving. 

              8. Never use hand throttle while driving. 

              9. Do not engage differential lock while driving or turning. 

 F.  Shutting down  

 1. Lower implements, shift to neutral and put on parking brake. 

 2. Idle engine 2-3 minutes after workout. 

 3. Turn off. If on job site, remove key and lock cab.  
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1.11 POLE CHAINSAW 

 A. Safety Equipment 

 1. Ear Plugs 

 2. Safety Glasses or Goggles 

 3. Hard Hat 

 4. Leather Gloves 

 5. Safety-toes Shoes 

 B. Safety Procedures 

 1. Always read and understand the unit’s operating and maintenance instructions before 

starting operation. 

 2. Always examine the pole chainsaw before use to ensure it is in good working condition. 

 3. Always insure that the unit is assembled properly per the instruction manual. 

 4. Do not use any chain bar or attachment not authorized by the unit's manufacturer. 

 5. Do not operate under the influence of alcohol, medications, fatigue or substances that 

can impair your vision, dexterity or judgment. 

 6. Do not allow children to operate the unit. 

 7. Wear proper clothing to protect feet, legs, and other exposed body parts. 

 8. Secure hair above the shoulders. 

 9. Always wear ANSI approved safety glasses. 

 10. Always wear hearing protection. 

 11. Always wear a hard hat. 

 12. Always wear non slip gloves while operating the unit. 

 13. Avoid wearing loose clothing, scarf, necktie or jewelry, 

 14. Never wear open toed shoes or go barefoot or bare legged. 

 15. Refuel before starting work. 

 16. Handle gasoline with care. 

 17. Do not smoke while handling fuel. 

 18. Do not refuel a hot engine. 

 19. Avoid spilling fuel or oil. Always wipe unit dry before using. 

 20. Always mix the gasoline/oil fuel mixture before adding it to the fuel tank 

 21. Move at least 10 feet away from the fueling point before starting engine. 

 22. Always store gasoline in approved container. 

 23. Always replace the lid on any fuel container. 

 24. Use only "safety cans" equipped with anti-flashback nozzles. 

 25. Do not operate in unventilated area. 

 26. Do not allow bystanders or animals in work area. 
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 27. Always check the cutting area for loose rocks, bits of metal or other debris before 

operation. 

 28. Start the engine while on the ground or in a stable, secure location. 

 29. Always start the engine in a clear area so the chain bar is not in contact with anything. 

 30. Always hold the unit down firmly while starting the engine. 

 31. Always keep both hands on the control handles.  

 32. Do not operate one handed. 

 33. Do not cut directly overhead. 

 34. After shut down, always keep hands and feet clear of the chain bar until it stops moving. 

 35. Always shut down immediately if the unit starts to shake or vibrate. 

 36. Always shut the unit off when transporting or moving from tree to tree. 

 37. Always keep the chain bar away from your feet and legs. 

 38. Always be sure to attach a chain bar properly per the instructions. 

 39. Avoid chain bar kick-out by following all operation instructions and not using a pruner 

around fences, wires, posts, rocks, etc. 

 40. Do not cut with a dull or improperly-sharpened chain. 

 41. Do not operate the unit where it could contact electrical conduit, house wiring or power 

lines. 

 42. Do not operate the unit without good visibility and light. 

 43. Always disconnect the spark plug before you work on the unit. 

 44. Do not operate the unit with a loose or defective muffler. 

 45. Do not remove the spark arrester from the muffler. 

 46. Always keep the unit in good working condition. 

 47. Always tighten fastening parts at regular intervals. 

 48. WARNING: Prolonged use of a Power Pruner may produce "whitefinger disease" (also 

known as Reynaud's phenomenon) or carpal tunnel syndrome. These conditions reduce 

the hand's ability to feel and regulate temperature, produce numbness and burning 

sensations and may cause nerve and circulation damage and tissue necrosis. If any of 

these symptoms appear, notify your supervisor and seek medical advice immediately. 
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1.12 STUMP GRINDER (RAYCO) 

 A. Safety Equipment 

 1. Eye and face protection 

 2. Ear protection 

 3. Hard hat  

 4. Steel toed shoes 

 5. Gloves 

 6. Safety vest  

              7. Portable screen guard 

 B. Safety Check on Unit 

  This unit must be checked out by the Small tool mechanic after each use. 

 C. Procedures for Safe Use 

 1. Starting 

                        a.  Two park department employees shall be on site whenever the stump grinding. 

 b. Start in the yard for warm up. 

 c. Make sure the throttle lever is set to half. 

 d. Push choke lever closed. 

 e. Be sure grind wheel engagement switch is not on. 

 f. Turn starter key, release as soon as engine starts running gradually push the choke 

lever open after engine starts and warms up. 

.  

 2. Loading 

 a. The stump grinder must be backed up into the trailer. 

 b. Start the stump grinder and lift the grind wheel head my pulling the head lever. 

 c. Move the directional lever to move the stump grinder, while steering with your 

left hand. 

 d. Load the stump grinder all the way to the front of the trailer. 

 e. Lower the grind wheel head. 

 f. Turn key off to stop engine. 

 g. Secure machine with winch hooks at trailer front and 2 individual chain and 

binders from each side of the trailer rear to the stump grinders drive axle. 

  

               3. Driving In Route to the Job 

 a. Slow down before you approach: 

 i. speed bumps 

 ii. railroad tracks 

 iii. making turn at intersection 

 iv. water channel dips 

  

               



32 

               4. On the Job Site 

 a. Do Not Stump unless all utilities have marked the site. Make sure to know the 

USA color codes: 

 i. water is blue 

 ii. gas is yellow 

 iii. electric is red 

 iv. sewer is green 

 v. survey is pink 

 vi. communications cable and phone is orange 

 b. Dig around the stump to check the depth of the utilities. 

 c. If no utilities are detected, start up the stump grinder as described in section C-1. 

                       d. When the stump grinder is properly positioned, set up the screen guard and engage 

the grinder wheel at idle. 

 e. Only stump to specified depth as indicated by the supervisor or as conditions 

dictate. 

 f. At all times make sure hands and feet are away from the cutters. 

 g. While stumping use only side-to-side motion being careful not to cut too much at 

one time. (Take notice of the engine sound). 

 h. When job is completed, return speed to idle and disengage grinder wheel. Drive 

stump grinder back to the trailer; shut off engine and then secure it. 

 i. After securing the stump grinder, back fill the hole. 

 j. Return to yard and clean up. 

 l. Always comply or exceed the safety instructions in the owner’s manual. 

 5. Safety Procedures 

 a. The blade of the stump grinder must be fully enclosed at all times. 

 b. Do not operate the machine without having all covers, guards, and deflectors in 

place. 

 c. When cleaning, sharpening, or servicing the stump grinder, it is to be disconnected 

from power source (by disconnecting the spark plug wire) or otherwise made 

inoperable. 

 d. No other persons are to be within a 20 feet radius of stump grinder during 

operations. 

 e. Always inspect the stump grinder prior to operating by walking around it looking 

for loose bolts, frayed wires, leaks, fasteners, etc. 

 f. Make sure there are no pieces of metal, bottles, rocks, cans, or other foreign 

objects near the grinder. 

 g. Always stand clear of the discharge area when operating the machine. 

 h. If the cutting mechanism strikes any foreign objects, stop the machine completely 

and check for damage. 
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1.13 FLAME RESISTANT (FR) CLOTHING 

When working in proximity* to voltage greater than 600 volts, employees are 

required to wear flame resistant clothing. Employees regularly assigned to tree 

crew duties will receive the appropriate FR attire to complete assigned tasks. 

Non-tree crew personnel that are temporarily assigned tree crew duties or 

needed in an emergency situation will have access to FR Coveralls. These 

employees must wear 100% cotton underneath of which our laundered jeans and 

green non-laundered shirts and sweatshirts are constituted of. These items 

utilized on a temporary basis are located in the restroom next to the locker room. 

Flame resistant clothing is treated to resist sparks or flame by a chemical 

process. This process must be maintained by special laundering. Our uniform 

provider will ensure that FR clothing is laundered in accordance with garment 

and coating care to preserve the FR efficacy. 

 

 

*Proximity- If the work zone, trucks, tools or employees have the potential to enter 

within these minimum approach distances. 

TABLE R-6-ALTERNATIVE MINIMUM APPROACH DISTANCES FOR VOLTAGES OF 72.5 KV AND LESS 

1 

Nominal voltage (kV) 

phase-to-phase 

Distance 

Phase-to-

ground 

exposure 

Phase-to-

phase 

exposure 

m ft m ft 

0.50 to 0.300 2 ................................................................................................. 
Avoid 

Contact 

Avoid 

Contact 

0.301 to 0.750 2 ............................................................................................... 0.33 1.09 0.33 1.09 

0.751 to 5.0 .....................................................................................................  0.63 2.07 0.63 2.07 

5.1 to 15.0 ..................................................................................... .................. 0.65 2.14 0.68 2.24 

15.1 to 36.0 .....................................................................................................  0.77 2.53 0.89 2.92 

36.1 to 46.0 ..................................................................................................... 0.84 2.76 0.98 3.22 

46.1 to 72.5 .....................................................................................................  1.00 3.29 1.20 3.94 
1 Employers may use the minimum approach distances in this table provided the worksite is at an elevation 

of 900 meters (3,000 feet) or less. If employees will be working at elevations greater than 900 meters 

(3,000 feet) above mean sea level, the employer shall determine minimum approach distances by 

multiplying the distances in this table by the correction factor in Table R-5 corresponding to the altitude of 

the work. 
2 For single-phase systems, use voltage-to-ground.  
TABLE R-7-ALTERNATIVE MINIMUM APPROACH DISTANCES 

FOR VOLTAGES OF MORE THAN 72.5 KV 1 2 3 
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Phase-to-

ground 

exposure 

Phase-to-

phase 

exposure 

m ft m ft 

72.6 to 121.0 

................................................................................................... 
1.13 3.71 1.42 4.66 

121.1 to 145.0 

................................................................................................. 
1.30 4.27 1.64 5.38 

145.1 to 169.0 

................................................................................................. 
1.46 4.79 1.94 6.36 

169.1 to 242.0 

................................................................................................. 
2.01 6.59 3.08 10.10 

242.1 to 362.0 

................................................................................................. 
3.41 11.19 5.52 18.11 

362.1 to 420.0 

................................................................................................. 
4.25 13.94 6.81 22.34 

420.1 to 550.0 

................................................................................................. 
5.07 16.63 8.24 27.03 

550.1 to 800.0 

................................................................................................. 
6.88 22.57 11.38 37.34 

1 Employers may use the minimum approach distances in this table 

provided the worksite is at an elevation of 900 meters (3,000 feet) or 

less. If employees will be working at elevations greater than 900 meters 

(3,000 feet) above mean sea level, the employer shall determine 

minimum approach distances by multiplying the distances in this table 

by the correction factor in Table R-5 corresponding to the altitude of the 

work. 
2 Employers may use the phase-to-phase minimum approach distances 

in this table provided that no insulated tool spans the gap and no large 

conductive object is in the gap. 
3 The clear live-line tool distance shall equal or exceed the values for 

the indicated voltage ranges. 
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2.0 LANDSCAPE CREW PROCEDURES 
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2.01 BLOWER – BACK PACK 

 A. Safety Equipment 

 1. Ear protection 

 2. Eye protection 

              3. Safety Boots 

 4. Dust mask (recommended) 

 B. Safety Check of Unit 

  

GAS-POWERED BLOWER 

   

Fueling the Back Pack Blower 

 1. Use only gas/oil mixture. 

 2. If the blower is equipped with a filter leave it in the tank. 

 3. Do not jam the spout of gas can against bottom of filter. 

 4. Pour fuel carefully and avoid topping off. 

 5. Never fuel blower on soil or on/near storm drain and turf areas. 

 6. No smoking while handling fuel. 

 7. Don't screw gas cap too tight. 

 8. Always fill machine outdoors. 

 9. Clean up overspills. 

 C. Procedures for Safe Use 

  Starting 

 1. Grab ripcord firmly so it does not slip from your hand. 

 2. Never let ripcord fly back into machine. 

 3. Never start in area of refueling; move at least 10' away. 

 4. It is advisable to start machine in yard before leaving. 

 5. Check for tightness of blow tubes before starting. 

 6. Always start machine on firm surface. 

 8. Always lift unit with use of your legs, or have someone assist you with putting the unit 

on your back. 

 9. Make sure shoulder straps are properly adjusted. 

  Operation 

 1. Avoid operating unit for long periods. (1 tankful) 

 2. Turn throttle down and/or point blower tubes away from people, children and pets until 

they pass by. Maintain a distance of 50 feet from park patrons. 

 3. Use low or moderate throttle around main library, city hall and businesses. 

 4. Always maintain a firm grip on blower tube. 

 5. Avoid using in confined areas. 
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 6. Secure loose clothing or long hair. 

 7. Let machine cool down before refueling. 

 8. Do not start blower before 8:00 a.m. Exceptions are Bayside Park or in yard. Be sure to 

follow Burlingame blower restrictions where required. 

 9. Always Comply or Exceed the Safety Instructions in the Owner's Manual. 

 

BATTERY-POWERED BLOWER 

   

Energizing the Back Pack Blower 

 1. Ensure battery is in good condition and free of dents or punctures. 

 2. Remove battery from charger and connect to blower. 

 3. Ensure connections are clean. 

 4. Monitor battery use. 

 5. Return battery to charger after use 

 

 C. Procedures for Safe Use 

  Operation 

 1. Avoid operating unit for long periods. (1 hour continual blowing) 

 2. Turn throttle down and/or point blower tubes away from people, children and pets until 

they pass by. Maintain a distance of 50 feet from park patrons. 

 3. Use low or moderate flow around main library, city hall and businesses. 

 4. Always maintain a firm grip on blower. 

 5. Secure loose clothing or long hair. 

 6. Do not start blower before 8:00 a.m. Exceptions are Bayside Park, Burlingame Ave, 

Broadway Ave or in yard. Be sure to follow Burlingame blower restrictions where 

required. 

 9. Always Comply or Exceed the Safety Instructions in the Owner's Manual. 
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2.02 BLOWER - PUSH OR WALKING 

 A. Safety Equipment 

 1. Ear protection 

 2. Eye protection 

 3. Gloves  

              4. Safety Boots 

              5. Dust mask (recommended) 

 

 B. Safety Check of Unit 

 1. This unit has a four stroke engine; therefore it uses straight gas and 30 wt. oil. 

 2. Always check gas and oil before leaving yard. 

              3. Inspect impeller and guards for signs of damage. 

              4. Make sure deflector cone is securely attached. 

 5. Refer to section on the backpack blowers for other precautions. 

 C. Procedures for Safe Use 

 1. Refer to Owner’s manual for proper starting. 

 2. Turn the deflection down when starting. 

 3. Maintain firm grip on unit when pulling starter cord 

 

      D. Operation 

 1. When possible, trailer this unit as it is heavy and awkward to lift. Always use a co-

worker to help lifting into and off a truck. 

 2. When machine is running keep fingers away from fan guard. 

 3. Do not operate in sand boxes. 

 4. Do not operate in the direction of people and pets. Maintain a distance of 50’ from park 

users at all times. 

 5. Do not leave this unit running unattended. 

              6. Do not operate on steep grade or slope. 

 6. Always comply or exceed the safety instructions in the owner's manual. 
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2.03 WEED WHIP SAFETY 

 A. Safety Equipment 

 1. Ear protection 

 2. Eye protection 

 3. Leather Gloves 

 4. Safety-toed Shoes 

 5. Long Sleeved Shirt 

              6. Equipment Harness 

 B. Safety Procedures 

 1. Always read and understand the unit's operating and maintenance instructions before 

starting operation. 

 2. Always examine the weed whip before use to ensure it is in good working condition. 

 3. Always ensure that the unit is assembled properly per the instruction manual. 

 4. Do not use any blade or attachment not authorized by the unit's manufacturer. 

 5. Never use wire or wire rope in place of the nylon cutting line. 

 6. Do not operate under the influence of alcohol, medications, fatigue or substances that 

can impair your vision, dexterity or judgment. 

 7. Wear required safety equipment and proper clothing  

 8. Secure hair above the shoulders.  

 9. Wear a dust mask when deemed necessary. 

 10. Avoid wearing loose clothing, scarf, necktie or jewelry. 

 11. Do not start unit while harness is attached to your body. 

 12. Refuel before starting work. 

 13. Handle gasoline with care. 

 14. Do not smoke while handling fuel. 

 15. Do not refuel a hot engine. 

 16. Avoid spilling fuel or oil. Always wipe unit dry before using. 

 17. Be sure to use appropriate fuel. Honda weed whips are “straight” gas and need to have 

the crankcase oil level inspected. All others use “mix” fuel. 

 18. Move at least 10 feet away from the fueling point before starting engine. 

 19. Always store gasoline in approved container. 

 20. Always replace the lid on any fuel container. 

 21. Use only "safety cans" equipped with anti-flashback nozzles. 

 22. Always drain the gas tank before storing for more than a few days. 

 23. Do not operate in unventilated area.  

 24. Never crank the engine while the unit is harnessed to you. 
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 25. Always lay the unit down in a clear area so the line or blade cannot contact the ground 

before cranking the engine. 

 26. Always hold the unit down firmly while starting the engine. 

 27. Always keep both hands on the control handles. Do not operate one handed. 

 28. Do not allow bystanders or animals in work area. Maintain 50’ distance 

 29. Always check the cutting area for loose rocks, bits of metal or other debris before 

operation.  

 30. Unit is meant to hover above the ground. Do not operate unit with bump head in contact 

with the ground. Doing so will cause premature failure of unit. 

 31. After shut down, always keep hands and feet clear of a moving blade until it stops 

rotating, 

 32. Always shut down immediately if the unit starts to shake or vibrate. 

 33. Always use the appropriate harness. 

 34. Always balance the unit by adjusting the position of the harness clamp on the shaft. 

 35. Always use the unit while positioned on the correct side to keep the muffler away from 

your body. 

 36. Always keep the cutting line or blade away from your feet and legs. 

 37. Always be sure to attach a blade properly per the instructions. 

 38. Always inspect your work area and remove objects that could be thrown by whipping 

activity. The blade or whip string is capable of throwing objects at high velocity for long 

distance. Use caution when loose material is present near traffic or property. 

 39. Avoid blade kick out by following all blade operation instructions and not using a blade 

around fences, wires, posts, rocks, etc. 

 40. Do not operate the unit where it could contact electrical conduit, house wiring or power 

lines. 

 41. Do not operate the unit without good visibility and light. 

 42. Always disconnect the spark plug before you work on the unit or leave it unattended. 

 43. Do not operate the unit with a loose or defective muffler. 

 44. Do not remove the spark arrester from the muffler. 

 45. Always keep the unit in good working condition. 

 46. Always tighten fastening parts at regular intervals. 

 47. WARNING: Prolonged use of an Edger-Trimmer may produce "whitefinger disease" 

(also known as Reynaud's phenomenon) or carpal tunnel syndrome. These conditions 

reduce the hand's ability to feel and regulate temperature, produce numbness and 

burning sensations and may cause nerve and circulation damage and tissue necrosis. If 

any of these symptoms appear, notify your supervisor and seek medical advice 

immediately. 
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2.04 EDGER - WALK BEHIND 

 A. Safety Equipment 

 1. Ear Protection  

 2. Eye Protection  

              3. Gloves  

              4. Safety Boots 

 B. Safety Check of Unit 

 1. Check for  straight gas (no mix) 

 2. Check for loose parts 

 3. Check blade is securely attached 

 C. Procedures for Safe Use 

 1. Refer to owner manual for proper starting 

               2. Secure loose clothing, jewelry and hair  

               3. Do not operate under the influence of alcohol, medications, fatigue or substances that 

can impair your vision, dexterity or judgment. 

              4. Inspect area for loose objects that could possibly be thrown by edging activity. 

              5. Ensure that all guards and blades are securely attached before operating. 

              6.  When machine is running keep fingers and feet away for blade 

 7. Operate on firm level surface 

 8. Check work area for people and animals 

 9. Throttle down when people or pets are nearby 

 10. Always stop unit when someone wants your attention 

 11. Check work area for hazards (rocks, foreign material, etc.) 

 12. Always comply or exceed the safety instructions in the owner’s manual 
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2.05  EDGER - HAND-HELD 

 A. Safety Equipment 

 1. Ear protection 

 2. Eye protection 

 3. Leather Gloves 

 4. Safety-toed Shoes 

  

 B. Safety Procedures 

 1. Always read and understand the unit's operating and maintenance instructions before 

starting operation. 

 2. Always examine the edger unit before use to ensure it is in good working condition. 

 3. Always ensure that the unit is assembled properly per the instruction manual. 

 4. Do not use any blade or attachment not authorized by the unit's manufacturer. 

 5. Do not operate under the influence of alcohol, medications, fatigue or substances that 

can impair your vision, dexterity or judgment. 

 6. Wear required PPE  

 7. Secure hair above the shoulders.  

 8. Avoid wearing loose clothing, scarf, necktie or jewelry. 

 9. Refuel before starting work. 

 10. Handle gasoline with care. 

 11. Do not smoke while handling fuel. 

 12. Do not refuel a hot engine. 

 13. Avoid spilling fuel or oil. Always wipe unit dry before using. 

 14. Move at least 10 feet away from the fueling point before starting engine. 

 15. Always store gasoline in approved container. 

 16. Always replace the lid on any fuel container. 

 17. Use only "safety cans" equipped with anti-flashback nozzles. 

 18. Always drain the gas tank before storing for more than a few months. 

 19. Do not operate in unventilated area.  

 20. Never crank the engine while the unit is harnessed to you. 

 21. Always lay the unit down in a clear area so the blade cannot contact the ground before 

cranking the engine. 

 22. Always hold the unit down firmly while starting the engine. 

 23. Always keep both hands on the control handles. Do not operate one handed. 

 24. Do not allow bystanders or animals in work area. Maintain 50’ distance 

 25. Always check the cutting area for loose rocks, bits of metal or other debris before 

operation.  
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 26. After shut down, always keep hands and feet clear of a moving blade until it stops 

rotating, 

 27. Always shut down immediately if the unit starts to shake or vibrate. 

 28. Always use the unit while positioned on the correct side to keep the muffler away from 

your body. 

 29. Always keep the cutting line or blade away from your feet and legs. 

 30. Always be sure to attach a blade properly per the instructions. 

 31. Always inspect your work area and remove objects that could be thrown by edging 

activity. 

 32. Avoid blade kick out by following all blade operation instructions and not using a blade 

around fences, wires, posts, rocks, etc. 

 33. Do not operate the unit where it could contact electrical conduit, house wiring or power 

lines. 

 34. Do not operate the unit without good visibility and light. 

 35. Always disconnect the spark plug before you work on the unit or leave it unattended. 

 36. Do not operate the unit with a loose or defective muffler. 

 37. Do not remove the spark arrester from the muffler. 

 38. Always keep the unit in good working condition. 

 39. Always tighten fastening parts at regular intervals. 

 40. WARNING: Prolonged use of an Edger-Trimmer may produce "whitefinger disease" 

(also known as Reynaud's phenomenon) or carpal tunnel syndrome. These conditions 

reduce the hand's ability to feel and regulate temperature, produce numbness and 

burning sensations and may cause nerve and circulation damage and tissue necrosis. If 

any of these symptoms appear, notify your supervisor and seek medical advice 

immediately. 
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2.06 ELECTRIC HEDGE SHEARS (OREGON) 

 A. Safety Equipment 

 1. Eye or face protection 

 2. Hearing protection 

 3. Gloves 

              4. Safety Boots 

 B. Safety Check of Unit 

 1. Make sure there are no loose parts. 

 2. Check condition of the blade (make sure it’s clean). 

 3. Check condition of the battery 

 4. Before leaving for the job site, start the unit in the yard. 

              5. ALWAYS recharge battery pack after use 

 C. Procedure for Safe Use 

 1. This trimmer has been designed to operate only using both hands. Do not attempt to 

override this important safety feature.  

 3. Make sure the battery is removed from unit before making adjustments. 

 5. Check work areas for exposed wire, bottles, paper, stones and other foreign materials. 

 6. Do not attempt to cut material more than 1/2 inch thick. If material is larger than 1/2 

inch, use loppers or a saw. 

 7. Do not operate while fatigued. 

 8. Operate on firm footing. 

 9. Do not leave unit unattended. 

 10. Check work area for people and animals. 

 11. Always stop unit when someone wants your attention. 

 13. Do not over reach. 

 14. Be sure blades are completely stopped when the unit is shut off. 

 15. Make sure hands and feet are clear from the blades while the unit is running. 

 16. Always comply with or exceed the safety instructions in the owner’s manual.  
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2.07 HEDGE SHEARS – GAS HEDGE SHEARS 

 A. Safety Equipment 

 1. Eye protection 

 2. Ear protection 

 3. Gloves 

              4. Safety Boots 

 B. Safety Check of Unit 

 1. Check fuel mix to make sure it is a gas/oil mixture. 

 2. Make sure that there are no loose parts. 

 3. Check the condition of the blade. 

 4. Wear an orange safety vest while working on medians or busy streets. 

 5. Make sure gas cap is on tight. 

 6. Before leaving for the job site start the unit in the yard. 

 C. Procedures for Safe Use 

 1. No smoking. 

 2. Start on firm surface. 

 3. Do not start in the air. 

 4. Check the work areas for: 

 a. Exposed wire 

 b. Bottles 

 c. Paper 

 d. Stones 

 e. Other foreign materials 

 5. Do not attempt to cut material more than 2 inch (if material is larger than 2 inch use 

loppers or saw). 

 6. Beware of hot muffler. 

 7. Operate only during day light hours. 

 8. Do not operate while fatigued. 

 9. Operate on firm footing. 

 10. Do not leave unit unattended. 

 11. Check immediate work area for people and animals. 

 12. Make sure the unit is off before making adjustments. 

 13. Always turn off unit when someone wants your attention. 

 14. Make sure hands and feet are clear from the blades while running. 

 15. Always comply or exceed the safety instructions in the owner’s manual.  
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2.08 LONG REACH TRIMMER 

 A. Safety Equipment 

 1. Eye protection 

 2. Ear protection. 

 3. Gloves  

              4. Safety Boots 

              5. Hardhat (if trimming overhead) 

 B. Operation  

 1. This unit uses gas/oil mixture 

 2. Place unit on flat surface, clear of debris 

 3. Pump primer, and turn choke to closed position 

 4. Turn ignition switch to on position 

 5. Hold unit down with left hand, while using short pulls with right WARNING blades 

may engage instantly 

 6. Turn off engine before changing angle of blade or greasing unit. 

 7. Workers, children and animals should be no closer than 50' when using trimmer. 

 8. Stop engine by shutting off ignition switch next to throttle. 

 C. Safety Procedures 

 1. Never leave the clippers running while unattended. 

 2. Heavy-duty, non-slip gloves are recommended while using the clippers. 

 3. Wear eye and hearing protection devices when operating equipment. Eye protection 

with side shields is mandatory. Face shields made of screen or plastic are recommended. 

 4. Wear non-skid sole shoes. Do not wear opened toed, cloth or sports shoes or operate 

clipper while bare footed. Shoes with steel safety toes are required.  

 5. Wear proper clothing to protect legs and other exposed body parts. 

 6. When transporting the hedge trimmer: 

 a. Switch the engine off. 

 b. Attach blade guards or fold trimmer head. 

 c. Carry only in the up-right position. 

 d. Keep the cutter blades behind you. 

 e. In a vehicle, prevent turnover which would cause fuel spillage. 

 7. Your hedge trimmer uses a mixture of oil/gasoline as fuel. When refueling, be sure the 

fuel is made up of the correct ratio of gas to oil. 

 8. When fueling or re-fueling: 

 a. Never with the motor running. 

 b. Allow the motor to cool. 

 c. Only outside, in well-ventilated areas. 

 d. Remove the fuel filler cap carefully. 
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 9. Put gas can and trimmer gas caps back on tightly. (Hand tighten as much as possible.) 

             10. Lubricate trimmer head by putting 5 pumps in zerk where head articulates and 15 pumps 

in zerk where blades move.  

 11. Move at least 10 feet from the re-fueling point and be sure there is no leakage of fuel 

from the gas cap or the fuel system before starting the engine. 

 12. Operate in a well-ventilated area. 

 13. Do not start if the blade is obstructed by the ground or any other object. 

 14. Do not allow anyone to hold the material you are cutting. 

            15.  Check work areas for exposed wire, bottles, paper, stones and other foreign materials. 

 16. Do not attempt to cut material more than 1/2 inch thick. If material is larger than 1/2 

inch, use loppers or a saw. 

 17. Always carry the trimmer with the engine stopped and the HOT muffler away from your 

body. 

 18. Never operate the clipper with only one hand. Keep a firm grip on the trimmer with both 

hands. 

 19. Start the unit on the ground with the throttle set at idle 

 20. Do all cutting at full throttle speed. 

 21. Start and operate your hedge trimmer without assistance. 

 22. Do not attempt to "drop start" your trimmer. 

            23. Do not adjust articulating trimmer head while engine is running. 

            24. Ensure all bolts are tight, and all guards are in place and functional. 

 25. WARNING: Prolonged use of a hedge trimmer may produce "whitefinger disease" (also 

known as Reynaud's phenomenon) or carpal tunnel syndrome. These conditions reduce 

the hand's ability to feel and regulate temperature, produce numbness and burning 

sensations and may cause nerve and circulation damage and tissue necrosis. If any of 

these symptoms appear, notify your supervisor and seek medical advice immediately. 
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2.09 MOWER - EX MARK TURF TRACER  

 A. Intended Use 

  Mow large area of turf 

 B. Safety Equipment 

 1. Hearing protection 

 2. Eye protection 

              3. Safety boots 

 C. In Yard Check 

 1. All guards in place, controls in good condition 

 2. Grass bag or chute is secure 

 3. Fuel and oil levels 

 4. Tire pressure 

 D. Start Procedure 

 1. Transmission in neutral 

 2. Blade drive disengaged 

 3. Turn engine switch to ON, close choke 

 4. Grab rope and pull, keep feet away from blades 

 E. Safe Operation 

 1. Use mower with extreme caution 

 2. Very powerful practice in open space before first use 

 3. Engage blades, move transmission into gear and mow 

 F. Shut-Down 

 1. Place transmission in neutral 

 2. Disengage blades 

 3. Turn key off 

 G. Post Use 

 1. Wash completely 

 2. Refuel 
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2.10 MOWER – GRANDSTAND MOWER 

 A. Intended Use 

  Mow large area of turf 

 B. Safety Equipment 

 1. Hearing protection 

 2. Eye protection 

              3. Safety boots 

 C. In Yard Check 

 1. All guards in place, controls in good condition 

 2. Grass bag or chute is secure 

 3. Fuel and oil levels 

 4. Tire pressure 

 D. Start Procedure 

 1. All motion control and drive levers in neutral position 

 2. Blade switch disengaged 

 3. Parking brake on 

              4. Close choke, turn engine switch to ON, 

              5. Turn key to crank engine, DO NOT crank engine more than 5 seconds 

 E. Safe Operation 

 1. Use mower with extreme caution 

 2. This machine is very responsive. Practice in open space before first use 

 3. Engage and disengage blades at idle only.  

              4. Move transmission into gear and mow 

              5. Do Not operate on slopes greater than 20 degrees 

 F. Shut-Down 

 1. All motion control and drive levers in neutral position 

 2. Disengage blades 

 3. Let engine idle 60 seconds then, turn key off 

 G. Post Use 

 1. Wash completely 

 2. Refuel 
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2.11 MOWER – LAND PRIDE 

 A. Safety Equipment 

 1. Eye protection  

 2. New Holland Tractor with R.O.P.S installed 

 3. Functioning seatbelt-snugly applied. 

 4. Ear protection  

              5. Safety Boots 

               6. Hard Hat is recommended 

 B. Safety Check for Use 

 1. Follow proper start-up and operating procedures for New Holland Tractor. 

 2. Visually inspect flail. Ensure all guards and blades are in place and free of debris. 

              3. Ensure unit is properly lubricated. 

              4.  Check 3 point hitch adjustment, i.e. flail unit must rest on roller to rear of unit. Front of 

flail must clear ground by 4" to 5". 

               5. Inspect site to be mowed for solid objects or debris that could become entangled. 

Remove debris or avoid these areas. 

               

 C. Procedures for Safe Use 

               1. When unit is properly connected, slightly lift unit off of ground away from vegetation. 

Engage PTO at low RPM, then slowly raise RPM until PTO is operating at 540. Do not 

exceed the 540 mark, regardless of ground speed. 

               2. Lower flail so that unit is resting on rear roller. Keep tractor in first gear and slowly 

move forward avoiding sudden sharp turns. 

               3.  Avoid backing up. If you must reverse tractor lower tractor RPM, turn off PTO. 

When the PTO stops turning, raise unit and reverse. Lower unit before re-

engaging PTO. 

 4. Do not operate on steep slopes. 

 5. Always wear seatbelt during operation. 

 6. Do not permit other to ride. 

 7. Set parking brake, disengage PTO and lower flail when unit is parked. 

 8. Keep away from rotating shafts and blades. Shut tractor off tractor and wait for 

all shafts to stop movement before inspecting or working on unit. 

 9. Do not use 4 wheel drive on hard surfaces 
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2.12 MOWER - ROTARY 

 A. Safety Equipment 

 1. Hearing protection 

 2. Eye protection  

 3. Safety Boots 

              4. Dust mask (optional) 

 B. In Yard Check 

 1. Straight gas 

 2. Oil 

 C. Operation procedures 

 1. Never attempt to lift the mower on or off the truck by yourself. 

 2. Set to proper height by using the adjusting levers which re on the left front and rear 

wheels.  

 3. If you are not using the mowing bags make sure the area is free of people, pets or parked 

cars. 

 4. To start mower move throttle lever to choke position, place your foot on the step of the 

mower housing, pull the starter cord lightly until you feel compression and then pull 

briskly. Do not allow roper to snap back; return by hand. 

 5. Allow the mower to warm up and then move throttle lever to high. 

 6. Push down the orange button that is on the roto-stop-lever, and then push the roto-stop-

lever forward. 

 7. Do not run with mowers; always walk. 

 8. Before and during mower operation, look out for obstacles that could interfere or cause 

damage to the mower. 

 9. When using bags, never allow them to become too full. 

 10. If mower should stall because of grass excess around the blade, turn off the mower 

engine and remove the excess. Attempt to lessen the load on the mower by adjusting the 

mower height or cutting a narrower swath. 

 11. Be especially careful when mowing uneven or rough ground. The mower may tilt, 

exposing the blade, and hidden objects could be thrown by the blade. Keep all four 

wheels on the ground. 

 12. Mow across slopes; do not mow excessively steep slopes. 

 13. When operating close to busy roadways, (i.e. Highway, Median, etc.) be especially 

careful of oncoming traffic, and wear a safety vest. 

 14. When the mowers are brought back to yard, wash them off. 

 15. If you need further information, refer to the owner’s manual. 

 



52 

2.13 MOWER – RIDING (TORO 4000D) 

 A. Personal Equipment Required 

 1. Hearing protection 

 2. Safety glasses  

              3. Safety Boots 

 B. In yard check  

 1. Fill fuel tank (Diesel) 

  *note: do not fill when hot or running 

 2. Check oil 

 3. Check for significant amount of air in tires (10-15 psi) 

 C. Start up procedures 

 1. Be sure there is only one operator at all times. 

 2. Set parking brake  

 3. Adjust seat and steering column to maximize your ability to control the mower 

 4. Check that PTO switch on instrument panel is in the off position. 

 5. Check that front deck is lowered in “float” position by pushing the “lift control lever” 

forward located on the right-hand side of the seat. 

 6. Move throttle lever to slow position, located on right-hand side of seat. 

 7. Turn on ignition. WAIT to turn over until the wait to start light is no longer illuminated. 

 9. Do not crank the engine longer than 10 seconds at a time. 

             10. Always wear seat belt. 

 D. Operation of Mower 

 1. Disengage parking brake 

 2. TORO- To go forward, push top of traction pedal; to go backwards, Push bottom of 

traction pedal located on the floor next to the right side of steering column. 

               3. Always inspect work area before mowing. 

 4. When area is clear, lower front deck and wings.  

              5. Engage blades at idle speed by lifting Yellow PTO knob 

              6. Raise throttle to full speed while mowing.  

               7. Always be aware of surroundings to ensure wing, deck and ROPS canopy clearance. 

              8. Avoid sharp turns and alternate mowing pattern weekly 

              9. Do not use differential lock unless mower becomes stuck. 

             10. Only move transmission to high travel speed when traveling long distances. Use extra 

caution as risk of rollover and loss of control increase with speed. 

 E. Job Site 

 1. After any rain inspect your work site to see if the turf can support the mower  
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 2. Make sure that the work site is free of people and animals. 

 3. Always look ahead to make sure the mowing path is free from debris (rock, cans, 

baseballs, sticks exposed roots, sprinklers, and any obstacle that can be hazardous.) 

 4. Never raise the mower deck while its blades are turning. 

 5. In the event that you get stuck in a soggy area of turf, turn off P.T.O., raise the mower 

deck, and run at full throttle, carefully avoiding any turns. If this procedure does not 

work, turn off the Toro and seek help. 

 6. If you strike an object, stop the machine and check for possible damage. 

 7. Take care while mowing around trees that the mowing deck does not strike against the 

tree trunk or exposed roots. 

 8. Always check slopes for sufficient traction. 

 9. If you should begin sliding out of control, remain calm, turn off engine and seek 

assistance. 

 10. If you encounter any serious mechanical failure, stop mowing and contact the 

Equipment Repair Employee or Leadworker for repair. If mower is completely 

inoperable, stop and remove key and obtain assistance. 

 11. If the mower should bog down because of high grass swath a smaller cutting path. 

 12. When possible, try to have the cutting go onto a previously cut path. 

             13. Do not leave mower running unattended. Disengage PTO, set parking brake, shut-down 

and remove key 

 14. Comply with or exceed safety recommendations in the owner’s manual.  

 

      F.  Shut-down 

              1. Lower throttle to idle 

             2. Disengage PTO 

               3. Raise front deck and side wings and ensure side wings are latched 

     4. Idle 1 minute before shut-off 

               5. Wash mower 

     6. Refuel 
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2.14 MOWER – TORO GROUND MASTER 345 

 A. Intended Use 

  To mow lawns 

 B. Safety Equipment 

 1. Hearing protection 

 2. Safety glasses 

              3. Safety Boots 

 C. In Yard Check 

 1. Fill fuel tank (gas) 

 2. Check oil 

 3. Check for air in tires (10-15 PSI) 

 D. Start Procedure 

 1. Push choke lever (right side of seat) all the way forward 

 2. Push throttle lever (right side of seat) 2/3rds of the way forward 

 3. Turn the ignition key to start 

 4. After a brief warm-up, pull back the choke 

 5. Disengage parking brake by pushing down on brake pedal (pedal w/big circle on it) 

 E. Safe Operation 

 1. Read and understand the 345 manual before operating the mower 

 2. Remove all objects that can/will be picked up and thrown by the blades (rocks, balls, 

cans, etc.)  

 3. Make sure the work site is free of animals and people 

 4. Drive slowly 

 5. Avoid sudden stops and starts 

 6. Look behind mower before backing up 

 7. Reduce speed when making a sharp turn and while turning on a hillside 

 8. Never raise the deck while blades are rotating 

 9. After any rain, inspect work site to see if turf can support mower 

 F. Transportation 

 1. On right side of steering column is the traction pedal, to go forward, push down on the 

top of the traction pedal. Backwards, push the bottom of traction pedal 

 2. For the Toro Trailers bring down the ramp and set jack stands. 

 3. Carefully back the mower onto the trailer 

 4. Set parking brake 
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 5. Attach the winch chains from the trailer to the rear hooks on the mower  

 6. Raise ramp and stands. 

     G.Shut Down 

 1. Take foot off of traction pedal 

 2. Set the parking brake and disengage PTO 

 3. Turn down throttle, turn key to off 

 H. Clean-up and Storage 

 1. Wash off mower (top of deck and the blades underneath) 

 2. Put mower back in garage and lower deck 

              3. Refuel 
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2.15 MOWER – RIDING (TORO 3280-D) 

 A. Personal Equipment Required 

 1. Hearing protection 

 2. Safety glasses  

              3. Safety Boots 

 B. In yard check  

 1. Fill fuel tank (Diesel) 

  *note: do not fill when hot or running 

 2. Check oil 

 3. Check for significant amount of air in tires (10-15 psi) 

 C. Start up procedures 

 1. Be sure there is only one operator at all times. 

 2. Set parking brake  

 3. Adjust seat and steering column to maximize your ability to control the mower 

 4. Check that PTO switch on instrument panel is in the off position. 

 5. Check that front deck is lowered in “float” position by pushing the “lift control lever” 

forward located on the right-hand side of the seat. 

 6. Move throttle lever to slow position, located on right-hand side of seat. 

 7. Turn on ignition. WAIT to turn over until the wait to start light is no longer illuminated. 

 9. Do not crank the engine longer than 10 seconds at a time. 

             10. Always wear seat belt. 

 

     D. Operation of Toro 

 1. Disengage parking brake 

 2. To go forward, push top of traction pedal; to go backwards, Push bottom of traction 

pedal located on the floor next to the right side of steering column.                  

 3. Always inspect work area before mowing. 

 4. When area is clear, lower front deck and wings.  

              5. Engage blades at idle speed by lifting Yellow PTO knob 

              6. Raise throttle to full speed while mowing.  

               7. Always be aware of surroundings to ensure deck and ROPS clearance. 

              8. Avoid sharp turns and alternate mowing pattern weekly 

              9. Do not use differential lock unless mower becomes stuck. 
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 E. Job Site 

 1. After any rain inspect your work site to see if the turf can support the mower  

 2. Make sure that the work site is free of people and animals. 

 3. Always look ahead to make sure the mowing path is free from debris (rock, cans, 

baseballs, sticks exposed roots, sprinklers, and any obstacle that can be hazardous.) 

 4. Never raise the mower deck while its blades are turning. 

 5. In the event that you get stuck in a soggy area of turf, turn off P.T.O., raise the mower 

deck, and run at full throttle, carefully avoiding any turns. If this procedure does not 

work, turn off the Toro and seek help. 

 6. If you strike an object, stop the machine and check for possible damage. 

 7. Take care while mowing around trees that the mowing deck does not strike against the 

tree trunk or exposed roots. 

 8. Always check slopes for sufficient traction. 

 9. If you should begin sliding out of control, remain calm, turn off engine and seek 

assistance. 

 10. If you encounter any serious mechanical failure, stop mowing and contact the 

Equipment Repair Employee or Leadworker for repair. If mower is completely 

inoperable, stop and remove key and obtain assistance. 

 11. If the mower should bog down because of high grass swath a smaller cutting path. 

 12. When possible, try to have the cutting go onto a previously cut path. 

             13. Do not leave mower running unattended. Disengage PTO, set parking brake, shut-down 

and remove key 

 14. Comply with or exceed safety recommendations in the owner’s manual.  

 

      F.  Shut-down 

              1. Lower throttle to idle 

            2. Disengage PTO 

    3. Idle 1 minute before shut-off 

              4. Wash mower 

              5. Refuel 
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2.16 MOWER – RIDING (JOHN DEERE REEL MOWER) 

 A. Personal Equipment Required 

 1. Hearing protection 

 2. Safety glasses  

              3. Safety Boots 

 B. In yard check  

 1. Fill fuel tank (Diesel) 

  *note: do not fill when hot or running 

 2. Check oil 

 3. Check for significant amount of air in tires (10-15 psi) 

 C. Start up procedures 

 1. Be sure there is only one operator at all times. 

 2. Set parking brake  

 3. Adjust seat and steering column to maximize your ability to control the mower 

 4. Check that PTO switch on instrument panel is in the off position. 

 5. Check that reels are lowered completely by moving lever forward. 

 6. Move throttle lever to slow position, located on right-hand side of seat. 

              7. Turn battery shut-off switch on 

 7. Turn on ignition. Press glow plug switch and hold for at least 15 seconds. 

 9. Crank engine to start. Do not crank the engine longer than 10 seconds at a time. 

              

     D. Operation of mower 

 1. Disengage parking brake 

 2. Press pedal with arrow facing forward to move ahead. Press pedal with arrow facing 

backward to reverse 

 3. Always inspect work area before mowing. 

 4. When area is clear, lower front deck. 

              5. Engage blades at idle speed by lifting Yellow PTO knob 

              6. Raise throttle to full speed while mowing.  

              7. Always be aware of surroundings to ensure deck clearance. 

              8. Only cut in straight lines! Reels must be lifted before turning. 

              9. Avoid sharp turns and alternate mowing pattern weekly 

              

 

 E. Job Site 

 1. After any rain inspect your work site to see if the turf can support the mower  
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 2. Make sure that the work site is free of people and animals. 

 3. Always look ahead to make sure the mowing path is free from debris (rock, cans, 

baseballs, sticks exposed roots, sprinklers, and any obstacle that can be hazardous.) 

 4. In the event that you get stuck in a soggy area of turf, turn off P.T.O., raise the mower 

deck, and run at full throttle, carefully avoiding any turns. If this procedure does not 

work, turn off the Toro and seek help. 

 5. If you strike an object, stop the machine and check for possible damage. 

 6. Take care while mowing around trees that the mowing deck does not strike against the 

tree trunk or exposed roots. 

 7. Always check slopes for sufficient traction. 

 8. If you should begin sliding out of control, remain calm, turn off engine and seek 

assistance. 

 9. If you encounter any serious mechanical failure, stop mowing and contact the 

Equipment Repair Employee or Leadworker for repair. If mower is completely 

inoperable, stop and remove key and obtain assistance. 

 10. If the mower should bog down because of high grass swath a smaller cutting path. 

 11.  Do not leave mower running unattended. Disengage PTO, set parking brake, shut-down 

and remove key 

 12. Comply with or exceed safety recommendations in the owner’s manual.  

 

      F.  Shut-down 

              1. Lower throttle to idle 

             2. Disengage PTO 

    3. Idle 1 minute before shut-off 

              4. Wash mower    

              5. Refuel 
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2.17 PESTICIDE USE 

 All pesticide applicators not holding a QAC or QAL, must receive annual training in 

pesticide use. The following is not a substitute for formal training. It is intended only as a 

practical reminder of important principles. 

 A. Procedures of Use 

 1. A PCA recommendation must precede all pesticide uses. 

 2. Minimal safety equipment for any handling of pesticides is: eye protection (not regular 

eyeglasses), a long sleeve shirt, and approved spray gloves (never leather!) 

 3. Do all mixing of pesticides away from storm drains. 

 4. Do not insert hose into a spray tank. An air-gap must be established to prevent 

contamination. Never overfill a spray tank so that it overflows.  

 5. The PCA recommendation and a copy of the label of the product(s) being used must 

accompany the spray operation. The spray tank must have a pesticide identification tag 

attached to it. 

 6. Never spray when wind speed exceeds 10 mph. 

 7. It is highly recommended that the following be used on spray operations: hard hat 

(plastic) and rubber/nitrile boots. 

 8. Unless a Tyvek suit or coveralls are used, clothing used during a spray operation must 

be laundered before reuse. 

 9. When pesticides are transported in vehicles, they must be securely fastened, so that they 

do not move in transit. Do not transport pesticide in the vehicle. 

 10. Pesticides in trucks must be locked when vehicle is out of sight of the operator. Do not 

store pesticides in the same compartment as food or water. 

 11. Schedule spraying earlier in the day to avoid people and wind. 

 12. All equipment used in a spray operation must be triple rinsed after use, the residual is to 

be treated as a pesticide formulation and sprayed out on a target or safe area. 

            13. When using a motorized pressure system, safety goggles shall be used for eye protection. 

Additionally, a spill kit shall be on hand during spray operation. 
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2.18 TRACTORS 

 KUBOTA 

 A. Safety Equipment 

 1. Eye protection  

 2. Safety Boots 

 3. Hearing protection  

 4. Gloves 

              5. Hard Hat (optional) 

 B. In Yard Check 

 1. Check fuel (Diesel) & oil. 

 2. Check inflation of tires. 

 3. Check transfer case lever, located on left side seat, to be sure its in 2 wheel drive. 

(Never use 4 wheel drive on the street). 

 4. Check condition of seat belt. 

 5. Be sure “Slow moving vehicle” placard is clear and visible. 

 6. Check to make sure all lights are operating. 

 7. Be sure brake pedals are locked together. 

 8. Adjust seat. 

 9. Adjust mirrors. 

 C. Start up Procedure 

 1. One person only on the Kubota. 

 2. Fasten seat belt. 

 3. Never start engine or operate levers from anywhere other than the seat of the Kubota. 

 4. Before starting up, make sure everything is in Neutral. 

 5. Disengage clutch (Push Down). 

              6. Turn and hold key to the left for 30 seconds to ensure glow plug heating 

 7. Turn key clockwise to crank engine (Be Sure Engine Stop Knob Is in the “In” Position). 

 8. Hazard lights and headlights shall be used on city streets. 

 9. Shift into either “Hi” or “Lo” gear, using lever located on the left side of seat. 

 10. Shift to appropriate gear using main gear shift lever on right side of steering wheel. 

 11. Shift to “Forward” or “Reverse” using lever on left side of steering wheel. (Note: be 

sure tractor is stopped completely before using this lever). 

 12. Slowly release clutch and proceed. 

 D. Driving in Traffic 

 1. Hazard lights and head lights shall be used on city streets. 
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 2. Do not use hand throttle, located on right side of steering wheel, on city streets (Only in 

the Field). 

 3. Allow for greater braking distances to stop. 

 4. Always slow down when turning the tractor. 

 5. When driving with equipment attached to the p.t.o. be sure its in the fully upright 

position. 

 6. Do not apply differential lock (Orange Pedal Located Under Right Side of Seat) while 

traveling at road speeds, you will lose control of tractor. 

 7. Always stay to the right side of the road. 

 8. Use extreme caution when operating on street, because this vehicle is slow. 

              9. Do not operate on Freeways or Highways (ie. 101, 280, El Camino) 

 E. Stopping the Tractor 

 1. Disengage clutch. 

 2. Disengage P.T.O., lower all implements. 

 3. Place all levers in neutral position, lock “Forward” and “Reverse” lever in neutral. 

 4. Apply parking brake lever up (Located Just to the Left of Brake Pedals.) 

              5. Allow tractor to remain at idle for 1 min 

 5. Turn off key. 

 6. If engine fails to stop, pull engine stop knob (Located above Brake Pedal) out. After 

engine has stopped, push back in. 

 7. Engage clutch. 

 F. P.T.O. 

 1. Disengage clutch. 

 2. Place P.T.O. lever (Located Directly below Steering Wheel) into 540 rpm position. Do 

not use 1000 rpm setting. 

 3. Release clutch to engage P.T.O. 

 G. Raising and Lowering 3 Point Hitch 

  The lever to raise and lower the 3 point is located on the right side of seat. Increasing and 

decreasing the speed of the 3 point hitch is controlled by the knob directly under the seat. 

 1. To increase, turn knob counter clockwise. 

 2. To decrease and stop, turn knob clockwise. 

              3. Be sure drawbar will not interfere with 3 point operation. 

 

     H. Attaching hydraulics 

              1. Shut tractor off 

              2. Ensure hydraulic control valve is off 

              3. Clean off male and female ends of hydraulic couplers before attaching 

              4. If unable to attach hydraulics, stop and seek assistance 

              5. Once hydraulics are attached, turn hydraulic valve on  
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              6. Start tractor according to start-up procedure and inspect hydraulic system for operation 

and leaks. 

 

TRACTOR (New Holland) 

****It is the Operators responsibility to read and fully understand the operator’s manual prior to operation. 

 A. Safety Equipment 

 1. Eye protection  

 2. Safety Boots 

 3. Hearing protection  

 4. Gloves 

               5. Hard Hat (optional) 

 B. In Yard Check 

 1. Check fuel (Diesel) & oil. 

 2. Check inflation of tires. 

 3. Check transfer case lever, located on left side seat, to be sure it’s in 2 wheel drive. 

(Never use 4 wheel drive on the street). 

 4. Check condition of seat belt. 

 5. This tractor should be trailered. 

 6. Check to make sure all lights are operating. 

 7. Be sure brake pedals are locked together. 

 8. Adjust seat. 

 

 C. Start-up Procedure 

 1. One person only on the tractor. 

 2. Fasten seat belt. Roll over protection structure (ROPS) must be in the up position. 

 3. Never start engine or operate levers from anywhere other than the seat of the tractor. 

 4. Before starting up, make sure gear shift is in neutral and PTO is off. 

               5. Be sure the throttle lever to the right of the steering wheel is in its middle position  

               6. Adjust steering column by pushing down on the lever below steering wheel. 

 7. Turn key to the “on” position until glow plug indicator light goes off before cranking to  

                  ensure glow plug heating. 

 8. Turn key clockwise to crank engine (Be Sure Engine Stop lever Is in the “up” Position). 

               9. When tractor starts, allow to warm-up for 5 minutes, before operating. 

  

        D. Tractor Operation 
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               1. Be sure to thoroughly inspect work area. Ensure all debris is removed and ground can      

                 sufficiently support tractor and implements. Do not operate on excessive slopes. 

               2. Keep a constant awareness of height clearance with loader bucket and ROPS system. 

               3. Keep pedestrians and Park users away from the tractor and area work is to be performed. 

               4. Shift to appropriate gear using main gear shift lever on right side of the tractor and raise  

                  RPM’s to at least 1500. 

 5. With your left foot on the brake pedals, release the parking brake, located to the left of    

                  the seat.  

 6. Shift to “Forward” or “Reverse” using the appropriate pedal on right side of the tractor    

                  (Note: be sure tractor is stopped completely before depressing the opposite direction         

                pedal). 

 7. Slowly release the brake with your left foot and depress the directional pedal to proceed. 

               8. If you need to shift gears to adjust ground speed, bring the tractor to a complete stop,       

                 then shift gears. 

               8. If surface is such that there may be rear wheel slippage, engage the Four wheel drive by: 

    a. Bring tractor to a complete stop 

    b. Push the handle on the left side of the floor completely down. 

    c. Avoid sharp turns and high speed during operation in four wheel drive. 

    d. To disengage, bring tractor to a complete stop, lift the four wheel drive        

                                  handle completely and resume normal operation. 

 D. Driving in Traffic (Trailering is preferable) 

 1. Hazard lights and head lights shall be used on city streets. 

 3. Allow for greater braking distances to stop. 

 4. Always slow down when turning the tractor. 

 5. When driving with equipment attached to the 3 point system, be sure it is in the fully       

                  upright position. 

 6. Do not apply differential lock (small circular pedal to the left side of the tractor floor)     

                  while traveling at road speeds, you may damage the differential and/or lose control of       

                tractor. 

 7. Always stay to the right side of the road and use low gear when going downhill. 

 8. Use extreme caution when operating on street, because this vehicle is slow. 

               9. Do not operate on Freeways or Highways (ie. 101, 280, El Camino) 

             10. This tractor is equipped with Cruise control. To set cruise control, depress directional      

                  until desired ground speed is reached. Press the Cruise control rocker switch forward on   

                 the left side of the dash. You may then take your foot off of the directional pedals.  

             11. To disengage cruise control, press the rocker switch backward or depress both brake        

                 pedals. 

             12. Never use Four Wheel Drive when traveling on streets or at high speeds. 

 E. Stopping the Tractor 

 1. Slowly relieve foot pressure on the directional pedal and apply brake if needed. 
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 2. Disengage P.T.O., lower all implements. 

 3. Place all levers in neutral position. 

 4. Apply Parking break lever located on the left side of the seat. 

              5. Allow tractor to remain at idle for 5 min. Then turn off key. 

 6. If engine fails to stop, pull engine stop knob (Located above Brake Pedal) out. After 

engine has stopped, push back in. 

  

 F. P.T.O. (Power Take Off) 

 1. Lower RPM’s to idle. 

 2. Turn yellow PTO knob on by pushing down and rotating to the right 

 3. Set engine speed to appropriate RPM setting. 

               4.  If necessary, adjust implement to operational height 

               5. Depress directional pedal while monitoring implement and tractor function. Implement    

                 height and/or tractor speed may need to be adjusted to maintain safe and effective              

                operation. 

                6. To disengage PTO: remove load from PTO by raising implement and lower RPM’s to    

                   idle. Push down on the yellow PTO switch. 

 G. Raising and Lowering 3 Point Hitch 

       1. Ensure the implement is appropriately attached and has enough clearance to be fully        

                  operational. 

       2. Adjust sway bars for proper implement operation. 

       3. Be sure drawbar will not interfere with 3 point operation. 

                4. The lever to raise and lower the 3 point is located on the right side of seat.  

       5. Increasing and decreasing the speed of the 3 point hitch is controlled by the knob            

          directly under the seat, near the floor. 

 6. To increase, turn knob counter clockwise. 

 7. To decrease and stop, turn knob clockwise. 

              8. Always lower implements, when tractor is stopped. 

              

     H. Attaching hydraulics 

              1. Shut tractor off 

              2. Ensure hydraulic control valve is off 

              3. Clean off male and female ends of hydraulic couplers before attaching 

              4. If unable to attach hydraulics, stop and seek assistance 

              5. Once hydraulics are attached, turn hydraulic valve on  

              6. Start tractor according to start-up procedure and inspect hydraulic system for operation     

                and leaks. 
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I. Loader Operation 

1. Loader must be operated with tractor RPM between 1700-2200 

2. Do not lift loads greater than 2,000lbs. 

3. The loader functions are controlled by a joystick control at the right side of the     

tractor seat. This hydraulic control is very sensitive and should be operated through 

slow and steady movements of the joy stick.  

4. To lower the bucket, push the joystick forward. To raise the bucket, pull the joystick 

backwards. To dump the bucket, move the joystick to the right. To scoop the bucket, 

move the joystick to the left. 

5. The 4-in-1 bucket is controlled by a separate green handled lever to the right of the 

seat. 

6. Be sure to only operate the loader on level, stable ground. Understand the weight of 

your load and that lifting a load raises the center of gravity of the tractor, increasing risk 

of roll-over. 

7. Be sure you have proper clearances to operate the machine. Know the location of 

overhead and underground utilities before lifting a load or digging with the bucket. 

8. Adjust the bucket level as you lift and lower the load. It is possible to lift a load and 

have it dump on the operator due to improper leveling while raising the load. It is 

possible to lower a load and have it dump in front of the tractor while lowering due to 

improper leveling. Never lift a load higher than necessary. 

9. Always lower bucket, when tractor is stopped. 

    J. Diesel Particulate Filter (DPF) 

1. The tractor is equipped with a diesel emissions control filter. This filter must be         

    regenerated after every 4 hours of operation. 

2. Regeneration takes 30-40 minutes. During that time, the tractor can be operated. If 

there is no need to operate the tractor, it  must be left running in an area that is 

outdoors and away from people. Ensure the tractor has enough fuel to run for that 

time period. 

3. The regeneration process can be delayed by pressing the DPF rocker switch backward 

for 2 seconds. When the DPF regeneration is appropriate, press the DPF rocker 

switch forward for 2 seconds to begin regeneration. ****Delaying DPF generation 

too long will render the tractor in operable. 

4. Never shut off the tractor during DPF regeneration. 



67 

2.19 BILLY GOAT BRUSH CUTTER 

 A. Safety Equipment 

 1. Eye protection - mandatory (goggles, face shield, or safety glasses) 

 2. Safety boots. 

 3. Hard hat (optional, recommended). 

 4. Ear protection - mandatory. 

 5. Gloves - mandatory. 

 B. In Yard Checks 

 1. Fuel, oil levels 

 2. Blade condition 

 3. Tire pressure 

 4. Pulley shrouds 

 C. Site Safety 

 1. Transport mower in the small trailer to avoid lifting. 

 2. Walk through the job site checking for impediments, objects that could be com 

projectiles, and slippery conditions. Mark immovable hazards with cones, caution tape 

or white marking paint. Remove movable hazards. If the site is very wet or slippery, 

return when conditions are drier. 

 3. Do not operate in areas with heavy pedestrian or vehicular Traffic. 

 4. Always have a second person monitoring the job site. The monitor shall remain behind 

the cutter or far to the front or side. Operator also must pay attention. 

 D. Operation 

 1. Do not start the machine with the blade lever or the ground clutch engaged. 

 2. Turn ignition switch on; open throttle fully; open gas valve and turn on choke. 

 3. Start with pull chord; turn off choke; throttle down; allow machine to idle several 

minutes. 

 4. Slowly, engage the blade clutch lever; cutting blade is now turning and is hazard to 

anyone in the vicinity. 

 5. Select the appropriate gear and slowly engage the ground control lever on the handle 

bar.  

 6. Avoid operating the machine on steep slopes where footing is not firm. 

 7. Do not smoke while operating. 

 8. Do not attempt to cut woody stems in excess of 1" diameter. 

 9. Do not touch the muffler; it is hot. 

 10. Stop frequently to consider path and obstacles. 

 11. In the event of operator accidental slip, release the ground Control lever. The machine 

will stop (although the blade will continue to cut.) 

 12. Be especially careful when cutting close to obstacles, such as fences, erect pipes, and 

trees. Stay at least two feet away. 
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 13. Disengage the cutting blade when stopped no matter now short the duration. 

 14. When the operator needs to leave the machine, he/she shall shut it down completely. 

 E. Stop Procedures 

 1. Release the drive control. 

 2. Reduce the throttle to slow idle. 

 3. Release the blade control lever to stop the blade. 

 4. Turn toggle to off. 

 5. Clean the machine with spark plug wire disconnected. 

 

 Comply with or exceed all the manufacturer's safety recommendations. 



69 

2.20 ROTARY TILLER (TOW BEHIND) 

 A. Safety Equipment 

 1. Eye protection - mandatory 

 2. Avoid loose clothing, also long hair, near moving parts 

 3. Refer to Kubota tractor safety sheet 

 4. Ear Protection 

              5. Safety Boots 

 B. Hook-Up Procedures 

 1. Disengage PTO before backing up 

 2. Back tractor up to tiller until lower 3-point links are aligned with hitch 

 3. Turn tractor off and engage parking brake 

 4. Secure the tractor’s 3-point lower links to lower hitch, use lynch or cotter pin, then 

attach top link to tiller top-hitch 

 5. Clear any debris from PTO and slide rototiller shaft onto the PTO 

              6. Ensure unit is properly lubricated. 

 C. Operating Procedures 

 1. Do not leave tractor, or implement unattended with engine running. 

 2. Tiller designed to be used at the 540 rpm PTO setting  

 3. Clear area of debris before tilling and ensure soil is soft enough to till. 

 4. Never operate tiller while in raised position 

 5. Transporting of tiller in raised position only, with tines, no more than 14 in. off ground, 

to prevent damage to u-joints. 

 6. Disengage PTO when transporting, or backing up 

 7. Tiller should be lifted off ground before engaging PTO, no one near machine when 

engaging. 

 8. Do not engage PTO at full throttle 

 9. Tilling should not be done in wet soil 

             10. Tilling should be done at low speeds only. Transmission shall be placed in low. 
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2.21 SPRAYER – 30 and 50 GALLON 

 A. Intended Use 

  Herbicide application in large areas away from people. 

 B. Safety Equipment 

 1. Safety goggles 

 2. Hearing protection  

 3. Chemical resistant gloves 

              4. Any safety equipment recommended on the label of the chemical being sprayed. 

              5. Spill kit 

 C. In Yard Check 

 1. Check gas and oil (straight gas) 

 2. Check air pressure in tires 

 3. Visually check hose and tank for leaks. 

 D. Start up Procedure 

 1. Turn fuel valve on  

 2. Turn engine switch on 

 3. Move throttle lever down slightly 

 4. Close choke for cold engine 

 5. Pull starter rope. When engine starts open choke and adjust throttle 

 6. Adjust pressure if necessary by turning the relief valve adjusting handle clockwise until 

the desired pressure or spray pattern is reached. Counterclockwise to decrease pressure. 

 

 E. Safe Operation 

 1. Never attempt to lift sprayer on or off the truck when full, or by yourself, at least 3 

persons are required. 

 2. Secure sprayer at four points to the inside of the truck bed. 

 3. Fill tank with approximately 5 gallons of water, start engine and check hose and 

connections for leaks. 

 4. Never allow the hose to rest over the frame, touch the muffler or drag over rough 

surfaces when spraying. 

 5. Avoid standing downwind when spraying, and stop spraying if pedestrians are present or 

there is “drift”. 

 F. Post Use 

 1. Immediately after each use, triple rinse tank and hose with fresh water. 

 2. Turn engine switch off, turn fuel valve off. 
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2.22 FMC SPRAYER - 300 GALLON 

    A. Intended Use 

         Watering and Liquid Fertilizer injections, not pesticides  

    A. Safety Equipment 

 1. Eye protection 

 2. Hearing Protection 

 3. Chemical resistant gloves 

 4. Other PPE required by label 

 5. Cones 

              6. Safety Boots 

 B. Safety Check Of Unit 

 1. Check gas and oil 

 2. Check water level in battery and inspect battery cables 

 3. Check all pressure in tires 

 4. With only water in the tank (about 1/2 full) start engine and check hose connections for 

leaks before mixing the chemical 

****IMPORTANT**** 

 1. Use filter when pouring chemical into sprayer 

 2. Do not operate pump dry! 

 3. Have wrapping hose, make sure hose doesn’t touch muffler - while or after engine has 

been running 

 C. Set Up Procedure 

 1. Fill the sprayer at least 1/2 full of water 

 2. Open by pass valve - Close cutoff valve to gun 

 3. Start engine and allow for warm up time 

 4. To place system under pressure close by pass valve 

 5. Observe pressure on the pressure gauge (Do not operate above 200 PSI) 

 6. Adjust pressure if necessary (Tighten PSI valve behind pressure gauge to raise pressure, 

loosen handle to lower pressure) 

 7. Check that the agitator is functioning properly 

 8. Open cut off valve to gun - adjust pressure if necessary 

 D. Shut Down Procedure 

 1. Loosen PSI valve to release pressure on system 

 2. Open bypass valve 

 3. Turn off engine 

 4. Shut off cut off valve to gun 
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 5. Check the chemical manufacturers label for disposing of chemical 

 6. Select an appropriate place for cleaning and flushing the system 

 7. Drain excessive material from the tank (Drain valve is located on left side under engine) 

 8. Flush tank, pump, hose, boom, and gun using fresh water until it comes out clean 

 9. Wash exterior portion of the sprayer with soap and water 

 10. Rinse Thoroughly 
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2.23 TOP DRESSER 

 A. Intended Use 

  The Top Dresser is to be used only for the application of properly prepared top dressing 

material. 

 B. Safety Equipment 

 1. Safety glasses 

 2. Hearing protection 

 3. Gloves 

               4. Safety Boots 

              5.  Dust mask (optional) 

 C. In Yard Check 

 1. All guards in place 

 2. Fuel (straight gas) and oil level 

 3. Air pressure in tires 

 D. Starting Procedures 

 1. Set brake handle in locked position 

 2. Set direction handle in neutral position 

 3. Set conveyor handle in unlocked position 

 4. Engine switch in on position 

 5. Set choke (if needed) and pull start rope 

 6. When engine starts slowly close choke 

 E. Safe Operation 

 1. Set metering gate for amount of material to be released 

 2. Move to operator position at either side of handle bar 

 3. Release brake 

 4. Slowly move direction handle to intended direction and lock. (Safety interlock will stop 

the engine if the throttle is not being held when the direction handle is moved forward.) 

 5. Slowly move conveyor drive handle forward and lock 

 6. Increase throttle speed as required 

 7. Always read the manual and safety decals before using Machine 

 8. Practice operation of machine in safe area 

 9. Keep hands and feet away from moving parts 

 10. Check that controls are in good condition 

 11. Do not overload machinery 

 12. Reduce peed for turns 
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 F. Post Use 

 1. Disengage conveyor 

 2. Direction control in neutral 

 3. Set brake 

 4. Clean as needed      
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2.24 RYAN AERATOR 

 A. Intended Use 

 1. Aerate turf areas 

 B. Safety Equipment 

 1. Hearing protection 

 2. Eye protection 

 3. Safety Boots 

 4. Leather gloves  

 C. In Yard Check 

 1. Read and understand operators manual 

 2. All Shields and safety devices in place 

 3. Fuel and oil levels 

 4. Tire pressure 

 D. Start Procedures 

 1. Start engine when traction drive is disengaged and activation lever is disengaged 

 2. Close choke, move throttle to half way position, pull rip cord. Turn off choke when 

engine begins to run 

 E. Safe Operations 

 1. Remove all debris that may interfere with operations, keep by standards away from work 

area 

 2. Locate and mark all underground obstruction, including tree roots and irrigation 

 3. If tines strike and solid object, shut engine down and check for damage 

 F. Transport 

 1. Make sure unit is securely fastened in the back of a trailer. 

 G. Shut Down  

 1. Disengage traction drive, activation lever is disengaged 

 2. Shut engine off 

 H. Post Use 

 1. Thoroughly wash machine 

 2. Inspect machine for leaks, damage or wear 

 3. Refill all fluids 
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2.25 TURF SWEEPER 

 A. Safety Equipment 

 1. Hearing protection 

 2. Eye protection 

              3. Safety boots 

              4.  Dust mask (optional) 

 B. In Yard Check 

 1. Check gas and oil 

 2. Check air pressure in tires 

 C. Safety Procedures 

 1. Be sure turf area to be swept is firm 

 2. Keep hands and loose clothing away from moving parts 

 3. Be sure area is clear of people when raising and lowering lift 

 4. Never climb under hopper when it is raised to clean fingers of debris unless properly 

supported and engine is off. 

 5. Raise or lower finger reel slowly into desired position, engage reel toggle switch at idle 

speed. 

 6. Stop completely before pressing accelerator into forward or reverse 

 7. Slow speed down when crossing ditches, bumps or holes, sweeper is not equipped with 

suspension 

 8. Always have hopper down when sweeper is in motion 

 9. Avoid muffler when engine is running. Watch for flammable debris accumulation 

around exhaust. 

 D. Start Up Procedures 

 1. Be sure accelerator pedal is in neutral position 

 2. Start the engine with the throttle at half open and with choke closed 

 a. When the engine starts, close choke gradually 

 3. Recommended engine speed is 3/4 throttle 

 E. Operating Procedures 

 1. To move forward, press accelerator pedal forward. To move backward, press accelerator 

pedal backward. 

 2. To engage finger reels, drop the height adjustment lever  

 a. Do not run finger reel while machine is stationary; turf damage may occur 

 3. Brake: sweeper will stop when gas pedal is released. Brake: (parking brake) located on 

to the rear of the instrument panel 
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 4. To empty hopper: 

 a. Disengage sweeper reel 

 b. Back sweeper into desired position; be sure there is clearance 

 c. Lift hopper by pulling front lever in until desired height is reached 

 d. Open hopper door by pulling rear lever in until door is wide open 

 e. To close hopper door and lower, reverse procedure 

 

 



78 

2.26 WHEEL BARROWS 

 A. Safety Procedures 

 1. Lifting of wheel barrow should be done using proper lifting procedures. 

 2. Never over load the wheel barrow. 

 3. Check that tires are inflated properly. 

 4. Examine wheel barrow for loose fittings and cracks. 
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2.27 YAMAHA PRO HAULER 

 A. Safety Check 

 1. Inspect tires and check inflation 22 PSI maximum 

 2. Adjust mirror  

 3. Engine oil dipstick and fuel tank are under the seat 

 4. Use 1 7/8” trailer ball for small green trailer and 3 gal sprayer 

 B. Safety Procedures 

 1. Yamaha Pro Hauler is not be used on City streets 

 2. Never load more than 150 lbs tongue weight on towing bracket 

 3. Do not tow more than 500 lbs rolling weight 

 4. Maximum load (Driver, passenger, cargo and trailer) 700 lbs 

 5. Drive slow in turns 

 6. Drive straight up and down hills 

 C. Operating Procedures 

 1. Put selector lever (located below driver’s seat) in desired direction, left – forward, 

reverse 

 2. Turn the key in dashboard on 

 3. Pull out choke (below driver’s seat) 

 4. Depress throttle to start engine, brake will automatically release and vehicle will move 

in direction determined by selector lever. 

 5. When stopping the engine will turn OFF and then start back up when you push on the 

throttle pedal 

 6. When stopped apply parking brake by pushing small top left corner of the brake pedal 

 7. Turn key off 

 8. Manual dump bed lever is on left side just behind driver 
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2.28 RYAN MATAWAY VERTICUTTER 

 A. Intended Use 

 1. Dethatch turf areas 

 B. Safety Equipment 

 1. Hearing protection 

 2. Eye protection 

 3. Safety Boots 

 4. Leather gloves  

 C. In Yard Check 

 1. Read and understand operators manual 

 2. All Shields and safety devices in place 

 3. Fuel and oil levels 

 4. Tire pressure 

 D. Start Procedures 

 1. Start engine when traction drive is disengaged and activation lever is disengaged 

 2. Close choke, move throttle to half way position, pull rip cord. Turn off choke when 

engine begins to run 

 E. Safe Operations 

 1. Remove all debris that may interfere with operations, keep bystanders away from  

               work area 

 2. Locate and mark all underground obstruction, including tree roots and irrigation 

 3. If blades strike and solid object, shut engine down and check for damage 

 F. Transport 

 1. Make sure unit is securely fastened in the back of a trailer. 

 G. Shut Down  

 1. Disengage traction drive, activation lever is disengaged 

 2. Shut engine off 

 H. Post Use 

 1. Thoroughly wash machine 

 2. Inspect machine for leaks, damage or wear 

 3. Refill all fluids 
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2.29 AERWAY SLIT AERATOR 

 A. Intended Use 

  1. Lessen Compaction and increase oxygen in soil with minimal disturbance to playing 

surface 

 B. Safety Equipment 

  1. Hearing protection 

  2. Eye protection 

  3. Safety boots 

  4. Safety gloves  

 C. In Yard Check 

  1. Read and understand operators manual 

  2. All Shields and safety devices in place. Ensure unit is upright and level using the 

provided jack legs. 

  3. Ensure unit is properly lubricated 

 D. Connecting procedures 

  1. After performing safety check on tractor, safely back tractor to the aerator taking care 

to center the tractor so that the lower links are appropriately lined with the implement as 

evidenced by the lower link arm ball joint being placed between the Aerway double 

lugs. 

  2. Safely park the tractor by placing the transmission in neutral and applying the parking 

brake. Raise the draft arms to the appropriate height to connect the implement, then shut 

off the engine. 

               3. Walk to the rear of the tractor and place the securing pins into the appropriate sized 

hole. 

                   4. Attach the upper link from the tractor to the implement. Adjust the turnbuckle so that 

the implement will be level when placed at ground level. 

  5. Add water to ballast for weight. Be sure to completely fill tank. 

 E. Safe Operation 

  1. Remove all debris that may interfere with operations, keep bystanders away from  

  work area. 

  2. Locate and mark all underground obstruction, including tree roots and irrigation 

  3. Ensure tractor has adequate steering and is balanced well for the weight of the unit. 

  4. When on soil, lift the implement using the 3-point lift system and park the tractor 

according to safety procedures. With AerWay elevated, completely retract the 

   jack legs. 

  5. Adjust the height of the roller. The roller must maintain contact with the ground so 

that a smooth playing surface is maintained post aerating. The roller must also not be so 

low that it is restricting penetration depth. 
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  6. Aerating should only occur in one direction of a straight line. NEVER TURN WITH 

THE TINES IN CONTACT WITH THE SOIL! 

  7. Tractor ground speed should be slow. Typically that is 2nd High gear for the Kubota 

and 1st gear for the New Holland. 

  8. If tines strike a solid object, shut off  tractor engine safely and check unit for damage. 

  9. ALWAYS LOWER JACKSTANDS BEFORE LOWERING ON HARD 

SURFACES! Damage to tines will occur if contact is made with concrete or asphalt. 

 F. Transport 

  1. Preferably attached to a tractor on a trailer. Jack stands must be down. 

  2. If driving tractor on City streets, operator MUST completely drain the ballast, 

preferably in a grass or landscaped area for water conservation. 

 G. Post Use 

  1. Completely drain the ballast, preferably in a grass or landscaped area for water 

conservation. 

  2. Thoroughly wash machine 

  3. Lubricate all fittings 

  4. Disconnect unit by safely parking the tractor. Ensure unit is on level ground and jack 

stands are down. Lower unit then remove Top link and lower links. Leave lower pins 

with unit. Unit should always be covered or parked inside. 
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2.30 TURFCO TRIWAVE SLIT SEEDER 

 A. Intended Use 

  1. Overseeding turf areas with minimal disturbance to playing surface 

  2. Thatch removal 

 B. Safety Equipment 

  1. Hearing protection 

  2. Eye protection 

  3. Safety boots 

  4. Safety gloves  

  5. Snug clothing, no jewelry. Long hair secured. 

 C. In Yard Check 

  1. Read and understand operators manual 

  2. All Shields and safety devices in place. Ensure unit is upright and level using the 

provided storage wheels 

  3. Inspect seed hopper to ensure it is clean and debris free. Presence of non-seed items 

will clog individual tubes.  

  4.. Ensure unit is properly lubricated 

 D. Connecting procedures 

  1. After performing safety check on tractor, safely back tractor to the seeder taking care 

to center the tractor so that the lower links are appropriately lined with the implement as 

evidenced by the lower link arm ball joint being placed between the seeder’s double 

lugs. 

  2. Safely park the tractor by placing the transmission in neutral and applying the parking 

brake. Raise the draft arms to the appropriate height to connect the implement, then shut 

off the engine. 

               3. Walk to the rear of the tractor and place the securing pins into the appropriate sized 

hole. 

                   4. Attach the upper link from Triwave seeder. The Triwave’s square top link is the only 

top link appropriate for its proper use. Minimal adjustment of the top link may be 

needed so that the implement will be level when placed at ground level. 

  5. Install the PTO shaft from the Triwave to the tractor. Line splines of PTO shaft and 

connect to tractor PTO output shaft by depressing lock while sliding on. PTO lock 

MUST be engaged or damage or injury may occur. Test PTO lock by attempting to 

remove shaft from tractor without depressing PTO lock. 

 E. Safe Operation 

  1. Remove all debris that may interfere with operations, keep bystanders away from  

  work area. 

  2. Locate and mark all underground obstruction, including tree roots and irrigation 
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  3. Ensure tractor has adequate steering and is balanced well for the weight of the unit. 

  4. When on soil, lift the implement using the 3-point lift system and park the tractor 

according to safety procedures. With seeder elevated, completely retract the rear storage 

wheels. 

  5. Adjust the height of the blade depth adjusters.  As blades wear, these adjusters will 

need to be raised. The blades should be cutting to a depth of 1/4”-1/2”   

  6. Adjust the down pressure adjusters for hard/soft soil conditions 

  7. Adjust the seed distribution boxes so that they are ½” above the level of grass. 

  8. Adjust the seed dial in accordance to the seed type and coverage rate desired and open 

hopper lever. 

  9. Start tractor according to safety procedures and raise the 3point . Engage the PTO and 

set PTO RPM speed to 540. Slowly lower the unit. When the blades make contact with 

the soil begin driving in forward motion.  

  10. Seeding should only occur in one direction of a straight line. NEVER TURN WITH 

THE BLADES IN CONTACT WITH THE SOIL! 

  11. Tractor ground speed should be slow. Typically that is 4th Low gear for the Kubota 

and 1st gear for the New Holland. 

  12. Occasionally halt seeding and inspect unit to ensure proper seeding coverage, depth 

and flow. Stop unit by disengaging PTO and safely parking the tractor. 

  8. If blades strike a solid object, shut engine tractor safely and check unit for damage. 

  9. ALWAYS LOWER STORAGE WHEELS BEFORE LOWERING UNIT ON HARD 

SURFACES! Damage to blades will occur if contact is made with concrete or asphalt. 

 F. Transport 

  1. Preferably attached to a tractor on a trailer. Storage wheels must be down. 

 G. Post Use 

  1. Completely empty the seed hopper (Use shop vac or blower if needed) 

  2. DO NOT WASH MACHINE. Use blower and rags to remove dirt or dust 

  3. Lubricate all fittings 

  4. Disconnect unit by safely parking the tractor. Ensure unit is on level ground and 

storage wheels are down. Lower unit then remove top link and lower links. Leave top 

link, PTO shaft and lower pins with unit. 
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2.31 LELY SPREADER 

 A. Intended Use 

  1. Broadcasting Seed 

  2. Broadcasting Fertilizer and other dry granulated soil amendments 

 B. Safety Equipment 

  1. Hearing protection 

  2. Eye protection 

  3. Safety boots 

  4. Safety gloves  

 C. In Yard Check 

  1. Read and understand operators manual 

  2. Proper tire inflation 

  3. Inspect seed hopper to ensure it is clean and debris free. Presence of non-seed items 

will clog unit. 

  4. Ensure drive unit is disengaged. 

  5. Ensure unit is properly lubricated 

 D. Connecting procedures 

  1. After performing safety check on tractor, safely back tractor to the spreader. 

  2. Safely park the tractor by placing the transmission in neutral and applying the parking 

brake. Then shut off the engine. 

               3. Walk to the rear of the tractor and install pin and safety chain to the draw hitch. 

                   4. Place spreader pull rope near seat of tractor. Make sure rope will not drag or get 

caught on any type of moving equipment. DO NOT WRAP OR HOOK ROPE TO ANY 

PART OF YOUR BODY OR THE TRACTOR. Many people have suffered limb loss or 

significant tractor damage by doing so in the event of an equipment disconnect. 

 E. Safe Operation 

  1. Remove all debris that may interfere with operations, keep bystanders away from  

  work area. 

  2. Take note of surroundings and account for wind direction regarding spread width and 

distance of product applied and dust. 

3. Adjust output rate and direction of spreader output according to application rate 

desired and site conditions. 

   4. Engage spreader drive lever. 

  5. Start tractor according to safety procedures. Drive unit at a safe speed and begin 

spreading by tugging on the spreader rope. 

  6. Take care to ensure even coverage by overlapping spreads and applying product in 

multiple directions 

  6. Always safely park the tractor and disengage spreader drive before driving unit near 

people. 
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 F. Transport 

  1. Towed at no more than 9MPH 

 G. Post Use 

  1. Completely Take apart the seed hopper, feedring and frame  

 2. Pressure wash unit. FERTILIZER IS HIGHLY CORROSIVE. Thorough cleaning of   

  the unit after each use will ensure its longevity. 

  3. Reassemble unit and lubricate fittings. 
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2.32 LAND PRIDE ROTARY CUTTER 

 A. Intended Use 

  1. Rough cut mowing of grass and weeds smaller than 1” in diameter 

 B. Safety Equipment 

  1. Hearing protection 

  2. Eye protection 

  3. Safety boots 

  4. Safety gloves  

  5. Snug clothing, no jewelry. Long hair secured. 

 C. In Yard Check 

  1. Read and understand operators manual 

  2. All Shields and safety devices in place.  

  3. Inspect welds, lifting points and blades for cracks, bends or other visible damage.  

  4. Ensure unit is properly lubricated 

 D. Connecting procedures 

  1. After performing safety check on tractor, safely back tractor to the mower taking care 

to center the tractor so that the lower links are appropriately lined with the implement as 

evidenced by the lower link arm ball joint being placed in between the double lugs. 

  2. Safely park the tractor by placing the transmission in neutral and applying the parking 

brake. Raise the draft arms to the appropriate height to connect the implement, then shut 

off the engine. 

               3. Walk to the rear of the tractor and place the securing pins into the appropriate sized 

hole. 

                   4. Attach the upper link from the tractor to the implement. Adjust the turnbuckle so that 

the implement will be level when placed at ground level.   

  5. Install the PTO shaft from the mower to the tractor. Line splines of PTO shaft and 

connect to tractor PTO output shaft by depressing lock while sliding on. PTO lock 

MUST be engaged or damage or injury may occur. Test PTO lock by attempting to 

remove shaft from tractor without depressing PTO lock. 

 E. Safe Operation 

  1. Remove all debris that may interfere with operations, keep bystanders away from  

  work area. 

  2. Locate and mark all obstructions that cannot be moved. If not certain area is clear, 

mow with unit in semi raised position and/or use a co-worker to walk ahead of the 

tractor. 

3. Rotary cutter can cause fire in dry areas by striking solid rock or metallic objects. 

ALWAYS have fire extinguishers on hand. 

4. Ensure tractor has adequate steering and is balanced well for the weight of the unit. 
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  5. Start tractor according to safety procedures. Place unit in an area where blades will 

not contact vegetation and engage the PTO at a low engine RPM’s unit may vibrate for 

up to 3 seconds. If vibration lasts longer, shut unit off and inspect. 

  6. Set PTO RPM speed to 540. Slowly adjust the unit until desired cutting height is 

reached. 

  7. Tractor ground speed should be slow. Typically that is 1st High gear for the Kubota 

and 1st gear for the New Holland. 

  8. Drive tractor directly up and down slopes, making wide, slow turns in areas of flat. 

MOWING ACROSS SLOPE OR FAST TURNS COULD CAUSE ROLLOVER! 

  9. If blades strike a solid object, shut engine tractor safely and check unit for damage. 

  10. If using New Holland keep loader bucket as close to the ground as possible to lower 

center of gravity 

 F. Transport 

  1. Preferably attached to a tractor on a trailer.  

 G. Post Use 

  1. Wash unit 

  3. Lubricate all fittings 

  4. Disconnect unit by safely parking the tractor. Ensure unit is on level ground and 

storage wheels are down. Lower unit then remove top link and lower links. Leave  PTO 

shaft and lower pins with unit. 
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3.0 MAINTENANCE PROCEDURES 
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3.01 ABRASIVE WHEEL EQUIPMENT (GRINDERS) 

 A. Safety Items 

 1. Eye protection 

 2. Face shields required when risk of larger flying objects is apparent 

 3. Hearing protection  

              4. Safety gloves 

 B. Procedures for Safe Use 

 1. Wear required PPE. Tie back long hair and secure loose clothing or jewelry. 

 2. Face shields must be worn over the safety glasses when grinding larger objects where 

there is a hazard of flying pieces that may come into contact with the face. 

 3. The area around the grinder shall remain clean and free of any potential hazards 

including tripping hazards, flammable material or loose items that may become 

entangled in the wheel. 

 4. The work rest shall be kept adjusted to within 1/8 inch of the wheel.  

 5. The adjustable tongue on the top side of the grinder shall be kept within 1/4 inch of the 

wheel.  

 6. The side guards must cover the spindle, nut and flange and at least 75% of the wheel 

diameter.  

 7. Bench and pedestal grinders shall be permanently mounted.  

 8. The maximum RPM rating of each abrasive wheel must be compatible with the RPM 

rating of the grinder motor.  

 9. All fixed or permanently mounted grinders must be connected to their electrical supply 

system with metallic conduit or other permanent wiring method.  

 10. Each grinder must have an individual on and off control switch.  

 11. All electrical operated grinders must be effectively grounded.  

 12. Before new abrasive wheels are mounted, each must be visually inspected and ring 

tested.  

 13. Dust collectors and powered exhausts provided on grinders must be used and operated 

whenever large amounts of dust are produced.  

 14. Splash guards mounted on grinders that use coolant must be used to prevent coolant 

from reaching employees. 
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3.02 BATTERIES (CHANGING AND CHARGING) 

 A. Safety Equipment 

 1. Eye protection 

 2. Rubber Gloves 

 3. Rubber Apron 

 4. Steel-toed Shoes 

 B. Safety Procedures 

 1. Battery charging installations shall be located in areas designated for that purpose. 

 2. The area shall be adequately ventilated to prevent concentrations of flammable gases 

and to prevent harmful concentrations of mist from the electrolyte. 

 3. Smoking is prohibited in the charging area. 

 4. Proper signage will be placed in the area indicating it to be a battery charging area, that 

flammable gases may be present, no smoking or open lights are permitted, and proper 

eye protection (or other PPE) must be worn. 

 5. Individual storage batteries must be kept in at all times in a container that is impervious 

to the liquid contents of the battery.  

              6. Inform mechanic if leaking or defective. 
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3.03 COMPRESSED GAS 

 A. Safety Procedures 

 1. Each gas cylinder shall be clearly marked, denoting the gas contained within. 

 2. Each empty gas cylinder shall be clearly labeled as EMPTY. NOTE: Cylinders labeled 

EMPTY still contain significant quantities of material. 

 3. Each gas cylinder shall have an appropriate pressure relief device. 

 4. Each gas cylinder shall be chained to its stand to prevent falling. 

 5. Safety devices on the compressed gas systems must be checked frequently. Before repair 

work is done on the pressure systems, the pressure system must be bled off and the 

system locked/tagged out. 

 6. Flames must never be used to check for gas leaks. 

 7. Suitable locking devices, such as safety chains, should be used at couplings of high 

pressure hose lines where a connection failure would create a hazard. 

 8. Each gas cylinder or system must have an easily identifiable and accessible shutoff 

valve. 

 9. Do not handle oxygen cylinders if your gloves are greasy or oily. 

 10. Store all compressed gas cylinders in the upright position. Place valve protection caps 

on compressed gas cylinders that are in storage or are not being used, even if they are 

empty. 

 11. Do not lift compressed gas cylinders by the valve protection cap.  

 12. Cylinders larger than two feet in height should be moved using appropriate carts. Do not 

roll or carry larger cylinders. 

 13. Incompatible gasses shall be stored with appropriate segregation, either by construction 

or by distance. 

 14. There are specific fittings for specific types of gas. Do not adapt from one fitting to 

another, as this may risk mixing of incompatible gases. 
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3.04 COMPRESSOR SWITCH 

 The air compressor is located outside the windows of the shop. The compressor’s control box 

(top-center) has a yellow caution label and two buttons. When the red button (“stop reset”) is 

pushed, it shuts off electricity to the unit. When the black button (“start”) is pushed, current 

is supplied to the compressor and its control systems. 

 

 Normally the unit remains in the “start” position and cycles on and off induced by its 

pressure sensitive switch, (applying ambient tank pressure). As it is now, the mechanic is 

responsible for pressing the stop button at 3 on Fridays. This stop will prevent compressor 

burnout should a mechanical failure occur on the weekend. At the same time, the compressor 

“bleed valve” shall be opened to bleed condensation from the system. If the park mechanic is 

not here on Friday, a member of the maintenance crew will turn off the compressor. 

 

           Ensure Compressor is clear from objects to allow for adequate cooling. 
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3.05 CUTTING TORCH 

 Only persons trained in the use of the cutting torch are authorized to use it. Training shall be 

conducted by the maintenance lead worker or other qualified person as designated by the 

Supervisor. All work shall be authorized by him/her. 

 A. Procedures for Use 

 1. Before using the torch, the gas cylinder shall be examined for any defects, deep rusting, 

or leakage. 

 2. Care shall be taken in the handling and storage of the cylinder in order to prevent 

damage, particularly to the valves. 

 3. The gas cylinder shall be kept away from sources of heat. 

 4. The cylinders shall be used for no other purpose than the storage of gas. 

 5. There shall be no smoking around cylinders. 

 6. When the cylinders are moved, regulators shall be removed and valve-protection caps 

put in place. 

 7. Valve on the fuel-gas cylinders shall never be opened near ignition sources. 

 8. All parts of the cylinders shall be kept free of oily or greasy substances. 

 9. Before a regulator is removed, the valve shall be closed and gas released from the 

regulator. 

 10. The torch unit and the connecting hoses shall be inspected for defects before use. 

 11. The connecting hoses shall be directed away from the work. 

 12. The work area shall be free of obstacles and pedestrian traffic. 

 13. Approved goggles shall be worn when cutting. 

 14. Leather gloves shall be worn. 

 15. Long sleeves are encouraged. 

 16. Users shall know the location of first aid kits. 

 17. Use care in handling heated metal. Make sure all metal is cool before leaving area. 

 18. Know where the nearest fire extinguisher is located. 
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3.06 DRILL PRESSES 

 A. Safety Equipment 

 1. Safety Glasses or Goggles 

 2. Leather Gloves (When handling sharp metal) 

 B. Safety Procedures 

 1. Assigned personal protective equipment such as safety glasses must be worn around 

drill presses at all times. 

 2. Loose clothing and jewelry which can be entangled in machinery must not be worn. 

 3. Hair which can be entangled in machinery must be confined or tied back. 

 4. The floor space around the drill presses must remain clean and protected against 

slipping. 

 5. All pinch points not guarded by frame of machine or location must be guarded. 

 6. The employer must provide and ensure the proper use of "point of operation" devices or 

guards for every operation performed on a drill press. 

 7. All control buttons and switches for drill presses must be properly identified as to 

function and purpose of such control buttons and switches. 

 8. All drilling operations must be held in a vice or other clamping fixture. 

 9. Be sure that chuck key is removed prior to starting drill. Use of a spring-loaded chuck 

key is highly recommended. 

 10. Use appropriate lubrication when drilling metal. 

 11. All lockout/tagout rules must be observed. 

 12. Always unplug the drill press before manually changing belt speeds. 
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3.07 GENERATOR (ONAN 1400) 

 A. Safety Equipment 

 1. Hearing protection (required within 25’) 

 B. Pre Start Checking 

 1. Check oil and gas level (use regular gas). 

 2. Give generator a visual inspection for, loose bolts and nuts, oil leaks, fuel leaks and 

exhaust leaks. 

 C. Starting Generator 

 1. Open the fuel valve (located above pull handle) rotate into vertical position. 

 2. Close the choke if the engine is cold. 

 3. Move engine switch to “on”. 

 4. Set speed control level about ½ way between “idle speed’ and “operative”. 

 5. With one hand on generator pull starting handle out smoothly and quickly. 

 6. As engine warms up, gradually open the choke until it is completely open. The “pilot 

lamp” on the control panel will light to indicate generator output is available. 

 D. Adding A.C. Loader 

 1. Check the load rating of the items you plan to connect make sure the total wattage is not 

more than the generator’s rated output. 

 2. Move speed control lever to operating. 

 3. Connect the A.C. loads to the receptacles on the control panels. Make sure the cord and 

plug connector have ground terminals. 

 E. Stopping 

 1. Remove all loads from the generator. 

 2. Set speed control lever to “idle speed”. 

 3. Let generator run a few minutes without load to allow engine to cool down. 

 4. Close fuel valve. 

 5. Stop generator by moving engine switch to “off”. 
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3.08 HONDA GENERATORS 

 A. Safety Equipment 

 1. Hearing protection (required within 25’) 

 B. Pre Start Checking 

 1. Check oil and gas level (use regular gas). 

 2. Give generator a visual inspection for, loose bolts and nuts, oil leaks, fuel leaks and 

exhaust leaks. 

 C. Starting Generator 

 1. Open the fuel tank vent valve on the fuel cap. 

 2. Close the choke if the engine is cold. 

 3. Turn engine switch to “on”. 

 4. With one hand on generator pull starting handle out smoothly and quickly. 

 6. After engine has warmed up for 1 minute, you may plug in electric cords 

 A. Safety Procedures 

 1. Do not run engine in an enclose area. 

 2. Do not run engine at excessive speeds.  

 3. Do not check for spark with spark plug or spark plug wire removed. Use an approved 

tester.  

 4. Do not tamper with governor springs, governor links or other parts which may increase 

the governed engine speed.  

 5. Do not operate engine without a muffler.  

 6. Do not touch hot muffler, cylinder, or fins as contact may cause burns. 

 7. Do not refuel indoors when area is not well ventilated.  

 8. Do not operate engine with an accumulation of grass, leaves, dirt or other combustible 

material in the muffler area.  

 9. Do not run engine with air cleaner or air cleaner cover removed.  

 10. Follow proper maintenance schedule.  

 11. Do not place hands or feet near moving or rotating parts.  

 12. Do not operate engine if gasoline is spilled.  

 13. Do not operate engine when an odor of gasoline is present or other explosive conditions 

exist. 

 14. Do keep cylinder fins and governor parts free of grass and other debris.  

             15. Place generator and layout extension cords in an organized manner that will prevent 

tripping hazards 

 E. Stopping 

 1. Remove all loads from the generator by unplugging electric cords. 

 2. Let generator run a few minutes without a load to allow engine to cool down. 
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 3. Stop generator by moving engine switch to “off”. 

 4. Close fuel tank vent valve on top of fuel cap. 
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3.09 LADDERS  

  

    A. Safety Check of Unit 

 1. Always make sure the steps are tight, secure and clean. 

              2. Inspect fiberglass for cracking or peeling. Check aluminum for cracks or bends. 

              3. Read attached rating label and DO NOT EXCEED RATED CAPACITY! If illegible, 

or ladder inspection is not current, inform Supervisor immediately. 

             4. Be sure all original locking mechanisms and feet are workable and in place. 

 B. Procedures for Safe Use 

 1. Make sure ladder is fully extended. 

 2. Do not use aluminum ladder near electrical conductors. 

 3. Never stand on the very top step. 

 4. Use a co-worker to hold a ladder by standing on the bottom step, while the other worker 

is on or above the last four steps. 

 5. Never start power equipment on a ladder. 

              6. If using ladder for temporary access, ladder must extend 3’ beyond landing. 

               7. DO NOT OVERREACH! The center of your pelvis should never move beyond the 

ladder rails. Always keep your body centered. 

              8. Only use on solid, stable surface. Boards or plywood may be used to create stable 

surfacing. 

               9. The angle of your extension ladder should be approximately 70 degrees or 1/4th the 

length of the ladder. Extension ladders must be secured by tying or a second employee 

holding. 

             10. Face the ladder when climbing up or down the ladder and hold the side rails with both 

hands. 

            11. Carry tools up with a belt or by a rope when in working position. 
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3.10 LADDERS (ORCHARD) 

      

    A. Safety Check of Unit 

 1. Always make sure the steps are tight, secure and clean. 

              2. Inspect fiberglass for cracking or peeling. Check aluminum for cracks or bends. 

              3. Read attached rating label and DO NOT EXCEED RATED CAPACITY! If illegible, 

or ladder inspection is not current, inform Supervisor immediately. 

             4. Be sure all original locking mechanisms and feet are workable and in place. 

 B. Procedures for Safe Use 

 1. Make sure ladder is fully extended. 

 2. Do not use aluminum ladder near electrical conductors. 

 3. Never stand on the very top step. 

 4. Use a co-worker to hold a ladder by standing on the bottom step, while the other worker 

is on or above the last four steps. 

 5. Never start power equipment on a ladder. 

              6. Never use on a hard surface. (i.e., asphalt, concrete, or hard pan dirt) 

 7. Make sure the pole is secure. 

               8.  DO NOT OVERREACH! The center of your pelvis should never move beyond the 

ladder rails. Always keep your body centered.               

             10. Face the ladder when climbing up or down the ladder and hold the side rails with both 

hands. 

            11. Carry tools up with a belt or by a rope when in working position. 
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3.11 PRESSURE WASHER 

 A. Safety Equipment 

 1. Eye Protection 

 2. Hearing Protection 

 3. Work boots 

 B. Warnings 

 1. High pressure spray can cause serious injury, including death or the need of amputation. 

Never point spray gun at people, plants or animals. 

 2. Never use chemicals or detergents that are toxic, flammable or high in acid/alkaline 

base. Only use products manufactured for pressure washer use. 

 3. Never activate gun with no nozzle in the wand. 

 4. Never run engine without water pressure running through pump. 

              5.  Be aware of hot muffler and motor parts. Do not touch or allow hose to touch these 

items. 

 C. Operating Instructions 

               1. Select proper nozzle for wand. Red has a pinpoint pattern and delivers the most PSI 

while green has a wide fan pattern and delivers the lowest PSI.               

              2. Check fuel and oil levels of engine. Check oil level of pressure pump.  

               3. Connect pump to a 5/8” hose and turn water on.  Purge air from system by squeezing gun 

trigger until water flows through. 

 4. Start engine by turning fuel supply lever and choke on. Set throttle at 50%.  

               5. Turn ignition switch on and give steady, quick pulls on the ripcord. Once engine begins 

to sputter, slowly return choke to the off position and allow to warm up, then run engine 

at full throttle 

 6. Turn regulator knob clockwise to increase pressure and counter clockwise to decrease. 

Do Not Force Knob. 

 7. Always begin with nozzle at least four feet from object then gradually move closer. 

 8. Be sure the inlet garden hose does not become kinked. 

              9. Maintain a neat and organized work area to prevent tripping hazards. 

 10. To shut down, lower engine speed to idle for a minute. Then depress trigger and turn 

machine off. 

 11. Store wand and nozzles in key cabinet. 
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3.12    BASEBALL FIELD MAINTENANCE 

 A. Safety Equipment 

 1. Ear protection 

              2. Work Boots 

              3. Eye protection 

              4. Dust mask (Optional) 

 

 B. Field Preparation Procedures 

 1. Check to see if field conditions are suitable for play. Field should not have standing 

water or be saturated to the point of mud. 

 2. Fill in holes on infield, especially around batters box and pitchers mound with the front 

end plow. Also, use the plow to bring any loose granite from the outside edge back to 

the middle of the field. 

 3. Wet infield using sprinkler or quick coupler and hose. Do not over wet or dragging 

becomes difficult. 

 4. Begin dragging around home plate and pitchers mound with only the rear drag lowered. 

DO NOT DRAG MAT OVER HOME PLATE OR PITCHING RUBBERS. Utilize 

ballfield rake to avoid damage to rubber surfaces. 

 5. Lower the scarifying teeth gently. Only 3/16” of the ball field surface needs to be 

loosened. 

 6. Drag heavily worn areas then finish going either direction being careful to avoid home 

plate, batters box pad, pitchers mounds (there can be up to 5) and quick coupler box 

with the scarified teeth. 

 7. Raise teeth and drag before leaving the infield dirt and rake up any leftover debris  

              8.  If the field is soft from saturation, set the teeth where it is soft and slowly test the depth. 

If the teeth are set on a hard area and then moved to a soft one, they will dig in causing 

an abrupt stop. 

 9. Keep drag about 2’ from fences or gates to prevent damage and avoid the grass edge. 

 10. Watch for temp mounds as they may be set high enough to catch the drag. 

 

C.Operation Procedures 

          1. Check condition of groomer. Check fuel level, tire inflation and condition of drag, teeth and 

plow. 

  2. Mount groomer and ensure parking brake is engaged. Close choke and move throttle to      

mid-range.  
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            3. Turn key to crank engine until it starts. As engine sputters open choke and move  to full     

     throttle. 

            4. Raise plow, teeth and drag fully. Slowly depress pedal in the direction desired. 

            5. Groomer is not equipped with suspension. Use caution when not driving on smooth           

       surface. 

            6. Prepare Ballfield as described in field preparation procedures 

            7. Clean unit before returning to shed. 

            8. Park unit in its place and lower drag so that it rests flat upon the floor. 
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3.13 VERMEER WALK BEHIND TRENCHER 

 A. Safety Equipment 

 1. Safety Glasses 

 2. Hearing Protection 

 3. Steel Toed Shoes 

 4. Gloves 

 B. Procedures for Safe Use 

 1. Check fluids (oil and gas). 

 2. Be familiar with operators manual. 

 3. Stay away from moving chain at all times. 

 4. Be familiar with controls. 

 5. Before digging check for underground utilities. 

  If in doubt call USA 1-800-642-2444. 

 C. Starting Procedure 

 1. Place the proper lever in “Neutral”. 

 2. Place the digging chain drive lever in “Neutral”. 

 3. Disengage pump drive and engage the parking brake (with the same lever). 

 4. Open fuel shutoff valve. 

 5. Choke cold engine. 

 6. Place the throttle at ¼. 

 7. Turn the key clockwise to “On”. 

 8. Pull on rope start handle to start the machine. 

 9. As the engine warms up move the choke to the “Open” position. 

 10. After the engine has warmed up, engage the pump drive. 

 D. Shutdown Procedure 

 1. Place the ground drive lever in “Neutral”. 

 2. Stop the digging chain. 

 3. Reduce engine speed to idle. 

 4. Engage the parking brake. 

 5. Turn key to “Off” to shutoff engine. 

 6. Shutoff the fuel valve to prevent flooding of the carburetor. 
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3.14 WELDING & CUTTING OPERATIONS - FIRE PREVENTION 

 A. Only trained and qualified welders are allowed to operate this equipment. 

 B. Ensure the welding equipment is maintained in accordance with the manufacturers’ 

recommendations and in good condition. 

 C. Employee must use adequate personal protective equipment such as Welder's hat with ear 

protection, safety glasses, Welder's hood with appropriate lens protection, welding gloves, etc. 

 D. Employee must inspect welding equipment and area prior to use. 

 E. Only use approved apparatus (torches, regulators, pressure reducing valves, hoses, etc.) 

 F. The regulator must be in good condition 

 G. All hoses must be in good condition and free of damage. 

 H. Cylinders must be free of leaks in good condition. 

 I. Required signs must be posted- NO SMOKING, MATCHES OR OPEN FLAME posted 

 J. Move cylinders far enough away from the welding operation to avoid hot slag, sparks or flame 

from reaching the cylinders 

 K. Use fire resistant shields when necessary. 

 L. Cylinders must be stored in a well-protected, well ventilated dry location at least twenty feet 

from highly combustible material. 

 M. Cylinders  must be chained against a wall or in an approved cylinder cart to prevent them from 

falling. 

 N. Use Acetylene cylinders used with the valve end up. 

 O. Label empty cylinders as "EMPTY". 

 P. Store cylinders with valve protection caps in place and hand tight whenever the cylinder is not 

in use. 

 Q. Cylinder valves, couplings, regulators, hoses and apparatus must be free from oily or greasy 

substances. 

 R. Ensure all connections are tight to prevent leaks. 

 S. Remove regulators and install the valve protection caps in place before moving cylinders. 

 T. Only transport cylinders in an approved gas cylinder cart. 

 U. Do you have keys, handles or non-adjustable wrenches in place on the stem valve of the 

cylinder when in service? 

 V. Each gas cylinder must be clearly marked denoting the gas contained within. 

 W. Each gas cylinder must have the appropriate pressure relief device. 
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 X. Ensure there is an easily identifiable and accessible shutoff valve on each cylinder. 

 Y. Ensure the welding area is free of all combustible material with 35 feet of welding operations. 

 Z. There must be an approved ABC fire extinguisher  readily available when the welding 

operation begins. 
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3.16 WELDING SAFETY – OXY/ACETYLENE 

Only persons trained in the use of the arc welder shall use it. Training and authorization shall 

be the responsibility of the Maintenance Leadworker or other qualified person designated by 

the Supervisor.  

 A. Safety Equipment 

 1. Welder's hat with ear protection 

 2. Safety glasses with appropriate lenses or, 

 3. Welder's Helmet with appropriate lenses  

 4. Welder's gloves 

 5. Welders apron 

 6. Leather work boots 

 B. Procedures for Safe Use- Gas Welding 

 1. Only trained and qualified welders are to operate this equipment. Workers assigned to 

operate or maintain Oxy/Acetylene welding equipment should be familiar with the 

OSHA and the American Welding Safety requirements. 

 2. Always read and follow equipment manufacturer's instructions, cylinder labels, and 

MSDSs. Welding equipment shall be inspected by the operator prior to use. 

 3. Fill out a "Hot Work Permit" if not welding at an assigned welding station. 

 4. Use only approved apparatus (torches, regulators, pressure reducing valves, hoses, etc.). 

Oxygen or Acetylene should never be used from a cylinder without first attaching the 

appropriate regulator. 

 5. Before connecting a regulator to a cylinder valve, the valve must be opened slightly and 

closed immediately. (This action is generally termed “cracking” and is intended to clear 

the valve of dust or dirt that might otherwise enter the regulator.) The valve must be 

opened while standing to one side of the outlet; never in front of it. A fuel-gas cylinder 

valve shall never be opened (cracked) near other welding work, near sparks, flame, or 

other possible sources of ignition. 

 6. Check cylinders for leaks and set gauge pressure to 15 p.s.i. maximum. 

 7. If cylinders are found to have leaky valves or fittings which cannot be stopped by 

closing of the valve, the cylinders must be taken to an exhausted leaker cabinet or 

outdoors away from sources of ignition and slowly emptied. 

 8. Cylinders having leaking fuse plugs or other leaking safety devices must be plainly 

tagged, and the supplier shall be promptly notified of the condition and his instructions 

followed. A warning must placed near the cylinders prohibiting any approach to them 

with a lighted cigarette or other source of ignition. 

 9. Before a regulator is removed from a cylinder valve, the cylinder valve must be closed 

and the gas released from the regulator.  

 10. Use precaution to prevent the mixture of air or oxygen with flammable gases other than 

at the burner or in a standard torch. 

 11. Keep cylinders away from sources of ignition or heat. Signs should be posted reading-

NO SMOKING, MATCHES OR OPEN FLAME. 
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 12. Keep cylinders far enough away from the welding operation to avoid hot slag, sparks or 

flame from reaching the cylinders. 

 13. Use fire resistant shields if necessary. 

 14. Use care to prevent cylinders from becoming part of an electrical circuit. 

 15. Store cylinders in a well-protected, well ventilated dry location at least twenty feet from 

highly combustible material. 

 16. Cylinders must be chained against a wall or in an approved cylinder cart to prevent them 

from falling. Never drop or roll cylinders. 

 17. Acetylene cylinders should be used with the valve end up. Cylinders that have been 

horizontal should be kept in the vertical position for at least one hour prior to use. 

 18. Empty cylinders should have their valves closed and protection caps in place. Mark 

empty cylinders as "EMPTY". 

 19. Whenever cylinders are not in use or connected for use the valve protection caps should 

be in place and hand tight. Keep cylinders, valves, couplings, regulators, hoses and 

apparatus free from oily or greasy substances. All connections should be tight to prevent 

leaks. 

 20. Never permit a jet of oxygen to strike an oily surface, greasy clothes or enter a fuel oil or 

other storage tank. 

 21. Close cylinder valves before moving cylinders, when work is finished and when 

cylinders are empty. 

 22. Regulators are to be removed and valve protection caps in place before moving 

cylinders. 

 23. Transport cylinders in an approved gas cylinder cart only. 

 24. Cylinders without fixed hand wheels should have keys, handles or non-adjustable 

wrenches in place on the stem valve when in service. 

 25. Each gas cylinder shall be clearly marked denoting the gas contained within. 

 26. Each gas cylinder should have the appropriate pressure relief device. 

 27. Flame must never be used to check for leaks. 

 28. Each gas cylinder or system must have an easily identifiable and accessible shutoff 

valve. 

 29. If trouble is experienced with a cylinder or valve notify the supplier and follow their 

instructions. 

 30. The cylinder valve must always be opened slowly. Never open an acetylene valve more 

than 1 1/2 turns of the spindle. 

 31. Torches must be lighted by friction lighters or other approved devices, and not by 

matches or from hot work. 

 32. No person, other than the gas supplier, may attempt to mix gases in a cylinder. 

 33. Cylinders containing oxygen or acetylene or other fuel or gas must not be taken into 

confined spaces. 

 34. Remove all combustible material at least 35 feet away from the welding area. 

 35. An approved ABC fire extinguisher shall be made readily available before the welding 

operation begins. 



109 

 36. A fire watch will observe the welding area 30 minutes after welding has been 

completed. 

 

Procedures for Use- Arc Welding 

 1. Check the grounding of the machine frame. 

 2. Make sure that a fire extinguisher is available for immediate use. 

 3. The welder shall never coil or loop welding electrode cable around his/her body. 

 4. Thoroughly dry a wet welding machine before using. 

 5. Inspect cables for wear and damage before use. 

 6. Use shields to confine heat, sparks, and slag. 

 7. If floors are wet, make sure you are protected from shock. 

 8. Thoroughly clean any used container before hot work is done, so that no substances may 

ignite, explode, or produce toxic vapors. 

 9. Always use approved eye protection helmets, hand shields and goggles. Check for wear 

before use. 

 10. Wear personal protective clothing. 

 11. Check for adequate ventilation before welding. 

 12. The work area shall be free of obstacles and people. 

 13. Do not leave the work area until all objects are cooled. 

 14. After using the arc welder; 

 a. Remove electrodes from the holders. 

 b. Shut off power to the welder. 

 c. Report any problems to the maintenance lead worker. 

 C. Engineering Controls 

 1. Perform welding only in areas with fire-resistant floors or floors covered with fire 

resistant shields. 

 2. Backflow protection must be provided which will prevent oxygen from flowing into the 

fuel-gas system.  

 3. Acetylene must not be generated, piped or utilized at a pressure in excess of 15 pounds 

per square inch gauge pressure. 

 D. Housekeeping 

 1. When operations are suspended for any substantial period of time, such as during lunch 

or overnight, gas cylinders shall be shut off. 

 2. Floors must be kept clean within the work area. 

 E. Ventilation 

 1. Respiratory protective equipment is not required when natural or mechanical ventilation 

is sufficient to remove welding fumes from the breathing zone of the workers. 

 2. Make sure ventilation is adequate when welding and set fans to blow fumes away from 

you.   
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 3. Where automatic ventilation controls are not present, use a fan to blow fumes and gases 

away from personnel. 
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3.17 PNEUMATIC TOOLS 

 A. Safety Equipment 

 1. Ear protection 

 2. Safety glasses 

  

    B. Safety Procedures 

 1. Safety clips or retainers must be installed to prevent dies from being accidentally 

expelled from the barrel or other effective means to prevent accidents from this source 

must be used. 

 2. The tool must be operated in compliance with manufacturer's instructions. 

 3. The tool must be serviced and inspected for worn or damaged parts at regular intervals 

as recommended by tool manufacturer. 

 4. Before tools are placed back in service, all worn or damaged parts must be replaced by a 

qualified person. 

 5. The tool must not be used in an explosive or flammable atmosphere. 

 6. Operators must keep hands and feet clear of open barrel end and never point tool at 

another person. 

              7. Inspect tool for proper operation. Ensure air hoses are not cracked or leaking 

              8. Maintain good housekeeping. Coil hoses and clean up messes promptly. 

              9. Never use a bit or socket that is not intended for impact/air use. 
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            3.18 WOODMAXX WM-7600 BACKHOE 

 A. Safety Equipment 

 1. Ear protection 

 2. Safety glasses 

               3. Hard hat 

               4. Safety gloves 

              5. Dust mask when needed 

  

 B.  Safety Procedures 

   1. Follow procedures under section 2.18 TRACTORS 

              2. Read Operators manual and ensure you understand all associated hazards with operation 

              3. Always call Underground Service Alert (USA) at 811 at least 2 business days prior to 

planned dig. Do not excavate until all utilities have marked the site. 

              4. Operators should have another employee spot the excavation. Spotters must stand clear 

of the swing or pinch zone. Clear Non-verbal communication is required. Agree upon 

this before commencement of work. 

             5. Keep bystanders away from Tractor and excavation site. 

             6. Be aware of hazards in the swing zone such as tree branches and overhead utilities. 

             7. Always operate backhoe with Tractor ROPS in place. 

              8. Never leave unattended machine running. Always, secure unit by replacing backhoe lock 

pins and/or relieving system pressure. Set tractor parking brake and remove keys. 

      

     C. Safe Operation 

              1. Always thoroughly inspect site. Be aware of unmarked utilities beyond the meter,    

irrigation or fire protection lines and how to most appropriately turn them off or notify 

the owner of damage. Ensure ground is firm enough to support tractor and backhoe. 

              2. Dig site should be well marked and planned for the tractor to be in the most level 

position possible. 

               3. Inspect Backhoe for proper fluid level, leaks, cracks or bends in parts and that all pins 

and warning labels are in place. 

               4. With tractor in position, lower loader bucket to ground, slightly alleviating weight from 

front tires. Ensure bucket is flat and tires are making contact with ground. 

               5. Set Parking brake, engage PTO then raise RPM’s to 540 PTO setting on tachometer. 

(Warning alarm will be audible, when PTO is engaged and no operator is sensed in the 

Tractor seat) 

              6. Walk to the backhoe and pull the two travel pins. One pin prevents the swing of the 

boom. The other pin prevents the lowering of the boom. *If pins cannot be removed due 

to pressure from the boom, mount the backhoe using three points of contact and fasten 

seat belt. Lightly maneuver joysticks until pressure is relieved and pins can be removed. 

Store pins in Tractor tool box.* 
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              7. From the backhoe seat, lower the stabilizers. If ground is soft, use plywood to prevent 

stabilizers from sinking. Stabilizers should be lowered to the point of taking weight off 

of the rear tractor wheels but not to the point the rear wheels are not making contact 

with the ground. 

                8. Using smooth and controlled movements, gently manipulate the joysticks to achieve the 

desired boom movement. Most digging should be centered with the tractor. Position the 

boom as far out as desired and work back towards the tractor. Curl bucket and boom as 

you retract so that the bucket teeth are parallel with the soil line. *DO NOT REMOVE 

MORE THAN TWO INCHES OF SOIL AT A TIME* 

                9. Backhoe operation should be smooth. If jerking or significant jostling is felt the 

operator needs to remove the backhoe from the digging site and inspect for underground 

obstruction such as large rots, rocks, or concrete footing. The backhoe is powerful 

enough it can pull the tractor out of position and cause rollover. 

               10. To dump a bucket full of soil, curl bucket while lifting boom to desired height and 

swing to dump location. As boom approached dump location, uncurl the bucket to 

dump. This position is now ready for digging when returned to the trench. 

              11. This unit is capable of digging underneath the tractor. Doing so could cause the 

excavation site to collapse and tractor to roll over. When digging, never excavate within 

one foot of the backhoe pivot point. 

               12. If unable to dig on level ground, place the tractor with the slope and dig uphill. 

               13. When back filling, spread the soils evenly to ensure even compaction. Compact in six 

inch lifts, using tamper. 

              14. Shoring is required when digging at depths greater than five feet or whenever an 

employees head will be below ground level at depths greater than three feet. 

              15. This unit is equipped with a hydraulic thumb. The thumb is used for grasping and 

maneuvering items. It is controlled via curling the bucket and moving the selector on the 

right side of the backhoe control panel.  

              16. The lift capacity of this boom is 700 lbs. Do not exceed this weight nor try to move an 

attached item like a stump. Damage or rollover can occur. 

 

    D. Transport 

                1. This unit is heavy and significantly affects the way the tractor handles when driving. 

Start, stop and turn the tractor slowly. The increased weight and height greatly increase 

the risk of roll-over. Do Not drive tractor over 10 MPH. 

            2. Ensure Boom and swing locking pins are in place before, trailering or driving more 

than 1000 feet or in bumpy territory. 

            3. When trailering, do not chain any part of the Backhoe. Limit 4 point securement to the 

tractor frame. 
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 3.19 THE ORIGINAL GOLF LIFT 

 

      A. Safety Equipment 

1. Safety Glasses 

2. Steel Toed Shoes 

3. Gloves 

         

      B. Pre-operation Lift Check 

 1. Never Allow Unauthorized Persons to operate lift. 

2. Capacity of hoist is 9,000 lbs. @ 2,250 lbs. per lifting pad compared to the weight of 

the vehicle.  If vehicle is too heavy do not proceed. 

3. Remove All Passengers from vehicle before lifting. 

4. Inspect lift and lift area to make sure there is no damage or that damage can occur. 

5. Do not operate a lift that is damaged or needs repair. 

6. Always use all 4 arms when lifting. 

7. Never use lift to raise one end or one side of a vehicle. 

 

      C. Loading Lift Procedure 

1.  When pulling vehicle in to the lift bay, make sure you are centered between the 2 

columns so the swing arms will clear the tires. Make sure the swing arms are in the drive 

through position.  It is recommended to have someone help you. 

2. Identify the 4 correct jacking points (Refer to the manufacturer’s specific vehicle lifting 

points) and place the lifting pads under the front and rear jack points ensuring contact.  

3.  Ensure all people are clear before lifting. 

 

      D. Raising Lift Procedure 

1. When ready, raise lift by using green push button and raise about 3” up off the ground 

and check stability by gently rocking vehicle. 

2. If vehicle is stable continue with lift. If vehicle is unstable then lower vehicle to the 

ground and adjust mounting points. 

3.  When lift has reached desired height, ALWAYS lower back down to the nearest lock 

position by pressing the lowering lever so the latch is set in the lock position. 

 

      E. Lowering Lift Procedure 

 1. Remove all tools and other objects from lift area. 

 2. Raise lift off safety latch. 

3. Pull safety latch release cables on both sides then press the lower lever to begin 

descent. 

 4. Unload vehicle by completely lowering lift and swing arms to drive through position. 
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3.20 MULTIQUIP VIBRATORY PLATE 

 A. Safety Equipment 

 1. Eye Protection 

 2. Hearing Protection 

 3. Work boots 

              4. Work gloves 

 B. Warnings 

 1. Never Operate unit in an enclosed space. 

 2. Never attempt to lift unit by yourself 

 3. Never inspect pulley or belt with the engine running 

 4. Avoid prolonged use due to strong vibrations. 

 C. Operating Instructions  

               1. Inspect area to be compacted. Soil or aggregate must have appropriate moisture level to 

compact. 

              2. Check fuel and oil levels of engine. Look for any leaks or damage to equipment.  

 3. Start engine by turning fuel supply lever and choke on. Set throttle at idle.  

               4. Turn ignition switch on and give steady, quick pulls on the ripcord. Once engine begins 

to sputter, slowly return choke to the off position and allow to warm up. 

 5. When ready to compact, move throttle lever to full throttle and guide machine forward 

using steering handle. 

 6. Start compaction pattern by making two passes around perimeter of compaction area 

then beginning a back and forth parallel pattern. Be sure to overlap each pass by 25% to 

ensure adequate compaction. 

 8. Do not grip the steering hndle too tightly. Doing so will cause premature fatigue. 

              9. Maintain a neat and organized work area to prevent tripping hazards. 

 10. To shut down, lower engine speed to idle for a minute. Then turn machine off using 

ignition switch. 

 11. If unit is to be stored for extended period of time coordinate storage with Division repair 

person. This typically involves adding STA-BIL to the fuel tank and running the unit for 

3 minutes afterwards. While running, shut the fuel valve off until engine stops.  
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3.21 STIHL 420 CUT-OFF SAW 

 A. Safety Equipment 

 1. Eye Protection 

 2. Hearing Protection 

 3. Work boots 

              4. Work gloves 

  

 B. Warnings 

 1. Never Operate unit in an enclosed space. 

 2. Never attempt to lift unit by yourself 

 3. Never inspect pulley or belt with the engine running 

 4. Avoid prolonged use due to strong vibrations. 

 C. Operating Instructions  

               1. Inspect area to be compacted. Soil or aggregate must have appropriate moisture level to 

compact. 

              2. Check fuel and oil levels of engine. Look for any leaks or damage to equipment.  

 3. Start engine by turning fuel supply lever and choke on. Set throttle at idle.  

               4. Turn ignition switch on and give steady, quick pulls on the ripcord. Once engine begins 

to sputter, slowly return choke to the off position and allow to warm up. 

 5. When ready to compact, move throttle lever to full throttle and guide machine forward 

using steering handle. 

 6. Start compaction pattern by making two passes around perimeter of compaction area 

then beginning a back and forth parallel pattern. Be sure to overlap each pass by 25% to 

ensure adequate compaction. 

 8. Do not grip the steering hndle too tightly. Doing so will cause premature fatigue. 

              9. Maintain a neat and organized work area to prevent tripping hazards. 

 10. To shut down, lower engine speed to idle for a minute. Then turn machine off using 

ignition switch. 

 11. If unit is to be stored for extended period of time coordinate storage with Division repair 

person. This typically involves adding STA-BIL to the fuel tank and running the unit for 

3 minutes afterwards. While running, shut the fuel valve off until engine stops.  
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4.0 DIVISION-WIDE PROCEDURES 
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4.01 BALL FIELD MAINTENANCE 

 Since it is assumed the reader has had some prior experience in ball field maintenance, the 

following is intended to be a concise overview on field preparation with particular emphasis 

on safety. For a more detailed instruction on field preparation, i.e., placement and dimensions 

of chalk lines and bases, etc., consult maintenance crew. 

  

 Ball Field Maintenance Vehicle (Scooter) 

 A. Safety Items 

 1. Helmet (Mandatory when operating Scooter on city streets) 

 2. Seat belt (Mandatory) 

 3. Check vehicle to ensure tools and equipment are safety secured. 

 4. Exercise caution when cornering. Vehicle is top-heavy and could overturn if cornered 

abruptly. 

 B. Procedures 

 1. Fill in holes on infield, especially around batter's box and pitcher's mound, with 

landscape rake or broom. 

 2. Wet infield using sprinklers or quick coupler and hose. 

 3. Remove screen drag from scooter and attach to hitch at rear of vehicle. 

 4. Begin dragging heavily worm areas, i.e., baselines; home plate and pitcher's mound, 

using a crisscross or straight line motion. Drag worn areas until smooth. 

 5. Safety Procedures 

 a. Keep back straight when lifting drag from scooter. 

 b. Avoid making tight circles, especially around pitcher's mound. This practice could 

cause drag to become entangled in rear wheel of Scooter, resulting in damage to 

equipment and possible injury to driver. 

 c. Avoid driving over water boxes. The weight of the scooter could cause damage to 

water fixtures inside. 

 d. Do not drag over temporary pitcher's mounds. These mounds are set higher than 

the permanent type and will ensnare the drag, causing severe damage to 

equipment. 

 e. Scooter should be driven in first gear, or at no more than ten miles per hour. 

 f. Remove chalk liner form scooter before dragging field. Liner may topple over if 

left in scooter while vehicle performs turns necessary for dragging. 

 g. Remove liner from scooter and lower to ground before filling with chalk. Doing so 

will reduce chance of back strain. 

 h. Do not over-fill liner. One-half bag of chalk is enough for most fields. An over-

filled liner will not function properly and added weight could result in back injury 

when attempting to lift liner on to scooter. 

 C. Dragging Procedures 

 1. Complete field preparation by dragging in a clockwise motion from the outside-in. (i.e., 

from infield edge to pitcher's mound) 
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 2. Safety Items 

 a. Construction of screen drag is such that drag will perpetually tilt towards the right. 

Dragging field in a clockwise direction will slant drag away from fence and 

backstop thus avoiding damage to equipment. 

 b. When dragging field, stay at least three feet from the edge of the infield, backstop, 

and dugout fence. 

 3. When final drag is completed, field is then ready to lines.  
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4.02 CELL PHONES & AUTOMOBILES 

 A. Safety Procedures 

 1. Avoid using cell phones while driving. No call is really so important that it can’t wait a 

few minutes until you can pull off the road. 

 2. If you are expecting a call that you feel you must take, keep your phone readily 

accessible, not in your backpack, handbag, hip pocket, glove box, etc. If the phone is not 

easily accessible, let it ring.  

 3. Keep calls as short as possible. Tell callers that you are driving, and ask if you can call 

them back. 

 4. Do not take your attention off your driving by jotting down notes, looking things up, or 

otherwise taking your hands, eyes or attention off of driving. 

 5. Do not send or receive text messages. 

 6. Research has shown that hands-free phones are no safer than hand-held phones. The real 

risk is in the mental distraction, not the manual manipulation. 

 7. One quarter of all driving accidents is attributable to driver distraction. Cell phones are 

one form of driver distraction.  

 8. The risk of a collision when using a cell phone is four times higher than the risk when a 

cell phone is not being used.  

 9. Remember, the real risk is lack of attention, whether from a cell phone, a conversation 

with a passenger, or some other distraction. Pay attention. 
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4.03 CHEMICAL SPILL EMERGENCY PROCEDURES 

 Chemical spills in the yard are most likely to occur either in the storage room or at the point 

of loading and mixing. In the storage room the most likely scenario is a ruptured container or 

one is dropped. The best preventions are care in mixing/loading and care in storage. Stored 

materials shall be checked for physical stability when they are added to the inventory and 

when they are returned to the cabinet after partial use. 

 

 Minor spills can be handled by treating the spill with absorbent and removing it to a sealed 

bag. Major spills require additional action. The Burlingame Fire Department (BFD) is the 

primary response agency. They are to be called at 9-1-1. If the spill is in the storage room, a 

quick assessment is necessary. The toxicity of the spilled material shall be determined using 

labels and MSDS (Material Safety Data Sheets). In the event of major spill, the immediate 

area shall be evacuated, including persons working in the historical society offices. The area 

shall be cordoned off and pedestrian and vehicular traffic restricted. Persons affected by the 

spill shall be given first aid, principally by flushing with water. Use any convenient hose or 

the shower/eyewash in the corporation yard office bathroom. For more precise first aid 

information See the Respective MSDS sheet. A roster of chemicals is available in the storage 

cabinet and in the MSDS binder in the corporation yard office. 

 

 If possible the spill shall be treated with absorbent material, which is available in the shop 

next to the gas cabinet, in the rack above the three and four gallon spray tanks, and in the 

storage room under the grandstand. When working around a spill, safety clothing is 

mandatory including: eye protection, Tyvek suit, rubber boots, rubber or neoprene gloves, 

and respirator (if required by the spilled chemical). If the spill occurs in the yard, close to the 

storm drains, the drains shall be dammed with absorbent material (if this can be done safely). 

The spill area shall be isolated with cones/barricades. Containment of the spill shall be the 

objective until the Burlingame Fire Department (BFD) arrives. The persons present during 

the spill shall remain until the BFD arrives. They shall provide pertinent information about 

the spill, including chemical composition data and dilution data. 

 

 Should the spill occur onsite during a spray operation, similar procedures shall be followed. 

BFD shall be radioed (use control 1, 3 or 6), any equipment discharging chemicals shall be 

shut down and appropriate valves closed. The spill shall be contained with absorbent, if 

possible; the area shall be cleared of pedestrian and vehicular traffic; data regarding the spill 

shall be presented to the BFD upon arrival. BFD shall be in charge from the time that they 

arrive on site. Instructions for post-spill operation shall come from BFD. The assistant 

director shall file any necessary paperwork following the spill. 

 



122 

4.04 CHEMICAL SPILL EMERGENCY SUMMARY 

 A. Call 9-1-1 

 B. Administer first aid to spill victims. Flush exposed skin and body parts. 

 C. Evacuate spill area and restrict pedestrian and vehicular traffic. 

 D. Shut down and motorized spray equipment and close appropriate valves. 

 E. Apply absorbent to restrict the spread of the spill. Dam storm drains with absorbent. 

 F. Consult material safety data sheets for chemical properties of spilled material. 

 G. Await emergency crew from the Burlingame Fire Department; upon their arrival, follow their 

instructions as they are now in charge. 
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4.05 CONING/SIGNING/FLAGGING 

 Coning/Signing 

 A. Safety Equipment 

 1. Always wear a safety vest. 

 2. When coning on El Camino Real, always wear a hard hat. 

 B. For non-Caltrans sites: 

 1. One Aroad construction ahead@ or Aroad work ahead@ and one Aright/left lane closed@ 

sign (where appropriate). 

 2. For ECR sites: The same except for two Aright/left lane closed@ signs. 

 

 C. Spacing for signage: 

 1. 0 - 30 mph ~ 200 feet 

 2. 30 - 45 mph ~ 310 feet 

 D. The order of the signing shall be: 

 1. Road work ahead 

 2. Left/right lane closed 

 E. Lining up cones 

  After placing the a “lane closed” sign in a 25 to 30 mph zone, place a line of cones on the 

edge of shoulder with a taper of 320 feet, using 9 cones or more at 40 foot (or less) intervals; 

then run cones along the edge of the lane at 35 foot (or less) intervals; then finish with a 

smaller taper at the end. 

 Flagging 

 A. Safety Equipment 

 1. Hard hat 

 2. Orange vest 

 3. Stop/slow sign 

 4. Bucket for foot rest (optional) 

 5. Pole attachment for sign (optional) 

 B. Procedures to stop traffic: 

 1. The flagger shall face traffic and hold the “stop” paddle in vertical position at arm’s 

length. For greater emphasis, the free arm may be raised with the palm toward 

approaching traffic. 

 2. When it is safe for traffic to proceed the flagger shall stand parallel to the traffic 

movement, and with the “slow” paddle held in a vertical position, motion traffic ahead 

with the free arm. 

 3. Where it is desired to alert or slow traffic the flagger shall face traffic and hold the 

“slow” paddle in a vertical position at arm’s length. For added emphasis, the flagger 

may slowly raise and lower free hand with the palm down. 
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4.06 DEFENSIVE DRIVING 

 A. Safety Procedures - Division of Safety & Hygiene, Ohio Industrial Commission  

 1. When you're at the controls of any vehicle, it is important to remember that defensive 

driving is a full-time job. The most dangerous mile you have to drive is the one directly 

ahead of you. Anyone can drive perfectly for 10 feet or 100 feet or even one mile, but it 

takes a real professional to drive perfectly for 100,000 miles or more. To be a 

professional driver there are many things you must observe and practice.  

 2. A safe driver is not merely someone who has been lucky enough to avoid accidents, but 

is one who drives defensively and looks out for others. But today's driving standards 

demand more skill, knowledge and decision-making ability.  

 3. Drivers who are safety-conscious have developed good habits and practice them daily. 

Every time they get behind the wheel, their driving record is on the line. They must 

drive like a professional and be prepared mentally and physically.  

 4. If you are a driver who has a safe attitude about your driving, you will be able to drive 

with a sense of security in inclement weather, on difficult roads and through heavy 

traffic.  

 5. In addition, to be a good driver you should respect all traffic laws and be courteous to 

others. Don't be in a big hurry - you're just asking for trouble. When bad weather affects 

driving conditions, you must adjust your driving time and habits. Driving on wet or 

slippery roads is not the same as driving on dry surfaces. The number of traffic accidents 

and cars running off the road during rainy weather could be reduced if drivers would 

anticipate the slippery road conditions and adjust their driving habits.  

 6. Stay a safe distance from the vehicle in front of you - one vehicle length for each 10 

mph. Start stopping sooner. Apply your brakes the instant you see a hazard developing, 

but apply them gradually so you don't go into a spin or grind to a stop so quickly that 

you risk a rear-end collision.  

 7. Defensive driving is driving to prevent accidents, in spite of the incorrect actions of 

others or adverse weather conditions. ANTICIPATE driving hazards and know how to 

protect yourself from them. Be alert while driving by keeping your mind free of dis 

tractions and your attention focused on driving; alertness involves watching and 

recognizing accident-causing factors instantly. The professional driver has foresight, the 

ability to size up traffic situations as far ahead as possible. The driver must 

ANTICIPATE traffic problems that are likely to develop and decide whether these 

developments could be dangerous.  

 8. Many drivers fail to understand why they were given a "preventable" for an accident 

when they were not legally at fault. A "preventable accident" is one in which you fail to 

do everything you reasonably could have done to prevent it. Even though the driver cited 

with a "preventable accident" did not violate any traffic laws, the professional driver 

should have seen or anticipated the incorrect actions of the other driver in time to take 

actions to prevent the accident from happening. However, you may also learn the 

valuable lessons that near-misses offer and make the necessary adjustments in your 

driving habits.  

 9. As a defensive driver you must operate your vehicle in a manner to avoid contributing to 

an accident or being involved in a preventable accident.  
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 10. Awareness of the vehicle's limitations is essential; pre-trip checklists and inspections 

can familiarize you with the vehicle and point out things that might need attention.  
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4.07 DRIVING A CITY VEHICLE OUT OF TOWN 

 When a City vehicle is to be used for a trip of a substantial period and/or distance, the 

Supervisor is to designate a vehicle on the day prior to the trip, for proper preparation by the 

Park mechanic. The following is a mechanic’s checklist of items to be inspected. On the day 

before a vehicle is taken on a long trip: 

 A. Procedures of Use 

 1. Fully gas truck. 

 2. Check oil, add if necessary. 

 3. Check operation of brakes and fluid, add if necessary. 

 4. Check tire pressure. 

 5. Check radiator, add fluid if necessary. 

 6. Check windshield wipers. 

 7. Check belts and hoses for tightness and/or cracks and leaks. 

 8. Check all lights and lamps. 

 9. Check horn. 

 10. Seat belts, making sure the middle belt is pulled out from behind the seat. 

 11. Check mirrors: left side view, rearview, right side view, making sure they are tight and 

are not cracked. 

 12. Check first aid kit (inform operator of location). 

 13. Check flares (inform operator of location). 

 14. Check the tightness of the wheel lug nuts. 

 15. Check spare tire and pressure. 

 16. Vehicle accident report form in glove box. 

 17. Check transmission fluid, add if necessary. 

 18. Check jack, lug wrench, gallon of water. 

 19. Mechanic must remove and clean up tools from the truck. 
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4.08 EMERGENCY ACTION AND FIRE PREVENTION: FIRE 

EMERGENCY 

 1. The Supervisor is responsible for maintaining equipment and systems installed to 

prevent or control ignition of fires. 

 a. This will be done according to established procedures, equipment and systems 

installed in the workplace to prevent accidental ignition of combustible materials. 

 2. The Supervisor is responsible for the control of accumulation of flammable or 

combustible waste materials. 

 3. The Parks Division Safety committee will maintain a housekeeping inspection log 

which will be periodically updated after inspections are conducted for the presence of 

fire hazards, combustible/flammable waste materials, poor storage or housekeeping 

practices. 

 a. Fire hazard housekeeping inspections shall be conducted once a month by the 

department safety committee. 

 4. If a fire occurs, employees must communicate or shout an appropriate fire warning, and 

dial 9-1-1 for the fire department. 

 5. Employees hearing a warning or an alarm must stop work safely, turn off machines if 

safe to do so, and immediately proceed to the nearest clear exit. Evacuate to your 

assigned area and check-in with the emergency response coordinator, as follows: 

 a. If safe to do so, employees shall evacuate to the rear of Washington Park (east 

end) or main field in Washington Park. 

 b. Take a head count of your group. Use a buddy system to check out who is missing. 

 6. No untrained employee shall try to put out a fire. 

 a. Try to extinguish a small controllable fire, but only if you have been trained to do 

so. 

 7. Do not attempt, for any reason, to re-enter the building. 

 8. Post fire and emergency by each telephone. 

 9. Prepare a map displaying the fire exits, evacuation routes, location of fire extinguishers, 

and flammable substances/hazardous materials and orally inform employees of their 

locations. (See map of emergency fire exit routes, fire extinguishers and location of 

hazardous materials). 

 10. Post the map in a location visible to all employees. 

 11. All employees are responsible for knowing the location of fire extinguishers and the 

emergency evacuation plan and desirable evacuation routes. 

 12. Mount fire extinguishers on a wall location free and clear of any storage or debris. 

 13. Coordinate procedures for regularly maintaining and inspecting fire extinguishers with 

the fire department. 

 a. You must have a minimum 2a rated fire extinguishers every 75 feet of travel. 

 b. Periodically inspect and recharge all fire extinguishers. 

 c. All fire extinguishers must have a fire department inspection service tag not more 

than one year old. 
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 14. Mark the location of all portable fire extinguishers with a sign stating Afire 

extinguisher@ in red letters. 

 15. Building construction shall be sufficient to provide structural integrity while employees 

are exiting during a fire. 

 16. The building shall have adequate lighting at all times. 

 17. Exits shall be clearly marked so that, in the event of fire or emergency, there is no 

confusion in reaching an exit. 

 18. Keep all exit doors unblocked, well-lighted and unlocked during work hours: all exit 

doors must be side hinged and at least 3 feet by 6 feet 8 inches. 
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4.09 EMERGENCY CALL OUTS 

 Employees are occasionally called out after normal working hours for a variety of 

emergencies. Calls will come from the police dispatchers or from another park department 

employee. Police dispatchers move down the department call out list until they find an 

employee. It is important to ask questions when called in order to precisely identify the 

emergency and to ascertain whether or not you can resolve it. 

 A. Evaluating and Responding to an Emergency Call Out 

 1. What is the nature of the problem? Some problems are not Park Department problems, 

these include: field lights left on (Recreation), private tree emergencies on private 

property; tree emergencies on county property. 

 2. Some problems are not truly emergencies, and do not require immediate attention, e.g. 

limbs already pulled off of public thoroughfares. 

 3. Some problems require special information or skills. For example, most irrigation 

emergencies require that one know the location of system turn off valves. 

 4. Be sure to write down the specific location of the emergency. 

 5. The Park department does not respond to emergencies outside of the city limits. 

 6. The park department responds to tree emergencies on El Camino on a first response 

basis. If emergencies can be quickly resolved, do so. Keep accurate account of hours 

spent and equipment used. 
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4.10 EMERGENCY ESCAPE PLAN FOR GOLF CENTER 

 A. All Golf Center employees, in case of emergency should: 

 1. If at Golf Center, proceed to center of parking lot. 

 2. If at Bayside Park, The Dog Park, Bay front or any other location north of Highway 101, 

proceed to Golf Center parking lot. 

 3. If at any other location, if possible proceed to Golf Center parking lot. Otherwise 

proceed to Park Yard in Washington Park. 

 4. Always make contact with your supervisor. 

  Phone numbers: 

  Golf Center  548-9732 

  Bob Disco  558-7334 

  Greg Foell  558-7333 
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4.11 ERGONOMICS STATEMENTS 

 A. All work shall be performed so as to minimize eyestrain or glare to employees eyes. 

 B. Routine tasks should not require prolonged rising of the arms. 

 C. Whenever possible, work should be done using the larger muscles of the body. 

 D. Work should be done in a manner which avoids twisting or overly bending the lower back. 

 E. In tasks which may involve stress from repetitive motion, sufficient rest breaks are required, 

in addition to regular breaks. 

 F. All tools, instruments and machinery should be shaped, positioned and handled so that tasks 

can be performed comfortably. 

 G. All pieces of furniture must be adjusted, positioned, and arranged to minimize strain on all 

parts of the body. 

 H. Standing workstation work surfaces should be height adjustable. 

 I. Lifting tasks should be designed to be performed knuckle height and shoulder height. 

 J. Workstation layout should not require employee to reach behind her or himself to complete 

the job task. 

 K. In tasks that require wrist movements, the task should be designed to minimize ulnar 

deviation, hyper-extension and/or hyper-flexion of the wrist. 

 L. In tasks that require highly repetitive motions, a job task rotation schedule should be 

considered and implemented. 

 M. All job tasks should not require forward flexion of the neck greater than 90 degrees. 

 N. Job tasks that require exposure to vibration to the upper extremities should be performed with 

the proper tools, and vibration isolation should be provided by the use of gloves and/or other 

padding. 

 O. Power tools should be provided to employees where necessary and/or practical. 

 P. The diameter and length of tool handles should be appropriate for the job task and employee's 

hand size. 

 Q. Tools should be provided to minimize the wrist deviating from its neutral position. 

 R. Proper lifting techniques should be utilized by those employees who lift regularly. 

 S. The distance between an employee's eyes and a computer monitor should be between 18 and 

24 inches. 

 T. Computer monitor height should be slightly lower than eye level when seated at a computer 

workstation. 

 U. Seated workstation chairs should adjust for proper lumbar support. 
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 V. Employee's head should be neutral and not over-rotated, hyper-extended or hyper-flexed when 

performing computer or other repetitive tasks. 

 W. The employee's wrists should be neutral and not hyper-extended or hyper-flexed when 

performing computer tasks. 
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4.12 EYE WASH STATION 

 A. Safety Procedures 

 1. The eyewash station must be clear 36”, clean and ready for use at all times. 

 2. A documented inspection and flush/ test for plumbed models of eyewash stations shall 

be conducted monthly. 

 3. Never hang anything or place anything on the eyewash station other than an inspection 

tag. 

 4. Always follow the manufacturer’s instructions regarding the eyewash station 

maintenance and service directions. 
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4.13 FIRE EXTINGUISHER MONTHLY INSPECTION 

 A. Safety Procedure: 

  As directed by the California Code of Regulations, Title 19, Section 574, the owner of the fire 

extinguisher must examine it monthly to ensure that it is: 

 1. Present; 

 2. Not obstructed; 

 3. Mounted with the instructions legible and facing out; 

 4. Safety seals and tamper indicators are not missing; 

 5. Not damaged or leaking; 

 6. Charged according to the gauge, and  

 7. Full, as determined by hefting it. 

 8. The date the inspection was performed and the initials of the person performing the 

inspection shall be recorded on a tag or label attached to the fire extinguisher, or an 

inspection checklist maintained on file, or an electronic system (e.g. bar coding) that 

provides a permanent record. 
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4.14 FLAMMABLE & COMBUSTIBLE MATERIALS 

 A. Safety Equipment 

 1. Safety Glasses or Goggles 

 2. Chemical Gloves (Use appropriate type described in MSDS) 

 B. Safety Procedures 

 1. All combustible scrap, debris and waste materials (i.e. oily rags) must be stored in 

covered metal receptacles and removed from the worksite promptly. 

 2. Proper containers and tanks must be used for the storage and handling of flammable and 

combustible liquids. 

 3. All connections on drums and combustible liquid piping, vapor and liquids must be kept 

tight and secure. 

 4. All flammable liquids must be kept in closed containers when not in use. 

 5. All secondary hazardous wastes must be stored in fire-resistant, covered containers until 

they are removed from the worksite. 

 6. Proper fire extinguishers must be provided for the types of materials in areas where they 

are to be used. 

 7. Appropriate fire extinguishers must be mounted within 75 feet of outside areas 

containing flammable liquids, and within 10 feet of any inside storage area for such 

materials. 

 8. Transfer-withdrawal of all flammable or combustible liquids must be performed be 

trained personnel. 

 9. Employees must be trained in the use of fire extinguishers. 

 10. All extinguishers must be serviced, maintained and tagged at intervals not to exceed one 

year, and inspected monthly. 

 11. "NO SMOKING" signs must be posted where flammable or combustible materials are 

used or stored. 

 12. Safety cans must be used for dispensing flammable or combustible liquids at a point of 

use. 

 13. Spills of flammable or combustible liquids must be cleaned up promptly. 
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4.15 GENERAL SAFE PRACTICES 

 A. All unsafe conditions and equipment must be reported to the Supervisor or Manager. 

 B. All office chairs must be inspected for cracked or weak legs, damaged casters, bolts, etc. 

connecting the seat to the base, to ensure that the chair will accommodate the weight and 

movement of employees who may use them. 

 C. All accidents, injuries and illnesses must be reported to the Supervisor or Manager 

immediately. 

 D. All means of egress must be kept unblocked, well lighted and unlocked during work hours. 

 E. Exit doors must comply with fire safety regulations. 

 F. Exit doors must swing in the direction of travel. 

 G. Exit signs must be provided at every required exit doorway and where needed to clearly 

indicate the direction of an egress. 

 H. Exit signs must have letters at least six (6) inches high. 

 I. Stairways must be kept clear of items that can be tripped over and all areas under stairways 

that are egress must not be used to store combustibles. 

 J. Materials and equipment must not be stored against doors, exits, fire ladders or fire 

extinguisher stations. 

 K. Aisles must be kept clear at all times. 

 L. Work areas must be maintained in a neat orderly manner. 

 M. Trash and refuse must be thrown in proper waste containers. 

 N. Spills must be wiped up promptly. 

 O. Files and supplies must be stored in such a manner to prevent damage to the supplies and 

injury to employees when they are moved. The heavier the item, the closer it should be stored 

to the floor. 

 P. All cords running into walk areas must be taped down or inserted through rubber protectors to 

avoid tripping hazards. 

 Q. Material must be securely stacked on top of lockers, file cabinets or other high places. 

 R. Lower desk or cabinet drawers must never be left open. Care should also be taken when 

opening or closing drawers to avoid pinching fingers. 

 S. No more than one upper drawer is to be opened at a time; particularly the top two drawers on 

a tall file cabinet. 

 T. Proper lifting techniques must always be used.  
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 U. Moving objects which are too heavy must never be attempted. The supervisor must be 

contacted when help is needed to move a heavy object. 

 V. Caution must be taken when carrying material by watching for obstructions, loose material, 

etc. 

 W. Fans used in the work area must be equipped with guards which will prevent fingers from 

being inserted. 

 X. Equipment such as scissors, staples, etc. must be used for their intended purpose. 

 Y. Cleaning supplies must be stored away from edible items on kitchen shelves. 

 Z. Solutions that may be poisonous must be kept in well labeled containers. 

 AA. Radios must not be played loudly. 

 BB. Fire Prevention 

 1. All electrical equipment must be plugged into appropriate wall receptacles or into an 

extension of only one cord of similar size. 

 2. Three-pronged plugs must be used to ensure continuity of ground. 

 3. Individual heaters at work areas must be kept clear of combustible materials such as 

drapes or waste baskets. 

 4. Individual heaters at work areas must be equipped with tip-over switches. 

 5. Appliances such as coffee pots, microwaves, etc. must be kept in proper working order 

and periodically inspected for signs of wear, heat or frayed cords. 

 6. Cleaning solvents and flammable liquids must be stored in appropriate containers and 

clearly marked. 

 7. All fire extinguishers not in good working condition must be reported to the Safety 

Coordinator immediately. 

 8. When smoking may create a hazard where combustible material is stored or handled, 

"NO SMOKING" signs must be posted. 

 9. All combustible material, such as oily rags or waste material, must be stored in metal or 

metal-lined containers with tight-fitting covers. 

 10. Fire extinguishers must be mounted every 75 feet, with the top no higher than three (3) 

to five (5) feet above floor level. 

 11. Fire extinguishers must be serviced and tagged (by state licensee) annually and after 

each use. 

 12. Signs must be posted indicating locations of fire extinguishers. 

 13. All sprinkler systems, fire hydrant systems, standpipe systems, fire alarm systems, and 

other fire protection systems must be maintained in operative condition at all times and 

must be replaced or repaired when defective. 

 14. All fire extinguishers must be for the type of materials in areas where they are to be 

used: 

  Class A - Ordinary combustible fires 

  Class B - Flammable liquid, gas or grease fires 



138 

  Class C - Energized-electrical equipment. 

 15. Fire department number must be posted in the switchboard area, with the name of an 

employee(s) assigned to phone the fire department in the event of the absence of the 

Safety Coordinator, if the alarm sounds. 

 16. All employees must be periodically instructed in the use of extinguishers and fire 

protection and fire evacuation procedures. 

 CC. Fire Evacuation 

 1. In the event of a large fire, the alarm must be sounded and the building evacuated. 

 2. Upon hearing fire alarm employees must stop work safely and immediately and evacuate 

via the nearest clear exit. Employees shall proceed to their designated assembly area.  

 3. Only trained employees may attempt to respond to a small fire, by attempting to 

extinguish the fire. 

 DD. Office Safety 

 1. Do not stand on furniture to reach high places. Use the ladder or step stool to retrieve or 

store items that are located above your head. 

 2. Do not open more than one file cabinet drawer at a time. 

 3. Do not store anything on top of storage cabinets - put it inside. 
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4.16 HAND TOOLS SAFETY 

 A. General 

 1. Employers are responsible for the safe condition of tools used by employees, including 

those tools which are furnished by employees for use in the workplace. 

 2. All tools must be restricted to the task for which they are intended. 

 3. All employees must be made aware of the hazards caused by faulty or improper use of 

hand tools, such as using a screwdriver as a chisel. 

 4. Hand tools such as chisels, punches, etc. which can develop "mushroom" heads during 

use must be reconditioned or replaced as necessary. 

 5. Broken and fractured handles on equipment such as hammers, axes and similar tools 

must be replaced promptly. 

 6. Appropriate safety glasses, face shields, etc., must be used when using hand tools or 

other equipment which produce flying materials, or that are subject to breakage.  

 7. Eye and face protection must be worn when driving hardened or tempered studs, nails, 

or rivets. 

 8. Tools with cutting edges must be kept sharp to ensure the tool will move smoothly 

without binding or skipping. 

 9. Tools must be stored in a dry and secure location when not in use. 

 10. Tools must not be left lying where others can slip or trip over them. 

 11. Tool with sharp edges must be carried in sheaths, never loose in the pocket, and always 

pointed away from the body. 

 12. Tools that cannot be repaired must be destroyed or disposed of. 

 B. Hammers 

 1. Select the proper size and type of hammer for the job. Use soft hammers on machine 

parts, hardened parts, and finished work. 

 2. Be sure the handle is not cracked or loose. 

 3. Oily hands or hammer handles will cause the hammer to slip. 

 4. Grip a hammer near the end of the handle not near the head. 

 5. Hammers with chipped faces are dangerous and must be replaced. 

 C. Miscellaneous Bench Tools 

 1. Do not carry sharp-pointed tools, such as scribers, dividers, and screwdrivers in your 

pockets. 

 2. Place your tool on the bench in such a way that any sharp points will not puncture your 

hands. 

 3. Arrange your tools neatly on the bench so they will not roll off. 

 4. Pliers with worn or smooth jaws are liable to slip and should be replaced. 

 5. Surface plates are precision tools and should never be used for hammering, stamping, or 

for rough work which might scratch them. 



140 

 D. Files 

 1. Be sure the files have a handle that is well-secured to the file. 

 2. Select the correct shape, size, and cut of file for your job. 

 3. Do not strike a file against metal vises and other objects. 

 4. Dull files should be replaced. 

 5. Files that are clogged with soft metal should be cleaned with a wire brush and not a wire 

wheel. 

 E. Scrapers 

 1. Check the scraper to be sure it is sharp. 

 2. Hold it in such a way that it will not slip. 

 3. Never grip a scraper on the sharp edges. 

 4. Never carry a sharp-pointed scraper in your pocket. Place it on your machine or bench 

so you won't jab your hand. 

 F. Screwdrivers 

 1. Use the correct type of screwdriver for the screw, e.g., Phillips, slotted, Torx, etc. 

 2. The blade of a screwdriver must fit the slot of the screw correctly. 

 3. Do not use screwdrivers whose blades are worn, dull, chipped or broken. 

 4. Avoid holding small work in your hand when using a screwdriver. 

 5. Be sure the handles have no sharp burrs and are not split. 

 6. For electrical work use screwdrivers with insulated handles. 

 7. Screwdrivers have been designed to fulfill one function, namely, to insert and remove 

screws. Do not use them as chisels, punches, or for any other uses. 

 G. Wrenches 

 1. Use a socket or box wrench whenever possible. 

 2. You should never use a wrench that does not fit the nut or bolt head properly. Loose-

fitting wrenches are not only dangerous to use, but will soon ruin the corners of bolt 

heads and nuts. 

 3. A wrench is not a hammer, never use it as such. 

 4. Keep yourself well braced and be careful not to lose your balance. Do not throw your 

weight against a wrench. 

 5. If necessary to use a hammer on a large wrench use a soft faced hammer. 

 6. Wrenches should be kept free of oil and grease. 

 7. Do not use wrenches around revolving machine parts, work, or cutters. 

 H. Pliers—locking, slip-joint, etc. 

 1. Do not use pliers with worn or broken faces. 

 2. Do not use pliers as a wrench. 

 3. When using pliers, be sure that no burr is left that will create a future hazard. 
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4.17 HAZARDOUS MATERIALS 

 A. A Hazardous Material Inventory Statement must be maintained and made available to all 

employees requesting such information.  

 B. A Hazard Communication Program ("Right to Know") must be made readily available to all 

employees. 

 C. An individual must be assigned for the responsibility of maintaining Material Safety Data 

Sheets, labeling, and employee training.  

 D. All containers for hazardous substances must be labeled with product identity and hazard 

warnings. 

 E. All employees must be trained and signed off on a Hazard Communication Program, where 

one exists.  

 F. Follow the instructions on the label and in corresponding Material Safety Data Sheet (MSDS) 

for each chemical product you will be using in your workplace. 

 G. Use personal protective clothing or equipment such as neoprene gloves, rubber boots, shoe 

covers, rubber aprons, and protective eyewear, when using chemicals labeled: Flammable”, 

Corrosive”, Caustic” or “Poisonous”. 

 H. Always use your chemical goggles and the face shield when handling chemicals labeled 

Corrosive” or “Caustic”. Do not use protective clothing or equipment that has split seams, pin 

holes cuts, tears, or other visible signs of damage. Each time you use your gloves, wash them, 

before removing the gloves, using cold tap water and normal hand washing motion. Always 

wash your hands after removing the gloves. 

 I. Do not use chemicals from unlabeled containers or unmarked cylinders. 

 J. Do not perform “hot work” such as welding, metal grinding or other spark producing 

operations, within 50 feet of containers labeled, “Flammable” or “Combustible”. 

 K. Do not drag containers labeled “Flammable.” Use the rubber cradle when transporting 

unpacked, glass bottles of chemicals. 

 L. Do not store chemical containers labeled “Oxidizer” with containers labeled “Corrosive: or 

Caustics”. 

 M. When outside contractors are present in the work areas, the employer must inform the 

contractors of the hazardous substances to which they may be exposed while on the job site 

and measures the employees are taking to lessen the possibility of exposure by using 

appropriate protective measures. 
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4.18 HAZARDOUS MATERIALS COMMUNICATION 

 A. Materials are considered hazardous if they can harm people or the environment and can be 

corrosive, flammable, explosive, toxic, or reactive. Hazardous materials could cause 

immediate or long term health problems if not handled properly. 

 B. All containers of hazardous substances used on a work site must be labeled with product 

identity, appropriate hazard warnings noted and name and address of the manufacturer listed. 

 C. Hazardous substances which when mixed react violently or produce toxic vapors or gases 

must be separated from each other during storage by D.O.T. Class or by containment barriers 

to prevent them from intermixing due to a spill or leak. 

 D. Hazardous substances must be stored in containers which are appropriate for the type and 

quantity of hazardous substances. The containers must not be stored in a location or manner 

which would result in damage to the container. 

 E. Containers used to store hazardous substances which give off toxic, suffocant, or anesthetic 

fumes in hazardous amounts (e.g. fuming sulfuric acid, hydrofluoric acid, compressed or 

liquefied toxic gases) must not be stored in locations where it could be reasonably anticipated 

that employees would be exposed. This does not apply to small quantities of such materials 

kept in closed containers. 

 F. Containers must not be stored where they are exposed to heat sufficient to  rupture container 

or cause leakage. 

 G. Hazardous substances must be kept away from open flames, no smoking signs must be 

displayed in areas where hazardous materials are stored or handled. 

 H. Employers must ensure that employees are aware of the hazards of materials used in their 

work areas. 

 I. Secondary containers must be labeled with either an extra copy of the manufacturer's label or 

generic label which contains product identity and hazard warnings. 

 J. MSDS must be kept up to date at all times. If during review of MSDS an MSDS is missing or 

incomplete, a new MSDS must be requested from the manufacturer. 

 K. MSDS must be available to all employees in their work area for review during each work 

shift. If MSDS is not available or a new hazardous substance is being used in the work area 

the Safety Coordinator must be notified immediately. 

 L. Employers must provide health and safety instructions prior to employees starting work, for 

information and training in the following: 

 M. Physical and health effect of hazardous substances in the work area. 

 N. Location and availability of the written hazard communication program. 

 O. Information of any operation in the work area where hazardous substances are present. 

 P. Methods and observation techniques to determine the presence or release of hazardous 

substances in the work area. 
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 Q. How to lessen or prevent exposure to these hazardous substances by using safe work 

practices, engineering controls and/or the use of personal protective equipment. 

 R. Following good housekeeping methods; clean up spilled substances promptly. Never return 

spilled material to original container. 

 S. Steps the company has taken to lessen or prevent exposure to these hazardous substances 

including ventilation, respirators, presence of another employee, emergency procedures, and 

proper storage of hazardous substances. 

 T. Emergency and first aid procedures to follow if employees are exposed to hazardous 

substances. 

 U. How to read labels and review MSDS to obtain appropriate hazard information. 

 V. A list of all known hazardous substances present in the work area must be readily available. 

Specific information on each noted hazardous substance(s) can be obtained by reviewing the 

MSDS. 

 W. When employees are required to perform hazardous non-routine tasks, prior to starting work 

on such projects employer must inform employee of specific hazards, protective/safety 

measures which must be used, and measures the company has taken to lessen or prevent 

exposure to these hazards. 

 X. When outside contractors are present in the work areas, the employer must inform the 

contractors of the hazardous substances to which they may be exposed while on the job site 

and measures the employees are taking to lessen the possibility of exposure by using 

appropriate protective measures. 
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4.19 HAZARDOUS MATERIALS PLAN/WASTE OIL & SOLVENT 

WASTE 

 A. Solvent Tank 

 1. Solvents are used to clean small tools and parts. The solvent tank/cleaning basin is a 

single unit. It is leased and serviced on a regular basis by its owner. The unit is located 

along the east wall of the main shed, next to the fire exit. This location was approved by 

the Fire Marshal and will not be changed without his approval. 

 2. Persons using the solvent basin shall familiarize themselves with the MSDs provided by 

the supplier. They shall always wear safety glasses/goggles and nitride/neoprene gloves 

when using the solvent tank. Smoking is not permitted while using the tank. 

 3. No solvent shall be removed from or added to the tank/basin. Only the owner/lessor of 

the apparatus shall remove or add solvent. 

 4. At the conclusion of tank use, the user shall close the lid to the basin. 

 5. Should solvent leakage occur, ventilation shall be assured by opening nearby doors. All 

ignition sources shall be removed. Absorbent shall be applied to leaked solvent. Every 

effort shall be made to prevent the solvent from reaching the yard storm drain. The 

Burlingame fire department shall be called for co-ordination of containment, cleanup 

and disposal. 

 B. Waste Oil 

 1. Waste oil is accumulated in a designated 55 gallon drum located in the covered area 

directly to the south of the main park department yard shed. The drum shall be 

maintained as follows: 

 a. It shall be covered. 

 b. It shall be sealed when not being filled. 

 c. The drum top shall be kept clean. 

 d. It shall be tagged with an appropriate tag showing additions and removals. 

 e. Additions shall be recorded immediately. 

 f. The drum shall not be stacked. (i.e. earthquake safe) 

 g. It shall be within a secondary containment vessel. 

 h. Absorbent material shall be immediately available in case of leaks. 

 i. In the event of a leak in both the drum and the secondary containment 

absorbent shall be used to prevent the waste oil from reaching the yard 

storm drain. The Burlingame Fire Department shall be called (911) to 

handle containment and disposal of leaked oil. 
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4.20 HEAT ILLNESS 

 When heat is combined with other stresses such as hard physical work, loss of fluids, fatigue 

or some medical condition, it may lead to heat-related illness, disability and even death. The 

following rules are to be followed by employees working in the direct sun for 2 hours or 

more in any given day. 

 A. Acclimatization 

 1. Varies per individual amount of time to acclimate. 

 2. Limit time in hot environment if new on job or away from work. 

 3. Increase time and/or physical demands each day. 

 4. Health problems and/or poor physical condition can lead to longer periods of 

acclimatization. 

 B. How to Avoid Heat Stress 

 1. Wear sunscreen. (Sun Protection Factor (SPF) 15 or above) 

 2. Drink Water or sports drinks - small amounts often. 

 3. Eat lightly and often. 

 4. Work at your own natural pace. 

 5. Take a break when your body tells you to. 

 6. Work harder in early morning and late afternoon. 

 7. Increase ventilation. 

 8. Wear light, loose fitting clothing. 

 9. Wash regularly to keep skin clean and dry. 

 10. Shade. 

 11. Hat. 

 12. Sweat band. 

 13. Salt food if working long periods of time in heat, Do Not Take Salt Tablets. 

 C. Whenever you feel the symptoms of heat stress, stop work and let your supervisor know as 

soon as possible. 
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4.21 LADDER SAFETY 

 Because ladders are so commonplace, their safety precautions are often not followed. About 

65,000 Americans per year are injured while using a ladder. 

 A. General Policy – Always 

 1. Follow the ladder safety rules printed in these guidelines and on the ladder. 

 2. Inspect ladders before using them. 

 3. Ensure you have the required ladder(s) with you. 

 B. Choosing a Ladder 

 1. Select the right ladder for the task. A ladder’s type is determined by how much weight it 

can safely support. A ladder should be selected which can hold your weight, plus any 

tools, plus any materials. 

  Type 1A Extra Heavy Duty Industrial Ladder 300 pounds capacity 

  Type 1  Heavy Duty Industrial Ladder 250 pounds capacity 

  Type 2 Medium Duty Commercial Ladder 225 pounds capacity 

  Type 3 Light Duty Household Ladder 200 pounds capacity 

 2. Extension ladders vary in length. Choose one that is about three feet taller than the job, 

plus allowing for the one foot out for every four-foot rise rule. Don’t use a ladder that is 

so tall that the extra height presents a hazard. Extension ladders should have the proper 

overlap depending on their maximum length: 

  Three foot overlap for a 32 foot ladder 

  Four foot overlap for a 32 to 36 foot ladder 

  Five foot overlap for a 36 to 48 foot ladder 

  Six foot overlap for a 48 foot ladder 

 C. Pre-use Check 

 1. Ladders must be periodically inspected by a competent person for visible defects, and 

after any incident that could affect the ladder’s safe use. 

 2. The minimum clear distance between side rails for portable ladders is 11½ inches 

 3. Rungs/steps of both portable and fixed ladders must not be vertically spaced less than 10 

inches apart, or more than 14 inches apart. 

 4. Rungs/steps must be parallel, level and uniformly spaced when the ladder is in position 

for use. 

 5. Rungs/steps of portable ladders must be corrugated, knurled, dimpled, coated with skid-

resistant paint, or otherwise treated to minimize slipping. 

 6. Rungs/steps must be intact and free from grease, oil or other slipping hazards 

 7. Side rails and rungs/steps must be free of splinters or sharp edges, which could lead to 

puncture or laceration wounds, or snag clothing. 

 8. Metal ladders must not be dented or bent. Fiberglass ladders must not be cracked or 

torn. Ladders showing evidence of exposure to fire or corrosive chemicals should not be 

used. 
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 9. All ladder feet should be in place. 

 10. All support braces and associated bolts/rivets must be in place and secure. 

 11. On extension ladders, make sure the rope is not torn or frayed. 

 12. On stepladders, make sure the hinge spreader is working properly. 

 13. Wood ladder components must not coated with any opaque covering (paint, plastic, etc.) 

except for required identification or warning labels, which may be placed on only one 

face of a side rail. 

 D. Using a Ladder 

 1. If you have any fear of heights – STOP – don’t climb a ladder – let somebody else do it. 

 2. Read and follow all manufacturer’s labels and warning stickers on the ladder. 

 3. Stepladders should only be used fully opened, with the spreaders locked. 

 4. Never step on the spreader of a stepladder. 

 5. Never climb on the rear section of a stepladder unless it is designed for use on both 

sides. 

 6. Never stand or sit on the top rung or the top of a stepladder. 

 7. Carefully raise an extension ladder before extending it. If in doubt, get a co-worker to 

help. Secure the foot of the ladder before extending it. 

 8. The base of a ladder should be away from the building/wall ¼ of the distance from the 

ground to the ladder’s support or contact point on the building/wall. 

 9. Use both hands when climbing. Hoist tools up in a bucket, or wear a tool belt. 

 10. Don’t stretch so far sideways to reach something that your belly button is past the side 

rail of the ladder. Climb down and move the ladder. 

 11. Always face toward the ladder when climbing up or down. 

 12. Be very careful when using a ladder in wet conditions – you may not have as much 

stability as when it’s dry. 

 13. Make sure all the ladder’s feet are secure on a stable, level, and firm surface – unless 

secured to prevent accidental movement. 

 14. For more than a one-time use, make sure the base and the top of the ladder are tied off 

or otherwise secured. 

 15. Wear proper footwear. 

 16. Carry an extension ladder horizontally, not vertically. Get help. Watch your step. 

 17. Never use a ladder for uses it’s not intended for, such as in place of scaffolding. 

 18. Never allow more than one person at a time on a ladder. 

 19. Ladders placed in areas such as doorways, passageways, driveways, etc., must be 

secured, or barricades must be placed to keep pedestrians, traffic, doors, etc. away from 

the ladder. 

 20. The area around the top and bottom of a ladder should be kept clear of other activities. 

 21. Ladders must not be moved, shifted or extended while in use. 

 22. Ladders must have non-conductive side rails if used where workers could come into 

contact with energized electrical equipment or conductors. 
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 23. Immediately red-tag defective ladders: “Do Not Use” or Out of Service” and make sure 

they are not used. 

 E. Training 

 1. Each employee using a ladder must be able to recognize hazards related to the ladder 

and its use, and be able to use proper procedures to minimize such hazards. Each 

employee must understand: 

 a. The nature of fall hazards in the work area; 

 b. The correct procedures for erecting, maintaining and lowering the ladder; 

 c. The proper construction, use, placement and care of the ladder; and 

 d. The maximum load-carrying capacity of the ladder 
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4.22 LIFTING AND CARRYING PROCEDURES 

 A. Plan the move before lifting; ensure that you have an unobstructed pathway. 

 B. Test the weight of the load before lifting by pushing load along its resting surface. 

 C. If the load is too heavy or bulky, use lifting and carrying aids such as hand trucks dollies, 

pallet jacks and carts, or get assistance from a co-worker 

 D. If assistance is required to perform a lift, coordinate and communicate your movements with 

those of your co-worker. Position your feet 6-12 inches apart with one food slightly in front of 

the other. 

 E. Face the load. 

 F. Bend at the knees, not at the back. 

 G. Keep your back straight and your head up. 

 H. Get a firm grip on the object using your hands and fingers. Use handles when they are present. 

 I. Hold the object as close to your body as possible. While keeping the weight of the load in 

your legs, stand to an erect position. 

 J. Perform lifting movements smoothly and gradually; do not jerk the load. 

 K. If you must change direction while lifting or carrying the load, pivot your feet and turn your 

entire body. Do not twist at the waist. Set down objects in the same manner as you picked 

them up, except in reverse. 

 L. Do not lift an object from the floor to a level above your waist in one motion. Set the load 

down on a table or bench and then adjust your grip before lifting it higher. 

 M. Never lift anything if your hands are greasy or wet. Wear protective gloves when lighting 

objects that have sharp corners or jagged edges. 

 N. Slide materials to the end of the tailgate before attempting to lift them off of a pick-up truck. 

 O. Do not lift over the walls or tailgate of the truck bed. 

 P. Stretching exercises, especially in the morning before commencing work, are highly 

recommended. 
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4.23 NOISE 

 A. Safety Procedures 

 1. Employees who are exposed to continuous noise above 85 dBA on an 8-hour TWA shall 

be given enrolled in a Hearing Protection Program, which will include training and 

periodic audiometric testing. 

 2. Employees who use hearing protection must be properly fitted and instructed in its use 

and care. 

 3. Approved hearing protective equipment (noise attenuating devices) must be made 

available to every employee working in areas where continuous noise levels exceed 90 

dBA. 

 4. Work areas where noise levels make voice communication between employees difficult, 

must be identified and proper signage must be posted.  

 5. Employees who are assigned to work in areas in which hearing protection is required 

must wear that protection at all times in those areas. 

 6. Whenever possible or feasible engineering controls or administrative controls (i.e. 

worker rotation) should be used to minimize individual employee exposure to noise.  
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4.24 NOTICE OF NO PARKING RESTRICTIONS 

 The City’s policy is to post effectively, and prior to towing, attempt to contact all those in 

violation of the properly posted restrictions. Advanced coordination with the Police 

Department is required to make sure that the officers have sufficient notice and accurate 

construction time schedules for this activity. The Supervisor is responsible for contacting the 

Police Department and affecting this notification procedure. Time must also be allowed for 

towing equipment to be notified and tow any vehicles. 

 A. Safety Equipment Required 

 1. Orange Vest. 

 2. Shirt or Coat. 

 B. Safety Precautions 

 1. Use proper traffic control. 

 2. Wear appropriate PPE for working in right-of-way. 

 C. Equipment/Material Required 

 1. Paper “No Parking” signs. 

 2. Stapler and staples. 

 3. Tape. 

 4. Black felt marker. 

 5. String. 

 D. Requirements for “No Parking” Posting and Any Required Towing Are As Follows: 

 1. Signs shall have date(s) of the “No Parking” (the actual day[s] of work - for example: 

5/24/03 to 5/25/03) and hours (for example: 6:00 a.m. to 4:30 p.m.) indicated. 

 2. The No Parking areas shall be posted at least forty-eight (48) hours ahead of the 

effective time. If the No Parking area is to take effect on a Monday, then the No Parking 

Areas shall be posted pursuant to this section no later than the preceding Thursday 

evening. If the No Parking area is to take effect on the day following a holiday, then the 

No Parking area shall be posted pursuant to this section no later than the evening of the 

second preceding business day. For example, if the holiday falls on a Monday, the area 

shall be posted by Thursday evening; if the holiday falls on a Thursday, the area shall be 

posted by Tuesday evening. At the time of posting, the Supervisor, or his designee, shall 

notify Police Dispatch with the following information: a) name and phone number of the 

person doing the posting; b) time and date posted; c) times and dates when the No 

Parking will be in effect; and d) location of the posting by street addresses. Posting of 

No Parking areas only 24 hours in advance is lawful but is an exception and must be 

approved by the Assistant Superintendent for urgent cases only. Posting for Emergency 

situations must be called into the Police Department immediately. 

 3. Post on all trees and poles between barricades facing in the direction that drivers in 

traffic can read. Signs shall be mounted such that the words, ANo Parking@ are at an 

elevation at least three feet, and not more than 7 feet above the adjacent flow line. Signs 

placed on trees shall be attached by string or staples no deeper than 1/2 inch. Signs 
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placed on existing poles shall be attached by either string or painter’s tape only so as not 

to cause any damage to existing poles. 

 4. Barricades or temporary poles containing the no parking information shall be placed 

every twenty-five feet (25') on the center or less. 

 5. Lighted barricades shall be installed on centers of no more than 150' if placed in the 

street. 

 6. The Supervisor shall promptly reset or replace all damaged or defective signs. 

 7.  Upon selection of work in each area, all signs, mounting materials, stakes, and 

barricades shall be promptly and completely removed by the work crew. 

 8. Supervisor shall notify Police Department of the work location and start time on the day 

before. In addition, the Supervisor shall update time schedule, if any changes, by phone: 

Call Police Department at 777-4100 and have them notify the Traffic Sergeant and 

Parking Enforcement Officers. The Police Sergeant’s office hours are 8:00 a.m. to 9:00 

a.m. and 2:30 p.m. to 4:00 p.m. The Traffic sergeant may be reached by phone at 777-

4100. If you need to contact the Sergeant immediately - when the sergeant is not in the 

office, please contact Police Dispatch at the above number and ask them to contact the 

Sergeant. 

 9. Vehicle Code Section 22651: 

 a. When any vehicle is illegally parked on a highway in violation of any local 

ordinance forbidding standing or parking and the use of a highway, or a portion 

thereof, is necessary for the cleaning, repair, or construction of the highway, or for 

the installation of underground utilities, and signs giving notice that the vehicle 

may be removed are erected or placed at least 24 hours prior to the removal by 

local authorities pursuant to the ordinance. 

 b. The only person who can authorize a towing is a peace officer, and the officer is 

required to report the circumstances justifying the removal. If any City employee 

is not being truthful in documenting the full 24-hour posting, the employee may be 

subject to both civil and criminal liability. 
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4.25 PARK MAINTENANCE WORKER PERFORMANCE STANDARDS 

 A. Aerates Turf - Pulled/Non-Motorized 

 1. Always uses correct ball when hitching aerator to avoid accident and injury. 

 2. Always turns off tractor when hitching aerator for personal safety. 

 3. Frequently inspects the entire unit for maintenance needs to identify trouble spots and 

avoid down time. 

 4. Always notifies shop mechanic of maintenance problems so that repairs may be made in 

a timely manner. 

 5. Usually avoids heavily trafficked areas when transporting on city streets for safety and 

public convenience. 

 6. Always has safety chain supporting axle when transporting to prevent injury and 

equipment damage. 

 7. Always identifies and flags irrigation elements in order to prevent damage to systems. 

 8. Never runs times over asphalt or concrete in order to keep sharp and serviceable. 

 9. Occasionally checks tires for mud to avoid spreading it on city streets. 

 10. Usually avoids wet, muddy turf areas to prevent damage to turf and equipment getting 

stuck. 

 11. Sometimes passes over dry or compacted areas more than once in order to assure 

thoroughness. 

 12. Always thoroughly covers accessible turf in order to assure uniform water penetration. 

 13. Never aerates in 4th gear (kubota) for safety and thoroughness. 

 14. Frequently checks aerated turf for thorough coverage. 

 15. Usually avoids sharp turns in order to avoid turf damage. 

 16. Always avoids aerating slopes when they are wet in order to avoid turf damage. 

 17. Often checks for and avoids tree roots in order to avoid plant and equipment damage. 

 18. Never brings tractor or aerator within one foot of the flags in order to avoid damage to 

irrigation systems. 

 19. Usually avoids low hanging limbs for personal safety. 

 20. Usually avoids areas that are so compacted that tines will not penetrate in order to avoid 

damage to equipment. 

 21. Always removes plugs and cleans as directed at the end of the day for serviceability next 

use. 

 B. Walking Aerator 

 1. Always checks gas and oil for efficient use of time. 

 2. Always hauls in a trailer and secures during transport for personal safety and to avoid 

damage. 

 3. Always grips firmly when engaging, for safety. 

 4. Frequently checks for pedestrian traffic and keeps at a safe distance for public safety. 



154 

 5. Frequently disengages drive in tight or awkward turns in order to maintain control of the 

machine. 

 6. Always wears noise suppressor to protect hearing. 

 7. Sometimes works with a partner for safety in heavy use area. 

 8. Always cleans and inspects after use to avoid future down time. 

 9. Always informs lead worker or mechanic of machine or tines are damaged in order to 

facilitate rapid repair. 

 C. Assists Tree Trimmers  

 1. Always monitors street and sidewalk traffic so that danger to public, trimmer, and 

property is minimized. 

 2. Maintains frequent visual and verbal contact with trimmer, so that trimmer’s needs and 

directions may obtain quick response. 

 3. Always repeats back verbal directives from trimmer, so that the trimmer knows that he 

was heard and understood. 

 4. Usually knows the name and location of all tools and equipment carried on the vehicle 

in use, so that they are rapidly available. 

 5. Always ropes up requested equipment safely and quickly, so that trimmer’s needs are 

efficiently met. 

 6. Always services chain saws with gas mix and oil when requested, so that trimmer has 

unable to equipment without delay. 

 7. Frequently lowers limbs with ropes as directed by trimmer. So that property is protected 

and safety is enhanced. 

 8. Never operates power equipment before 8 a.m. unless otherwise directed, in order to 

conform to city policy. 

 9. Always attempts to interact courteously with members of the public, in order to create a 

positive work environment.  

 10. Frequently removes and stacks cut brush as directed by Trimmer or supervisor to 

facilitate prompt and efficient chipping. 

 11. Frequently rakes, blows, and removes small debris in order to leave job site clean and 

neat. 

 12. Always wears a hard hat when working under trimmer in order to protect his/her head. 

 13. Always wears approved eve protection when debris is in the air in order to protect eyes. 

 14. Always cones off work area as directed by trimmer or Supervisors to create a safe and 

visible work site. 

 15. Sometimes responds to radio transmissions (when trimmer is not immediately available) 

so that radio communication is constantly maintained. 

 16. Always wears a safety vest when working in or near the street in order to be highly 

visible. 

 17. Occasionally performs touch-up sharpening of chain saws at the work site, so that 

equipment works efficiently. 

 18. Always services equipment on the sidewalk, out of the street unless otherwise directed 

promote personal physical safety. 
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 19. Always leaves chain saws fueled and operable at the end of the day so that they are 

available for unexpected emergencies. 

 D. Cleans Restrooms 

 1. Always inspects restrooms daily unless otherwise directed, so that cleaning needs may 

be quickly identified. 

 2. Always cleans dirty toilets, toilet seats, sinks, urinals, and walls with appropriate 

products and tools, so that room and fixtures are clean and sanitary after action. 

 3. Always hoses chemical or soap residue off fixtures, walls, and floor after cleaning, so 

that room appears usable. 

 4. Always replaces depleted toilet paper, so that it is available for reasonable use. 

 5. Frequently restocks storage room, so that cleaning products and toilet paper are 

available for the next cleaner. 

 6. Always reports non-functional fixtures and vandalism to supervisor or maintenance lead 

worker, so that repairs may be made quickly. 

 7. Always announces self before entering opposite sex facility in order to avoid alarming 

the public. 

 8. Rarely exceeds 20 minutes in cleaning operation, so that tasks may be accomplished 

efficiently. 

 E. Irrigation Systems/Watering  

 1. Usually understands basic irrigation terminology, tools, irrigation parts, so that he/she 

may assist in repairs or readily communicate problems. 

 2. Occasionally checks irrigation systems for proper functioning so repairs and adjustments 

may be made quickly. 

 3. Frequently clears grass/plant material that is impending Heads, so that system remains 

efficient. 

 4. Occasionally operates and programs automatic clocks as directed, so that needed 

adjustments may be made quickly. 

 5. Always informs lead worker of any programming changes so that supervision may 

remain consistent. 

 6. Informs lead worker or irrigation specialist of any system problems so that repairs may 

be made quickly. 

 7. Always is aware of water use policy for area of responsibility, so that water loss is 

minimized in emergencies. 

 8. Frequently checks areas of responsibility for excessive or insufficient irrigation, so that 

water is conserved and desired plant life maintained. 

 9. Usually irrigates at nighttime or early morning for optimal penetration and for 

convenience to the public. 

 F. Mows turf (riding mowers) 

 1. Always checks oil, fuel, and tire pressure on mower in order to assure safe and efficient 

operation. 
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 2. Always notifies shop mechanic or supervisor of mechanical problems so that repairs 

may be made in a timely manner and down time may be avoided. 

 3. Always loads mower slowly onto trailer so that mowers never slip off trailer bed. 

 4. Always transports mowers on trailer with deck (front) down so that damage and injury 

are avoided in stopping. 

 5. Always lowers raised sprinkler heads and removes visible rocks, baseballs, and debris, 

in order to minimize damage to cutting blades 

 6. Always checks for and avoids mowing wet spots, fences, trees, and any permanent 

objects so that turf and mower are not needlessly damaged. 

 7. Never exceeds mowing speed as per operator’s manual, so that cut is uniform. 

 8. Sometimes reduces mowing speed, so that tall turf may be cut uniformly. 

 9. Frequently checks cut, so that mechanical problems with deck may be quickly 

identified. 

 10. Never points discharge at nearby passerby, so that injuries may be avoided. 

 11. Always hoses off/removes grass accumulations under the cutting deck after mowing, so 

that deck will not corrode and blades will not be impeded. 

 G. Operates push mowers 

 1. Usually checks gas and oil levels before removing equipment from yard, to assure 

efficiency and avoid down time. 

 2. Occasionally checks condition of cutting blade(s) in order to guarantee a good cut. 

 3. Always has assistance in lifting mowers onto pickup trucks in order to avoid injury. 

 4. Always uses either discharge chute or bag in order to prevent clogging and mechanical 

strain. 

 5. Never bypasses safety features of mowers. 

 6. Usually stops and removes substantial debris in the path of the mower in order to 

damage to mowers and avoid dangerous discharges. 

 7. Always stops when people are passing close to the discharge, in order to avoid injuries 

to the public. 

 8. Never runs when pushing a mower, in order to avoid slipping, 

 9. Always avoids hitting trees and shrubs in order to avoid damage to the bark of the 

plants. 

 10. Usually empties bag when 2/3 full in order to avoid back strain and to avoid clogged 

bags. 

 11. Always checks under deck after mowing and cleans as needed to avoid corrosion, debris 

accumulation, and binding. 

 12. Always reports mechanical problems to the shop mechanic promptly in order to prevent 

injury and down time. 

 13. Usually cuts no more than 1/4 of the brass blade height in order to avoid scalping and 

promote healthy growth. 

 14. Always checks for and avoids excessively wet or muddy turf areas in order to avoid turf 

damage. 



157 

 H. Operates Power Edger 

 1. Always wears approved eye protection to avoid eye injury. 

 2. Always uses minimum 4" blade for efficient edging. 

 3. Usually checks fluids and belts in order to be safe and efficient. 

 4. Always uses proper lifting technique or requests assistance when placing in a vehicle to 

prevent back injury. 

 5. Frequently checks for irrigation elements to avoid damage with blade to system. 

 6. Always notifies lead worker or irrigation specialist if heads have been damaged by 

edging in order to avoid down time to irrigation systems. 

 7. Always stops when people are in path or close by to avoid injuries. 

 8. Usually edges hard scape next to turf with each mowing for neat appearance and ease of 

future edging.  
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4.26 PERSONAL PROTECTIVE EQUIPMENT 

 A. All protective equipment shall be maintained in a sanitary condition and ready for use. 

 B. Loose or frayed clothing, dangling ties, necklaces, or rings shall not be worn around moving 

machinery or other sources of entanglement. 

 C. Eye Protection - Safety glasses or safety goggles are to be worn while operating equipment 

that may produce flying particles, sparks or chemical hazards, including using compressed air. 

 D. Body Protection - Protective coveralls, aprons and/or jackets must be used as needed to 

protect the person from conditions that could cause injury.  

 E. Hand Protection - Protective gloves, aprons, shields, etc. must be used as needed to protect 

against corrosive liquids and chemicals. 

 F. Hard Hats or Caps - Approved ANSI hard hats or caps must be used as needed to protect the 

person from exposure to head injury from falling objects or overhead obstruction exists. 

 G. Hearing Protection - Wear hearing protection in all areas identified as having high noise 

exposure.  

 H. Foot Protection 

 1. Shipping / Receiving and material handling employees are identified as being exposed 

to foot injuries due to falling objects. These employees are required to wear safety toe 

shoes during the course of their duties. 

 2. Production and Janitorial employees are identified as being exposed to slipping hazards 

and are required to wear shoes with slip resistant soles during the course of their duties. 

 3. Lab employees are identified as being exposed to corrosive and poisonous materials and 

are required to wear chemical resistant shoes. 

 4. Maintenance employees are identified as being exposed to electrical hazards and are 

required to wear special electrical shock resistant shoes. 

 I. Responsibilities – The Safety Coordinator and Supervisor are responsible to enforce the 

wearing of personal protective equipment. 
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4.27 RESTROOMS - PROCEDURES FOR CLEANING IN CITY PARKS 

 A. Cleaning Procedures 

 1. Keep restroom door open using wooden door stop. 

 2. Hang plastic trash bag over hand rail above toilet tissue to keep tissue dry. 

 3. Using rubber gloves, remove any debris (i.e., toilet tissue, candy wrappers, cigarette 

butts, etc.) from restroom floor or fixtures. Flush toilet and urinal to clear any residue. 

Empty trash cans (Women’s Restroom only). 

 4. Connect hose and rinse fixtures and floor. (Ceiling and walls if necessary). 

 5. Remove rubber filter from urinal. 

 6. With Hillyard disinfectant gun or pump sprayer, disinfect in and around toilet bowl, 

sink, and urinal. 

 7. Scrub inside toilet bowl and urinal with toilet brush.    

 8. Clean sink using sponge and cleanser. 

 9. Clean toilet seat and rim (both top and underneath) using sponge and cleanser. Clean 

outside surface of urinal in same fashion. 

 10. Using hose, rinse all fixtures and floor with clean water. Also, rinse out toilet brush and 

sponge. (Be sure to wring out sponge). Sweep out excess water and replenish toilet 

tissue as needed. Use toilet tissue to dry off toilet seat(s) if needed. 

 B. Miscellaneous 

 1.  Cleaning the restrooms following this procedure is to be done twice a week (Monday 

and Fridays). On alternate days, spot-clean restrooms as needed and check to insure that 

an adequate supply of toilet tissue is available. 

 2. Always use rubber gloves when cleaning restrooms. 

 3. When cleaning both men and women’s restrooms, clean one at a time so that one 

restroom is always available to the public. 

 4. When cleaning restrooms at golf center, use water sparingly due to slow drainage. 
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4.28 SANDBOX MAINTENANCE  

 A. When checking the sandbox every morning look for and correct: 

 1. Broken glass. 

 2. Garbage. 

 3. Dog or cat excrement. 

 4. The level of sand around swings, slides and perimeter. If the level of sand is low it will 

be brought up; if compacted, loosen. 

 5. Any graffiti should be removed. 

 6. The condition of the play equipment (ex: loose bolts, worn parts, parts needing 

lubrication and wood needing to be sanded). Contact the maintenance crew for any 

serious safety hazards, and if necessary, cone or tape off affected area. 

 7. If area outside of the sandbox is sandy, sand shall be blown back into sandbox. If area 

outside of sandbox is sticky (from spilled beverage) or full of chalk marks, the area shall 

be hosed off. 
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4.29 SYRINGE DISPOSAL 

 A. Safety Equipment 

 1. Latex gloves 

 2. Sealable capsule 

 3. Sealable plastic bag 

 4. Syringe disposal form 

 B. Safety Hazards 

  Used syringes pose potential safety hazards to Park Department employees and to the general 

public. The greatest hazard is as a medium for exposure to Hepatitis B which can survive 

exposure to the air and can live in encrusted blood. Other viral, bacterial, and fungal diseases 

can be transmitted by used syringes. 

 C. Procedures for Disposal 

 1. Put on new latex/neoprene gloves 

 2. Open plastic disposal capsule 

 3. If possible, gently step on handle end of syringe, so that needle end is raised off of the 

ground/landscape/turf. 

 4. Scoop syringe into plastic capsule without touching it. Seal the capsule. 

 5. If steps 3 and 4 are not possible, pick up syringe by the handle and deposit it in the 

capsule. 

 6. Place the sealed capsule in the plastic bag. 

 7. Remove gloves so that they are inside out. Do not touch exterior of gloves during 

removal process. 

 8. Place gloves in the plastic bag. Seal the bag. 

 9. Fill out the disposal form indicating the location where the syringe was found. 

 10. Deliver the disposal bag and form to any Burlingame Fire Department Station. 
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4.30 TRAILER HOOK-UPS  

 A. Hook Up Procedures 

 1. Select the right tow ball for trailer to be used 

 2. Slip the tongue of tow ball into the hitch and insert pin with cotter pin 

 3. Be sure tow ball is tight on tongue before using 

 4. Back truck up trailer to be used with someone to assist in guiding truck 

 5. Have to co-worker help with lifting of large trailers up to tow ball when a hand crank is 

not equipped with the trailer 

 6. Certain trailer couples are either screwed on or snapped on 

 7. If trailer is not equipped with crank with help of a co-worker stand with your backs to 

the trailer grab with both hands and lift with your legs and place the coupler onto the 

tow ball 

 8. If trailer is equipped with a crank, make sure it is cranked all the way up or it is in a 

position to drive 

 9. Connect wiring harness for trailer lights and check to make sure the lights are in 

operation 

 10. Connect the safety chains (It is important not to let chains drag on the ground). 

 11. Trailers that are equipped with brakes make sure that the trailer brake away switch cable 

is connected to anywhere it reaches onto the trailer hitch 

 B. Driving With Trailers 

 1. While driving with a trailer make sure the turns are wider and slower (Especially for 

right turns). 

 2. Stopping distances may be greater 

 3. Make sure to allow enough space when merging in traffic 

 4. If the trailer should become unattached while driving and it is not possible to reconnect 

it, cone off the area then call or radio for assistance 

 5. Slow down before you approach speed bumps, railroad tracks, and water channel dip 

 6. While driving, make sure equipment is secured 

 7. Before off loading equipment, always make sure coupler is attached to tow ball 

 8. Before leaving job sites or after returning from break make sure that the trailer is still 

properly attached 

 9. Use lower gears when going down a steep hill (Example Trousdale). 
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4.31 TREE CREW PERFORMANCE STANDARDS 

 A. Public Safety - Tree work creates hazards to the general public. Hazards are reduced by the 

following: 

 1. Obeying all traffic laws and safety ordinances. 

 2. Maintaining high visibility 

 3. Clearly marking and restricting work areas 

 4. Frequent monitoring of vehicular and pedestrian traffic 

 5. Use of equipment only by trained personnel 

 6. Single person in charge of the operation 

 7. Working within one’s abilities and job knowledge 

 8. Stopping operations that are undermanned or unsafe 

 9. Assessing public safety before commencing work 

 B. Equipment (See Safety Procedures Documents) 

 C. Property Damage 

  Tree work involves use of heavy equipment around private and public property. Potential for 

damage is constant. Crew members must assess work sites for hazards before beginning work. 

Responsibility lies with onsite supervisor, who may be the tree trimmer. When necessary, 

lower limbs by rope to avoid damage. All damage must be reported B verbally to supervising 

personnel and in writing on approved Department accident forms. 

 D. Limb Hazards - Limbs are a constant hazard to tree workers and to the general public. 

 1. Falling Limbs 

 a. Always wear approved head protection when working beneath trees being 

trimmed. 

 b. Stay clear of falling limbs or hazardous limbs that appear ready to fall. 

 c. Always maintain verbal contract between trimmer and grounds men. Announce 

and confirm cut and falling limbs. 

 2. Lower Limbs 

 a. Limbs are lowered at the direction of the trimmer who is cutting; however, 

grounds men are also responsible. Once cut the limb is the primary responsibility 

of the grounds men. 

 b. Verbally confirm all preparations and actions; grounds men often notice hazards 

from their perspective on the ground. Anything of significance must be verbally 

passed on. 

 c. Grounds men must have training in lowering limbs or be under direct supervision 

during lowering. 

 d. Check any equipment to be used for lowering prior to use (for wear and safety). 

 3. Hanging Limbs 

 a. Assess situation before taking action B attachments, immediate danger of falling, 

surrounding hazards (to trimmer, grounds men, general public, and property). 
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 b. Do not attempt to remove a hanging limb if you are unqualified, lack the proper 

equipment, or conditions unduly risk your personal safety. 

 4. Suggested Training For Limb Lowering 

 a. Rope selection B diameter and composition 

 b. Placement in tree by trimmer and factors in decision 

 c. Tying off piece to be lowered and knots used 

 d. Weight and wraps (#) 

 e. Cut 

 f. Lowering 

 i. For ease in releasing rope 

 ii. Running the rope 

 5. Utilities 

 a. Underground at these utilities are dealt with in the safe practices documents on 

portables and Vermeer stump grinders. Always call USA 1-800-642-2444 before 

using power equipment in excess of 2" below ground level. 

 b. Overhead Utilities. (PG&E, Phone, Cable) Highest hazard is the high voltage lines 

on the top masts of power poles. These lines are routinely cleared by PG&E 

contract. City tree crews will not work within 10 feet of these lines. Power can be 

transmitted through objects touching power lines. When working, always assess 

possible electrical paths. Special precautions are in order in wet conditions; 

grounding conditions will change. Approach any severed/hanging wires with 

caution. They may be charged by cross connection (even usually low voltage lines) 

even if they appear to be dead. 

 6. Aerial Rescue of Disabled Trimmer (Tree or Bucket) 

 a. Unless you have documented training in aerial rescue, do not attempt it. Call 911 

or Control 1 (or 3 if no response) for assistance. Give a brief, accurate description 

of the problem. 

 b. Maintain verbal contact with the disabled trimmer. Do not leave the job site until 

help arrives. If the disability involves electrocution, stay clear of any equipment 

that may be charged. Clear the job site of any hazards that may impede the rescue. 

 c. Written standards for aerial rescue are on file with the Tree Supervisor and are 

available to all employees. Chapter 13 in Arborists Certification Study Guide. 

 7. Assessing Hazardous Tree Situations 

 a. Defer to judgment of Tree Supervisor or Tree Trimmers. 
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4.32 TREE EMERGENCIES 

 A. Appropriate information to obtain: 

 1. Is the entire tree down? 

 2. If it is a limb, is the limb on the ground or is it hanging from the tree? 

 3. What size is the tree/limb? 

 4. Is a road/sidewalk blocked? 

 5. Are utilities involved? 

  Answers to the above will help determine whether or not you have the skills/experience to 

handle the emergency. Disrupted power lines usually require checking/action by PG&E before 

the Park Department can take action. 

 B. Support  

 1. Know where to meet other employees, who are also responding. Usually you will meet 

at the Corp Yard or at the emergency site. 

 C. Personal Safety 

 1. Do not work on an emergency without adequate numbers of workers or without 

adequate safety equipment. Safety equipment includes emergency lighting as well as 

personal safety gear. Do not work alone at night or in hazardous weather. 

 D. Radio Communication 

  Make sure that the police dispatcher or department supervisor knows where you are and what 

you are doing. 

 1. Critical communication points are: 

 a. When you arrive at the corporation yard. 

 b. When you arrive at the emergency site to begin work. 

 c. When the job has been completed, and when you leave the site. 

 d. When you leave the yard to return home. 

 2. Useful radio codes are: 

 a. 10 – 7 at... out of service at.... (location) 

 b. 10 - 8 available for service 

 c. 10 - 19 to... en route to ... (location) 
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4.33 TREE PLANTING  

 A. Safety Equipment 

 1. Cones 

 2. Safety vest 

 3. Back Support Belt (optional) 

 4. Safety glasses, goggles 

 B. In Advance 

 1. Tree supervisor will mark planting sites 

 2. The water department will be notified of all planting sites. They will locate, where 

possible, homeowner water service lines. 

 C. In Yard 

 1. Get assistance in lifting trees and planting mix into vehicles. Use the hand cart to move 

trees around in the nursery. Use back belts as needed. 

 2. When moving trees, be aware of their tops. Tops are easily damaged. Tops when 

moving are a hazard to persons in close proximity. 

 3. Load trees carefully so that damage is minimized in transit. Make sure that tops are 

supported in transit if laid horizontally. 

 4. Load tools so they do not damage trees in transit. 

 5. Always carry a hose and bucket. 

 D. On Site 

 1. Cone off the vehicle. 

 2. Use appropriate body mechanics unloading the trees and equipment. 

 3. Check for utility markings before digging. If there are no markings, look at the 

homeowner’s side of the water meter for clues to the location of the water service to the 

residence. Water service lines are occasionally shallow. Dig with care around them. 

 4. In soil that is rocky or full of roots wear eye protection when chopping with a pick of 

pulaski. Debris flies unpredictably. 

 5. Pay attention to body mechanics when shoveling dirt. Shoveling dirt from a deep hole 

creates extreme leverage against your back. Rest periodically. 

 6. Pay close attention to pedestrian traffic, especially when chopping. 

 7.  Make sure that the base of the tree hole is firmly packed native soil. Loose soil or fill 

with compact over time causing the root ball to sink. 

 8. Always plant so that the top of root ball is at or slightly above grade. 

 9. Backfill with a site soil/planting mix combination. 

 10. Where possible, form a water basin with fill around the planted tree. 

 11. Use the stake driver with care. It is a heavy and awkward tool. Always support its barrel 

when putting it on the stake or taking it off. Know where your co-workers are during 

stake driving. 



167 

 12. Always attempt to contact the homeowner before using his/her water. This is critical in 

drought years. 

 13. Thoroughly soak the root ball and backfilled soil mix. 

 14. Leave a tree care card on the resident’s door. 
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4.34 WEEKEND WORK PROGRAM 

 The following are safety procedures for City of Burlingame employees who are supervising 

the Weekend Work Program. 

 

 1. Safety vests are required when the work site is within ten feet of a public thoroughfare. 

(street) 

 2. Always cone off vehicles parked on public thoroughfares. 

 3. Post appropriate sign age in advance of work sites on or immediately adjacent of public 

thoroughfares. 

 4. Leather gloves are required when removing metal, glass, wood with protruding nails, 

and any sharp or jagged objects. 

 5. Do not allow workers to remove the following without direct supervision/permission: 

 a. Batteries with fluid cells (battery acid) 

 b. Pesticides or caustic substances 

 c. Containers with unidentifiable contents 

 d. Biological hazards 

 e. Syringes 

 f. Unusually heavy objects 

 g. Any other object deemed hazardous by the supervisor 
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4.35 WEEKLY INSPECTION OF VEHICLES  

 In order to prevent accidents and down time timely inspections shall be done by Park 

Department employees. Vehicles that are used daily by a designated crew shall be inspected 

weekly by a crew member. The lead worker shall be responsible for the respective 

inspections. Unless otherwise designated, the inspection shall take place on Mondays at the 

beginning of the work day. The inspection shall include the following: 

 

 1. Check all lights (turn signals, overhead and hazards etc...)  

 2. Check for adequate pressure in tires and add as needed 

 3. Check for and remove debris on dash and floor 

 4. Clean windows as necessary 

 5. Note any scratches or dents 

 6. Check to see that seat belts are available and functional for vehicles that are not 

routinely used by a specific crew, the current user shall be responsible to perform the 

above check prior to using the vehicle. 
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4.36 SET-UP OF THE OUTDOOR MOVIE SCREEN  

 1. This is a task that requires at least 6 persons to safely inflate and raise the movie screen. 

DO NOT ATTEMPT TO DO THIS WITH LESS THAN 6 PERSONS. Failure to do so 

may result in damage to the screen and/or employee injury.  

 

 2.  Be sure to communicate with all parties involved as to where the screen is to be set-up. 

Take into account irrigation lines, trees, wind, light sources from the sun and street/park 

lights and any other clearances that may interfere with set-up and viewing of the screen. 

 

 3. Place the covered and bundled screen 15 feet in front of where the proposed installation is 

to be. Remove the protective cover and begin to carefully unroll the screen. Completely 

unroll the screen in the horizontal direction before unrolling it in its vertical direction. Failure 

to do so will result in the screen becoming tangled and could damage it. 

 

 4. When completely laid out, there should be directional wording visible in each of the 

screens corners. On the side of the screen closest to the proposed installation, the wording 

should read “Left Bottom” and “Right Bottom”.  If these are not the words that are visible, 

you will need to fold up the screen and rotate it to the appropriate position. 

 

 5. When the screen has been properly laid out, it can be inflated using 2 separate air blowers. 

Each blower must be on firm, level ground and securely attached to the screen using Velcro 

straps. Due to the power supply needed, each blower must be plugged into electrical outlets 

that run off of separate breaker circuits. If extension cords are to be used, the heaviest gauge 

cord available should be used and plugged directly into the electrical outlet. 

 

 6. Once the screen has been fully inflated, it can be erected. All nylon straps should be pulled 

out, separated and free of previous knots. This is the most challenging part of set-up and 

requires constant communication. Anchor nails should be positioned at a slight angle, 

opposing the position of the pull. At the rear of the screen, at least 2 persons are needed, each 

on opposing sides to pull on the nylon straps attached on the rear top of the screen. At the top 

front of the screen at least 2 persons are needed to provide lift to the screen. At least 1 person 

is need at the bottom rear of the screen to prevent the screen from sliding on the surface to 

the rear. At least one person is needed to hold onto the nylon strap attached to the front top of 

the screen to prevent the screen from over centering in the erection process. In unison, strap 

pulling, screen lifting and pushing happen to move the screen from a horizontal to vertical 

position.  

 

 7. The screen must be level or the screen becomes distorted. The screen, when erected, must 

be free of any creases or wrinkles on the screen or black inflated frame. When level, the 

nylon straps are attached to the anchoring bolts using “half hitches” or other removable 

knots. Straps must be placed in opposing directions for the best securement. 

 

 8. When secure, clearly mark out extension cords, anchor nails and straps with caution tape 

or cones to mitigate trip hazards and identify off limit areas to patrons. 

 


