COMPANY NAME Hand and Power Tool Safety Policy

Purpose 

The purpose of this policy is to set forth guidelines that will be followed by all employees. These guidelines will ensure a safe work environment when using hand and portable power tools.
 
Policy 

General Safety Precautions 

All employees who use hand and power tools and who are exposed to potential hazards, such as flying debris, abrasives, splashing, or exposed to harmful dusts, fumes, mists, vapors, or gases, will be provided with the appropriate personal protective equipment (PPE).
 
Many of the risks involved in the use of power tools can be mitigated by adhering to basic safety practices that include:

· Keeping all tools in good condition with regular maintenance.
· Using the right tool for the job.
· Examining each tool for damage before use. 
· Using the tools according to the manufacturer’s instructions. 
· Utilizing the proper personal protective equipment. 
· Dressing properly and avoiding loose clothing that could be caught in moving parts.
· Never wearing jewelry, such as necklaces or rings.
· Safety training in the use of hand and portable power tools. 
· Air used for cleaning tools will be regulated to less than 30 pounds per square inch.



Hand tools 

Hand tools are nonpowered and include anything from axes to wrenches. The greatest hazards posed by hand tools result from misuse and improper maintenance and include:

· Using a screwdriver as a chisel – the tip of the screwdriver may break and fly.
· Loose, splintered, or cracked wooden handles on tools, such as a hammer or axe – the head of the tool may fly off. 
· Sprung jaws on wrenches – this allows the wrench to slip, which may cause an injury. 
· Mushroomed heads on chisels and wedges – the heads can shatter, or pieces of the head break off, sending flying metal through the air.
· Keeping knives and scissors sharp – dull tools can be more hazardous than sharp ones. 
· Removing flammable substances in these area – sparks can be produced by iron and steel hand tools.

Power Tools  

Power tools can be hazardous when improperly used. There are several types of power tools, based on their power source. These include electric, pneumatic, liquid fuel, hydraulic, and powder-actuated. 

The following general precautions will be observed by power tool users: 

· Never carry a tool by the cord or hose. 
· Never remove prongs from extension cords. 
· Never stand in or near water when using tools.
· Never “yank” the cord to disconnect it from a receptacle. 
· Replace all frayed or damaged extension cords.
· Before servicing tools, make sure the tool has been disconnected from the electrical source. 
· Tools will be properly maintained. 
· Proper work apparel will be worn. 
· All portable electric tools that are damaged will be removed from service until repaired or discarded. 



Electric Tools 

Employees using electric tools should be aware of several dangers, with the most serious being the possibility of electrocution. 

To prevent injuries, the following general practices will be used with electric tools: 

· Electric tools will be operated within their design limitations. 
· When not in use, tools will be stored in a dry place. 

Guards and Switches

· All safety guards for portable power tools will not be removed, except for servicing or maintenance. 
· Constant pressure switches must not be tampered with or modified to eliminate their use. 

Training
All employees will be properly trained on the safe use of hand and power tools. Training will be conducted at the time of hire. Refresher training will be conducted if new tools are introduced or if unsafe behavior is noted. Training will be documented and maintained on file for review.
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Tools should be tagged and immediately removed from service if any of the following are noted:

· Visible damage to the tools, guards, power cords, or accessories.
· Not functioning properly.
· Missing guards or safety devices
· Tools should never be modified or repaired in a manner that isn’t recommended by the manufacturer or the Occupational Safety and Health Administration (OSHA).
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