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.1 Policy Statement 

 

This policy is intended to ensure that all hand and portable powered tools and 
other handheld equipment are free from defects and are working and 
maintained properly and that all employees have been adequately trained. 
Employees shall be aware of the basic rules and safety practices relating to 
the various types of hand tools. Always follow the manufacturer’s 
recommendations. Tools should only be utilized when in good condition and 
for the purposes for which they were intended when manufactured. The Safety 
and Training section of Human Resources has developed this policy to ensure 
the safety of employees working with hand and powered tools. This policy is 
intended to comply with the OSHA standards contained in 29 CFR 1910.241-
244. 

 

.2 Hand Tools 

 

.21 Hand Tools shall be used for their intended purpose. 

 

.22 Hand Tools shall be inspected for defects prior to use 
  
.23 Typical signs of damage are: 

 

 Cracked handles 

 Cracked, loose, or mushroomed heads 

 Worn or rounded tips  

 Worn gripping surface of pliers or wrenches 
 

.24 Tools that are found to defective shall be taken out of service 
 
.25 Hand tools shall be maintained and stored properly 
 
.26 Tools should be handed to employees and never thrown 
 
.27 Appropriate personal protective equipment shall be worn while using 

hand tools 
 

.3 Portable Powered Hand Tools 

 

.31 General Precautions 

 

Although electrical shock is the primarily recognized hazard associated 
with electrically powered tools, quickly rotating equipment and tripping 
hazards caused by electrical tools are also dangerous.  



 

 

 
.311 The power line should always be disconnected before 

accessories are changed.  
 

.312 All shields, guards or attachments required by OSHA or 
manufacturer are present and shall be equipped while in use. 
Electric tools used in wet areas or in metal tanks expose the 
operator to conditions favorable to the flow of current through 
their body. Only tools listed by Underwriters’ Laboratories 
should be used. Most shocks are caused by the failure of 
insulation between the current-carrying parts and the metal 
frames.  Because such deterioration is harder to detect than 
worn or broken external wiring, frequent inspection and 
thorough maintenance is needed. 

 
.313 Insulating platforms, rubber mats, and rubber gloves provide an 

additional factor of safety in wet locations.  The grounding of 
portable electric tools provides a positive way of safeguarding 
the operator. If there is any defect or short inside the tool, the 
current, drained from the metal frame through a ground wire, 
does not pass through the operator’s body. Electric tools 
having a third ground wire built into the cord are required.  This 
wire should terminate in a three-prong receptacle in the wiring 
system.  This eliminates the possibility that the operator will 
forget to attach the ground wire. 

 
.314 These precautions should always be taken when using electric 

hand tools: 
 

.3141 Keep tools in a safe condition, cleaned, oiled, free of 
accumulated foreign matter. 

 
.3142 Use only approved and inspected groundable extension 

cords. 
 
.3143  Examine both the cord and connection carefully before 

use. 
 
.3144  Keep cords and hoses away from heat, oil, and sharp 

edges or leaving it where a vehicle may run over it. 
 
.3145 Any equipment that is found to be defective shall be red 

tag and removed from service. 
 
.3146 Wear the appropriate personal protective equipment 

(PPE) based on the written hazard assessment for the 
job task. 

 



 

 

.3147 When the potential for flammable vapors or gases to 
ignite exists, use non-sparking tools rather than electric 
ones. 

 
.3148 Store extension cords in clean, dry place where they can 

lie loosely coiled. 
 
.3149   Wear close-fitting clothes, tie back any loose hair, and 

remove jewelry when using the portable power tools. 
 

.4 Pneumatic Tools 

 

Pneumatic tools air powered by compressed air. Some hazards associated 
with pneumatic tools include noise, vibration, fatigue, and strains. As with any 
energized equipment, there is the potential for harm to people or property. 
Additional hazards are described below. 

 
 

.41 Read the manufacturer manual before operating the tool. 
 

.42 Wear appropriate PPE. A baseline of safety glasses/goggles, hearing 
protection, and safety shoes are required. (Face protection, respiratory 
protection, and abrasive gloves may also be needed). 

 

.43 Never use compressed air for cleaning unless fitted with an attachment 
to reduce the pressure at the nozzle. 

 
 

.44 Always double check to ensure the attachment is securely connected 
to the hose. A positive locking device, chain or a short wire attaching 
the tool and hose is recommended for added protection.  

 

.45 Inspect hoses on a regular basis for bulge’s, cuts, cracks etc….Use 
hoses that are resistant to abrasion, crushing, and cutting. 

 
 

.46 Minimize trip hazards and protect the physical condition of the hose. 
Do not use hoses for hoisting or lowering tools. 

 

.47 When using pneumatic tools, a safety clip or retainer must be installed 
to prevent attachments such as chisels on a chipping hammer from 
being ejected during tool operation. 

 
 

.48 Pneumatic tools that shoot fasteners that operate more than 100 
pounds per square inch, must be equipped with a device that keeps 
fasteners from being ejected unless the muzzle is pressed against the 



 

 

work surface. 
 

.49 Never point the nozzle at another person or yourself. Do not use 
compressed air to dust off the clothing of any part of the body. 

 

 
.5 Stationary Power Tools 

 

.51 Read and follow the manufacturer’s recommendation before working 
with a power tool.(Drill Press, Grinder, Table Saw, Band Saw, Scroll 
Saw etc.) Know the tool’s applications and limitations, as well as the 
specific potential hazards. 

 

.52 All shields, guards or attachments required by OSHA or manufacturer 
are present and shall be equipped while in use. Never remove guards 
or safety devices from any machine. For the grinder keep the tool rest 
as close to the wheel as possible (not more than 1/8th inch away) 
without touching it. 

 
.53 Ground all tools. If the tool is equipped with three prong plug, it should 

be plugged into a three-hole electrical receptacle. If an adapter is used 
to accommodate a two-prong receptacle, the adapter wire must be 
attached to a known ground.  Never remove the third prong. 

 

.54 Keep the area around any machine you are operating clear of debris 
and unnecessary tools and materials. Keeping the work area clean. 

 
 

.55 Do not use electric power tools in damp or wet locations. 
 

.56 Keep the work area well illuminated. 
 

.57 Only the machine’s operator is permitted within the defined safety zone 
of any machine. The work area should have no access by the public. 

 

.58 Never force a power tool. 
 

.59 Never use a tool or attachment to do a job it was not designed for. 
 

.510 Wear proper (PPE) based on the written hazard assessment for the 
power tools in use. 

 

.511 There should be no loose clothing or jewelry to get caught in moving 
parts. 

 
 

.512  Use clamps or a vise to hold material, when practical  



 

 

 

.513 Do not over reach; keep you proper footing and balance at all times. 
 

.514 Keep tools sharp, clean, and in good condition. 
  

.515 Any adjustments, oiling, or cleaning of machinery must be done while 
the machine is unplugged. Follow manufacturer’s recommendation for 
lubricating and changing accessories. 

 

.516 Disconnect tools before servicing and when changing accessories 
such as blades, bits, and cutters. 

 

.517 Only use manufacturer’s recommended accessories. 
 
.518 Avoid accidental shorting; make sure switch is off before plugging in 

t h e  cord. 


