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4.1 Job Procedure Policy Statement

Job procedures (JPs) are a written step by step process to guide workers to complete a task safely and to
minimize risk to themselves and others. Job procedures may be updated from time to time due to the
application of new methods and/or products, changes in legislative requirements, or industry standards.

In order to reduce exposure of our employees and project partners to actual or potential risks, Acres has a
number of job procedures that are applicable to the daily tasks we perform. As our capabilities increase,
and as our service offerings grow, we will continue to develop new JPs in consultation with our employees
in order to foster a culture of safe production. Our leadership team is fully committed to the development
and implementation of job procedures and ensures that:

e All Job procedures are in writing and are readily available to all workers.
e All employees understand the job procedures that apply to them.
e Supervisors shall ensure that workers are following the written job procedures.

We support the need for developing new JPs for tasks that are performed on a regular basis. Through
consultation and review with our employees, the JOHSC, supervisors and management we can update or
create new JPs that serve to improve knowledge of the work and to minimize exposure to actual or potential
dangers on the work site.

Hazards associated with each Job Procedure has been identified and assessed according to the process
outlined in Element 2 of the HSE Manual. A hazard rating index (HRI) has been assigned to each JP and
serves as a guide to workers informing them of how probable it is for an incident to occur when completing
their task or activity. By following the JP guidelines, adhering to the recommended hazard controls and
completing site specific hazard assessments we are able to demonstrate our due diligence to protect the
health and safety of our employees and project partners.
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4.2 Job Procedure Introduction

A job procedure (JP) is a written step by step description of how to complete a specific job safely and
efficiently. The JP clearly identifies the steps required to complete the task, the typical hazards the worker
could be exposed to, a hazard assessment and priority index rating and the control measures to eliminate
or mitigate possible risk exposure.

In compiling these safe work practices, the following reference material was consulted to ensure suitability,
accuracy and completeness of their contents:

Workers Compensation Act.

Occupational Health and Safety Regulations.

BC Construction Safety Alliance.

Canadian Center for Occupational Health and Safety.
Industry Standards and best practices.
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4.3 Development and Implementation of Job Procedures

Job Procedures (JPs) shall be developed by competent persons with knowledge and experience of the task
at hand. Management actively supports a collaborative development process that can, and should, involve
employees, members of management, the JOHSC and competent persons with knowledge of the work that
is being completed.

The purpose of developing the JP is to formally document the specific instructions for working safely when
exposed to various equipment, tools, scenarios, tasks or activities. The procedure defines the situation for
which the specific instructions are applicable, identifies hazards, provides a hazard rating, and recommends
certain precautions and appropriate defenses. Site specific hazards should be addressed by utilizing proper
hazard identification and assessment tools and processes.

Crews should consult JPs after supervisors have assigned work tasks to ensure a thorough knowledge and
understanding of the work to be performed. If the JP was recently reviewed, then an additional review may
only be required if the procedure has been updated or if the site-specific hazards require that the procedure
be modified.

In some cases where workers may be unfamiliar with the work, new to the site, uncertain how to safely
approach the work or simply require better guidance and understanding, the JPs should be reviewed by
the workers to ensure that a safe healthy and safe work environment is maintained for all workers. If there
is not an appropriate JP for the work being performed, then one can be developed.

As a general practice JPs should also be reviewed by workers and supervisors regularly to ensure a clear
understanding and knowledge of the work being completed. This can be done during daily toolbox meetings,
weekly safety meetings and JOHSC meetings. If updates to a JP are required, then that should be

general contracting M industrial contracting B civil contracting

Corporate Health & Safety Manual Rev 8 Page | 312



www.acresenterprises.com

dCI'eS

communicated to management and the JOHSC for inclusion in the annual HSE manual review.

When a job procedure is required to be developed for the first time, a Job Hazard Analysis (JHA) will be
used first to develop a written job procedure. All crew members are asked to participate in this process
Changed job procedures are completed through review process with managers, supervisors and workers.
All revisions are documented.

Subcontractors performing project works are required to develop and submit written job procedures for their
project scope work activities. These procedures must be submitted prior to the start of any work activities
on any Acres projects. All subcontractor procedures shall be reviewed by Acres with any recommendations
for change made to the subcontractor for mitigation of risk.

4.3.1 JHA Ildentification

1. Job task severity- the potential of severe injuries and or the consequences of an incident that could
occur or has occurred.

Job task frequency — jobs that are performed based on daily, occasionally or infrequent status.
New jobs where job procedures are not yet developed, and hazards are not readily identified.
Infrequently preformed jobs - workers may be at risk when undertaking a non-routine job or process.
Jobs that may be affected by new standards or legislation.
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4.3.2 Job Hazard Process

1. Identify the tools and equipment to be used: Choose the proper tool and or equipment for the
job.

2. Identify Personal Protective Equipment to be used: This includes basic and specialized PPE
such as hard hat, safety glasses, goggles, respirator, fall protection, or cut resistant gloves.

3. Identify the relevant legislation that applies to the work: Consult the Workers Compensation
Act, OH&S Regulations, WorkSafeBC, BC Construction Safety Alliance as appropriate.

4. Break the job into basic steps: Identify each step of the work that is to be performed.

5. Identify hazards associated with each step: Identify the actual and potential hazards to which
the worker could be exposed when completing each step, such as:

Is there a potential for body parts to be caught in, on or between items at the job site?
Are the tools or equipment being used the best for the job?

Are there any potential hazards under, around, or above the worker(s)?

Does the work area present a potential for slips, trips, or falls?

What are the environmental conditions (heat, cold, noise, etc.)?

Is there a potential hazard from dust, fumes, mist, or vapours?
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g. Is the lighting adequate?
h. Are noise levels within occupational health typical exposure limits?

6. Prioritize the hazards: Determine the risks and the risk designation (rating) associated to the
hazard based on severity and frequency.

7. Determine controls for each hazard: Use controls to eliminate or mitigate the risk of exposure to
workers by applying the following control types:

Elimination

Substitution

Engineering Controls
Administrative Controls
Personal Protective Equipment
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4.4 Critical Job Procedures

Critical job procedures are specific work activities with an inherently high probability of exposure to risk and
possible incident. As a result, the following procedures have been highlighted, and additional controls have
been developed for them, to ensure that workers are provided with the appropriate instructions for operating
in a safe and healthy work environment.

While the process for a crew to review critical job procedures is no different to other job procedures, it is
important to ensure that all workers are familiar with and understand: the procedure, the hazards, their
responsibility for implementing hazard controls and to stop work if any aspect of the work does not feel safe.

N

Asbestoses Containing Materials Exposure Control Plan— Hazard Rating # 1(D)
Asbestos Cement Pipe Cutting — Hazard Rating # 1(C)

Biohazardous Substances— Hazard Rating # 1(C)

Confined Space Entry-— Hazard Rating # 1(A-D)

Critical Lifts — Hazard Rating # 1(B)

Deep Excavations, Shoring and Trenching — Hazard Rating # 1(C)

Exposing Buried Utilities —Hazard Rating # 1(B)

Lock Out — Hazard Rating # 1(D)

© © N o o0 bk~ 0D

Silica Exposure Control # 1(C)
10. Steep Slope Trenching and Excavations- Hazard Rating # 1(C)
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11. Tie In- Landfill Gas- Hazard Rating # 1(C)
12. Working at a Height- Hazard Rating # 1(B)

13. Working Near Overhead Powerlines & Downed Powerlines- Hazard Rating # 1(C)
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AERIAL LIFT PLATFORMS PROCEDURE

DOC ID: AEL.HSE.JP.001 Rev:3
Hazard Rating Index # 1B
Development Review
Tammy Olsen May 31, 2016 Clint Chrystall Dec 13, 2017
Travis Mackney Jan 25, 2022
When the scope of work changes, ensure a job hazard assessment has been completed and
understood.
Personal Pr: ive EQquipmen . - .
Hazards Present: ° (S:PE) angti‘tzltefTo%l:spore t EelifEnE] ;rammg anfi Sl
Equipment Required DTS
¢ Equipment malfunction e Hard Hat e AWP Manufacture Instruction Manual
e Slips/ trips/falls e Steel toed boots | ¢ Barricades Operator training
e Pinch Points o High Visibility ¢ Signage
* Overhead hazards Vest o Part34,8, 11,12, 13, 14, 15 and 16
e Structures e Safety Glasses WorkSafeBC Regulations
e Gloves
e Appropriate
clothing
o Fall Protection

NOTE: Field modifications to any AWP must only be approved by the manufacturer. Alterations
or modifications to aerial lifts shall not be performed unless explicit written consent has been
attained by the equipment manufacturer.

1. Review and follow manufacturer’s specifications for maintenance and safe operating. This
includes following the load limits for elevated work platforms and not exceeding their weight
or load capacity.

2. Operator must have current operating certification in both operation and fall protection.

3. Before machine operation, perform daily inspection and functional checks as per the
manufacturer’s operation and safety manual.

4. Be sure that all safety devices are operating properly.

5. ldentify and eliminate all potential hazards by completing a HCSS Job Hazard Assessment
and Fall Protection Plan on the project and communicate to work crews in the area.

6. Do not use the machine for any purpose other than positioning personnel, their tools and
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equipment.
7. Operate controls with slow and even pressure.

8. Never override hydraulic, mechanical or electrical safety devices.

9. Never move the equipment with workers in an elevated platform unless that is permitted by
the manufacturer.

10. Do not allow workers to position themselves between overheads hazards and the rails of the
basket or platform. Movement of the lift could crush the workers.

11. Maintain a minimum clearance of at least 25 feet or 7 meters, away from the nearest
overhead lines, unless directed by the power company.

12. Always treat power lines, wires and other conductors as energized.

13. Inspect full body harness and all fall protection systems used prior to use of lift.

14. Wear CSA approved fall protection systems attached to the manufactured anchor point to
prevent the worker from being ejected or pulled out; or as per manufacturer’s instruction.
Fall protection is mandatory for each worker while operating an aerial work platform.

15. Set brakes or use chocks when on an incline.

16. Use outrigger, if provided.

17. Do not exceed the load limits of the equipment. Allow for the combined weight of the worker,
tools, and materials.

Set Up and Operation

1. Position machine in work area.

2. Turn the key switch to ON position at the ground control station.

3. Ensure both emergency stop switches are in the RESET position for operation.
4. Ensure manual decent control valve (red knob) is closed.

5. Install out riggers (if applicable).
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Outrigger Installation

1. Remove one outrigger beam from the stowage socket.
2. Insert outrigger beam into an outrigger socket on the base frame with the outrigger interlock
contact on the bottom. Push the outrigger beam in the socket until the locking pin on the side of

the outrigger socket snaps into the outrigger beam detent. Repeat this process for the remaining
outriggers.

3. With all outriggers inserted turn each outrigger jack down lifting the entire machine until all four
wheels are off the ground.

4. When all four wheels are off the ground, use the bubble level on the base frame to level the
machine. NOTE some machines are self leveling.

Engine Operation

1. Turn the key to SELECT switch to GROUND. Position POWER/EMERGENCY STOP switch to
ON, then push the ENGINE START switch until engine starts.

2. After engine has sufficient time to warm up, shut engine off.
3. Turn SELECT switch to PLATFORM

4, From platform, pull POWER/EMERGENCY STOP switch out, then push the ENGINE START
switch until engine starts.

Platform Operation
1. Don your full body harness and fall protection systems.
2. Enter platform and close gate/side bar.
3. Connect your fall protection system to the manufactured anchor point in the machine.
4. To raise the platform, depress the FUNCTION ENABLE button and platform UP button

simultaneously. Upon reaching desired elevation height, release the UP and FUNCTION
ENABLE buttons.
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5. To lower platform, depress the FUNCTION ENABLE button and platform DOWN button on
control panel simultaneously.

Travelling Forward and Reverse

1. At platform controls pull out EMERGENCY STOP switch and activate foot switch.

2. Position Drive controller to FORWARD or REVERSE as desired.

Travelling Forward

1. Place power selector switch at ground control station to platform.
2. Position emergency stop switch at platform control station to ON position.
3. Select drive on the drive/lift select.

4. Squeeze controller (joystick), depressing red trigger on front of joystick, and move joystick
forward for direction of travel. The drive system is proportional so for additional drive speed,
push the joystick further in direction of travel. Releasing the trigger will stop the function being
operated.

Travelling in Reverse

1. Place power selector switch at ground control station to platform.
2. Position emergency stop switch at platform control station to ON position.

3. Squeeze controller (joystick), depressing red trigger on front of joystick, and move joystick
backward (reverse) for duration of travel. The drive system is proportional so for additional
drive speed, push the joystick further in direction of travel. Releasing the trigger will stop the
function being operated.

Steering

Position the thumb switch to Drive/Steer controller to RIGHT for steering right, or to LEFT for steering
left.
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Platform Level Adjustment

To rotate Up or Down - Position the Platform/Level control switch Up or Down and hold until platform is
level.

Platform Adjustment

To rotate the platform to the left or right, use the PLATFORM ROTATE control switch to select the
direction and hold until desired position is reached.

Raising & Lowering the Tower Boom

Sequence while RAISING the TOWER BOOM from the fully lowered position.

1. The Tower Boom must be fully elevated “UP” before the tower boom can be extended from the
fully retracted position.

2. The Tower Telescope” OUT” or “IN” will only be operable when the tower boom is fully elevated
up.

Sequence while lowering the TOWER BOOM from fully elevated “UP” position.

1. Operate Tower Boom “IN” until tower boom is fully retracted (Tower must not lift “DOWN” until
boom is telescoped “IN” or “UP” fully).

2. The Tower Boom lift “DOWN” will only operate when tower boom is fully retracted.

Raising & Lowering the Main Boom

To RAISE or LOWER the main boom, position MAIN LEFT control switch or controller to UP or DOWN
and hold until desired height is reached.

Telescoping the Main Boom

To extend or retract Main Boom, position MAIN TELESCOPE control switch to IN or OUT and hold until
platform reaches desired position.
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