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Disclaimer: 
 
The information contained in this publication was obtained from sources believed 
to be reliable. The State Auto Insurance Companies make no representations or 
guarantee as to the correctness or sufficiency of any information contained 
herein, nor a guarantee of results based upon the use of this information and 
disclaims all warranties expressed or implied regarding merchantability, fitness 
for use and fitness for a particular purpose. State Auto does not warrant that 
reliance upon this document will prevent accident and losses or satisfy federal, 
state and local codes, ordinances and regulations. You assume the entire risk as 
to the use of this information. Further, this document does not amend, or 
otherwise affect the terms, conditions or coverage of any insurance policy issued 
by the State Auto Insurance Companies. 
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 Section VII 
 
 EATING PLACES 5812 
 SAFETY RULES, POLICIES, AND PROCEDURES 
 
 
The safety rules contained on these pages have been prepared to protect you in your daily work.  
Employees are to follow these rules, review them often and use good common sense in carrying out 
assigned duties. 
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ALL EMPLOYEES 
General Safety/Security Rules 
  1. In the event of a robbery, respond to the robber's orders calmly to reduce the chance of 

violence. 
  2. Walk out of the store with other employees at closing time; do not leave alone. 
  3. Visually inspect for sharp objects or other hazards before putting hands, legs or other body 

parts into containers such as garbage cans, boxes, bags or sinks. 
  4. Remove or bend nails and staples from crates before unpacking. 
  5. When cutting shrink wrap with a blade, always cut away from you and your co-workers. 
  6. Do not try to kick objects out of pathways.  Push or carry them out of the way. 
  7. Do not let items overhang from shelves into walkways. 
  8. Move slowly when approaching blind corners. 
  9. Place heavier loads on the lower or middle shelves. 
 10. Remove one object at a time from shelves. 
 11. Place items on shelves so that they lie flat and do not lean against each other. 
 12. Clean up any broken glass using a dust pan and broom.  Do not pick up broken glass with 

your bare hands. 
 13. Use a towel to carry hot plates 
 14. Obey all posted safety and danger signs. 
 15. Do not run on stairs or take more than one step at a time. 
 16. Do not jump from ramps, platforms, ladders or step stools. 
 17. Clean up spills or leaks immediately by using a paper towel, rag or a mop and bucket. 
 
Electrical Powered Appliances 
  1. Do not use power equipment or appliances on which you have not been trained. 
  2. Keep power cords away from the path of vacuum cleaners, floor polishers and slicers. 
  3. Do not carry plugged in appliances with your finger on the switch. 
  4. Do not carry appliances by the cord.  
  5. Disconnect the appliance from the outlet by pulling on the plug, not the cord. 
  6. Do not stand in water or on wet surfaces when operating power hand tools or portable 

electrical appliances. 
  7. Do not operate appliances that have frayed, worn, cut, improperly spliced or damaged power 

cords. 
  8. Do not operate an appliance if the ground pin of the three pronged power plug is missing or 

has been removed. 
  9. Do not operate appliances with two-pronged adapters or two conductor extension cords. 
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Glassware 
 1. Do not place drinking glasses inside each other. 
 2. Carry one rack of glassware at a time. 
 3. Visually inspect all glassware for cracks or chips before handling.  If chips or cracks are 

discovered in the glasses, place them in containers labeled "broken glass." 
 4. Do not use a drinking glass to scoop ice.  Use the metal scoop or pan. 
 5. When a glass is broken in the ice bin, poor hot water into the bin to melt down the ice letting 

the melted ice empty through the drain, remove the glass using a whisk broom and dust pan, 
hose down minute pieces of glass into the drain with clean water, and wipe the bin dry with a 
towel before refilling it with ice. 

 6. Do not submerge hot glass in cold water or submerge cold glass in hot water. 
 
Hazardous Materials 
 1. Follow the instructions on the label and in the corresponding Material Safety Data Sheet 
 (MSDS) for each chemical product used in your workplace. 
 2. 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." 

 3. Do not use  protective clothing or equipment that has split seams, pin holes, cuts, tears, or 
other signs of visible damage. 

 4. Each time you use your gloves, wash your gloves before removing them using cold tap water 
and normal hand washing motion. Always wash your hands after removing the gloves. 

 
Housekeeping 
 1. Do not place material such as boxes or trash in walkways and passageways. 
 2. Mop up water around drinking fountains, drink dispensing machines and ice machines. 
 3. Do not store or leave items on stairways. 
 4. Straighten or remove rugs and mats that do not lie flat on the floor. 
 5. Use caution signs/cones to barricade slippery areas such as freshly mopped floors.  
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Ladders and Step Ladders 
  1. Read and follow the manufacturer's instructions label affixed to the ladder if you are unsure 

how to use the ladder. 
  2. Do not use ladders that have loose rungs, cracked or split side rails, missing rubber foot pads, 

or are otherwise visibly damaged.  
  3. Keep ladder rungs clean and free of grease.  Remove buildup of material such as dirt or mud. 
  4. Do not place ladders in a passageway or doorway without posting warning signs or cones 

that detour pedestrian traffic away from the ladder.  Lock the doorway which you are 
blocking and post the sign "Detour." 

  5. Allow only one person on the ladder at a time. 
  6. Face the ladder when climbing up or down. 
  7. Maintain a three-point contact by keeping both hands and one foot or both feet and one hand 

on the ladder at all times when climbing up or down. 
  8. Do not stand on the top two rungs of any ladder. 
  9. Do not stand on a ladder that wobbles, or that leans to the left or right. 
 10. Do not place ladders on barrels, boxes, loose bricks, pails, concrete blocks or other unstable 

bases. 
 11. Do not carry items in your hands while climbing up or down a ladder. 
 12. Do not try to "walk" a ladder by rocking it.  Climb down the ladder, and then move it. 
 
Lifting Procedures 
 1. Plan the move before lifting;  remove obstructions from your chosen pathway. 
 2. Test the weight of the load before lifting by pushing the load along its resting surface. 
 3. 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. 
 4. If assistance is required to perform a lift, coordinate and communicate your movements with 

those of your co-worker. 
 5. Position your feet 6 to 12 inches apart with one foot slightly in front of the other. 
 6. Face the load. 
 7. Bend at the knees, not at the back. 
 8. Keep your back straight. 
 9. Get a firm grip on the object with your hands and fingers.  Use handles when present.  
10. Never lift anything if your hands are greasy or wet. 
11. Wear protective gloves when lifting objects with sharp corners or jagged edges. 
12. Hold objects as close to your body as possible. 
13. Perform lifting movements smoothly and gradually; do not jerk the load. 
14. 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. 
15. Set down objects in the same manner as you picked them up, except in reverse. 
16. 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. 
17. Slide materials to the end of the tailgate before attempting to lift them off of a pick-up truck. 

 Do not lift over the walls or tailgate of the truck bed. 
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DISHWASHERS/SERVICE ASSISTANTS 
Disposer and Dish Machine 
 1. Wear rubber gloves when washing and sanitizing dishes and cooking equipment. 
 2. If glassware breaks in the sink, use tongs to remove the large fragments of glass; open the 

drain; run the water to wash any remaining small glass fragments down the drain. 
 3. Remove all chipped or cracked dishes and glassware from use. 
 
KITCHEN/COOKING PERSONNEL 
General Rules 
 1.  Do not remove safety guards provided on the equipment.  When a safety guard is removed 

for the purpose of making repairs or cleaning, replace the guard before the equipment is put 
into operation. 

 2. Do not place heated pots or pans in a position such that the handles are protruding over the 
edge of range, table or counter. 

 3. Do not fill pots, pans, buckets or cookers more than 2/3 full. 
 4. When adding ingredients to hot liquids, add small portions at a time to prevent splashing. 
 5. Use the release valve to release pressure before opening pressurized steam kettles or pressure 

cookers. 
 6. Transport hot liquids in closed containers. 
 7. Use carts for moving large hot items such as coffee urns, containers of hot water or 

containers of hot food. 
 8. Use the cart wheel locking lever to prevent movement while removing items from the cart. 
 9. Turn off gas supply and electrical current for appliances when they are not in use. 
10. Turn off circuit breakers to kitchen cooking equipment when cleaning the equipment. 
 
Automatic Coffee Maker, Coffee Urn, Coffee Grinders 
 1. Turn the power switch of the equipment to "off" when it is not being used. 
 2. When cleaning coffee urns with hot water, be sure you have a solid footing and a firm grip 

on the urn. 
 3. When brewing coffee, wait until brewing is completed before disposing of grounds and 

filter. 
 
Char-Broiler and Grooved Griddles 
 Check that the drip pan contains enough rock salt to absorb grease.  If saturated with grease, 

replace it. 
  
Chicken Rotisserie Ovens 
 1. Do not attempt to clean a hot oven, hot heating elements, or a hot quartz lamp. 
 2. Do not let water seep down through vent holes when cleaning top of oven. 
 
Fryers 
  Use protective gloves when removing the crumb tray during filtering of shortening. 
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Grills 
  Wear heat resistant gloves when cleaning grills. 
 
 
Knives/Sharp Instruments 
 1. When handling knife blades and other cutting tools, direct sharp points and edges away from 

you. 
 2. Cut in the direction away from your body when using knives. 
 3. Store knives in knife blocks or in sheaths after use. 
 4. Do not use knives with dull blades. 
 5. Do not use honing steels that do not have disc guards. 
 6. Do not attempt to catch a falling knife. 
 7. Use knives for the operation for which they are named. 
 8. When opening cartons, use safety box cutters.   
 9. Do not use knives with broken or loose handles. 
10. Do not use knives as screwdrivers, pry bars, can openers or ice picks. 
11. Do not leave knives in sinks full of water.   
12. Do not pick up knives by their blades. 
13. Carry knives with their tips pointed towards the floor. 
14. Do not carry knives, scissors or other sharp tools in pockets or aprons unless they are first 

placed in their sheaths or holders. 
15. Follow this procedure before picking up any bags that have sharp objects protruding from 

them:  Grab the top of the bag above the tie-off with two hands and hold the bag away from 
your body. 

 
Microwave Ovens 
  1. Do not operate a microwave oven if it has a bent door, broken hinges or latches, or cracking 

in its seals. 
  2. Use hot pads or oven mittens when removing items from the microwave. 
 
 
Mixers 
 1. Do not put your hands inside the mixing bowl while the mixing bowl and mixer are in 

operation. 
 2. Use the stomper to push meat through the grinder attachment of a mixer. 
 
Ovens 
 1. Use oven mittens when removing hot food from the oven. 
 2. Clear a space on the table for placing hot food, before removing the food from the oven. 
 3. Wear eye protection, rubber gloves and apron when using an oven cleaner. 
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Slicers 
 1. Always keep your eyes on your work while you are using a slicer. 
 2. Do not place your hand on top of the blade guard while you are operating the slicer. 
 3. Replace the guards after cleaning or making any adjustments to the slicer. 
 4. Turn the power switch of the slicer to "off" and unplug it when it is not being used. 
 5. Wear a wire mesh glove when cleaning the exposed edge of the slicer blade. 
 
MAINTENANCE PERSONNEL 
 1. Replace the guards before starting machines or appliances, after making adjustments or 

repairs. 
 2. Do not remove, alter or bypass any safety guards or devices when operating any machine or 

appliance. 
 3. Read and obey safety warnings posted on or near any machine or appliance. 
 
OFFICE PERSONNEL 
 1. Close drawers and doors immediately after use. 
 2. Open one file cabinet drawer at a time. 
 3. Put heavy files in the bottom drawers of file cabinets. 
 4. Do not block your view by carrying large or bulky items; use a dolly or hand truck or get 

assistance from a fellow employee. 
 5. Use the handles when closing doors, drawers and files. 
 6. Store sharp objects, such as pens, pencils, letter openers or scissors in drawers or with the 

points down in a container. 
 7. Keep floors clear of items such as paper clips, pencils, tacks or staples. 
 8. Do not tilt the chair you are sitting in on its back two legs. 
 9. Carry pencils, scissors and other sharp objects with the points down. 
10. Use a ladder or step stool to retrieve or store items that are located above your head. 
11. Position hands and fingers onto the handle of the paper cutter before pressing down on the 

blade. 
12. Keep the paper cutter handle in the closed/locked position when it is not in use. 
13. Do not use paper cutting devices if the finger guard is missing. 
14. Keep fingers away from the ejector slot when loading or testing stapling devices. 
15. Point the ejector slot away from yourself and bystanders when refilling staplers. 
16. Use a cord cover or tape the cord down when running electrical or other cords across aisles, 

between desks or across entrances/exits. 
17. Do not place your fingers in or near the feed of a paper shredder. 
18. Do not connect multiple electrical devices into a single outlet. 
19. Do not throw matches, cigarettes or other smoking materials into trash baskets. 
20. Keep doors in hallways fully open or fully closed. 
21. Use a staple remover, not your fingers, for removing staples. 
22. Turn off and unplug office machines before adjusting, lubricating or cleaning them. 
23. Do not use fans that have excessive vibration, frayed cords or missing guards. 
24. Do not place floor type fans in walkways, aisles or doorways. 
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25. Use handrails when ascending or descending stairs or ramps.   
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STOREROOM/STOCKROOM PERSONNEL 
  1. Do not use pallets or skids that are cracked or split or have other visible damage. 
  2. Stack heavy or bulky storage containers on middle and lower shelves of the storage rack. 
  3. Do not lift slippery or wet objects; use a hand truck. 
  4. Do not smoke while handling chemicals labeled "Flammable." 
  5. Do not store chemicals labeled "Flammable" near sources of ignition such as space heaters 

and sparking tools. 
  6. Do not handle or load any containers of chemicals if their containers are cracked or leaking.   
  7. Do not leave pallet jack unattended with the load suspended. 
  8. Store case cutters, exacto knives or other tools with cutting edges in sheaths when they are 

not in use. 
 
 
WAREHOUSE PERSONNEL 
Hand Truck Operations 
 1. Tip the load slightly forward so that the tongue of the hand truck goes under the load. 
 2. Push the tongue of the hand truck all the way under the load to be moved. 
 3. Keep the center of gravity of the load as low as possible by placing heavier objects below the 

lighter objects. 
 4. When loading hand trucks, keep your feet clear of the wheels. 
 5. Push the load so that the weight will be carried by the axle and not the handles.  The operator 

should only balance and push. 
 6. Place the load so that it will not slip, shift or fall.  Use straps, if provided, to secure the load. 
 7. If your view is obstructed, use a spotter to assist in guiding the load. 
 8. For extremely bulky or pressurized items such as gas cylinders, strap or chain the items to 

the hand truck. 
 9. Do not walk backward with the hand truck, unless going up stairs or ramps. 
10. When going down an incline, keep the hand truck in front of you so that it can be controlled 

at all times. 
11. Move hand trucks at a walking pace.   
12. Store hand trucks with the tongue under a pallet, shelf, or table. 
13. Do not exceed the manufacturer's load rated capacity.  Read the capacity plate on the hand 

truck if you are unsure. 
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Pallet Jack Use 
 1. Only employer authorized personel may operate pallet jacks. 
 2. Do not exceed the manufacturer's load rated capacity.  Read the lift capacity plate on the 

pallet jack if you are unsure. 
 3. Do not ride on pallet jacks. 
 4. Start and stop gradually to prevent the load from slipping. 
 5. Pull manual pallet jacks; push when going down an incline or passing close to walls or 

obstacles.  
 6. If your view is obstructed, use a spotter to assist in guiding the load. 
 7. Stop the pallet jack if anyone gets in your way. 
 8. Do not place your feet under the pallet jack when it is moving. 
 9. Keep your feet clear of the pallet when releasing the load. 
 
 
  
 
  
 
   


