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Safety at Vortex is more than a priority–
it’s what we value and it’s a part of the 
habits we expect every member of our 
team to live out every day. Always being 
safe means more than knowing the rules, 
it means looking out for one another and 
having each other’s backs.

This facilities safety guide was designed to 
give you some of the most important safety 
information in one easy-to-find place. Like 
your Vortex Way Book, keep this on you at 
all times for easy access. This safety guide 
does not replace our Health and Safety 
Plan, however, the goal is to empower you 
to work safely every day.

REMEMBER SWA 
(STOP WORK AUTHORITY):

“I have the authority to stop 
work when I see and recognize 
a safety risk to myself or my 
team member.”

ALWAYS 
SAFE



WORKING 
SAFELY
DOESN’T JUST 
PROTECT YOU, IT 
HELPS PROTECTS 
EVERYONE UNDER 
VORTEX’S UMBRELLA. 

WHO DOES THE 
VORTEX HEALTH & 
SAFETY PROGRAM 
COVER?

ALL VORTEX 
COMPANIES & 
EMPLOYEES

GENERAL PUBLIC

SUBCONTRACTORS

VISITORS OF 
OUR JOBSITES  
& FACILITIES

DELIVERY DRIVERS 
AND SUPPLIERS
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INCIDENT 
REPORTING
Kinds of Incidents

Life-Threatening Injury

Non-Life-Threatening

Motor Vehicle Accident
an accident involving a company owned or 
operated motor vehicle.

Near Miss
an unplanned event that did not result in injury, 
illness, or damage—but had the potential to do so.

Unusual Incident
An incident that is not an injury or motor vehicle 
accident, however, causes damage to Vortex 
owned or operated vehicle and equipment,  
public/private property damage, or an uncontrolled 
release of fluid or materials. 

What to do when  
there’s an incident:

1. Address the incident appropriately. 
Refer to Vortex’s Incident Reporting 
policy.

2. As soon as reasonably possible, notify:
CONTACT 1: 
Phone: 
E-mail:

CONTACT 2:
Phone:
E-mail:

CONTACT 3: 
Phone:
E-mail: 

Fill out an Incident Reporting Form 
with your regional HSE Manager 
immediately.
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STEP 1
Define the general task for  
each activity

STEP 2
Identify known and potential 
safety hazards associated with 
the task

STEP 3
Determine work practices to 
complete the task safely

SAFETY 
TASK 
ASSESSMENT 

STA
THE STA IS THE 
RESPONSIBILITY  
I HAVE TO MYSELF  
AND MY TEAM.



STOP
Pause and focus your attention  
on the task at hand.

THINK 
Consider what you’re about to do.

ACT 
Concentrate and carry out the task.

REVIEW 
Check to make sure that the task 
was done right and that you got the 
right result.

STOP is the most important 
step. It gives your brain a 
chance to catch up with 
what your hands are about 
to do.

SELF-CHECK 
USING

STAR
Using STAR can help you  
work safer by helping you  
focus on you’re doing at  
that moment!
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TRAPS CHANGE/OFF NORMAL
I left what I was doing for a moment–is 
anything different? 

Am I anticipating any unexpected 
conditions or changes?

DISTRACTIONS/
INTERRUPTIONS

Are people, noises or other distractions 
interrupting me or making me lose focus? 

FIRST SHIFT/ 
LAST SHIFT

It’s the first shift–am I really ready to 
work? It’s the last shift–am I rushing  
to go home?

Traps are factors 
or conditions that 
could easily lead to 
dangerous situations 
or accidents. Use 
these questions to 
make sure you’re not 
falling into one or more 
of these error traps.
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PHYSICAL 
ENVIRONMENT

Am I aware and careful about  
my surroundings? 

TIME PRESSURE
Am I rushing? Are we doing this job  
the RIGHT way?

VAGUE GUIDANCE
Do I really understand the instructions? Do 
I clearly know what my supervisor  
is wanting me to do here?

MENTAL STRESS
Is there anything stressing me out? Do I feel 
really emotional, angry, or sad?

MULTIPLE TASKS
Am I doing too many things at once  
right now? 

OVERCONFIDENCE
Am I underestimating this job? Am I  
fully prepared? Am I doing this task the 
RIGHT way?

PEER PRESSURE 
Even though I KNOW how to do this RIGHT, 
are my peers telling me to do it a 
different way?



TOGETHER 
WE BUILD 
WINNING TEAMS
Feedback doesn’t always have to come 
from your manager or boss. Peer coaching 
allows all members of the team to provide 
constructive feedback on how we can all 
work better together.

REFLECT AND DEBRIEF

SHARE STRENGTHS  
AND WEAKNESSES

DISCUSS GOALS

COLLABORATE WITH 
YOUR WORK TEAM

HOLD EACH OTHER 
ACCOUNTABLE

PEER 
COACHING
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ARE YOU 
AND YOUR 
TEAM FIT 
FOR DUTY?
ASK YOURSELF THESE 
QUESTIONS BEFORE 
STARTING WORK.

1. Are you distressed, under the 
influence, or fatigued? 

2. Are you in good physical condition?

3. Is this your first or last shift?

4. Do you have experience doing this,  
or is this a new task?

5. Have you stretched?



STRETCHES
We are pipeline rehabilitation athletes! Stretching 
before starting work helps you avoid injury on the  
job. Here are a few stretches to get you and your  
team started.

TIP: SUPERVISORS, MAKE IT FUN!  
This is a good chance to talk with your team.

FRONT THIGH
Lift one leg behind you and 
grasp with your hand. Pull 
your foot toward your bottom. 
Hold for 15 seconds and 
repeat on the opposite leg.

CALF
Assume a lunge position, 
bending the back knee and 
reaching for your toes in 
your front leg. Hold for 15 
seconds and repeat on the 
opposite leg.

SHOULDER
Place your left forearm on 
your right elbow. Use your 
left arm to pull your right 
arm across your chest. Hold 
for 15 seconds and repeat on 
the opposite arm.

BACK
Standing with feet apart, 
slowly lean backwards, 
reaching both arms back  
and toward each other.  
Hold for 5 seconds and 
repeat 3 times.

NECK
Gently tilt head towards 
your shoulder without 
twisting the neck for 15 
seconds. Repeat on the 
opposite side.  
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PPE
PERSONAL PROTECTIVE 
EQUIPMENT IS KEY IN 
KEEPING YOU SAFE. 
Always make sure you’re wearing 
the right PPE for the type of 
facility you are working in, and 
the type of work you are doing.

HARD HAT
(WHEN THERE IS A RISK OF INJURY 

FROM FALLING OBJECTS)

EAR 
PROTECTION

HIGH-VISIBILITY 
CLOTHING 
(IF WORKING IN 
AN AREA WITH 
FORKLIFT TRAFFIC OR 
VEHICULAR TRAFFIC)

SAFETY 
GLOVES

PROTECTIVE 
BOOTS

RESPIRATORY 
PROTECTION

(WHEN THE HANDLING OF 
DUSTY OR VAPOR PRODUCING 

CHEMICALS IS PRESENT)

EYE 
PROTECTION
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keep a clean and safe workplace. remember,  
a place kept clean is easier than cleaning a place.

• Keep aisles clear

• Immediately clean up spills

• Make sure tools and equipment are kept clean and oil free

• Properly and promptly dispose of waste

• See to it that fire exits are kept clear

• Smoke only in designated areas and  
use the provided ashtrays

• Stack bins neatly and safely

• Make sure extinguishers are  
easily accessible and clearly marked

• Use recycle bins whenever applicable

and always make sure there  
is a place for everything, and  
everything is in its place.

HOUSEKEEPING TIPS



FALL 
PROTECTION
FALLS CAN BE PREVENTED  
WHEN WE PLAN PROPERLY  
AND USE THE RIGHT EQUIPMENT.

DO

 þ Guard every floor hole into which a worker can accidentally walk by use of a railing and toeboard or a floorhole cover.

 þ Provide a guardrail and toeboard around every open-sided platform, floor or runway that is 4 feet or higheroff the 
ground or next level.

 þ Regardless of height, if a worker can fall into or onto dangerous machines or equipment, guardrails andtoeboards 
must be in place to prevent workers from falling and getting injured.

DON’T
 ý Work around unprotected holes, ledges, platforms, etc. that is more than 4 feet from the level below.

 ý Don’t remove guardrails/toeboards without first having a fall protection system in its place.
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HAND 
AND 
POWER 
TOOL 
SAFETY
BEFORE YOU 
USE A HAND OR 
POWER TOOL, 
ASK YOURSELF:

1. Am I trained and authorized to use this tool?

2. Do I have the right power tool safety gear? 
Gloves, boots, hard hat, eye protection?

3. Is this the best power tool for the job?

4. Is this tool in good shape? Does it work 
properly?

5. Is the power tool clean?

6. Is the power cord damaged? Are the 
batteries charged?

7. Is the cord untangled? Could someone trip 
over the cord?

8. Is the outlet my power tool is plugged into 
in good shape?

9. Is there clutter around my workspace?

10. Is my workspace dry? 

11. When I turn the power tool on, does it 
sound normal?

12. Does it sound normal during actual operation?

13. Am I prepared to store and unplug the 
power tool once I am finished operating it?

14. Am I connected to a GFCI protected  
power source?
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MACHINE GUARDING
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Unguarded Dispersion Blade

Dispersion Blade with Guard

• Ensure proper guarding is in place to prevent injury when using machines.
• Never remove or defeat a factory installed guard.



FORKLIFTS
 þ Warn forklift drivers, pedestrians and vehicles  

 about each other

 þ Angle up

 þ Carry your load low

 þ Keep your blades low

 þ If you can’t see, drive backwards

 þ Reverse down inclines

 þ Watch for overhangs

 þ Keep people off your load and forks

 þ Never allow anyone under a suspended load

 þ Set your e-brake

 þ Study the manual

 þ Inspect your ride

 þ Go slow and wear your seatbelt

 þ Secure your forklift load
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5 FEET

3 FEET

5 FEET
• Pedestrian and Operator must have eye  
 contact
• Pedestrian must communicate intentions
• Operator must stop and yield the right of way

3 FEET
• Stop lift movement immediately
• Place in “neutral” gear and set parking brake
• Lower Forks
• Remove hands from controls

If pedestrians or coworkers are present, use the following precautions below:

5 FEET

3 FEET

5 FEET

3 FEET
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LIFTING SAFELY

1 2 3 4
 þ Get close to the object
 þ Gloves may improve   
 grip
 þ Ensure loads are light  
 enough to easily lift by  
 hand
 þ Avoid lifting from the  
 floor

 þ Bend at the knees, not  
 your waist
 þ Use both hands
 þ Have a good grip

 þ Keep the object close to  
 your body
 þ Push up with your legs,  
 not your back
 þ Use your forearms and  
 thigh to rest the load if  
 needed.

 þ Get help if needed
 þ Keep the object tucked  
 in close
 þ Pivot with your feet, not  
 your back
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DESKTOP ERGONOMICS
ENSURE PROPER POSITIONING

OFFICE SYNDROME

 EYE HYPEREMIA HEADACHE SHOULDER PAIN BACKACHE NECK PAIN TUNNEL SYNDROME



HAZARDOUS COMMUNICATION (HAZCOM
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HEALTH HAZARD

GAS CYLINDER

FLAME OVER CIRCLE

FLAME

CORROSION

ENVIRONMENT 
(NON-MANDATORY)

EXCLAMATION MARK

EXPLODING BOMB

SKULL & CROSSBONES

 þ Carcinogen
 þ Mutagenicity
 þ Reproductive Toxicity
 þ Respiratory Sensitizer
 þ Target Organ Toxicity
 þ Aspiration Toxicity

 þ Gas Under Pressure

 þ Oxidizers

 þ Flammables
 þ Pyrophorics
 þ Self Heating
 þ Emits Flammable Gas
 þ Self-Reactives
 þ Organic Peroxides

 þ Skin Corrosion/Burns
 þ Eye Damage
 þ Corrosive to Metals

 þ Aquatic Toxicity

 þ Explosives
 þ Self-Reatives
 þ Organic Peroxides

 þ Acute Toxicity (Fatal  
 or Toxic)

 þ Irritant (Skin and Eye)
 þ Skin Sensitizer
 þ Acute Toxicity
 þ Narcotic Effects
 þ Respiratory Tract Irritant
 þ Hazardous to Ozone  

 Layer (Non-Mandatory)



ELECTRICAL SAFETY
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EVERYONE IS AT RISK. ELECTRICAL CURRENTS CAN  
CAUSE SHOCKS, FIRES, EXPLOSIONS, BURNS, AND FALLS  
WHICH CAN BE FATAL OR CAUSE SERIOUS INJURY.

Most electrical accidents result from one of the 
following three factors:
• unsafe equipment or installation
• unsafe environment
• unsafe work practices

 þ  Electrocution is the 3rd  
 leading cause of worker- 
 related deaths. 

 þ  Check your extension cords  
 and plugs. A torn jacket,  
 exposed wire at the plug or  
 missing a “ground” pin are  
 quick checks to ensure that  
 the cord is in good working  
 condition. 

 þ  Check your tools for  
 damaged cords, missing  
 ground pins or exposed  
 wires. 

 þ  Extension cords should be  
 placed where they will not  
 get damaged.

 þ  Do not overload cicuits. 

 þ  Test all circuits to ensure  
 the absence of voltage  
 with the proper meter. 

 þ  Test your Ground Fault  
 Circuit Interrupter (GFCI)  
 outlet to ensure its proper  
 operation with an  
 apporved tester. 

 þ  De-energize circuits. Use  
 effective lockout tagout  
 procedures.

 þ  Stay clear of overhead  
 wires. 

 þ  Close electrical panels —  
 never leave an open panel. 

 þ  Temporary lighting should  
 be elevated and include  
 protective cages around  
 the bulbs. 

 þ  Stay dry. Wet conditions  
 — standing in water,  
 wearing wet clothing,  
 working in high humidity,  
 and perspiring can increase  
 electrocution risk.



LOCKOUT - TAGOUT
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Prepare for shutdown and 
inform Team#1 perform the shutdown #2

locate and disconnect all 
energy sources#3

place locks
and tags#4

release or block any 
stored energy#5verify the 

lockout#6perform servicing#7

undo the lockout#8 standard
lockout - tagout

procedure



FLOOR MARKINGS
WHAT DO THEY MEAN?
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Yellow — Aisleways and traffic 
lanes, paths of egress, work cells

White — Production, racks, 
machines, carts, benches, and other 
equipment

Red — Defect/scrap area, red tag 
area

Orange — Material or product 
inspection, energized equipment

Green — Materials and 
manufacturing, finished goods

Blue — Materials and 
manufacturing, raw materials

Black — Materials and 
manufacturing, works in progress

Black and Yellow — Areas which 
present physical or health risks to 
employees

Red and White — Areas to be kept 
clear for safety reasons

Back and White — Areas to be kept 
clear for operational purposes

1

2

3

4

5

6

7

8

9

10

9

5

10

1

8
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Each Facility Emergency 
Evacuation Plan should have at 
least the minimum in place

• Designated primary and secondary exits

• No emergency exits in restrooms

• Exit away from rooms with hazardous materials

• Locations of first aid kits

• Locations of fire extinguishers

• Locations of Shelter in Place areas

• No emergency exits into narrow passages

• Exit signs indicating the nearest emergency exit

• Designate an assembly area

• No use of elevators to reach an emergency exit

• Indicate exits with wheelchair access

• Indicate the employee’s current location

• The evacuation route permanently posted

EVACUATION 
ROUTES ASSEMBLY AREA

PRIMARY EXIT

YOU ARE HERE

SECONDARY EXIT

This is an example of what a Facility Emergency Planning and Evacuation Route should ressemble. 
Please consult with your appropriate facility manager for information specific to your facility.
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FIRE 
EXTINGUISHERS
The first and most important purpose of a portable 
fire extinguisher is to help people escape. Portable fire 
extinguishers can clear fire away from your escape 
route or help keep an exit open for others. You should 
know where extinguishers are located and how to 
operate them. When using them, always utilize the 
P.A.S.S. method:

TYPES OF FIRE EXTINGUISHERS

1

3

2

4

A

B

C

D

K

Cloth, wood, rubber, 
paper, plastics

Gasoline, grease, oil

Electrical fires

Combustable metals

Kitchen fires



RESPIRATORY 
PROTECTION
HOW TO 
CHOOSE 
AND USE 
THE RIGHT 
RESPIRATOR
1. Identify Risk

2. Select the proper respirator

3. Select the proper filter 

4. Ensure you are fit tested and properly 
trained for respiratory protection use

5. Maintain your respirator (keep clean)

HALF MASK, 
PARTICULATE

HALF MASK, DUAL 
CARTRIDGE DISPOSABLE

HALF MASK, DUAL 
CARTRIDGE REUSABLE

FULL-FACE, DUAL 
CARTRIDGE REUSABLE

CANISTER TYPE  
GAS MASK

POWERED AIR PURIFYING 
RESPIRATOR (PAPR)
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Is your vehicle 
safe to operate?
1. Complete Pre-trip inspections

2. Hands-free cell phone use

3. Am I complying with DOT and FMCSA 
safety regulations?

4. Am I subject to Hours of Service (HOS) 
regulations? Am I compliant?

5. House-keeping – is the vehicle clean 
and in order?

6. If pulling a trailer, is the trailer hooked 
up properly? Are the lights functioning 
properly?

7. Is your load secure?

8. All licenses, permits, and registrations 
up to date and on hand?

9. Do you have fuel?

10. Most importantly, are you fit to drive?

VEHICLE 
PRE-TRIP CHECKS

PERFORM 
360° PRE-TRIP 

INSPECTION
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AFTER 
ACTION 
REVIEW
ALWAYS BEING SAFE 
MEANS THAT WE’RE 
CONSTANTLY LOOKING 
FOR WAYS TO IMPROVE 
HOW WE WORK SAFELY.
One way we’re doing that it through After 
Action Reviews, or AARs. AARs were 
developed by the military to help teams  
learn quickly from experiences in the field. 
During an AAR, there is no hierarchy, and every 
member, no matter what their position or role 
is, is encouraged to share their input.

THE AAR SHOULD BE 
PERFORMED DAILY. A DAILY 
AAR IS MADE UP OF THESE  
3 SIMPLE QUESTIONS:

 n What went well?

 n What went wrong?

 n What can we do to improve?

AN END OF THE PROJECT AAR 
WILL GO INTO MORE DETAIL AND 
SHOULD INVOLVE THE CREW, PM 
AND OPERATIONS MANAGER. 

IT EVALUATES OUR ACTIONS 
AGAINST THE VORTEX WAY:

 n Were we safe? (Was safety a priority?)

 n Did we do the right thing? (Were we 
honest and transparent?)

 n Did we think BIG? (Were we forward 
thinking and planning ahead?)

 n Did we work together as a Team? 
(Daily pre-con meetings? 
Communication?)

 n Were we driven? (Did we show up 
prepared and ready to work everyday?)




