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Purpose

To inform Department Heads and County employees of their responsibilities regarding the
installation and safe use of appliances to prevent electrical fire hazards in the workplace.

Definitions

. Facilities — Resource Management Agency Public Works and Facilities Division

. Designated Department Facility Coordinator — Department Head or his/her designee to serve

as liaison with staff, RMA Facilities, and/or lessors regarding facility use and compliance.
https://countyofmonterey.sharepoint.com/sites/rma/Docs%20%20Admin/Dept. %20F acility %20
Coordinator%20Contact%20List%20(Rev%2010-16-17).pdf

Background

Pursuant to California Code of Regulations, Title 8, Section 3203, Injury and lliness Prevention
Program and OSHA’s General Duty Clause, where “each employer shall furnish to each of his
employees employment and a place of employment which are free from recognized hazards
that are causing or are likely to cause death or serious physical harm to his employees”.

Policy

It is the policy of the County that in the interest of everyone’s safety, it is mandatory that all
employees comply with these safety guidelines. Failure to comply may result in disciplinary
action up to and including termination.

| saf idelines th follow r all li

e For the purpose of these guidelines, an appliance is as follows: Coffee
maker, toaster, toaster oven, microwave oven, fan and refrigerator.

e Employees must have written departmental management approval prior to
installing appliances in County occupied buildings.

e Management must ensure the appliance is safe to use in the workplace and confirm
with the department designated facility coordinator that the electrical outlet where the
appliance is intended to be installed/plugged in meets service capacity.
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Do not, under any circumstances, cut or remove the third ground prong from the
power cord of any appliance.

Secure the electrical cord behind the appliance and do not leave exposed or
dangling to prevent tripping hazards.

Do not unplug the appliance by pulling the power cord. Always grip the plug firmly
and pull straight out from the receptacle.

Do not use an extension cord with any appliance.

Special Safety Precautions need be taken for the following appliances:

Space Heaters

Resource Management Agency — Public Works and Facilities (“Facilities”) will
investigate complaints of inadequate heat in occupied spaces. In buildings that
County occupies but does not own, the landlord will be asked to address the
problem.

Any supplemental heat source used in County occupied space must be approved
by Facilities and used only as specified. Such supplemental heating will usually be
temporary. All fire codes and safety regulations will be followed.

Facilities will provide, if needed, any supplemental heating that requires more than
2 amps of current. In some instances, it may be a requirement that the Department
that occupies the spaces pay for the supplemental heating equipment; this will be
determined on a case- by-case basis.

Departments that require limited amounts of supplemental warmth for individual
employees may purchase the Facilities’ approved Cozy Legs Heater Panel, which
has low amperage (less than 2 amps) — and requires low wattage (150 watts) as
required by the County’s Electrical Safety Guidelines, item 3(f). The panels may be
installed by attaching to a desk privacy panel or on an optional stand.

Space heaters that use more than 2 amps of current are prohibited from use in
County facilities leased, rented or owned unless otherwise approved by

Facilities.

Always turn space heaters off when the employee leaves his/her desk and at the
end of each work day.

Toasters, Toaster Ovens and Microwave Ovens

Microwaves, toasters and toaster ovens may not be used in a private office or
workstation (cubicle). Such devices may be used only in a properly equipped and
department designated facility coordinator approved break area or designated
kitchenette space.

Microwaves, toasters and toaster ovens must not be left unattended when
heating any food or liquid items.

Toasters and toaster ovens that have the automatic “shut off” must be turned to
the “off” position before leaving the appliance.

Because of the tendency to easily smoke and/or catch fire, popcorn is not
allowed to be microwaved at the workplace.

Coffeemakers

Coffeemakers that are designed for “household use” must always have an



automatic shut-off feature set to shut-off automatically within business hours.
Individuals responsible for coffeemakers must ensure that these devices are off
at the end of each work day.

Coffee makers which are equipped with a hot plate to keep coffee warm, may not
be used in a private office or workstation (cubicle). Coffee makers may be used
only in a properly equipped and department designated facility coordinator
approved break area or kitchenette space.

Fans installed within 7 feet of the floor or working level must be guarded.

The guard must not have openings greater than one-half inch in width.

The use of concentric rings with spacing between them not exceeding one-half inch
are acceptable provided that sufficient radial spokes and firm mountings are used

to make the guard rigid enough to prevent it from being pushed into the fan blade
during normal use.

The use of nylon mesh or similar materials with holes not exceeding one-half inch, to
modify a substandard guard on an existing fan is acceptable.

Always turn a fan off when leaving your desk and at the end of each work day.

Refrigerators

Mini-refrigerators are discouraged at individual workstations. The County
encourages the use of main refrigerators located in break rooms.

Refrigerators shall only be installed/plugged into electrical outlets designed to safely
provide the needed voltage. Check with Facilities to ensure that the electrical outlet
where refrigerator is intended to be installed/plugged in meets the required voltage.

V. Procedure
1. See above.

VI. Review Date
1. This Policy will be reviewed for continuance.

Vil. Board Action
1. Legistar File Number, date.

3|Page



Designated Department Facility Coordinators (Updated 10-16-17)

Auditor-Controller’s Office, Gary Giboney, Chief Deputy AC, 755-5439
Agricultural Commissioner’s Office, Sheila Salazar, Finance Manager,759-7381
Assessor-Recorder’s Office, Marina Camacho, Assistant Assessor, 755-5874

Board of Supervisors, Gail Borkowski, Clerk of the Board, 755-5842

Child Support Services (CCS), Derrell McGowan, CCS Deputy Director, 755-3284
Clerk of the Board, Gail Borkowski, Clerk of the Board, 755-5842
Contracts/Purchasing Office, Mike Derr, Contracts/Purchasing Officer, 755-4992
County Administrative Office (CAQ), Dewayne Woods, Assistant CAO, 796-3593
County Counsel/ Risk Management, Maria Sandoval, Safety Officer 784-5686
Department of Social Services (DSS), Kim Petty, DSS Admin. Ops. Manager, 755-4492
District Attorney’s Office, Bruce Suckow, Finance Manager II, 755-5259

Economic Development (ED), David Spaur, ED Director755-5387

Elections Department, Claudio Valenzuela, Registrar of Voters, 796-1499
Emergency Communications/911 (EC), Bill Harry, Director of EC, 769-8880
Environmental Resource Planning (ERP), Dr. Debra Wilson, MAIII, 755-4995
Equal Opportunity Office (EQQ), Juan Rodriguez, EO Officer, 759-6614

Health Department, Chris LeVenton, Program Manager II, 755-4513

Human Recourses (HR), Irma Ramirez-Bough, Director of HR, 755-5043
Information Technology Department, Kathy Wells, Finance Manager 11, 796-1490
Monterey County Free Libraries (MCFL), Jackie Bleisch, ASO, 883-7569

Local Agency Formation Commission (LAFCQ), Kate McKenna, EO,754-5838
Military and Veterans’ Affairs Office (MVA), Wes Morrill, MVA Officer, 647, 7619
Monterey County Law Library, Chris Cobb, Law Library Director, 647-7746
Natividad Medical Center (NMC), Daniel Leon, Chief Financial Officer, 783-2561
Office of Emergency Services (OES) Gerry Malais, OES Manager, 796-1901

Office of Employment Training, Kim Petty, DSS Admin. Ops. Manager, 755-4492
One Stop Career Center, Kim Petty, DSS Admin. Ops. Manager, 755-4492
Probation Department, Marcia Parsons, Chief Probation Officer, 755-3911

Public Defender, Susan Chapman, Public Defender, 755-5806

Resource Management Agency (RMA), Don Searle, Deputy Dir. PW & Fac,,755-4869
Sheriff’-Coroner, Nina Ryan, Management Analyst II, 755-3708

Superior Court of California, Felipe Navarro, Chief Administrative Officer, 775-5450
Treasurer-Tax Collector, Jackie Goetz, Administrative Services Assistant, 755-5833
UC Cooperative Extension, Sheila Salazar, Ag. Comm. Finance Manager,759-7381
Water Resources Agency (WRA), Bret Buche, Chief of Ops. & Maintenance, 755-8982
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