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1. Purpose 

University of Alaska Anchorage (UAA) employees, student workers, faculty, staff, and outside 

contractors who use hand and portable power tools in the course of their work functions, risk 

incidents which could result in serious injury. The hazards associated with using hand and portable 

power tools can be substantially reduced by using tools properly and taking precautions. This 
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EHS/RM  

 Work with departments to determine proper tool selection, and safe-work practices unique 

to each department’s work activities 

 Create, track, and/or conduct inspections on hand and portable power tools where 

applicable with this standard 

 Provide support upon request to departments on tool selection and use 

Supervisor 

 Ensure all UAA personnel in the department receive proper training on tool use  

 Ensure defective, damaged, or prohibited tools are removed from service 

 Conduct periodic inspections of tools in their department to ensure integrity 

 Assist in the determination of proper tool selection to efficiently and safely perform 

required tasks 

 Ensure tools are maintained in proper working condition 

Department Safety Coordinator 

 Assist in the determination of defective, damaged, or prohibited tools  

 Conduct periodic inspections of tools in their department to ensure integrity 

 Assist in the determination of safe tools required to safely perform work tasks 

Employees/Student Workers 

 Visually inspect hand and portable power tools prior to every use for defects and damage 

 Alerts department supervisor when tools need repair or replacement 

 Assesses work to determine if available hand and portable power tools are appropriate for 

required tasks 

 Store and take proper care of hand and portable power tools so they are available when 

required to perform a task 

Outside Contractors 

 Perform all work in compliance with their company’s hand and portable power tools 

safety program, which will be reviewed and approved by the EHS/RM department 

 If the company does not have a program, they must comply with this program 
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 Always check the teeth of a pliers to prevent slippage 

 The handles of electricians' pliers are to be insulated  

Screwdrivers 

 Screw drivers shall not be used as punches, wedges, pinch bars, or pry-bars 

 Cross-slot (Phillips head), Torx drive and Robertson screwdrivers are safer than the flat 

head type, because they have fewer tendencies to slip  

 The tip must be kept clean and sharp to ensure a good grip on the head of the screw  

Hammers 

 Ensure hammers have a securely wedged handle suited to the type of head used  

 The handle shall be smooth, without cracks or splinters, free of oil, and of the specified 

size and length for the task to be performed 

 Ensure the area is clear before swinging a hammer to prevent hitting others 

 Steel hammers should not be used on hardened steel surfaces  

 Claw hammers should be used for driving nails as the claw is suitable for pulling nails  

 Hammers with electrically insulated handles shall be used for work on or around 

exposed energized parts 

Cutting Tools/Knives 

 When using cutting devices always cut away from yourself and others 

 Maintain cutting tool blades so the cutting edge is always sharp 

 Knives should be carried with the blade safely closed, or in sheaths or holders 

 In the event a knife cannot be sheathed or closed, the knife shall be carried in a manner 

where the blade is facing the floor 

 Always store knives with the blade protected 

 Never use a knife or blade for anything but the intended purpose 

Saws  

 Saws and saw blades should be selected for the task and material to be cut  

 Saw handles should keep the wrist in a natural position 

 A fine saw is better for smooth, accurate cutting when using dry wood 
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 Saws are to be kept sharp and well set to prevent binding 

 Protect the teeth of a saw when not in use 

Portable Power Tool Safety 

The following safety rules are common to all power tools. In addition, each type of tool has its 

own unique hazards which must be considered.  

 Read the owner’s manual to understand the tool’s proper applications, limitations, 

operation and hazards 

 Protect yourself from electric shock by insuring that your tools are properly grounded; 

use a Ground Fault Circuit Interrupter (GFCI) for corded tools 

 Always check for hidden wires that may contact bladed tools 

 Avoid using electric power tools in wet environments 

 Select a tool based on the task it is designed for. Only use attachments specifically 

recommended for your power tool and ensure that they are properly installed 

 Inspect tools for damage including the cord, guards, alignment, binding of components 

or any condition that would affect the safe operation of the tool  

 Avoid excessive force trying to make tools work faster 

 Feed material at the rate at which the tool is designed to accept thus preventing 

excessive wear and decreased control 

  Keep others away from the work area or provide shields to protect other employees 

from flying debris 

 Always maintain tool control by keeping a tight grip on a tool 

 Use the tool’s side handle, if available, for better control 

 Always maintain your balance and do not overreach 

 Do not operate a power tool if you are under the influence of medications or alcohol or 

if you are tired or distracted 

 If possible secure your work in a vise or clamp for increased stability 

 

Electric Power Tools 

UAA personnel using electric tools must be aware of the additional hazards, including. 

electrical burns and shocks. Even a small amount of electric current can result in fibrillation of 
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the heart and death.  

To protect the user from shock and burns, electric tools must have a three-wire cord with a 

ground and be plugged into a grounded receptacle, be double insulated, or be powered by a 

low-voltage isolation transformer. Three-wire cords contain two current-carrying conductors 

and a grounding conductor. Any time an adapter is used to accommodate a two-hole receptacle, 

the adapter wire must be attached to a known ground. The third prong must never be removed 

from the plug. 

Double-insulated tools are available that provide protection against electrical shock without 

third-wire grounding. On double-insulated tools, an internal layer of protective insulation 

completely isolates the external housing of the tool. Double insulated tools and equipment will 

be clearly marked with the symbol shown in Figure 1: 

 

 

Figure 1 Double Insulation symbol 

 

The following general practices should be followed when using electric power tools: 

 Operate electric tools within their design limitations 

 Use gloves and appropriate safety footwear when using electric tools 

 Store electric tools in a dry place when not in use 

 Do not use electric tools in damp or wet locations unless they are approved for that 

purpose 

 Keep work areas well lighted when operating electric tools 

 Ensure that cords from electric tools do not present a tripping hazard 

 



University of Alaska Anchorage Section 

EHS/RM 

ADMINISTRATIVE SERVICES MANUAL Program 

 
EHS/RM Programs Page 

9 
Title 

Hand and Portable Powered Tool Safety 

Effective Date 

06/07/2021 

 

9 

electric saws. 

Circular Saw - A portable saw using a toothed metal cutting disc/blade used for cutting 

wood, metal and concrete depending on the blade being used. 

 Portable circular saws with blades greater than 2 inches in diameter must be 

equipped at all times with guards 

 An upper guard must cover the entire blade of the saw 

 A retractable lower guard must cover the teeth of the saw, except where it makes 

contact with the work material 

 The lower guard must automatically return to the covering position when the 

tool is withdrawn from the material being cut 

 Saw depth should be adjusted to allow the blade no more than 1/8 inch below 

the material to be cut 

Table Saw
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exposed. Follow the manufacturer’s recommendations for safe operating pressures whenever 

using hydraulic power tools. 

Hand-held power tools, powered by hydraulic lines must be equipped with a constant- pressure 

switch, or a control that shuts off the power when pressure is released. This includes drills, 

tappers, fastener drivers, angle grinders (with wheels greater than 2 inches in diameter), disc 

sanders (with discs greater than 2 inches in diameter), belt sanders, reciprocating saws, saber 

saws, scroll saws, jig saws and other similar tools. 

Hydraulic jacks, including lever, ratchet, and screw jacks, must have a stop indicator, and the 

stop limit must not be exceeded. Load limits must be determined by the manufacturer and be 

marked on the jack. Load limits must not be exceeded. A jack should be used to raise a load, 

but not fully support a lifted load. Once raised, blocking should be placed firmly under the 

base of the load. To set up a jack: 

 Place the base of the jack on a firm, level surface 

 Center the jack correctly on the load 

 Place the jack head against a level surface 

 Apply the lifting force evenly 

 Jacks should be lubricated regularly 
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The employer shall ensure that each employee has been trained by a competent person in the 

following areas, as applicable:  

 Recognition of the hazards associated with different types of tools and the safety 

precautions necessary for use; 

 The PPE required during use; and 

 The proper use of hand and powers tools and other hand-held equipment. 

 Departments shall conduct training that is specific to the hand and power tools being used. 

Retraining shall be provided for each employee as necessary if an accident occurs, new workplace 

hazards are identified, a near loss incident has occurred, or there is a change in the type of tools 

used, so that the employee maintains the understanding and knowledge acquired through 

compliance with this section. 

12. Program Evaluation 

The Hand and Portable Power Tool Safety program shall be evaluated on an annual basis utilizing 

the protocols set forth by EHS/RM. The evaluation team will consist of a department safety 

coordinator and a designee from EHS/RM. EHS/RM will define the scope of the evaluation. The 

final report will be developed by the EHS/RM utilizing the information received during the 

evaluation. The deficiencies determined in the report will be documented and corrective action 

plans will be developed. 

a 



University of Alaska Anchorage Section 

EHS/RM 

ADMINISTRATIVE SERVICES MANUAL Program 

 
EHS/RM Programs Page 

16 
Title 

Hand and Portable Powered Tool Safety 

Effective Date 

06/07/2021 

 

16 

14. Revision History 

Revision 

Number 
Date Revised Description of Change Revised By Approved By 

0  Initial Issue   

1     

2     

3     

 

 


