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1.0 REFERENCE.  California Vehicle Code Sections 21400 and 21401, State of California, 
Department of Transportation Rules and Regulations, Traffic Manual (Caltrans) 

 
2.0 POLICY.  It is the policy of California State University East Bay to establish and maintain 

a Traffic Control Manual designed to assist the University in providing a campus 
environment for students, staff, faculty and visitors that is safe and healthful and will not 
subject them to accidental injury. 

 
3.0 PURPOSE.  The manual establishes guidelines and procedures for Traffic Control 

functions at California State University East Bay, Hayward and Concord.  The success of 
the Environmental Health and Safety Program at the University depends on the full 
cooperation of all academic and non-academic personnel, students and visitors.  The 
manual’s primary objective is to eliminate on campus accidents, which cause injuries and 
property damage 

 
4.0 RESONSIBILITIES.  The major responsibility for traffic control and accident prevention 

lies with each manager and supervisor.  One of the most important parts of  their job is to 
protect personnel from moving traffic while getting the work done 

 
4.1 Letting the motorist know what is going on and where to drive.  For this we use 

signs, flags, barricades and cones. 
 
4.2 Avoiding the errant driver.  Face traffic, stay alert by using your eyes and ears for 

possible dangers.  Plan your escape route. 
 

4.3 Using protective equipment. 
 

4.4 Planning the work to reduce employee exposure to traffic. 
 



5.0 TRAINING.  The following employees will receive training as specified below.  All training 
will be documented in writing.  Annual refresher training is recommended: 

 
5.1 Employees working in roadways, on/near curbs or the sides of roadways shall be 

trained, prior to conducting the work, on the procedures in this program.   
 
5.2 Employees supervising the previously identified employees shall also be trained, 

prior to conducting the work, on the procedures in this program. 
 
5.3 Additionally, Flaggers shall be trained in the proper fundamentals of flagging 

moving traffic before being assigned as flaggers. Signaling directions used by 
flaggers shall conform to the " California Manual on Uniform Traffic Control 
Devices for Streets and Highways, September 26, 2006, published by the State 
Department of Transportation ". The training and instructions shall be based on the 
"Manual" and work site conditions and also include the following: 

 
5.3.1 Flagger equipment which must be used. 
5.3.2 Layout of the work zone and flagging station. 
5.3.3 Methods to methods of one-way traffic control signal traffic to stop proceed 

or slow down. 
5.3.4 Methods of one-way traffic control. 
5.3.5 Trainee demonstration of proper flagging methodology and operations. 
5.3.6 Emergency vehicles traveling through the work zone. 
5.3.7 Handling emergency situations. 
5.3.8 Methods of dealing with hostile drivers. 
5.3.9 Flagging procedures when a single flagger is used (when applicable). 

 
6.0 NOTIFYING UNIVERSITY POLICE.  After the jobs have been planned and scheduled, 

the University Police Department and Parking & Transportation Services  must be notified 
of all work being performed on roads, parking lots and manhole vaults to facilitate 
movement of emergency vehicles through the campus. 

 
7.0 WORK SITE SAFETY.  Each work site must be routinely reviewed to: 

 
7.1 Inspect all field and facility work site areas to identify, document and eliminate 

physical or environmental hazards that may contribute to illnesses and injuries. 
 
 

7.2 Enforce all rules, laws and policies that will promote, protect and preserve 
employee safety and health. 

 
8.0 INDIVIDUAL RESPONSIBILITIES.  All personnel shall do everything reasonably 

necessary to protect their own safety and health and that of others, by complying with all 
occupational safety and health policies, procedures, laws, rules or regulations. 

 



9.0 RESPONSIBLE PERSON IN CHARGE.  It is the practice and policy that whenever two 
or more employees are assigned to work together near moving traffic one person shall be 
placed in charge. The responsibility is usually assigned to the lead worker based upon 
his knowledge of the job and the training he has received. 

 
 
10.0 PERSONAL PROTECTIVE EQUIPMENT.  The University department performing the 

work shall provide the personal protective equipment (PPE) that employees will need to 
work safely.  This equipment is for worker protection and they shall use it properly to 
prevent injuries 

 
All employees working in roadways, on/near curbs or the sides of roadways (e.g. 
roads, parking lots, or underground vault in these locations) will wear orange 
reflective vests at all times. 

 
Personal Protective Equipment consists of many items (e.g.  Hard hats, orange shirts, 
orange safety vests, safety glasses, ear plugs, and gloves). 

 
The lead man should select and provide the proper equipment required for the job to 
ensure the worker’s safety and then monitor these employees to make sure the 
equipment is used and worn. 

 
11.0 EMERGENCY FIRST AID.  An approved first aid kit must be available at each work site.  

First aid kits and supplies shall be kept in sanitary and usable condition and inspected at 
least monthly.  

 
 
 

12.0 PLANNING WORK TO REDUCE WORKER EXPOSURE.  A Tailgate Safety Meeting 
shall be conducted prior to the start of work to allow for the planning required by this 
section.  The work at the job site shall be planned to minimize the amount of time 
employees are exposed to moving traffic.  This can be done by choosing proper work 
methods, combining operations, avoiding high traffic volume periods, and reducing the 
threat from non-attentive speeding drivers. 

 
Work methods and procedures shall be designed to keep the amount of time that workers 
are exposed to moving traffic to a minimum.  
 



13.0 WORKING NEAR MOVING TRAFFIC.  When working on or near a road where there is 
moving traffic for any amount of time, workers must be aware of the hazards from errant 
vehicles.  If available, a barricade or parked maintenance vehicle, regardless of size, 
shall be used as physical protection from the traffic.  Workers on foot shall face the traffic 
whenever possible.  If two or more persons are working close together, a lookout must be 
used as a further warning and protection.  Employees should work quickly, but safely. 

 
All workers must be constantly on the alert when working in areas where the traffic is on 
the move.  When employees are working, they must make sure that they use their eyes 
and ears to look and listen for danger signals to ensure their personal safety. 

 
All employees working in roadways, on/near curbs or the sides of roadways (e.g. 
roads, parking lots or underground vault in these locations) will wear orange 
reflective vests at all times. 

 
It is recommended that all personnel need to be highly visible during the day and should 
wear white coveralls with an orange reflective vest to increase their contrast against the 
orange equipment. 

 
14.0 FACING TRAFFIC (EMPLOYEES ON FOOT).    All work shall be planned to minimize 

the time workers will have their backs to the traffic. 
 

Unless there is a clear reason for doing otherwise, employees shall continually face 
oncoming traffic while working on or near any moving vehicles.  This is the personal 
responsibility of every worker. 

 
Facing traffic is the most important safety rule workers can follow to protect themselves 
and their coworkers while working on or near moving traffic.  Facing traffic gives workers 
a better opportunity to see and hear errant vehicles.  This allows them a chance to move 
out of harms way and warn fellow workers. 
 

15.0 WARNING SYSTEMS / LOOKOUTS.  Workers on foot on or near moving traffic shall be 
protected by using an assigned person as a lookout.  A lookout shall be assigned if  any 
of these conditions exist: 
• Work occurs on a road with a posted speed limit of 25 miles per hour or more. 
• Workers exposed to traffic are without physical protection. 
• Two or more people are working close to each other and exposed to traffic. 
• A person is on foot and exposed to traffic. 

 
15.1 The lookout shall continually watch the approaching traffic for errant vehicles that 

may hit workers on foot.  If trouble is suspected, the lookout shall warn the workers 
by yelling, using a warning horn, portable lookouts alarm device or any system 
capable of communicating the warning message.  The warning is intended to give 
workers time to use a planned escape route to avoid the errant vehicle. 

 
15.2 A lookout shall not be assigned any other duties. 



 
15.3 Lookouts shall be rotated often enough to keep them alert. 
 
15.4 The lead may use a crew lookout whenever he or she thinks it is needed.  Even if 

workers are physically protected, using a lookout may be beneficial. 
 

16.0 SIGNS / CONES / WARNING TAPE.  This section covers work in roads, parking lots and 
underground vaults. 

 
16.1 Orange Safety cones will be positioned at 50 feet and 100 feet from the work site 

for on-coming traffic.  
  
16.2 Road work warning signs will be posted at the 75 feet and 100 feet distance from 

the work site to alert all drivers of on-coming traffic that there is road work ahead 
and in progress. 
• At 75 feet from the work site.  Sign – “Workers Ahead” 
• At 100 feet from work site.  Sign – “Speed Limit 10 mph” 
• If work area is in a parking lot, Additional orange warning signs stating, 

“Workers Ahead”, will be placed at all parking lot entrances. 
 
16.3 Orange safety cones, orange warning signs and yellow caution tape will be used 

at work sites to alert moving vehicles and pedestrian foot traffic that work is being 
performed on roads, parking lots, and underground vaults. 

 
16.4 All employees working in roadways, on/near curbs or the sides of roadways 

(e.g. roads, parking lots or underground vault in these locations) will wear 
orange reflective vests at all times. 

 
17.0 FLAGGERS. Flaggers will be utilized in any of the following conditions: 

• Locations where barricades and warning signs cannot control the moving traffic 
• When two-way traffic must share the same lane because of work in the other lane. 
• When drivers' vision is impaired because of smoke or dust in work zones. 
• When trucks must turn on the traveled way to load or dump.  

 
17.1 Flaggers shall follow established flagging procedures (see Appendix A - Caltrans 

Flagging Instruction Handbook 2007) 
 
17.2 They should be rotated and relieved periodically to maintain alertness. 
 
17.3 The flagger should wear and orange vests with the reflectorized silver and lime-

yellow stripes.  This will increase the flaggers' contrast with orange equipment and 
will make them more visible to approaching traffic. 

 
17.4 During the hours of darkness, flaggers' stations shall be illuminated such that the 

flagger will be clearly visible to approaching traffic.   Section 1523 Title 8 California 
Code of Regulation requires 10 foot candles for night time road work. 



 
17.5 On some two-lane roads one flagger may be used to control traffic. Traffic volume 

must be very light and the length of the one-lane section should be short so that 
one end is visible from the other. The sight distance for approaching vehicles must 
be long enough that traffic can be safely controlled from one end of the work zone. 
This method must be approved by the Supervisor. 

 
17.6 The minimum distance required between the flagger and the work area shall be 

determined from the Table titled “Distance of Flagger Station in Advance of the 
Work Space” located on Page 5 of Appendix A - Caltrans Flagging Instruction 
Handbook 2007. 

 
17.7 Where the end of a one-lane section is not visible from the other end, the flaggers 

shall maintain contact by means of radio or field telephones. 
 
17.8 Traffic signals may be used to control traffic on two-lane roads. 

 
18.0 EQUIPMENT LIST.   
 

All tools in good order 
Reflective Safety Vests (Vests must comply with American National Standards Institute 
(ANSI)/International Safety Equipment Association (ISEA) 107-2004, High Visibility 
Safety Apparel and Headwear) 
Warning Signs which comply with the “California Manual on Uniform Traffic Control 
Devices for Streets and Highways, September 26, 2006," (“Workers Ahead” and  “Speed 
Limit 10 mph”) 
Orange Safety Cones 
Yellow Caution Tape 
Warning Horn (for lookout) 
HT with separate radio channel  
First Aid Kit 
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