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EMPLOYEE SAFETY POLICY

INTRODUCTION

This set of General Safety Rules and Safe Practices is for you to study and use in your
daily work. These procedures were developed for your protection and health. When
these safety rules and practices are followed, accidents will decrease in number and
severity. If you are in doubt about the appiication of any safety rule, the safety of a
particular werk situation, or feel that you cannot accomplish your job without violating a

safe practice, consult with your supervisor immediately.

Supervision will take corrective action for any infraction of these safety rules and
procedures by an employee. The corrective action may be in the form of an oral or

written reprimand, disciplinary time off or discharge.

PURPOSE

The purpese of this policy is to clarity the safety objectives and to set forth basic safety
guidelines. It outlines the responsibilities of both management and the employee to a
Szfety Program. The policy also describes the resgonsibilities of each party in the
maintenance of safe and nealtnful working ¢onditions and sets for guidelines and
prevides operating instructions that will prevert injury and iliness. Fu-thermore it
reaffirms our commitment to cbey all Federal, State and Company safety regulations,
as well as to estabiish the relationship and resoonsibilities of the Project Mznager,
Safaty Engineer, Superintendents, Supervisors and employees of our Company.

RESPONSIBILITY

A. Th ntr Manager has assumed the responsibility to oversze the

development of an effective program of accident prevention and to provide the
leadership necessary to insure that the program remzins effective and responsive to

necessary improvements.

B. The Suverintendents will be responsible for maintaining safe working
conditions and practices in the areas under their jurisdiction.

C. The_Supervisors will be responsible for the prevention of accidents among
those they supervise. . '

1. The Supervisor will be directly responsible for maintaining safe working
conditions and practices and for the safety of all personnel they supervise,

including themselves.

2. Each supervisor is responsibie for the proper training of the emgloyees
reporting to him. Job hazards and safe procedures should be fully explained to

each employee before he begins work.



D.

Supervisors are responsibie for enforcing all general and Company safety rules

and regulstions.

Supervisors are responsible for ensuring that all accidents and injuries are
properly reporied.

Supervisors are responsible for ensuring that required personal protective
equipment is used in accordance with safety rules and practices.

Supervisors should encourage employee safety suggestions and give them
immediate consideration.

it is also a responsibility of each supervisor to attend and conduct safety
meetings as scheduled. '

Every supervisor will be expected to devote sufficient time and energy, when
necessary, to assist in safety inspections, accident investigations, and the

proper completion of required paperwork.

The Emploves is responsibie for the exercising of maximum care and good

judgement in preventing accidents.

1.

E.

Each employee is expacted to provide his wholehearted, genuing cooperation
with all aspects of the safetvy and health program, including compliance with all
safety rules and regulations, and te continuously practice safety while

performing his duties.
No job shall be considered efficiently completed uniess the worker himself has

followed every precaution and safety rule to protect himself and his fellow
employees from injury throughout the operations.

Each employee shall report to his supervisor and seek first-aid for ail injuries,
however minor these may be.

Unsafe conditions, equipment, or practices shall be reported to the supervisor
as soon as peossible. : -

Each employee is tc read and abide by Company Safety Rules and alil general
safety rules.

Each employee will be provided with whatever personal protective equipment is
necessary, and the employee is expected to use it. _

Each employee shall consider safety meetings as part of his regular job.
Rezasons to be excused mus: be just as important as those for missing any of his

reguiar shift.
fetv Representative has the responsibility to provide advice, guidance

and technical suppon 10 the heaith and safety program by counsefing management,

supervisors, and employees; assisting in the solution of safety-related problems;
conducting safety training sessions; and, in general, render any sJch assisiance as

may be necessary to prevent accidents.
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Coordinate the joint efforts of management and labor, and direct these toward
totally safe operations.
Keep abreast of the latest development in the field of accident prevention,

personal protective equipment, and first-aid 2quipment and procedures, sO that
he will be an effective guide to everyone connected with the basic safety

program.

Conduct, with the assistance of supervisors and employees, accident
investigations and follow-up investigations.

Schedule and conduct, with representatives from various departments, periodic
safety and heaith inspections.

Collect and maintain pertinerit data on safety-related operational matters,
including work injury causes and statistics. o

Work in cooperation or conjunction with State and Federal safety organizations,
and coordinate the total effort toward a safe and healthful workplace.

Provide information or assistance regarding all safety matters when requested
by management. '



10.

CONSTRUCTION SAFETY CORDERS

CODE OF SAFE PRACTICES

GENERAL

All persons shall follow these safe practices rules, render every passible aid
to safe cperations, and report all unsate conditions or practices to the

fereman or superintendent.

Foreman shall insist on empioyees observing and obeying every rule,
regulation, and order as is necessary to the safe conduct of the work, and
shall take such action as is necessary t¢ obiain ¢cbservance.

All emplovees shall be given frequent accident prevention instructions.
Insructions shall be given at least every 10 working cays. .

Anyone known to be under the influenss of drugs or imoxicating subsiance
which impair the empioyee's ability to szfely perform the assigned duties shall
nct be allowed on the job while in that candition. :

Hcrsc—play,' scufiling, ang cther a=s which tend to have an adverse
influence ¢r the saisty or well-being of the employees shall be prohibitec.

Work shall be well plannec and supervisad to prevent injuries in the
handiing of materials anc in working together with equipment.

No one shall knowingly be permitted or required to work while the
employee's ability or alentness is sc imgpaired by fatigus, iliness, or cther
causes that it might unnecessarily expose the employee or others to injury.

Employees shall not enter manholes, underground vaults, chambers, tanks
silos, or other similar places that receive littie ventilation, unless it has been

determined that it is safe to enter.

Employees shall be instructed to ensure that all guards and other protective
devices are in proper places and adjusted, and shall report deficiencies
promptly to the foreman or superintencent.

Crowding or pushing when bearding or Ieéving any vehicle or other
conveyance shall be prohibited.



11,

12.
13.
14.

18.

16.

17.

18.

20.

21.

. 23.

Woarkers shall nst handle or tamper with any elecirical equipment,
machinery, or air or water lines in 2 manner not within the sccpe of their
duties, uniess they have received instructions from their foreman.

All injuries shall be reported promptly to the toreman or superintendent so
that arrangements can be made for medical or first aid treatment.

When liting heavy objec:s, the large muscles of the leg instead of the
smalier muscies of the back shall be used.

inappropriate fcotwear or shoes with thin or badly worn soies shall not be
worn,

Materials, tools, or cther chjec:s shall not be thrown from buildings or
structures until proper precautions are taken to protect others from the falling
objects.

Employees shall cleanse thoroughly after handﬁng hazardous substances,
anc tollow special instructicns trom authorized sources.

Hod carriers shoulc avoid the use of extension ladders when carrying lcacs.
Such ladders may providas agdeguaie sirangtn, but the rung position asd reoe
arrangement make such ciimbing difficult and hzzarggus for this trade.

Work shail be so arranged that employees are ab!e to face ladder and use

_both hands while cl:mbmg

Gasoline shall nct be used for cleaning purpesas.
Nao burning, walging, ¢r cthar source of igniticn shall be 2ppiied to any

enclesad tank or vessel, even if there are scme epenings, until it has first
been determined that n¢ possibility of explesion exists, and autherity for the

work is obtained from the foreman or su pennte.,de..u
Any damage to scaffoics, falsework, or cther supporting structuras shall b-=
immediately raported to the foreman and repaired before use.
USE OF TOOLS AND EQUIPMENT
All tools and eguipment shall be maintzined in good ¢candition.

Damaged tools or equipment shall be removed from service and tagged
*DEFECTIVES"



24.
23.
26.

27.

28.

30.

31.
32.

33.

36.
37.

38.

38.

Pipe or Stillson wrenches shall not be used as a substitute for other wrenches.

Only approprizte tools shall be used for the job.

Wrenches shall not be altered by the addition of handle-extensions or
‘cheaters.”

Files shall be equipped with handles and not used to punch or pry.

A screwdriver shall not be used as a chisel.
Wheeibarrows shall not be pushed with hancles.in an upright position.

Portable elegtric 1ools shall not be fifted or lowered by means of the power
cord. Ropes shall be used.

Electric cords shall not be expesed to damage from vzhicles.

In locations where the use of a poriable powser taol is cifficult, the tool shall
be supported by means of a rope or similar suppon of adeguate strength.

"-ﬂ

MACHINERY AND VEHICLES:
Only authorized persons shall operate macghinery sr eguipment.

Locse or frayed clothing, or long hair, dangling ties, fingar rings, ete., shall
nct be worn around meving machinery or other scurces of entanglement.

Machinery shall not be serviced, repaired or adjusted whiie in operation, nor
shall ciling of moving parts be attempted, except on equipment that is
designed or fittad with safeguards to protect the person performing the work.

Where appropriate, lock-out procedures shall be used.

Employees shall not work under vehicles supported by jacks or chain hoists,
without protactive blocking that will prevent injury if jacks or hoists should

fail. :

Air hoses shall not be disconnected at compressors until hose line has been
bled.

All excavations shall be visually inspected before backfilling, t0 ensure that it
is safe to backfil



é1.

42.

Exavaﬁ'ng equipment shall not be operated near tops of cuts, banks, and
cliffs if employees are working beiow.

Tractors, bulldozers, scrapers and carryalls shall not operate where there is
possibility of overturning in dangerous areas like edges of deep fills, cut

banics, and steep slopes.

When loading where there is a probability of dangerous slides or movement
of material, the wheels or traads of ivading squipment, other than that riding
on rails, should be tumed in the direction which will facilitate escape in case
of dznger, except in a situation where this pesition of the wheels or treads

. would cause a greater operational hazard.
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11.

12.

CRANES

Cranes should be visually inspected for defective components prier to the
beginning of any work shift.

Electrically operated cranes should be effectively grounded.
A pre\}entative maintenance program should be estabiished for all cranes.
The load chart for the crane should be clearly visible.

Crane operating controls should be clearly identified.

_A fire extinguisher must be provided at the operator’s station.

The rated capacity must be visibly marked on each crane.
An audible warning device must be mounted on each crane.

Sufficient illumination must be provided for the operator to perform the work
safely. .

Cranes of such design, that the boom could fall over backwarc must be
equipped with beomstops.

Each crane must have a certificate indicating that regquired testing and
examinations have been perfcrmed.

Crane inspection and maintenance recerds should be maintained and
available for inspection.

L]
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CODE OF SAFE PRACTICES

General Industry

it is our policy that everything possible will be done to protect employees, customers”
and visitors from accidents. Safety is a cooperative undertaking reguiring participation
by every employee. Failure by any employee to compiy with safety rules will be -
grounds for comrective discipline. Supervisors shall insist that observe safety rules and
practices and take action as is necessary tc obtain cbservance.

To carry out this policy employses shall:

1.

2

10.

11.

12.-

13.

Report all unsafe conditions and equipment to your supsrvisor or safety
coordinator,

Report all aczidents, injuries and ilinesses to your supervisor or safety :
coerdinator immediately.

Anyone known t¢ be under the influence of intexicating liquor or drugs, shall not
be allowed on the job while in that condition.

Horsepiay, scuffling, and other asts which tend to have an adverse influence on
the safety or well-being of the employees are prohibitad.

Maans of egrass shall be kept unbl*cked well lightes anc vnlocked dunng
wark hours,

In the event of fire, scu 'nd alarm and evacuate

Upon hearing fire alarm, stop werk and proceed te the nearast claar exil.
Gather at the designated location.

Only trained workers may attempt to respond to a fire or other emergency.
Exit doors must comply with fire safety regulations dt.iring business hours.

Stairways should be kept clear of items that can be tripped over and all areas
under stairways that are egress routes should not be used to store combustibles.

Materials and equipment will not be stored against doors or exits, fire
ladders or fire extinguisher stations.

Aisles must be kept clear at all time.

Work areas should be maintained in 2 nezt, orderly manner; trash and refuse
are to be thrown in proper waste containers. :



14.

15.

186.
17.

18.
18.

20.

21.

23.

24,
25.

28.
27.
28;

28.

All spills shzll wiped up promptly.

Always use he proper lifting technicue. Never atiempt to lift or push an cdject
which is tco heavy; you must conias: supervisor when help is needed to move 2

heavy object.

Never stack material precariously on top of lockers, file cabinets or other
relatively high pizces.

When carrying material, caution should be exercised in watching for and
avoiding obstructions, locse matenial, ete..

Do not stack material in an unsiable manner.

Report expesed wiring and cords that.are frayed or have deteriorated insulation
$0 that they can be repaired promptly.

Never use 2 metal |adder where it could come in contact with energized parts of
equipment, fixtures cr circuit conguctors.

Maintain sufficient access and working space about all electrice! equipment to
permit reagly anc sate cperations and maintanance.

Do nct use any -orizole slestrical tools and ecuipment that are nct grounded or
doubie insulztzc. :

All electrical ecuipment should be plugged into appropriate wall receptacles or
inte an extension ¢f erly ane cord of similar size and cagacity. Tnree-pronged

plugs sheuld be usec 5 ensure continuity of ground.

All corgs running inte walk arezs must be taped cown or inserted through
rubber proteciors to preciude them from becoming tnppmg hazards.

Inspect moterizec vehicles and cther mechanized equipment daily or prior 10
use.

Shut off engine, set brakes and block wheels prior to icading or unisading
vehicies.

Inspect paliets and their loads for integrity and stability before loading and
moving.

Do.not store compressed gas cylfinders in areas which are exposed to heat
sources, eleciric arcs or high temperature lines.

Do not use compressed air for cleaning off clothing unless the pressure is less
than 10 psi.

/€.



30.

31.
32.
33.

34,

38.

36.
37.
38.

38.
40.

41.

42.

- 43

485.

48. .

47.

identify contents of pipelines prior 12 initiating any work that affects the integrity
of the pipe.

Wear hearing protection in all areas identified as having high noise expesure.
Goggies or face shields must be worn when grinding.
Do not use any faulty or wom hand tools.

Guard floor openings by a cover, guardrail, or equivalent.

Do not enter into a confined space uniess tests for toxic substances, explosive
concentrations, and oxygen deficiency have been taken,

Always keep flammabile or toxic chemicals in closed containers when not in use.

Do net eat.in areas where hazardous chemicals are present.

Be aware of the potential hazards involving various chemicals stored or used in
the workplace.

Cleaning supplies should be stored away from ecible items on Kitehan shelves.

Cleaning soivents and flammabie liquids shouid be sr:: 2d in appregrigte
gontainers.

Solutions that may be poisoncus or not intended for consumption should e kept
in well labeled containers.

When werking with VDT, ¢o all piecss of furniture acdjustsc, pasiticned anc
arranged to minimize strain on all pants of the dody.

Never leave lower gesk ¢r cabinet drawers open that presen: a tripping hazard.
Use care when opening and clesing grawers 10 avoid pinching fingers. -

Do not open more than one Lipper drawer at a time; particylarly the top-two
drawers on tall file cabinets.

individual heaters at work areas should be kept clear of combustible matzriails
such as drapes or waste from waste baskets. Newer heaters which are
eguipped wiﬁ tip-over switches shoutd be used.

Appliances such 2s cotiee pots and m:crowaves shouid be kept in working order
and inspected for signs of wear, heat or fraying of corcs.

Fans used in work areas should be guarded. Guards must not allow fingers
to be insened threugh the mesh. Newer fans are equipped with proper guarcs.

/1.
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CODE OF SAFE PRACTICES

Ganeral Office

It is our policy that everything possible will be done to protect empioyees, custemers
and visitors from acsidents. Safety is a cooperative undenaking requiring participation
by every employee. Failure by any employee to comply with safety rules will be
grounds for corrective discipline. Supervisors shall insist that observe safety rules and

practices and take action as is necessary to ‘obtain observance.

To carry out this policy employees shall:

1. Report all unsafe conditions and equipment to your supervisor or salety
coordinator.

2. Report all acsidents, injuries and illnessas to your supervisor or séfety
coordinater immediately.

3. Means of egrass shall be kept unblecked, well lighted and uniccked during
work hours.

4. In the event of fire, sound alarm and evacuate. ~

5.  Upon hearing fire aiam, stop work and proceed 1o the nearest clear exit.
Gather at the designated location.

B. Only trained workers may attempt to respond to 2 fire or cther emergency.

7. Exit doors mus: comply with fire safety regulzations during business hours.
8. tairways should be kept clear of items that can be tripped over anc all areas

under stzirways that are egress routes should not be used to store combustidles.

8. Matarials and equipment will not be stored against doors or exits, fire
ladders or fire extinguisher stations. :

. 10.  Alsles must be kept clear at all time. i

11. Work araas should be maintained in a neat, orderly manner; trash and refuse
are 10°'be thrown in proper waste containers.
12.  All spills shalt wiped up promptly.

13. Storage of files and supplies should be in such 2 manner as to preclude
camage to the suppiies or injury to personnel when moving from storage.
Heaviest items should be stored closeast to the fioor and lightweight items stored

cverhead.
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14.

18.

16.

17.

18.

18.

20.

21.

25.

28.

27.

All cords running inte walk areas must be tanec cown or insenec through
rubber pretesiors i¢ preciuce them from becoming tipping hzsards.

Never stack materizl precariously on top of lockers, file cabinets or other
relatively high places.

Never leave lower cesk or cabinet drawers ¢pen that present a tripping hazard.
Use care when opening and closing drawers 1o avoid pinching fingers.

" Do not open more taan one uzper drawer at a time; particularly the top two

drawers on tall file cabinets.

Always use the preper lifting ta«:hhique. Never attempt 12 lift or push an cbject
which is too heavy; you must contact supervisor when help is needed to move a

heavy object.

When carrying material, caution should be exercised in.watching for and
avoiding costructions, iocse material, etc..

All electrical equizment should be plugged inte appropriate wall receptacles or
into an extension ¢f oniy one cord of similar size and cagacity. Tnree-pronged
plugs shouid de uzad ic ensure continuity ¢f groeund.

Individual hezaters 2t wark arezs should be kept-clear of combustible materials
such as drapes or wasis from was:e baskets. Newer heatars which are :
eguipped wizh tip-zver switches_should be used.

soliances such 2o cofize pots and microwaves shou's be Kept in working order
anc inspecied 1gr signs of wear, heat or fraying of coras.

Fans used in work areas sheul be guardec. Guards must not allow fingers
1o be insened through the mesh. Nawer {ans are equipped with proper guards.

Equipment such as scissors, staples, ete., should be used for their intended
purposes only and should not be misused as hammers, pry bars, screwdrivers
etc.. Misuse can cause camage to the equipment and even injury to the user.

Cieaning supplias should be stored away from edible itams on kitchen shelves.

Cieaning solvents and flammable liquids should be stored in appropriate
containers.

Solutions that may be poiscnous or not intended for consumption should be kept
in well Jabeled contziners.
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