Safety Policy

The safety policy of Company Name is to comply with the Standards of the Occupational Safety and Health Act and to endeavor to have a safe and injury/illness free job.   A copy of the OSHA Safety and Health Standards 1926/1910 are available for your use and reference.  This Standard shall be available in the Home Office at all times and will be sent to the jobsite on request.

Compliance with the following Safety Policy and all items contained therein is mandatory for all employees of the company.  The authorization and responsibility for enforcement has been given primarily to Job Title/Specific Name. The Job Title/Specific Name shares in this responsibility, as well.  Management, as deemed necessary to comply with the requirements of the applicable OSHA standards shall designate competent persons. 

Policy

It is Company Name Policy that accident prevention be a prime concern to all of us.  It includes not only prevention of wasteful and inefficient operations, damage to property and equipment, but foremost the safety and well being of our Employees, Subcontractors and Customers.

Applicability 

This policy applies to all employees of Company Name regardless of position with the Company.  The Safety Rules apply to all Subcontractors and anyone who is on a company project site.

Implementation

Our Company's Safety Program has been designed for maximum employee involvement in four fundamental ways:

1. Management's commitment to safety.

2. Weekly Tool Box Safety Meetings at all jobsites.

3.
Effective Job Safety Training for all categories of employees.

4.
Job Hazard Analysis & Safety Training given with every task, every day.

Job Title/Specific Name will meet not less than once a month to evaluate all areas of Safety and make recommendations to the Company President.

Administration

The Safety Program will be carried out according to guidelines established and published in this and other related procedures.  Specific instructions and assistance will be provided, as requested, by Job Title/Specific Name.  Supervisors will be responsible for meeting all the requirements of the Safety Program and for maintaining an effective accident prevention effort within their area(s) of responsibility to see that all accidents are thoroughly investigated and reported to Job Title/Specific Name on the same day of the occurrence.

Assignment of Responsibilities

A. Executive Management


· Maintain an active safety plan whereby all members of management promote awareness and safe work practices on and off the job.

· Provide a work environment in which identified occupational hazards are controlled.

· Require all employees to follow established safety rules and safe work practices.  Safety performance will be measured and included in Job Performance Evaluations.

· Provide adequate resources for achievement of approved safety objectives.

· Actively support the safety program as an example to employees.

· Delegate authority to others to expedite and facilitate the application of the Safety Program.

· Evaluate the program on a regular basis and make adjustments as necessary.

B.  Superintendents

· Maintain responsibility and accountability for safety performance under their direction.

· Educate and train employees concerning potential job hazards and the associated safeguards.

· Utilize engineering methods and safe work practices where feasible to control workplace hazards.

· Institute and enforce work practices where feasible to control workplace hazards.

· Review and follow-up on accident/injury investigations to ensure that root cause(s) of all accidents and near misses has been identified and appropriate corrective action has been taken.

· Ensure all employees and subcontractors under their direction are informed of the Safety Program and receive a copy of the safety rules.

C.  Foreman / Lead People

· Support the Safety Program and the safety performance of personnel under their direction.

· Understand the Safety Program and any changes.

· Ensure all employees under their direction are informed of the Safety Program and receive a copy of the safety rules.

· Instruct each employee regarding appropriate actions when there are violations of established safety rules.

· Ensure that each employee is trained regarding the hazards associated with each job and how to avoid and/or control them.

· Instill a positive safety awareness in each employee through personal example.

· Take prompt corrective action whenever unsafe acts or unsafe conditions are observed or reported by employees.

· Report and investigate all accidents/injuries and near misses under their direction.  Determine the cause(s) of the incident and implement corrective actions to prevent recurrence.

· Enforce good housekeeping practices.

· Supply and enforce proper use of required personal protective equipment.

· Obtain prompt first-aid for injured employees.  Provide transportation on request for injured employees to the nearest medical facility if the injury cannot be handled by first-aid.  Provide a method of emergency communication on each job site.

· Provide applicable suggestions and/or information for Safety Program revisions.  

· Attend all safety meetings.

· Conduct area safety inspections of the workplace on a weekly basis, and informal walk through inspections on a daily basis, checking for unsafe conditions or practices.

D.  Safety Coordinator (if applicable)

· Analyze and maintain accident investigation reports and trends.

· Serve on the safety committees.

· Evaluate all injuries and near misses.

· Assist applicable supervisor(s) if necessary in safety orientations for new employees.

· Conduct quarterly audits in order to determine compliance of all required safety rules, policies and procedures.  Submit findings to upper management.

· Assist in establishing procedures and guidelines for the Safety Program(s).

· Investigate accidents/injuries as considered necessary by management.

· Ensure that all applicable Local, State and Federal Requirements are met.

E.  Safety Committee (if applicable)

· Coordinate safety activities.

· Schedule monthly meetings.

· Conduct safety/educational programs for on and off the job.

· Coordinate department safety interest and motivational programs.

F.  Employees / Subcontractors

· Read, follow and support the Safety Program

· Perform their job(s) in the safest manner prescribed.

· Inspect work area(s) regularly, report workplace hazards, unsafe acts and make suggestions to correct/control hazards.

· Conduct themselves in a way that enhances their personal safety and that of their fellow workers.

· Report all injuries, accidents, and near misses to their immediate supervisor on the day of occurrence, even if you deem them to be minor.

· Keep the work area and/or job site clean and organized.

· Attend all safety meetings.

· When in doubt of a job procedure or a safety issue, ask your supervisor.

Reporting Of Injuries

All employees will be held accountable for failing to fill out a Notice of Injury Form immediately, even if medical treatment is not required.  (Notice must be made at or near the time of the injury and on the same day of the injury.)  Employees must report the injury to their Supervisor, i.e., Leadman, Foreman, Superintendent, Project Manager, etc.  A casual mentioning of the injury will not be sufficient.  Employees must let their supervisor know:

1.
How they think they hurt themselves.

2.
What they were doing at the time.

3.
Who they were working with at the time.

4.
When and where it happened.

5.
Other pertinent information that will aid in the investigation of the accident.

Failure to report an injury immediately (meaning at or near the time of the injury and on the same day of the injury) is a violation of Safety Policy and the employee may be subject to immediate termination.

Every employee is expected to comply with Company Policy, as well as OSHA Standards.

Accident Investigation

Foreman/lead person will conduct accident investigations of any job-related injury or near misses that could have resulted in an injury to personnel or property damage or any job-related injury that requires a visit to a clinic, physician or hospital.

· An Employee’s Report of Injury form or the North Carolina Industrial Commission Form 19 must be completed for all reportable injuries. (NCIC Form 19:  http://www.ic.nc.gov/forms/form19.pdf)
· An Accident Investigation Report must accompany the Employee’s Report of Injury.  The following information must be included on the injured person:


a.
His/her job title.


b.
Task being performed at the time of the accident.


c.
Cause of accident if known.

d. Corrective actions required, time frame to make corrections and person responsible for corrective actions.

Employees must report incidents that did or could have resulted in injuries to personnel, and/or property damage.

Notifications
· In the event of serious injury or death:

After the injured has been taken to the hospital, the leadman/foreman/supervisor notifies the Main Office Job Title/Specific Name as soon as possible.  Statements from witnesses are taken.  Be sure that statements are signed by witnesses, with the date and time noted.  Photographs of the area and anything relevant are to be taken.  Job Title/Specific Name will assist in investigation.  The accident report form is completed and sent to the Main Office.

· In the event of inspection by a federal inspector:

The Leadman/Foreman/Supervisor notifies Job Title/Specific Name that an OSHA Inspector is on the jobsite.  It is your responsibility to make his visit on the jobsite as pleasant and timely as possible.

Inspections

Each superintendent will schedule a job site inspection before each new project begins.  A written report is to be completed for each inspection.  This report is to be retained for a period on one year.  The report will cover the identification of recognized unsafe conditions and any other items inherent to a particular job.  The report will include a space to indicate corrective measures taken.  The responsibility for the correction of defects is to be designated by management.

Each Forman/lead person will conduct a weekly inspection of their work area.  A written report is to be completed for each inspection and forwarded to upper management.

Safety Meeting

· Safety Meetings will be held monthly.

· Subjects for safety meetings will be chosen by management or the Safety Committee (if applicable).

· Speakers will be employees of Company Name and/or guest speakers.

· A written record will be kept indicating the subject(s) discussed, date, attendees and conducting speaker.

· Safety Meeting records will be retained for one year.

Safety Rules

The purpose of safety rules is to thoroughly acquaint each of you with a set of safe working rules and procedures that will help you to preserve your health and welfare.  It is well understood that you and your family are the beneficiaries of a good Safety Program.

No safety manual, however complete, can cover all conditions that might arise; therefore, it is necessary for you to use your best judgment along with the observance of established job safe practices.  It is the desire of Company Name to establish the safest working conditions by using the safest protective devices and equipment available, and to promote a good housekeeping program.

It is necessary to have your cooperation in order to promote a good safety program.  If you do not completely understand all of your job procedures and safety rules, ask your supervisor for an explanation prior to starting work.  It is Management’s responsibility to provide the equipment and methods for your safe work performance.  However, it is your responsibility to work according to established procedures. Accidents are caused; they don’t happen.  You can prevent accidents by putting forth your best daily efforts and give your complete cooperation in accomplishing your assigned tasks.  Let’s remember, your job is only as safe as you make it.

General Safety Rules

Personal Conduct

 The following will not be tolerated:

· Deliberate failure to follow established safe work practices, rules or regulations provided by Management.

· Disregard of any supervisor’s instructions.

· Attitudes of indifference, recklessness, hostility and inattention to the work are performed.

· Horseplay of any kind.

· Drinking of alcoholic beverages or taking controlled drugs.

· Sleeping on the job.

· Disabling or bypassing any safety devices

Physical Condition

The following physical conditions must be reported to your supervisor immediately upon receiving either a verbal or written report from a medical doctor who has attended you:

· Defective eyesight.

· Defective hearing.

· Muscular weakness.

· Either high or low blood pressure.

· Heart disease and/or problems.

· Any other physical defect that might affect your safe work performance.

· All accidents, whether resulting in injuries or not, all sickness or other ailments no matter how slight they may seem, which are in any way, attributable to or connected with your employment, must be reported to your supervisor immediately.

· In any case requiring the services of a medical doctor, supervision must be notified immediately.  Authorization for any visit to a physician connected with your employment must be obtained from supervision prior to you leaving the work site.

Clothing and Safety Equipment

· Required personal protective clothing and/or equipment shall be worn at all times as deemed necessary by your immediate supervisor.

· Existing written safety procedures pertaining to your job assignments will prevail in each department, section office or unit.  Additional safety procedures may be required by your immediate supervisor, as deemed necessary.

Electrical Equipment

· Only GFCI circuits shall be used on all construction sites.
· Only employees who are qualified by prior approved training will work on or make repairs to electrical equipment.

· All electrical circuits shall be tagged and locked out at the main disconnect for work before repairs to equipment are started.  Our objective is a “ZERO” energy state prior to engaging repairs.

· All electrical powered equipment, including electrical hand tools shall be inspected by the approved user and must be either properly grounded or double insulated before using.

· Safety guards on all powered equipment must be in place and properly functioning before equipment is used.

· Always disconnect the power supply line of tools and/or equipment before changing accessories.

· Do not use the power cord of tools in order to lift or lower them.

· Inspect the insulation on power lines and/or cables for frayed and/or broken connections each time tools are used.

· Follow additional job safe practices provided by supervision.

· Only approved and properly maintained extension cords are to be used on all jobsites.

Ladders, Scaffolds and Guards

· Ladders must be inspected for cracked or broken rungs prior to use by the user, and if found unsafe, they must be reported to supervision.

· Ladders must be used for access to scaffolds when ladders are not integrated into scaffold.

· All ladders must be tied off at the top or stabilized in some other efficient manner in order to keep them from slipping, shifting or falling.

· Scaffolding material must be inspected by the user and supervision or “competent person” prior to use.

· Barricades must be used for all wall and floor openings where a 6-foot or more of vertical drop exists.  They must not be removed until the job is completed.

· Follow all other ladder, scaffold and guarding safety rules provided by supervision.

Housekeeping and Personal Welfare

· Clean bodies and clothes are essential to good health and such should be maintained.

· All trash and/or waste containers, packing and paper boxes, etc. must be put in the proper place.

· Nails protruding from boards, boxes or shipping containers, etc. must be removed or bent down immediately.

· Containers are provided for all used paper towels, cigarette packages and butts paper, candy wrappers, etc., and must be used.  Deliberate and willful scattering of trash will not be tolerated.

· Any and all work areas must be cleaned before the job can be accepted as being complete.

· Aisles, ramps, steps, platforms and other passageways must be kept clean and free of obstruction.

· Toilets and break areas are provided for personal needs and must be used for these purposes.  They are to be kept clean and orderly at all times.

· All employees are requested to park their vehicles in designated areas.  Do not park in such a manner that you take up more space than required or block access to the job site.

· Do not run up and down stairwells.  Use provided handrails.  Never carry loads up and/or downstairs that block your vision while walking.  Never leave obstructions in stairwells.

· Additional safety rules may be added by supervision in each individual work unit.  These rules will also be followed by all employees.

· Do not allow electrical cords or pneumatic hoses to be run up stairwells. Additionally, do not allow cords or hoses to be left at the top (landing) of stairwells.

Safety is everyone’s responsibility; lets prevent accidents rather than treat the results that unsafe practices and unsafe conditions can produce.
Compliance With Rules

All personnel are expected to comply fully with these Safety Rules.  Any failure to do so will result in appropriate disciplinary action.  All disciplinary action will be consistent with fair and just treatment of each individual employee.  Any disciplined employee who feels he or she has not been fairly treated should follow the established procedures in resolving this problem.

The listed Safety Rules are illustrative and should not be viewed as an exclusive listing to encompass situations specifically mentioned.  Management reserves the right at all times, when circumstances warrant it, to promulgate new rules or modify existing ones in order to insure a safe, healthy and productive work environment for all our employees, contractors or guests.

Training

Safety training will be provided for new employees, and/or existing employees as required under federal, state and local regulation.

1. Know associated job hazards and safeguards.

2. Potential job hazards and safeguards.

3. Required personal protective equipment.

4. Know where to get assistance when needed.

5. Fall protection and scaffold training.

Annual training will be provided for all persons in supervisory positions in the following:

1. How to conduct safety orientations.

2. How to conduct facility and/or area inspections.

3. How to conduct accident investigations.

4. How to perform Job Safety Analysis.

5. How to use safety in job plans.

The training should be accomplished by the job supervisor, but may be done by a training specialist or any outside consultant such as a vendor or safety consultant and/or the safety coordinator.

Record Keeping

1. Each supervisor and/or Director/Manager shall maintain written copies for a period of five years from the end of the year for which the records are maintained.

These include:

a. Accident and near-miss investigation.

b. Safety Meeting minutes.

c. Employee Training records.

d. Area and/or facility inspection reports

e. Employer’s Report of Occupational injury and illness Quarterly Summary.


2.
The types of work-related injuries that must be recorded and investigated are:

a. All fatalities (must be reported to OSHA within 8 hours).

b. All lost-work day cases.

c. All restricted and/or light duty cases.

d. All cases that require job transfers, termination or resulted in loss of 



      consciousness and/or rehabilitation.

3.
The annual summary (OSHA Form #300) shall be posted no later than February, and not removed until after April 30.

First Aid

Each department, office section or unit manager and/or supervisor shall adopt and implement a first aid program that will provide for a trained first aid person at each job site on each shift.  A first aid kit with proper supplies for job hazard exposures will be maintained and restocked as needed.

First aid is the emergency one time treatment of the ill and/or injured before professional medical or surgical attention can be obtained.  Effective first aid facilities should be maintained; and it is suggested that supervisory personnel be encouraged to enroll in the approved American Red Cross multimedia or first response course.  This will ensure that there is personnel available at all times trained to assist injured employees.  

Emergency Preparedness Program

· Be in compliance with Federal, State and Local Regulations.

· Post emergency telephone numbers and provide emergency communications at each job site.

· Have a contingency plan for natural disasters, fire, explosions, bomb threats and medical emergencies.

· Post evacuation plans that will include evacuation routes and predetermined safe assembly areas.

· Train employees and contractors in emergency procedures, evacuation and assembly areas.

· Conduct training drills at least annually.

· Emergency plans will be updated at least annually, and will include training of the employees and contractors in the revised plan.

· Conduct monthly inspections on all access passageways and doors to ensure they are clear, unobstructed and operable.

Enforcement of Safety Policy
Safety violation notice(s) shall be issued to any employee, subcontractor or anyone on the jobsite violating the safety rules or regulations.  Issuance of safety violation notice shall be given by Job Title/Specific Name. 

· Any violation of safety rules can result in suspension or immediate termination.

· Any employee receiving three (3) written general violations within a six (6) month period shall be terminated.

· Issuance of a safety violation notice for failure to use Fall Protection or for failure to report a Job Injury (at the time of the injury) will result in immediate termination.

It is understood that Company Name is not restricting itself to the above Rules and Regulations.  Additional rules and regulations as dictated by the job will be issued and posted as needed.

Employee Acknowledgement
I state that I have attended the safety orientation, have read and received a copy of the safety rules and regulations.

I further state that I understand these rules and acknowledge the compliance with the safety rules and regulations is a condition of employment.  If I violate the safety rules or fail to report an injury to my supervisor immediately, I understand that I am subject to termination.

Employee Signature:
_____________________________________________ Date:
____________

Superintendent Signature:
_______________________________________ Date:
____________
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