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List of Important Telephones Numbers 

 
Neo Electrical Solutions, LLC 

Office: 715.808.0463 

 

 

Emergency 

911 
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1. Safety and Health Policy Statement 
 Neo Electrical Solutions, LLC is committed to providing our employees a safe and healthful working 
environment and to the elimination of loss leading to the conservation of human and corporate resources. This 
policy mandates a corporate wide Safety, Health and Loss Prevention Program with the goal of providing a work 
environment free from recognized hazards. 

OBJECTIVES: 

1. To preserve Neo Electrical Solutions most important asset, its employees, by reducing the risk of injury 
and illness. 

2. To minimize property, equipment and product damage. 
3. To comply with the federal, state and local safety and health regulations. 

DIRECTIVES: 

1. All levels of management will work to provide an environment free from recognized hazards in joint 
effort with employees. 
 

2. Neo Electrical Solutions will properly maintain equipment used in the production of its products. 
 

3. All levels of management will follow all policies and procedures when training employees to perform 
their job tasks. All employees are expected to perform job tasks as trained, and to bring to the attention of 
the Foreman when not job task trained. 
 

4. All employees will abide by federal, state and local safety and health regulations governing our industry 
and those standards established by the Company. 
 

5. All employees will respect the persons and property of the general public in the conduct of Neo 
Electrical Solutions business. 
 

6. All employees will follow all work policies, procedures and regulations. 
 

7. All employees will communicate to their Foreman any conditions that are inconsistent with Neo 
Electrical Solutions Safety, Health and Loss Prevention Program. 
 

8. All Employees are accountable for the implementation of the Program within their department. All 
employees are expected to notify management according to standard procedures on any conditions or 
procedures that may result in personal injury to themselves, their fellow employees, the general public or 
damage to property. 
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2. Safety, Health and Loss Prevention Program 
 

Introduction 

 State and federal law, as well as company policy, makes the safety and health of our employees the first 
consideration in operating our business. At Neo Electrical Solutions safety and health is part of every operation, 
and is part of every employee’s responsibility at all levels. It is the intent of Neo Electrical Solutions to comply 
with all laws concerning the operation of the business and the health and safety of our employees and the public. 
To do this, we must constantly be aware of conditions in all work areas that can produce or lead to injuries. No 
employee is required to work at a job known to be unsafe or dangerous to his or her health. Employees’ 
cooperation in detecting hazards, reporting dangerous conditions and controlling workplace hazards is a 
condition of employment. Inform the Foreman immediately of any situation beyond your ability or authority to 
correct. Employees will not be disciplined or suffer any retaliation for reporting a safety violation in good faith. 

Safety First Priority 

 The personal safety and health of each employee of Neo Electrical Solutions are of primary importance. 
Prevention of occupational-induced injuries and illnesses is of such consequence that employees are to notify the 
Foreman before performing the work task that is considered dangerous, a violation of a regulatory standard, or 
may likely result in an injury. Neo Electrical Solutions will make every effort to provide mechanical and 
physical protection required for personal safety and health. Employees must bear primary responsibility for 
working safely performing their work as trained and informing the Foreman of defective mechanical equipment 
and lack of physical protection. A little common sense and caution can prevent most accidents from occurring. 

Individual Cooperation Necessary 

 Neo Electrical Solutions maintains a safety and health program conforming to the industry practices of 
our field. To be successful, such a program must embody proper attitudes towards injury and illness prevention 
on the part of the Foreman and employees. It requires the cooperation in all safety, health and production 
matters, not only of the employer and employee, but between the employee and all co-workers. The employee 
work practices may very well impact the general public doing business with the company. 

 Therefore it is policy of Neo Electrical Solutions that all employees protect the general public from 
hazards on our property or services rendered on the customers premise. This is effectively done by following the 
procedures, work practices and hazard recognition identified in the company’s Safety, Health and Loss 
Prevention program. 

 Only through such a cooperative effort can a safety, health and loss prevention program be established 
and preserved: it is in the best interest of all. Safety is no accident; think safety, report hazard conditions, 
perform the job as trained, and the job will be safer. 

Responsible Safety Coordinator/Representative 

 The corporate management person who is responsible for Neo Electrical Solutions safety program is the 
Safety Director. This person has sufficient authority to implement the program. In addition to other titles, this 
person is called the Responsible Safety Coordinator/Representative. At Neo Electrical Solutions the Foreman is 
the company’s location Coordinator/Representative of the program. 
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Safety Communication 

 Neo Electrical Solutions will communicate to employees our commitment to safety and to make sure that 
employees are familiar with the elements of the safety program. Neo Electrical Solutions communicates with its 
employees verbally through the Foreman by directions and statements, written directives, this manual and by 
example. If you see a Foreman or a fellow employee perform something unsafe, please, constructively tell that 
person. We sometimes forget actions speak louder than words. 

 Each new employee will be given a copy of the Company’s Workplace Injury Prevention Plan as part of 
the employee handbook. Employees will receive a spring and fall training session and wherever possible, make 
available self-study training videos and other aids for use. 

Foreman will outline conditions pertaining to each task: 

1. Work and safety rules 
2. Specific hazard inherent to the position 
3. Job skills necessary to perform the task 
4. How to respond in case of an emergency 
5. Establish an acceptable level of effort or output for the position 
6. Define in the clearest possible terms what is considered to be a proper job performance incorporating the 

company’s safety, health and loss prevention policies. 

 

Annual Review 

 Neo Electrical Solutions has developed and will maintain a formal written safety program with respect to 
work and / or services being performed that includes: safety, industrial hygiene, emergency situations, and 
environmental protection. An annual review of the safety program will be completed and we will strive to 
maintain the compliance that is equal to or exceeds our customer and OSHA safety standards. 

 

Changes to the Plan 

Any changes to the plan will be approved by the Safety Director 

 This plan will be reviewed by a qualified person as the job progresses to determine if additional practices, 
procedures or training needs to be implemented by the competent person to improve or provide additional fall 
protection. Workers will be notified and trained, if necessary, in the new procedures. A copy of this plan and all 
approved changes will be maintained at the job site, either in the project tool box, with the Field Superintendent, 
or with the Foreman. 
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3. General Safety Rules 
 
Work Safety 

1. Work safely. If you don’t know the proper way, stop and find out by asking your Foreman. 
2. If you see an employee working in a careless manner, which is likely to cause injury to him/herself or 

someone else, please warn this person about the dangerous situation. If it continues, inform the Foreman. 
3. If you see an employee using equipment improperly that would cause equipment failure, product damage 

or whose actions constitutes equipment abuse, remind the individual about the proper method of 
operation. If it continues, inform the Foreman. 

4. When objects are too heavy, ask for help to lift or to push the objects. 
5. Use only maintained tools or equipment while performing the job. 
6. Learn the location of all emergency exits and fire extinguishers. 

Machine Safety 

1. Guards and safety devices are for everyone’s protection. Only operate the machine when all the guards 
are in place and operating properly. 

2. Report defective safety devices for the Foreman. 
3. Shut down your machine before leaving it unless it is equipped with an automatic shutdown device or 

run on a continuous basis. 
4. Shut down your machine before cleaning, adjusting or repairing it. 
5. All machines that are under any kind of repair must be locked or tagged out during the repair; only an 

“authorized employee” of the Company can perform this function. Also, if appropriate, blocking must be 
used to prevent parts of the machine from falling and causing injury during repair. 

Forklift Safety 

1. Only trained and authorized employees may operate forklifts. 
2. Always stay clear of forklifts in operation. 
3. Do not ride on the forks or anywhere else on the forklift except as a driver. 

Conduct 

1. Never distract the attention of another employee; you may cause an injury. 
2. Horseplay, throwing objects, scuffling and fooling around are very dangerous and will not be tolerated. 
3. Do not remove any item, regardless of value, from the Company premise without the approval of your 

Foreman. 

Injuries 

Report all injuries or accidents to your Foreman immediately. Do Not Leave the Jobsite. Fill out the “1st Report 
of Injury” form as soon as possible following the injury or accident. Document the injury on the “Daily Plan 
Form”. (See appendix) 
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Clothing 

1. Do not wear jewelry, loose or torn clothing which can be caught in equipment/machinery. Recommended 
clothes must consist of a shirt that covers shoulders with sleeves at least 4” long and long pants. Steel 
toed boots in good condition are recommended on the job. 
 

2. Loose clothing will not be permitted around equipment where the hazard exists of hair or clothing being 
caught in the equipment. Long hair must be tied back or otherwise contained as suggested by the 
Foreman. 

Personal Protective Equipment 

To do a job properly and safely, you must be in good physical condition. Proper rest and diet is important. 

1. Hard hats are required at all times on the job-site except when in a job-site trailer or container. 
2. Safety glasses are required at all times on the job-site. 
3. Cutting goggles only when using cutting torch. 
4. Class 2 High Visibility Garments MUST be worn 100% of the time. 
5. Steel toed boots are highly recommended.  
6. All welders and riggers should wear the high cuffed work gloves and have hoods with proper shaded 

lenses for welding. Check hood for leaks (including a bad gasket). 
7. Reaming operations in the structures where drafts exist - use goggles. 
8. Respirators must be worn by all persons working in conditions that warrant respirators. These include 

painting, sand blasting, concrete, cement dust, etc. 
9. Working without a shirt is harmful and is prohibited. 
10. Hand Protection MUST be worn when handling post tension strand. 

 

Work Habits 

1. All employees are expected to put forward their best effort to insure that our customers receive the 
highest quality product at the lowest possible cost to our Company. 

2. Each employee is responsible for producing high quality products and customer service relative to the 
job. 

3. Be alert for defects, and take corrective action or seek help as soon as you find a problem. 
4. Lift with your legs and not your back. Get help if the load is too heavy to lift. Do not attempt to lift more 

than can be safely handled. 

 

Vehicle Seat Belts 

 All employees operating a Company vehicle or using their personal vehicle for Company business are 
required to wear a Seat Belt/Shoulder Strap. This includes seat belt usage for forklift operators. 
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Training 

 All employees are required to take part in mandatory training sessions including Hazard Communication 
training, Lockout/Target training, Safety Meetings, etc. 
 

Cell Phone Policy 

 The use of personal cell phones and other transmitting devices are banned from all Neo Electrical 
Solutions project sites during work hours unless a prior agreement has been made between the field 
employee and project manager/field superintendent. 
 

 Neo has a 100% hands-free policy for cell phone use while driving on company business in a personal 
vehicle and 100% of the time in a company vehicle. Calls and text messages should only be received or 
placed where it can be done safely. When possible, the driver should pull off the road and out of traffic, 
preferably in a parking lot or other safe location.  
 

 A hands-free headset will be provided along with any company cell phone provided to an employee. In 
addition, Foremen who are provided a company cell phone and headset are required to wear the hands-
free headset during work hours unless hearing protection must be worn.   

 

Handgun Possession Policy  

 Handguns will be banned from all Neo Electrical Solutions project sites and on all company premises. 

 

Other 

1. When conditions require, special equipment will be provided to protect the eyes, ears, head, hands and 
feet and to control exposure to airborne contaminants. Equipment includes safety glasses, ear plugs, 
gloves, safety shoes, hardhat and respirators. Use this equipment as directed. 

2. Obey all rules and warning signs such as “No Smoking” around flammable material and during any 
fueling process. 

3. Stack and store all materials and equipment in an orderly fashion. Scrap materials and rubbish are 
accident hazards; dispose of them properly. 

4. Maintain all tools and equipment in a hazard-free condition. 
5. Know the current use of and operating procedures for operating equipment. Use the right tool for the job. 

Report defective tools or equipment to your Foreman immediately. 
6. Firearms or weapons are not allowed on Company premises or job sites. 
7. Operate equipment according to standard operating procedures. 

 
Give your whole-hearted support to the Safety & Health and Loss Prevention Program. Identify risk 
factors that can cause loss to fellow employees, equipment, and property and report them to your 
Foreman, Project manager or the Safety Director.  
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4. Job Specific Safety Rules 
 

ELECTRICAL TOOLS AND CORDS 

1. All electrical tools and cords must be checked for damage prior to use. 
2. Any electrical equipment showing wear or damage must not be used and must be taken out of service for 

inspection, repair and retesting. 

 

WORK AROUND CRANES and HEAVY EQUIPMENT 

1. You are to stay completely clear of overhead loads. 
2. Stay clear of swinging counterweights. Barricade counterweight swing radius. 
3. Do not climb on or off moving equipment. 
4. Whenever possible, stay off haul roads, ramps and other areas where heavy equipment is moving. Follow 

the flagman’s directions and keep a sharp look out for moving equipment. 
5. All equipment, cranes, and booms are to be kept at least 10 feet from energized power lines. 
6. Only one qualified flagman in full view of the operator must give or relay signals. 
7. Tag lines are to be used on hoisted loads. 
8. Be sure backup alarms are in working order. 
9. Backing up blind is prohibited. All backing operations require a flagman. THERE IS NO EXCUSE FOR 

A BACKING ACCIDENT. 
10. Class 2 High Visibility Garments must be worn at all times on all job sites. 

 

WELDING AND BURNING 

1. Wear eye and face protection. 
2. Gas bottles (oxygen, acetylene, etc.) must not be moved or stored lying down. 
3. Caps must be kept on all bottles when regulators are not in place. 
4. Regulators are to be kept free of oil and leaks. 
5. Flashback safety valves must be used on all hoses and lines at the gauges or manifolds. 
6. Racks or platforms must be used for storage of acetylene and oxygen. Oxygen and acetylene bottles must 

be separated by a firewall while in storage or separated by a minimum of 20 feet. Bottles are in storage 
when the caps are on and the bottles are not in use. 

7. Acetylene and oxygen bottles must be secured in an upright position while in use. 
8. Employees and all work are to be protected from hot welding materials. 
9. Welders are required to wear hard hats with hood attached while welding. 
10. Welder helpers and all others working around welders are required to wear eye protection. 
11. Respirators are required when you are exposed to toxic fumes. 
12. Be sure you have adequate ventilation when welding in confined areas. 
13. Be sure you have fire protection equipment available in welding and cutting operations. 
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FIRE PREVENTION AND PROTECTION 

1. Before using an open flame such as welding, etc., make certain proper fire extinguishers are in the 
immediate area. 

2. Know the location of the fire extinguishers in your area and how to use them. 
3. Make sure that all matches and smoking materials that you discard are out. 
4. Smoking is forbidden when fueling equipment, in warehouses and in certain designated areas. 
5. All “NO SMOKING” signs and areas are to be obeyed. 
6. Only small quantities of flammables are to be stored and dispensed from approved safety cans. 
7. Follow specific instructions for use and storage on flammable/combustible materials, never leave 

combustible materials near heat or flames. 
8. Smoking is not allowed within 50 feet of fuel storage or fuel dump areas. 
9. Store oily rags in covered metal containers for disposal. 
10. Never us an air hose or pressure to empty gasoline or flammable liquids from drums. 
11. Keep salamanders or other heating equipment away from combustible materials. 
12. Do not refuel a hot engine or an engine that is running. Clean up spills before starting. 
13. Flammable liquid containers should be clearly labeled and stored in a separate isolated area. 
14. Do not wear oily or combustible clothing on the job. 
15. Make sure engines in buildings are away from combustibles and exhaust is properly ventilated. 
16. Gasoline is to be used as a motor fuel only. 

 

EQUIPMENT OPERATION 

1. Only authorized persons are allowed to operate equipment. Unauthorized use of equipment is cause for 
dismissal. 

2. Operators must not allow anyone to ride on equipment unless seats are provided for that purpose. 
3. Operators are required to use seat belts when provided. 
4. Operators must keep oilers or stake runners within sight at all times. 
5. Operators must make certain that the equipment is not adjusted, repaired or greased while in motion. 
6. No one must climb on or about equipment while it is in motion. 
7. All guards on equipment must be kept in place. 
8. Crane operators must not allow persons to ride the hook or suspended load. 
9. Crane or shovel booms must never be brought closer than 10 feet to power lines or telephone lines. 
10. When a truck or pickup is used for transporting personnel, seats must be provided and employees must 

be seated at all times with arms and legs inside the body of the truck. 
11. All hoisting equipment must be operated on a firm level foundation. 
12. Standing or sitting on the running board, fender, hood, headache rack or on a load is prohibited. 
13. Clearing rocks, roots or dirt from ditcher buckets on digging wheel or conveyor must not be done while 

ditcher is in motion. 
14. Keep well away from the cable in towing or winching operations. 
15. Operators and oilers must inspect cables on equipment twice daily in accordance with the manufacturer’s 

recommendations and must perform proper maintenance of cables. 
16. The operator is responsible for keeping equipment in safe operating condition and must report defects or 

malfunctions to his Foreman immediately. 
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17. The operator is responsible for safe operation of his/her equipment at all times. 
18. Windshields are to be clean and free of cracks or obstructions. 
19. Rollover protection is required on equipment which may be exposed to the hazard of roll over. 
20. Knots in wire rope or tail chains are prohibited. 

 

EQUIPMENT REPAIRS 

1. Only approved solvents are to be used in cleaning parts. The use of gasoline for cleaning is prohibited. 
2. When it becomes necessary for you to work beneath a suspended machine or part of suspended machine, 

it must be safely blocked or cribbed. 
3. A safety cage or safety rods must be used when inflating lock-ring tires. 
4. Mechanics must adhere to rules set forth for equipment operations. 
5. Required personal protective equipment is to be worn when using solvents or any other hazardous 

material. 
6. Be sure all equipment and vehicles are locked out, the key out of the ignition and controls tagged 

indicating to others that you are working on the machine. 

 

HOUSEKEEPING 

1. Good housekeeping is essential in accident prevention and should be a part of the daily routine with 
clean up being a continuous procedure. 

2. All protruding nails in lumber must be pulled out or bent over. 
3. The working area and all stairways, ladders and passageways must be kept free from loose materials and 

debris. 
4. All excess materials must be stacked with due regard to safety and allowance made for easy access. 
5. Spills of oil, grease or bulk cement must be removed immediately. 
6. Areas around saws or other wood working equipment must be kept clean and free of excess scrap, chips 

and sawdust.  
7. Paper drinking cups, lunch debris and trash must be placed in trash barrels for removal from the area. 
8. Remember, a clean job is a safer job. 
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5. Training, Responsibility of Employee 
1. Teaching safety is a two way street. Neo Electrical Solutions can preach safety, but only employees can 

practice safety. Safety education requires employee participation. 
2. Training will be provided prior to all work assignments, including training on specific hazards which 

might involve protective equipment. 
3. Throughout the year, employee training will be conducted. The employees will discuss the application of 

the Company’s Safety, Health and Loss Prevention Program to actual job assignments. Remember, the 
following safety general rules apply in all situations: 

4. No employee should undertake a job that appears to be unduly hazardous where personal injury may be 
likely to occur. 

5. No employee is expected to undertake a job until receiving adequate job task instructions, and it 
authorized to perform the task. 

6. No employee should use chemicals without fully understanding their toxic properties and without the 
knowledge required to work with these chemicals safely. 

7. Mechanical safeguards must be kept in place. 
8. Employees must report any unsafe conditions to the Foreman or Field Superintendent.  
9. Any work-related injury or illness must be reported to management at once. 
10. Personal protective equipment must be used when and where required. All such equipment must be 

properly maintained. 
 

Back Injury Prevention Training 

1. Impairment of the back is the most common cause of chronic limitation of activity in people under age 
45 and ranks third after cardiovascular disease and arthritis in those aged 45-64. 

2. Impairment of the back and spine are the major cause of disability in people between 18 and 44 years old 
and the third leading cause of disability in those 45 to 64 years of age. 

3. 500,000 plus back and trunk injuries occur in the workplace annually. 
4. 28% of the U.S. industrial population will experience disabling low back pain at some time during their 

lives, whereas, 80% of the population will experience back pain. 
5. 240 million lost work days per year as a result of back impairment. 
6. 33% of all workers’ compensation cost is due to lower back injuries. 
7. $7 billion dollars are spent annually by industry. 

 

ALL health and safety training must be documented. Documentation includes the participants’ names and 
employee numbers, topics discussed, instructor(s) and date. The Company is responsible for maintaining training 
records. 

 

6. Responsibilities and Lines of Authorities 
 Corporate responsibility resides under the Safety Director at Neo Electrical Solutions.  

 The onsite safety Coordinator/Representative will be the foreman who has had OSHA 10 training. 
He/She will be the onsite lead for safety and will have the authority to police the work force and take any action 
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necessary to maintain a safe work environment. If they have any situation onsite he needs to immediately call the 
Project Manager and the Safety Director. 

 

Safety Director (Division Manager) 

 

Project Manager 

 

Field Superintendent 

 

Foreman 

 

 

7. Safety Policy Enforcement 
 
 A safety compliance system is established to make sure that employees comply with safe work practices 
and Neo policies and procedures. The system`s effectiveness is highly dependent upon the involvement, direct 
supervision, and enforcement of safety requirements by supervisory personnel. In addition to safety inspections, 
this system includes disciplinary actions for unsafe work performance. 

 Neo Electrical Solutions policy requires that employees strictly adhere to established safe work practices 
and procedures. If employees violate safety procedure or rules, they will be disciplined in accordance with the 
severity of the infraction. Employees who exhibit unsafe work performance will receive disciplinary action from 
our company Safety Director, foreman and PM. Disciplinary action can includes the following, depending upon 
the severity of the safety infraction: Verbal warning, written warning notice, termination of employment, and/or 
other disciplinary action. 

 Similar disciplinary action is taken for managers and supervisors who fail to follow safety requirements. 
Additionally, negative ratings for employee performance reviews that affect merit pay increases are also 
implemented for managers and supervisors. 
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8. Weekly Safety Inspection Procedure 
 
A daily safety plan and tool box talk will be conducted by the Field Superintendent or the Foreman. The 
safety sections of the “Neo Daily Plan” (see Appendix, steel form is blue and the electrical form is green) 
must be completed daily and the submitted forms will be included as part of this review. Any noted 
deficiencies will have corrective action initiated by the field superintendent or Foreman. 

The “Weekly Site Inspection Checklist,” (see Appendix) will be completed weekly and turned in with the 
timecards on Friday. This report will be completed by the project Foreman or designated journeyman and 
reviewed by the Field Superintendent or Project Manager who will follow-up on any actionable items. 
 
Periodically safety inspections will be completed by the Field Superintendent and/or Project Manager and/or 
Safety Director with or without a designated third party representative. Any observed safety/health 
deficiency will be noted in writing. Corrective action is to be immediately initiated by the Neo Electrical 
Solutions foreman and the project manager. Notes as to who was contacted to correct the item and the 
approximate time estimated for abatement will be recorded by the project manager. Once the item has been 
corrected, a follow-up note will be made to document what corrective action was taken and when it 
occurred. 
 
 
9. Near-Miss Incident Reporting Procedure 
 
All near-miss incidents, regardless of their nature, will be reported immediately and investigated. It is an 
integral part of our safety plan to report on potential injury or damage as soon as possible so that the cause 
and means of prevention can be identified to prevent a reoccurrence. 

Any Neo employee exposed to or witness to a near-miss incident will verbally report it immediately to their 
supervisor and complete the Near-Miss/Injury Incident Form as soon as possible but not more than 24 hours 
following the incident. The Foreman will notify the Field Superintendent/Project Manager who then will 
notify the Safety Director.  

The Field Superintendent and or Project Manager shall thoroughly investigate any and all incidents and 
submit the findings of the investigation along with appropriate corrective actions no later than three (3) 
working days following the incident to the Division Manager, Field Superintendent and Foreman.  
 
The F.S./P.M. and Foreman will communicate any corrective measures to the field employees. It is our 
policy to implement corrective actions as soon as reasonably possible. The Safety Director will update any 
policy and procedures as a result of the investigation and identified corrective measures. The 
Communications Director will facilitate any paper or electronic employee notifications deemed necessary. 
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10. Injury/Accident Reporting Procedure 
 
Any Neo employee who is injured will verbally report it immediately to their supervisor followed by 
completing all required forms and notifications as soon as possible but not more than 24 hours following the 
incident. The Foreman will notify the Field Superintendent/Project Manager who then will notify the Safety 
Director.  
 
It is an integral part of our safety plan reporting documentation takes place as soon as possible so that the 
cause and means of prevention can be identified to prevent a reoccurrence. All injuries will be reported and 
documented as soon as possible but not more than 24 hours following the incident.  

1. Neo Daily Plan (see Appendix) It is the responsibility of all the employees sign and write on the 
daily’s if any injury has occurred each day they work 

2. Near-Miss/Injury Incident Report is required and should be completed by the injured employee  
(see Appendix)   

3. First Report of Injury, is required and should be completed by the injured employee and the 
supervisor (see Appendix).  
 

If a clinic or hospital appointment is needed the Field Superintendent or Supervisor will call the clinic to make 
an appointment. All injury related Dr. Appointments will include a drug test. The Field Superintendent will 
then communicate with the employee the doctor appointment details. The Field Superintendent or a designated 
Neo representative will accompany the employee to the doctor appointment. 

The Field Superintendent or Project Manager shall thoroughly investigate any and all incidents and submit 
the findings of the investigation along with appropriate corrective actions no later than three working days 
following the incident to the Field Superintendent/Foreman. The F.S./P.M. and Foreman will communicate 
any corrective measures to the field employees. It is our policy to implement corrective actions as soon as 
reasonably possible. The Safety Director will update any policy and procedures as a result of the 
investigation, identified corrective measures and issue a safety reminder to the field. 

The following situations require immediate accident notification to the Foreman, Field Superintendent, 
Project Manager, Safety Director and Owner: 

1. A fatal injury 
2. A permanent total disability 
3. A permanent partial disability 
4. The hospitalization of any person resulting from a single occurrence 
5. Property damage of $200,000 or more. 

 

11. Doctor Visit Policy  
 
Neo Electrical Solutions participates in The Union Construction Workers' Compensation Program 
(UCWCP).  This network, known as the Exclusive Provider Organization (EPO), includes over 300 of 
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the most effective doctors in Minnesota for treating work injuries. All of these doctors have extensive 
experience treating construction injuries and they are noted for keeping employees, employers, and 
insurers informed about treatment plans and work restrictions. Injured union employees must seek 
treatment within the EPO. T h e  S u p e r v i s o r  m a k i n g  t h e  D r .  a p p o i n t m e n t  s h o u l d  c h o o s e  a  
c l i n i c  f r o m  t h i s  n e t w o r k  w h e n  p o s s i b l e .  C o n t a c t  t h e  o f f i c e  i f  y o u  n e e d  t h e  l i s t .  

 
Upon arrival at the clinic or hospital, inform the intake person that this is a work related injury and that you 
are requesting a conference with the employee and the doctor after the exam. If there is any debate, please 
refer them to the MN Statute “HIPPA Disclosures for Workers’ Comp” 45 CFR 164.512(1).  

During the conference the J&L representative will share with the doctor of the essential job duties of the 
employees’ position and our opinion of potential light duty should it be necessary.  

Return any documents to the office and give to the Division Manager for processing. 
 

12. Return to Work Policy 
 
Neo Electrical Solutions supports the practice of returning injured employees to work, as soon as medically 
possible, to a position within our Company compatible with the employee’s restrictions. This program will be 
coordinated with our Workers’ Compensation Insurance carrier. 

The Company will offer light/restricted duty positions, to the extent available, only to current regular 
employees of Neo Electrical Solutions who have been injured in the course of employment and are entitled to 
benefits under workers’ compensation law. Non-employee applicants for employment and employees injured 
away from work are not eligible for light/restricted duty positions. Employees injured in the course of 
employment who have been certified for return to work must provide a satisfactory response from their 
physician to Neo Electrical Solutions’ requests for information so that appropriate placement to a 
light/restricted duty position may be made, to the extent positions are available. Light/restricted duty positions 
will be limited in number and Neo Electrical Solutions will not create additional positions when, in its sole 
judgment, such additional positions are unwarranted or uneconomic. In all cases, the essential duties of a 
position must be performed by the employee or the light/restricted duty position will be denied. 
Light/restricted duty positions are temporary and will be limited to a period of time to be determined by the 
Company.  

All injuries, no matter how minor, must be reported to your foreman immediately. Your foreman will report 
the injury to the Field Superintendent and Safety Director and will assist you with transportation to our 
medical care primary provider. Any questions concerning your Workers’ Compensation claim should be 
directed to the Safety Director. 
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13. Emergency Response Procedure 
 

Procedure and test 
In the event of a medical emergency, the injured person will be removed from immediate danger and first aid 
and/or CPR will be administrated by trained site personnel. Emergency medical assistance will be called and will 
be inform about the incident location. Directions to the hospital are included along with a map. Emergency 
phone numbers are 911 and then call Project Manager or the Safety Director at 718.808.0463.  

Emergency supplies will be immediately available at the site and will include;  

1. First aid kit  

2.  Spill Plan 
If hazardous or unknown potentially hazardous materials are unexpectedly spilled during project work activities; 
evacuate and secure the area (to keep out all personnel). Call for assistance and be careful not get exposed to the 
material. Depending on the size of the spill, the Project Manager shall be contacted. SDS sheets for onsite 
products will be available at the project site. 

3. Firefighting plan 
In case of fire all the employees need go out of the building to a safe place then call 911, the Project manager, 
and Safety Director. 

4. Posting of emergency telephone numbers 
An emergency contact list will be given to the foreman and he/she shall have this contact list with them at all 
times.  

The site specific emergency contact list will include the following: 

Emergency: 911 
Hospital: location specific 
Police: location specific 
Medical support: map and directions to be provided per each project location. 
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14. Alcohol and Controlled Substances Policy and Plan 
 

CONFIDENTIAL MATERIALS 
 

THIS POLICY IS THE PROPERTY OF NEO ELECTRICAL SOLUTIONS AND SEATON, BECK & PETERS, 
P.A. IT CONTAINS CONFIDENTIAL, TRADE SECRET AND PROPRIETARY INFORMATION. IT MAY 

NOT BE DUPLICATED, ENTERED INTO COMPUTER OR OTHER DATA STORAGE SYSTEMS OR USED 
IN ANY MANNER WITHOUT THE EXPRESS WRITTEN CONSENT OF NEO ELECTRICAL SOLUTIONS 
AND MUST BE RETURNED TO NEO ELECTRICAL SOLUTIONS WHEN THE EMPLOYEE SEPARATES 

FROM EMPLOYMENT. 
 

THIS POLICY SUPERSEDES ALL PREVIOUS POLICIES ADDRESSING ALCOHOL AND CONTROLLED 
SUBSTANCES TESTING, AND ALL OTHER INCONSISTENT PRACTICES AND PROCEDURES, ALL OF 

WHICH ARE HEREBY REVOKED AND RESCINDED. 
 

TABLE OF CONTENTS 
 

I. INTRODUCTION AND POLICY STATEMENT  

II. PROHIBITED CONDUCT 
III. TESTS REQUIRED 
IV. PROCEDURES FOR TESTING 
V. LIMITED ACCESS TO RESULTS AND TESTING RECORDS 
VI. NOTIFICATION OF TEST RESULTS 
VII. NOTICE OF NO EXPECTATION OF PRIVACY IN CONNECTION WITH 

EMPLOYMENT SEARCHES AND INVESTIGATIONS 
VIII. CONSEQUENCES OF ENGAGING IN PROHIBITED CONDUCT; TESTING POSITIVE 

FOR ALCOHOL OR CONTROLLED SUBSTANCES; RECEIVING LOW LEVEL 
ALCOHOL TEST RESULTS; BEING UNDER REASONABLE SUSPICION OF 
ALCOHOL USE; AND REFUSING TO SUBMIT TO ALCOHOL OR DRUG TESTS 

IX. PRESCRIPTION DRUGS AFFECTING SAFETY 
X. EMPLOYER CONTACT FOR QUESTIONS ABOUT POLICY 
XI. RELEASE OF TEST RECORDS. 
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ALCOHOL AND CONTROLLED SUBSTANCES POLICY 
I. Introduction and Policy Statement. 
 
 The use of controlled substances and alcohol abuse has harmful effects on individuals’ health and personal 
lives. Employees must take steps on their own to address these problems at home and among family members. The 
Employer however, must and will take the necessary steps to address illegal drug use and alcohol misuse which 
affect employment. Since the use of illegal drugs and the misuse of alcohol have also been demonstrated to impair 
essential job functions like coordination, judgment, concentration, and vision, to reduce operational efficiency and 
productivity, and to be a critical factor in workplace accidents, the Employer has no choice but to do so. Because 
of these employment related issues, state law authorizes the Employer to issue a written Policy, covering all 
employees, which: (1) prohibits use of either alcohol or controlled substances in connection with employment, and 
(2) requires testing under specified circumstances. 
 
 In light of these safety and welfare concerns, the Employer has adopted this Policy to prohibit the use, 
possession, sale or other distribution of controlled substances and alcohol in connection with employment, and to 
require its employees, as a condition of employment, to undergo controlled substances and alcohol testing when 
provided in this Policy. The Policy applies these requirements to circumstances in which employees are engaged 
in any work tasks, are present on employer or customer premises, or are operating or riding in any vehicle in the 
Employer’s service. 
 

Every employee and applicant is required to read, to acknowledge receipt of, and to abide by this Policy 
as a condition of employment. (This requirement does not constitute a guarantee of continued employment, and 
the Employer continues to be an “at-will” employer.) The Employer’s specific prohibitions and testing procedures 
are set forth in the pages that follow. After you have had a chance to review them, and obtain answers to any 
questions you may have, you are asked to complete and sign the Acknowledgment Form at the end of the Policy 
document. 

 
II. Prohibited Conduct. 
 This Policy prohibits the following conduct: 
 

 Employees who have an alcohol concentration of 0.02 percent or greater cannot report for or remain 
on duty, perform any work tasks, enter or remain on the premises of the Employer or a customer, or 
operate or be transported in a vehicle in the service of the Employer (except to be transported home or 
to a testing or rehabilitation facility). 

 

 Employees cannot possess, transfer, sell or receive alcohol, controlled substances or drug paraphernalia 
while on duty, while performing any work tasks, while on the Employer’s or a customer’s premises, 
or while operating or being transported in a vehicle used in the service of the Employer. 

 

 Employees cannot use alcohol while on duty, while performing any work tasks, while on the 
Employer’s or a customer’s premises, or while operating or being transported in any vehicle used in 
the service of the Employer, or within the four-hour period preceding such occasions.  
The only exceptions to these prohibitions of alcohol possession and use allow employees to possess or 
consume alcohol during Company sponsored events for the Employer’s customers; during conventions 
at which sales staff are working and soliciting sales; during trade association activities; and during 
occasional Company sanctioned and sponsored functions. On such occasions, however, all employees, 
including drivers, are required to act responsibly and to exercise prudence in the amount of alcohol 
they consume. 
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 Employees who have used a controlled substance cannot report for or remain on duty, perform any 
work tasks, enter or remain on the Employer’s or a customer’s premises, or operate or be transported 
in a vehicle used in the service of the Employer (except to be transported home or to a testing site or 
rehabilitation facility). 

 

 Employees cannot refuse to submit to tests required under this Policy, must cooperate and refrain from 
interfering with such tests and, if required to take a post-accident or reasonable suspicion alcohol test, 
cannot use alcohol or controlled substances for a period of up to eight hours after notice that such a 
test must be taken and until the test has been performed. 

 
III. Tests Required 

Employees or applicants must submit to the following types of tests: 
 

 Pre-employment testing. 
 

All applicants must undergo testing for controlled substances, after a conditional offer of employment 
has been made, and the Employer must receive a negative test result before the first time they are 
placed on duty, perform any work tasks, enter or remain on the Employer’s or a customer’s premises 
(except to process an application), or operate or be transported in a vehicle used in the service of the 
Employer (except to be transported home or to a testing site or rehabilitation facility). 

 

 Post-accident testing. 
As soon as possible after any work-related vehicular or other accident involving serious personal injury 
or significant property damage, a serious moving violation or a serious safety rule violation, the 
Employer will administer alcohol and controlled substances tests to each employee involved in the 
accident, irrespective of fault in connection with the accident. 
 
Employees subject to post-accident testing must remain readily available after the accident for testing 
or they will be deemed to have refused to submit to testing. In addition, employees must refrain from 
using alcohol or controlled substances for a period of up to eight hours after the accident until the post-
accident test has been performed. 
 

 Random testing. 
All employees performing safety sensitive functions are subject to random testing for use of alcohol or 
controlled substances. “Employees performing safety sensitive functions” specifically includes, but is 
not limited to, all employees who operate a vehicle in the service of the employer. Random tests will 
be unannounced and may occur at any time throughout the calendar year. Employees who are selected 
for random tests will be sent to the test site immediately upon selection and notification. 
 

 Reasonable suspicion testing. 
 The Employer will conduct reasonable suspicion drug and/or alcohol tests if one or more supervisors 

trained to detect suspected drug or alcohol use observe suspicious behavior on the part of the employee 
to be tested. The decision to engage in reasonable suspicion testing will be based upon specific, 
articulable observations about the employee’s appearance, behavior, speech, body odors or other 
objective symptoms of the use or withdrawal effects of use of alcohol or controlled substances. 
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If a reasonable suspicion determination of alcohol or controlled substances use is made, the employee 
will not be allowed to perform any work duties until obtaining a negative result on a return-to-duty 
test. 

 

 Return-to-Duty testing. 
Once employees have engaged in conduct prohibited by this Policy, including testing positive for 
controlled substances or alcohol, or refusing to test (including by adulterating or substituting a urine 
specimen, or otherwise failing to cooperate with testing procedures), they are subject to alcohol or 
controlled substances testing before returning to work. In order to return to work, 24 hours must have 
elapsed since the positive test or other violation; alcohol tests must indicate an alcohol concentration 
of less than 0.02 and controlled substances tests must indicate a negative result for any use of controlled 
substances. 

 

 Follow-up testing. 
Employees who have previously tested positive for but “failed” alcohol or controlled substances use; 
have refused to test (adulterated or substituted a urine specimen); or have otherwise failed to cooperate 
with testing procedures, have otherwise violated this Policy; or have submitted to voluntary or other 
referral for assistance to resolve problems associated with alcohol misuse and/or use of controlled 
substances; are subject to unannounced follow-up alcohol and/or controlled substances tests both 
during their evaluation and after their treatment. 
 

 Periodic Medical Examination Testing. 
 Employees may be required to undergo drug and alcohol testing as part of routine physical 

examinations required under law or by the Employer’s policies. 
 
IV. Procedures for Testing. 

All testing procedures will be conducted in compliance with applicable federal and state laws and 
regulations, including specimen collection, laboratory testing, and communication of results. Laboratories utilized 
by the Employer shall be federally and/or state certified and otherwise complies with applicable federal and state 
regulations and standards. Relevant portions of these testing procedures are summarized below: 

 

 Controlled substances testing. 
When conducting controlled substances tests, the Employer, or its designated testing service provider, 
will test for marijuana, cocaine, opiates, amphetamines and phencyclidine, and may test for other 
controlled substances for which testing may be required or authorized under law. The Employer has 
designated one or more collection sites to collect, store and transport urine specimens. All urine 
specimens which produce a positive result will automatically undergo a confirmatory test. 

 
When the laboratory completes testing, it will report the test results to the Employer’s Medical Review 
Officer (“MRO”) within an average of three working days of the laboratory’s receipt of the specimen. 
The MRO will analyze the testing procedures and results, and, if the MRO’s attempts to contact the 
employee are unsuccessful, the MRO may verify the results without discussion with the employee. 
After verifying a positive result, the MRO communicates this result to the Employer. 

 

 Alcohol testing. 
Alcohol tests will be performed in compliance with applicable law, including Minnesota state law 
licensure and certification requirements for testing laboratories. 
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Alcohol tests will be conducted in an area that affords privacy to employees, except in unusual 
circumstances which require tests to be performed in a less private location, such as the scene of an 
outside accident. 

 
Confirmatory tests will be conducted if required by federal or state requirements. If the results from 
the initial and confirmatory tests differ, the confirmatory test results will control. 

 
V. Limited Access to Results and Testing Records. 

The testing laboratories and personnel that the Employer uses to perform drug and alcohol tests will limit 
access to testing records and results as required by federal and state laws, except that the MRO and Employer and 
insurance company personnel and agents with a need to know such information in the performance of their duties 
will have access to such records and results. Disclosure may also be made as otherwise permitted or required by 
law. 
 
VI. Notification of Test Results. 
 The Employer will notify employees and applicants of negative and positive test results and their right to 
explain a positive test. Employees or applicants with positive results can then submit any information they believe 
will serve to explain that result or the reliability of that result (within three working days of notification); request 
a confirmatory retest of the original sample (within five working days of notification); or request a copy of the test 
result report. 
 
VII. Notice of No Expectation of Privacy in Connection with Employment Searches and Investigations. 
 The Employer reserves the right to investigate and to interview employees in the course of implementing 
and enforcing this Policy, and other policies of the Employer, to require truthful answers to inquiries in connection 
with such investigations and interviews, to conduct searches of employees’ persons, vehicles, work stations and 
locations, clothing, purses, briefcases, luggage, personal items, other possessions, documents, and any and all other 
articles within their possession or control while employees are on duty, on Employer or customer property or while 
operating or being transported in a motor vehicle used, at that or any other time, in the service of the Employer, 
and to conduct the tests provided for in this Policy. The Employer may, in its sole discretion, seize any items which 
it deems to represent possible evidence of a violation of this Policy or other Employer policies or state or federal 
law. An employee’s refusal to submit to such investigations, interviews, searches and seizures, or to required tests, 
may lead to disciplinary action up to and including discharge. 
 
VIII. Consequences of Engaging in Prohibited Conduct; Testing Positive For Alcohol or Controlled Substances; 

Receiving Low Level Alcohol Test Results; Being Under Reasonable Suspicion of Alcohol Use; and 
Refusing to Submit to Alcohol or Drug Tests. 

 

 Prohibited conduct/positive test results. 
 If an applicant fails a controlled substances test, the Employer will withdraw the offer of employment, 

even if the applicant’s provisional employment has begun. 
 
 Employees committing violations under Section II of this Policy (including testing positive for 

controlled substances or receiving alcohol test results showing alcohol concentration of at least 0.04), 
will be removed from all work duties. 

 
 After removal from work duties, such employees will not be allowed to return to duty until after at 

least 24 hours have passed and after passing a return-to-duty alcohol and/or controlled substances test, 
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and, once back on duty, will be required to pass unannounced follow-up alcohol and/or controlled 
substances tests (see Section III of this Policy). 

 
In addition to the preceding consequences, any other employee who violates this Policy, tests positive 
for controlled substances, or shows alcohol concentrations of 0.04% or more will be subject to 
disciplinary action up to and including discharge (subject to the following limitation) and will not be 
paid for any period he or she is removed from duty as a consequence of such violation or positive test. 
 
The Employer will discharge an employee based on the first positive drug or alcohol test for that 
employee, in the absence of a prior record of other disciplinary violations, only if: (1) the employee 
has been given a chance to participate, at the employee’s expense, in an appropriate rehabilitation 
program; and (2) has either refused to participate in or has failed to successfully complete the program. 
For purposes of this provision, the Employer will determine the appropriate counseling or rehabilitation 
program after consultation with an appropriate chemical use counselor or specifically trained 
physician. In addition, employees will not be allowed to return to duty until: (1) at least 24 hours have 
passed; (2) the employee has passed a return-to-duty alcohol and/or controlled substances test; (3) the 
employee has cooperated with and commenced any Employer referrals and treatment or rehabilitation 
recommendations, to the Employer’s satisfaction; and (4) appropriate discipline has been imposed. 

 
 Employees will bear the costs of referral, treatment or rehabilitation under this provision, unless such 

services are routinely (and without additional cost to the Employer) covered by existing insurance 
programs. Applicants who refuse to submit to or fail a pre-employment controlled substances test are 
not eligible for such referral, treatment or rehabilitation assistance. 

 

 Low Level Alcohol Test Results. 
If an employee’s alcohol test shows an alcohol concentration between 0.02 and 0.039 percent, the 
employee shall be removed immediately from driving or any other safety sensitive duty and placed on 
unpaid status for 24 hours. The employee will also be subject to additional disciplinary action if he or 
she has previously had low (or high) level positive alcohol test results or other drug or alcohol related 
policy violations, or if this result represents failure to adhere to a rehabilitation program. 
 

 Suspected Employee Impairment. 
If the Employer suspects an employee of controlled substance or alcohol use, the employee shall be 
removed immediately from work duties until a reasonable suspicion test is performed. 
 

 Refusal to Submit To Alcohol or Controlled Substances Testing. 
If an employee refuses to submit to testing, a first refusal will be treated in the same manner as a 
violation of this Alcohol and Controlled Substances Policy for purposes of follow-up actions and 
discipline. A second refusal will be treated as a resignation of employment.  
 
A refusal or alleged inability to produce a full urine, breath or saliva sample for an alcohol or controlled 
substances test, in the absence of a satisfactory and legitimate medical explanation confirmed by a 
licensed physician, will be treated as a refusal to submit to testing under this Policy, for purposes of 
follow-up action and discipline. The Employer also reserves the right in such cases, at its sole option, 
to require that a lawful alternative alcohol/drug testing method, including, but not limited to, a blood 
or Breathalyzer test, where appropriate, be immediately utilized as a testing procedure.  
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A verified test result of specimen adulteration or substitution is considered a refusal to submit to testing 
under this Policy, for purposes of follow-up actions and discipline. 
 

 Interference with Testing. 
Employees and applicants are expected to comply with the Employer’s drug and alcohol testing policy, 

and to cooperate, and to retrain from interfering with drug and alcohol tests. Any employee or applicant 
who tampers, adulterates, or otherwise interferes with a drug or alcohol test will be deemed to have refused 
to take a test and, if an employee, will be terminated or, if an applicant, will have his/her  conditional offer 
revoked.  If a sample is diluted or untestable, the Employer/Company reserves the right to require the 
employee or applicant to submit a second sample to be tested. A refusal to submit a second sample will be 
considered un-testable, the Company will revoke any conditional job offer made to a job applicant and the 
Employer reserves the right to discipline an employee, up to and including termination of employment. If 
the testing is due to a customer requirement, the employee will not be assigned to that customer. 

 
IX. Prescription Drugs Affecting Safety. 
 An employee who is taking any drug or medication that may affect his or her ability to work safely is 
responsible for informing his or her supervisor or other member of Employer management before beginning 
work. An employee who is deemed to be incapable of working safely will not be permitted to work and will be 
subject to disciplinary action, including termination of employment if such notice has not been provided. 
 
X. Employer Contact for Questions about Policy. 

The Safety Director has been designated by the Employer to answer employee questions about this Policy 
and the Employer’s drug and alcohol testing procedures. 
 
XI. Release of Test Records. 

The Employer will not release information regarding employee drug and alcohol tests, except as prescribed 
in Section V. Upon written request, an employee can obtain copies of records regarding his or her own violations, 
tests, and discipline and follow-up actions under this Policy. 

 

15. Globally Harmonized System (HazCom Communication Program) 
GENERAL INFORMATION 
In order to comply with the OSHA Hazard Communication/Right-to-Know Standard, the following written Hazard 
Communication Program has been established for Neo Electrical Solutions. 
 
The Safety Director is the Program Director and has overall responsibility for the Hazard Communication Program. 
The Program Director will review and update the program, as necessary. 
 
The written program will be available upon request to the Program Coordinator/Representative. 
 
INVENTORIES  
 
List of Hazard Chemicals 
The Safety Director is responsible for compiling and maintaining an updated list of all hazardous chemicals used by 
employees. A copy of the list is included with this program as well as with each set of Safety Data Sheets.  Further 
information on each noted chemical can be obtained by reviewing the Material Safety Data Sheet. 
 
List of Harmful Physical Agents  
The Safety Director will make a list of harmful physical  agents when present in the workplace and where workers 
may be exposed to the agent through equipment use, product handling or otherwise. Heat, noise, ionizing radiation 
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and non-ionizing radiation sources must be identified for each work area. The list should also identify the 
corresponding physical agent fact sheet. 
 
 
SAFETY DATA SHEETS (SDS) 
 
The Safety Director will be responsible for obtaining, maintaining, and updating the safety data sheet system. The 
Safety Director will review all incoming data sheets, noting new and/or significant health and safety information. 
They will see that any new information is passed on to the affected employees. 
 
Copies of SDS's for all hazardous chemicals and fact sheets for physical agents to which employees may be exposed 
will be kept in the Neo office, located at 2365 Willis Miller Drive, Hudson, WI 54016. SDS's and other related written 
information will be available to all employees for review during each work shift. 
 
If an SDS is not available for a particular chemical or physical agent, immediately contact the Safety Director. 
 
All vendor samples must be accompanied by a Safety Data Sheet. 
 
LABELING 
The Safety Director is responsible for the labeling program and will review the labeling system annually and update it 
as required. 
 
Hazardous Chemicals  
Upon delivery, the designated safety person will verify that all containers of hazardous chemicals are clearly labeled 
with the following: 

1. the chemical's identify 
2. the appropriate hazard warning 
3. the name and address of the manufacturer 

 
The Safety Director will ensure that all secondary containers into which chemicals are transferred are labeled with the 
identity and appropriate hazard warning. Labels are not required on portable use containers or pipes or piping 
systems. However, the contents of pipes or piping systems must be described in the training session. 
 
Harmful Physical Agents 
The Safety Director will ensure that all equipment or work areas that generate harmful physical agents at a level that 
may be expected to approximate or exceed permissible exposure limit are labeled with the following: 

 the name of the physical agent 
 the appropriate hazard warning 

 
EMPLOYEE TRAINING 
The Safety Director, is responsible for the employee training program. The will ensure that all elements specified 
below are carried out. 
 
All existing employees and each new employee prior to starting work with chemicals, physical agents, or infectious 
agents will receive initial Hazard Communication/Right-to-Know training. The training will include the following: 
 
An overview of the Hazard Communication/Right-to- Know Standard and this written program.  

 Location and availability of our written Hazard Communication Program 
 Chemicals and physical agents present in their workplace operations 
 Physical and health effects of the hazardous chemicals or physical agents. 
 Methods and observation techniques used to determine the presence or release of hazardous chemicals in the 

work area.  
 How to lessen or prevent exposure to hazardous chemicals or physical agents by using good work practices, 

personal protective equipment, etc. 
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 Steps the company has taken to lessen or prevent exposure to these chemicals or physical agents. 
 Emergency procedures to follow. Location of SDS's and other written information and how to read and 

interpret the information on labels and SDS's.  
 

Training on infectious agents must also include:  
 

1. the chain of infection 
2. proper techniques to avoid self-contamination 
3. hazards to special at-risk employee groups 

 
A copy of "Control of Communicable Diseases in Man" shall be available to all employees potentially exposed to 
infectious agents. 
 
Refresher training must be conducted annually. 
 
Prior to a new chemical or physical agent being introduced into any department, each employee of that department 
will be given information as outlined above. 
 
HAZARDOUS NON-ROUTINE TASKS 
Periodically, employees are required to perform  hazardous non-routine tasks. Prior to starting work on such projects, 
each affected employee will be  given information by their supervisor about hazardous chemicals to which they may 
be exposed during such activity. This information will include: 

1. specific chemical hazards 
2. protective/safety measures 
3. precautions to take to reduce or avoid exposure 

 
INFORMING CONTRACTORS 
It is the responsibility of the Safety Director to provide contractors information about the hazardous chemicals to 
which they may be exposed while at this facility, the labeling system in use, protective measures to be taken, the safe 
handling procedures to be used and the location and availability of SDS's. 
 
The Safety Director will be responsible for contacting each contractor before work is started at this facility to obtain 
appropriate hazard information concerning chemicals that the contractor is bringing to this facility. 
 
RECORD KEEPING 
 
The Safety Director must maintain the following training records: 

1. attendance record (3 years) 
2. training session record documenting the date, trainer, summary/outline, handouts, etc. (3 years) 
3. Safety Data Sheets (30 years) 

 
PROGRAM REVIEW  
This written Hazard Communication Program/Right-to Know will be reviewed annually by the Safety Director. 

 

16. Site Sanitation Plan 
 

1. Our company sanitation and housekeeping procedure are: 
2. Keep work areas clean and clear. 
3. Keep aisles, exits, fire extinguishers and power panels clear. 
4. Slippery floors cause falls. Clean up any spilled oil or water. 
5. Put skids, cardboard, lumber, carts and tools back in their places. 
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 At all moments an adequate supply of potable water will be provided in all work places, for both 
drinking and personal cleansing. Also in the absence of restrooms in the building, portable toilets will be 
provided at the work place.  
 
 

17. Heat and Cold Stress Plan 
 
PROTECTING WORKERS IN HOT ENVIRONMENTS 
 
 Many workers spend some part of their working day in a hot environment. Workers in foundries, 
laundries, construction projects, and bakeries -- to name a few industries -- often face hot conditions which pose 
special hazards to safety and health. 
 
HEAT STRESS CAUSES BODY REACTIONS 
 
 Four environmental factors affect the amount of stress a worker faces in a hot work area: temperature, 
humidity, radiant heat (such as from the sun or a furnace) and air velocity. Perhaps most important to the level of 
stress an individual faces are personal characteristics such as age, weight, fitness, medical condition and 
acclimatization to the heat. 
 The body reacts to high external temperature by circulating blood to the skin which increases skin 
temperature and allows the body to give off its excess heat through the skin. However, if the muscles are being 
used for physical labor, less blood is available to flow to the skin and release the heat. 

Sweating is another means the body uses to maintain a stable internal body temperature in the face of heat. 
However, sweating is effective only if the humidity level is low enough to permit evaporation and if the 
fluids and salts lost is adequately replaced. 
Of course there are many steps a person might choose to take to reduce the risk of heat stress, such as 
moving to a cooler place, reducing the work pace or load, or removing or loosening some clothing. 
 
 But the body cannot dispose of excess heat, it will store it. When this happens, the body's core 
temperature rises and the heart rate increases. As the body continues to store heat, the individual begins to 
lose concentration and has difficulty focusing on a task, may become irritable or sick and often loses the 
desire to drink. The next stage is most often fainting and death is possible if the person is not removed 
from the heat stress. 
 
HEAT DISORDERS 
 
 Heat stroke, the most serious health problem for workers in hot environments, is caused by the 
failure of the body's internal mechanism to regulate its core temperature. Sweating stops and the body can 
no longer rid itself of excess heat. Signs include (1) mental confusion, delirium, loss of consciousness, 
convulsions or coma; (2) a body temperature of 106 degrees F or higher; and (3) hot dry skin which may 
be red, mottled, or bluish. Victims of heat stroke will die unless treated promptly. While awaiting medical 
help, the victim must be removed to a cool area and his or her clothing soaked with cool water. He or she 
should be fanned vigorously to increase cooling. Prompt first aid can prevent permanent injury to the brain 
and other vital organs. 
 
 Heat exhaustion results from loss of fluid through sweating when a worker has failed to drink 
enough fluids or take in enough salt or both. The worker with heat exhaustion still sweats but experiences 
extreme weakness or fatigue, giddiness, nausea, or headache. The skin is clammy and moist, the 
complexion pale or flushed, and the body temperature normal or slightly higher. Treatment is usually 
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simple: the victim should rest in a cool place and drink an electrolyte solution (a beverage used by athletes 
to quickly restore potassium, calcium, and magnesium salts). Severe cases involving victims who vomit or 
lose consciousness may require longer treatment under medical supervision. 
 
 Heat cramps, painful spasms of the muscles, are caused when workers drink large quantities of 
water but fail to replace their bodies' salt loss. Tired muscles -- those used for performing the work -- are 
usually the ones most susceptible to cramps. Cramps may occur during or after working hours and may be 
relieved by taking liquids by mouth or saline solutions intravenously for quicker relief, if medically 
determined to be required. 
 
 Fainting (heat syncope) may be a problem for the worker un-acclimatized to a hot environment 
who simply stands still in the heat. Victims usually recover quickly after a brief period of lying down. 
Moving around, rather than standing still, will usually reduce the possibility of fainting. 
 
 Heat rash, also known as prickly heat, may occur in hot and humid environments where sweat is 
not easily removed from the surface of the skin by evaporation. When extensive or complicated by 
infection, heat rash can be so uncomfortable that it inhibits sleep and impedes a worker's performance or 
even results in temporary total disability. It can be prevented by resting in a cool place and allowing the 
skin to dry. 
 
PREVENTING HEAT STRESS 
 
 Most heat-related health problems can be prevented or the risk of developing them reduced. 
Following a few basic precautions should lessen heat stress. 
 
1. A variety of engineering controls including general ventilation and spot cooling by local exhaust 

ventilation at points of high heat production may be helpful. Shielding is required as protection from 
radiant heat sources. Evaporative cooling and mechanical refrigeration are other ways to reduce heat. 
Cooling fans can also reduce heat in hot conditions. Eliminating steam leaks will also help. 
Equipment modifications, the use of power tools to reduce manual labor and personal cooling 
devices or protective clothing are other ways to reduce the hazards of heat exposure for workers. 
 

2. Work practices such as providing plenty of drinking water -- as much as a quart per worker per hour -
- at the workplace can help reduce the risk of heat disorders. Training first aid workers to recognize 
and treat heat stress disorders and making the names of trained staff known to all workers is essential. 
Employers should also consider an individual worker's physical condition when determining his or her 
fitness for working in hot environments. Older workers, obese workers and personnel on some types 
of medication are at greater risk.         

3.  Alternating work and rest periods with longer rest periods in a cool area can help workers avoid heat 
stress. If possible, heavy work should be scheduled during the cooler parts of the day and appropriate 
protective clothing provided. Supervisors should be trained to detect early signs of heat stress and 
should permit workers to interrupt their work if they are extremely uncomfortable.  
   

4. Acclimatization to the heat through short exposures followed by longer periods of work in the hot 
environment can reduce heat stress. New employees and workers returning from an absence of two 
weeks or more should have 5-day period of acclimatization. This period should begin with 50 percent 
of the normal workload and time exposure the first day and gradually building up to 100 percent on 
the fifth day.           
   

5. Employee education is vital so that workers are aware of the need to replace fluids and salt lost through 
sweat and can recognize dehydration, exhaustion, fainting, heat cramps, salt deficiency, heat 
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exhaustion, and heat stroke as heat disorders. Workers should also be informed of the importance of 
daily weighing before and after work to avoid dehydration. 

 

18. Fire Prevention and Protection Plan 
 

1. Before using an open flame such as welding, etc., make certain proper fire extinguishers are in the 
immediate area. 

2. Know the location of the fire extinguishers in your area and how to use them. 
3. Make sure that all matches and smoking materials that you discard are out. 
4. Smoking is forbidden when fueling equipment, in warehouses and in certain designated areas. 
5. All “NO SMOKING” signs and areas are to be obeyed. 
6. Only small quantities of flammables are to be stored and dispensed from approved safety cans. 
7. Keep work areas free of combustible materials. 
8. When in use handle combustible materials in accordance with the label, away from heat sources like flames 

and portable heaters. 
9. Smoking is not allowed within 50 feet of fuel storage or fuel dump areas. 
10. Store oily rags in covered metal containers for disposal. 
11. Never us an air hose or pressure to empty gasoline or flammable liquids from drums. 
12. Keep salamanders or other heating equipment away from combustible materials. 
13. Do not refuel a hot engine or an engine that is running. Clean up spills before starting. 
14. Flammable liquid containers should be clearly labeled and stored in a separate isolated area. 
15. Do not wear oily or combustible clothing on the job. 
16. Make sure engines in buildings are away from combustibles and exhaust is properly ventilated. 
17. Gasoline is to be used as a motor fuel only. 
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19. Scaffold and Ladders Plan 
 

1. Ladders that may contact exposed energized electrical parts shall have nonconductive side rails. 
Ladders that are not in proper condition must be taken out of service until they are repaired or 
replaced.  
 

2. A majority of our ladder use will be with ladders 6’ tall and smaller. At any time we are working 
on ladders and are above 6’ we will require 100% tie off.  
 

3. Extension and folding ladder will be used in the proper applications. Extension ladders will be 
used during applications where we need to lean against the building and folding ladder will be 
used in open areas.  
 

4. All ladders will be incompliance with OSHA standards and be in good working condition.  
 

5. Scaffolding is not usually used on our projects. 
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20. Safety Forms 
 

A. Emergency Response Plan Notice 
B. Safety Violation Form 
C. Near‐Miss/Injury Form 
D. First Report of Injury Form  
E. Weekly Site Inspection Form (see divisional section for specific form) 
F. Daily Plan (see divisional section for specific form) 
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A. Emergency Response Posting  
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B. Safety Violation Form 
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C. Near/Miss-Injury Incident Form 
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D. First Report of Injury Form 
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E. Weekly Site Inspection Form 
(see divisional section for specific form 

F. Daily Plan Form 
(see divisional section for specific form) 


