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• Subcontractor’ Responsibilities 
 

1. All subcontractors must develop a Safety Program that meets or exceeds the policies 
and procedures of the H+M Company Safety Manual and must abide by local, state 
and federal safety regulations. The H+M corporate policy that says  “all reasonable 
measures shall be taken to identify, correct or eliminate any potential hazardous 
conditions on the jobsite,” must be strictly adhered to by all subcontractors. 

 
2. It is not the policy of H+M Company to manage the safety program of the 

subcontractor but we do insist that all subcontractors’ program comply with the 
policies set forth in this manual. Violations observed by H+M personnel will be 
reported to management of the subcontractor in writing. 

 
3. Each subcontractor must investigate all accidents and near misses and complete the 

H+M Accident Investigation Report form and the First Report of Injury form of the 
State where the accident occurred. 

 
4. Subcontractors that bring hazardous chemicals to the job site must supply H+M 

Company, Inc. with Material Safety Data Sheets for each chemical prior to its use. 
 

5. Conduct weekly safety meetings, behavioral audits, workplace safety inspections and 
file the reports with the Superintendent.. 

 
 
 
 
 REGULATORY COMPLIANCE 
 

H+M Company, Inc. complies with federal, state and local safety and health regulations.  
The following regulatory agencies or codes, although not conclusive, have set standards 
and guidelines by which management and all employees are regulated: 

 
• OSHA – Occupational Safety and Health Administration 
• MSHA – Mine Safety and Health Administration 
• NIOSH – National Institute of Occupational Safety and Health 
• EPA – Environmental Protection Agency 
• NFPA – National Fire Protection Association Code 
• NEC – National Electrical Code 
• All state, county and municipal codes which may be applicable. 
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 Pre-job Planning   
 
 Planning meetings are held soon after successful bid to discuss safety issues with the 
owner representative, general contractor, subcontractors, and their supervisory personnel. 
Discussions will include the following issues: 

 
1. The owner, regulatory agency, and H+M Company safety requirements. 

 
 2. Hazards and control measures involving project employees, equipment and materials. 
  

a. Personal protective equipment required. 
 

b. Equipment safety devices. 
 

c. Maintenance procedures. 
 

d. Job site security. 
 

e. Material storage, handling and security. 
 

f. Ladders, scaffolds, manlifts, etc. 
 

g. First aid and medical requirements including location of nearest clinic or hospital. 
 

h. Traffic patterns, road layout and designated parking areas. 
 

i. Sanitary requirements. 
 
 

3. Hazards and control measures involving members of the public and/or their property.  
 

a. Public vehicular traffic exposure, including signs, barricades, flashers, detours, etc. 
 

b. Public, pedestrian and children access ways need for temporary walkways, 
overhead protection, fencing or other methods of protection and denial of access. 

 
c.   Utilities, underground and overhead, must be located and adequately marked. H+M                                   
policy requires that our operations will not expose our workers to energized electric 
lines. 

 
  d.   Control of water run-off and planning for possible flooding conditions. 
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Planning at Job Start-up 
 

1. Review Planning and Organization Outline 
 

a. Assure that all safety equipment has been received. 
 

b. Determine if there are any special conditions that would affect safety requirements. 
 

c. Notification of railroads and utility companies. 
 

d. Assure that all pertinent reports, records, federal forms and posters are properly 
 secured. 

 
2. Safety Inspections on Equipment 
 

a. Verify and document that equipment has been inspected prior to coming on the job 
site. If inspections have not been done, arrange for inspection and record results. 

 
 b.  Inspect rented equipment to be sure that it meets H+M Company standards.   
 

3. Subcontract Agreements 
 

Go over safety program with subcontractor superintendents during pre-job meeting to 
be sure that they are familiar with the safety requirements for this project. If a problem 
occurs, request that the project manager contact the manager for the subcontractor to 
clear up any questions or disagreements prior to starting work. 

 
4. Housekeeping 

 
The H+M policy on housekeeping is very simple, “ maintain a clean jobsite at all 
times.” An organized, clean and orderly job site gives the impression of sound 
management  and professional operations. Poor housekeeping is also a safety hazard 
and will not be tolerated on any project. 
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      SAFETY MEETINGS 
 

Safety meetings must be held weekly, meetings minutes recorded and the records 
maintained on file at all site locations. A copy of the minutes must be forwarded to the 
corporate Safety Department. The meeting participants should discuss: 

 
• Non-routine work, new procedures and hazardous conditions. 
• Normal expected hazards from work schedule in the near future. 
• Causes of any accidents that may have occurred since the last meeting. 
• Priorities and follow-up on safety improvement projects. 

 
      SAFETY INSPECTIONS 
 

The Superintendent and the subcontractor must conduct behavioral audits weekly and a 
copy of the report must be forwarded to the Safety Department. The Superintendent will 
also conduct a daily walkthrough of the jobsite to evaluate job safety. The Corporate 
Safety Director and other Corporate Officers will conduct unannounced safety audits at 
the jobsite as necessary.  Employees are required to report any condition that could 
contribute to an accident or near miss. 

 
      FIRST AID 
 

First Aid is the responsibility of the Superintendent and the subcontractor Supervisor. All 
facility locations must have first aid kits available for H+M employee and subcontractors 
must have first aid kits. All accidents must be reported immediately regardless of how 
small the injury to their supervisor and must be recorded in the first aid log on site. 
Telephone numbers for fire, ambulance, police and other emergency response agencies 
must be readily accessible. 

 
      ACCIDENT INVESTIGATION 
 

All accidents, incidents, and near misses will be investigated, reported and recorded. 
Superintendent and/or subcontractor or designated employee must investigate all 
accidents to determine the cause and corrective measures to ensure the accident is not 
repeated.  The accident reports must be completed on the H+M Accident Investigation 
Report form and the State First Report of Injury form must be completed as soon as 
possible. The reports must be submitted (faxed) to the Safety Director or President 
immediately for review. 

 
 
      ACCIDENT RECORDS 
 

Accident records must be maintained at the jobsite and the OSHA 300 log will be 
maintained at the corporate office for the current year and previous five years. 
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1. Willful and or repeated violations of Safety Rules or safe work practices will not be 

tolerated.  Safety rules of H&M Construction Company, Inc. and standards set by federal, 
state and local governmental agencies must be followed. 

 
2. Each Subcontractor Supervisor shall attend a weekly site Safety Meeting conducted by 

the site Superintendent. 
 

3. Before any Subcontractor is authorized to proceed, the Bidders Questionnaire shall be 
completed and returned to the Job Cost Coordinator.  The coordinator will immediately 
send a copy of the Bidders Questionnaire to the Safety Department for review and to 
develop a Job Safety Profile. 

 
4. Each Subcontractor shall conduct a Weekly Safety Meeting with their employees.  Each 

meeting must be documented with minutes reflecting the content and the signatures of 
employees in attendance.  Additionally, each Subcontractor shall conduct weekly jobsite 
Safety Audit and document the results on the H&M Behavioral Audit Form.  The 
Weekly Safety Meeting minutes, Behavioral Audit Form and man-hours worked, shall be 
submitted to the jobsite office on or before the next weekly Site Safety Meeting. 

 
5. Maintain good housekeeping at all times by continuously monitoring work areas.  Waste, 

debris and rubbish, including lunch paper, cups, cans and other litter, must be deposited 
in closed containers.  Oily rags, waste and similar combustible materials must be 
discarded in metal containers 

 
6. Personal protective equipment (PPE) shall be worn on all operations where there is an 

exposure to hazardous conditions or where the use of such equipment is required by the 
hazard. 

 
7. Approved hard hats and safety glasses (Z87.1-1968) with side shields must be worn 

while in the construction area or any other designated areas.  Any employee performing 
activities that require the use of abrasive wheel grinder, e.g. portable hand grinders or 
permanently mounted table grinders, shall wear a full face shield over their safety 
glasses.  At a minimum, sturdy leather work boots or shoes (hard soles) are required 
for foot protection (Z41.1-1991). 

 
8. Any worker exposed to a fall potential of 6 feet or greater, shall be properly protected by 

means of guardrails, covers, safety nets or personal fall arrest systems. 
 
9. All injuries and near misses, no matter how slight, must be reported to the H&M 

Construction Company, Inc. Superintendent immediately. 
 

10. Report all unsafe practices and conditions to your Supervisor at once.  All site personnel 
are encouraged to remind other personnel with regard to safety infractions. 

 
11. Compressed air shall not be used to “dust off” clothes or the body.  Cleaning of concrete 

or concrete forms with compressed air requires the use of goggles and face shield for the 
operator and nearby employees. 

 
12. Submitting false or fraudulent information regarding an accident or injury shall not be 

permitted. 
 
13. Shirts or T-shirts with 3-inch sleeves and long pants are required. 

 
14. Only authorized and properly trained personnel are permitted to operate company 

vehicles, equipment, valves, electrical switches and similar equipment. 
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15. Maintain all machinery guards, guardrails, seat belts and other safety protection devices 
in proper working condition. 

 
16. Obey all warnings and traffic signals at all times and park in designated employee 

parking areas. 
 

17. Transporting passengers in the rear of dump trucks, on tractors, forklifts or similar 
equipment is prohibited.  Passengers riding in the bed of pick up trucks must be seated 
on the floor of the truck with the entire body inside the truck bed. 

 
18. No person other than the authorized operator is allowed to ride on any piece of 

equipment that is not equipped with a seat for passengers. 
 

19. Employees shall not ride loads, slings, the ball, crane hook or other material hoisting 
equipment. 

 
20. When working in the proximity of electrical or mechanical equipment or circuitry, 

appropriate lockout or tagging devices shall be placed to identify all controls that 
deactivate the circuit and the circuit shall be locked out. 

 
21. Ground-fault circuit interrupters (GFICs) shall be used on all wiring systems 

(including generators and welders). 
 

22. Damaged or defective tools and equipment shall be removed from service and tagged 
“Unsafe-Do Not Use.” 

 
23. Store and use compressed gas cylinders in a secured and upright position.  Oxygen and 

acetylene must be stored 20 feet apart or be separated by a firewall. 
 

24. All fire protection and emergency equipment for emergency use shall be plainly 
marked and must be kept free of obstructions.  Tampering with or unauthorized removal 
of fire extinguishers from assigned locations shall result in disciplinary action. 

 
25. The manufacture, possession, sale or use of illegal substances and alcohol in the 

workplace is prohibited.  The Company reserves the right to bar from the site any 
employee convicted of a criminal drug offense in the workplace.  All employees must 
abide by the provisions of the Federal Drug-Free Workplace Act of 1988. 

 
26. Carrying firearms or explosives on the job site without proper company authorization or 

other violation of any local, state or federal law on company premises is prohibited. 
 

27. Fighting, gambling, horseplay, threatening another worker or any other type of 
misconduct will not be tolerated. 

 
28. Smoking is not permitted in designated “No Smoking” areas, nor in areas where 

flammable or combustible materials are stored. 
 

29. Misuse or willful destruction of property or equipment shall not be tolerated. 
 

30. Rules of H&M Construction Company, Inc. which exceed OSHA minimum requirements 
are as follows: 

 
• Fall prevention and/or protection devices are required for all work activities at or 

above 6 feet. 
 
• Hard hats and safety glasses with side shields are required at all times. 

 
• Scaffold Inspections and Tagging. 
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• Personal fall arrest and restraint systems shall be utilized when occupying any type of 
aerial lift (including scissor lifts). 

 
• No employee shall be permitted to ride on mobile scaffolds. 

 
• Fines will be issued for non-compliance of Safety Rules. 

 
31. H&M Construction will restrict the use of cell phones to Official Supervisory Personnel 

only.  Official Supervisory Personnel will normally consist of those Supervisors and 
Foreman required to conduct business as usual and anyone required to respond during 
serious injury or emergency situations. 
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H+M Company recognizes that safety is led by our managers and supervisors.  Enforcement of 
safety is one key to a successful safety effort. Supervisors are responsible for enforcing safety 
rules. 
 
Superintendents have the authority to enforce rules on the jobsite.  If they see an unsafe act or 
condition in any area, either correct or stop the unsafe situation and then inform or properly notify 
the appropriate supervisor of the situation immediately. 
 
Safety discipline follows the same procedure as discipline for any other company rule, which is 
broken.  If superintendents see an employee violating a safety rule, they must follow these steps: 
 
A. Stop the employee from doing the unsafe act or from working with unsafe equipment. 
 
B. If the equipment cannot be corrected immediately, turn off the equipment, lock it out or 

take the equipment out of service,  
 
C. Tell and show the employee what is unsafe. 
 
D. Show and/or tell the employee how to do the job safely. 
 
E. Take disciplinary action but do it correctly. The first step is a simple verbal warning, 

followed by a written warning and if the situation or action becomes serious enough, the 
event must be discussed with management. 

 
F. Documentation of all disciplinary action is mandatory, even if it is a simple note kept in a 

file. Names, date and a brief description of the incident are necessary. 
 
G. Supervisors must set the example and follow all safety rules. 
 
H. A sample Employee Warning Record form is provided.  This or a similar document must 

be used for all disciplinary action documentation. 
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The Corporate Safety Director has the overall responsibility of coordinating employee training 
and the Safety Coordinator has the record keeping responsibility. 
 
Safety regulations and good management practice dictate that employees receive training, which 
provides them with the knowledge necessary to complete any job or job task completely and 
safely. The purpose of this section, and the requirements it contains, is to ensure that management 
presents safety training in a consistent and timely manner. 
 
Specific training needs, inherent to some but not all jobsites, will need to be determined by site 
superintendent and properly addressed. 
 
Objective 
 

To provide guidelines and methods for conducting OSHA recommended employee safety 
training and maintaining documentation of such training. 

 
 
Required Training Topics 
 

See the Safety Program Training Manual for H+M Company’s complete training 
program, procedures and requirements. 

 
A copy of the OSHA required training subjects is listed in the Safety Program Training 
Manual.  This list is provided so that the Safety Department and management can 
evaluate their training needs and capabilities. 

 
 
Training Procedures 
 

Safety training not only serves to prepare our employees to work safely, it also lends to 
preparing employees to be more productive as well as increasing their overall knowledge 
of their job. In simple terms, a more knowledgeable employee is more productive, 
capable and interested. 
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Refresher Safety Training and Documentation 
 

Selected topics are required to be presented on an annual or more frequent basis, 
depending upon OSHA standards, local codes and operational aspects of each location. 

 
The following safety topics may require annual or more frequent safety training: 

 
1. Hazard communication. 

 
2. Forklift operator certification. 

 
3. Confined space entry (selected employees). 

 
4. Employee emergency plan/fire protection. 

 
5. Vehicle driver training (advanced driver performance). 

 
6. Lock and tag out program (selected employees). 

 
7. Welding/cutting/heating/brazing (selected employees). 

 
8. Respirator training (selected employees). 

 
9. Hearing conservation program (selected employees). 

 
10. First aid/CPR (selected employees). 

 
11. When new job tasks, new equipment or new hazardous materials are introduced. 

 
12. Changes in code or regulatory requirements. 

 
13. Storm water discharge protection. 

 
14. Bloodborne Patheogens Exposure Control and Plan 
 

 
Training Documentation 
 
All training, no matter the topic, duration or number of employees involved, must be documented.  
The actual topic must be outlined in writing and that outline kept on file.  The date(s) of the 
training, topic involved and names of employees who received the training must be documented. 
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The Corporate Safety Director has the overall responsibility of coordinating employee training 
and the Safety Coordinator has the record keeping responsibility. 
 
Safety regulations and good management practice dictate that employees receive training, which 
provides them with the knowledge necessary to complete any job or job task completely and 
safely. The purpose of this section, and the requirements it contains, is to ensure that management 
presents safety training in a consistent and timely manner. 
 
Specific training needs, inherent to some but not all jobsites, will need to be determined by site 
superintendent and properly addressed. 
 
Objective 
 

To provide guidelines and methods for conducting OSHA recommended employee safety 
training and maintaining documentation of such training. 

 
 
Required Training Topics 
 

See the Safety Program Training Manual for H+M Company’s complete training 
program, procedures and requirements. 

 
A copy of the OSHA required training subjects is listed in the Safety Program Training 
Manual.  This list is provided so that the Safety Department and management can 
evaluate their training needs and capabilities. 

 
 
Training Procedures 
 

Safety training not only serves to prepare our employees to work safely, it also lends to 
preparing employees to be more productive as well as increasing their overall knowledge 
of their job. In simple terms, a more knowledgeable employee is more productive, 
capable and interested. 
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Refresher Safety Training and Documentation 
 

Selected topics are required to be presented on an annual or more frequent basis, 
depending upon OSHA standards, local codes and operational aspects of each location. 

 
The following safety topics may require annual or more frequent safety training: 

 
1. Hazard communication. 

 
2. Forklift operator certification. 

 
3. Confined space entry (selected employees). 

 
4. Employee emergency plan/fire protection. 

 
5. Vehicle driver training (advanced driver performance). 

 
6. Lock and tag out program (selected employees). 

 
7. Welding/cutting/heating/brazing (selected employees). 

 
8. Respirator training (selected employees). 

 
9. Hearing conservation program (selected employees). 

 
10. First aid/CPR (selected employees). 

 
11. When new job tasks, new equipment or new hazardous materials are introduced. 

 
12. Changes in code or regulatory requirements. 

 
13. Storm water discharge protection. 

 
14. Bloodborne Patheogens Exposure Control and Plan 
 

 
Training Documentation 
 
All training, no matter the topic, duration or number of employees involved, must be documented.  
The actual topic must be outlined in writing and that outline kept on file.  The date(s) of the 
training, topic involved and names of employees who received the training must be documented. 
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PROCEDURES 
 
 
GREETING and INTRODUCTION 
 

A. Explain H+M Health and Safety Policy. 
 

B. Explain and describe the Project Safety needs. 
  

 C. Describe the safety history and the management effort. 
 

D. Inform them that each employee is responsible for Health and Safety compliance. 
Stress that working safely is a condition of employment. 

 
E. Each employee has the right to question the adequacy of the Health and Safety 

program. 
 
 
ACCIDENT REPORTING 
 

A. Report all injuries to your supervisor/foreman immediately, no matter how  
minor. 

 
B. Help your supervisor in the accident investigation to help prevent the incident 

from happening again. 
 
 
INJURIES REQUIRING A DOCTORS CARE 
 

A. Employees are required to give prior notice of their intent/need to seek medical 
attention for a job-related injury or illness. 

 
B. Transportation is provided to and from the project doctor’s office. 
 
C. Modified or light duty, when available, will be provided. 
 
D. You must have a written doctor’s release noting restrictions (if any) and when 

you are allowed to return to work. 
 
E. Your time, to the end of your shift, is paid if you see the doctor during working 

hours and if you see a company physician. 
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WORKER’S COMPENSATION 
 

A. All employees are covered by worker’s compensation.  All employees have the 
right to medical care for their job-related injuries. 

 
B. The company pays for the worker’s compensation insurance. 
 
C. Average cost of an injury that requires a doctor’s care is $1,000.00. Average cost 

for a lost time injury is $50,000.00.  The worker has to pay by suffering.  It pays 
H+M and every employee to prevent injuries. 

 
D. Coverage includes, but not limited to: 
 

 Medical bills and medications 
 Lost time wages are paid in accordance to federal and state regulations 
 Transportation 

 
 
PERSONAL PROTECTIVE EQUIPMENT  
 
             Each work site must conduct an assessment to determine the required Personal Protective  

Equipment. The following list represents basic P.P.E. If a work site hazard does not 
require any of the P.P.E. specified below, they are not included in the orientation. If a 
work site hazards does require additional P.P.E., they are include it in the orientation. 
 
A. Safety glasses are required at all times. 
 
B. Hard hats are required at all times. 

  
C. Required clothing; Steel toed or sturdy industrial grade hard soled work shoe or 

boot, long work pants and a shirt with a minimum of 3 inch sleeves.  Sport or 
soft-toed shoes or soft leather shoes are not permitted.  

 
D. Hearing protection as required.  (The method of inserting earplugs is explained.) 
 
E. When respiratory protection is required, training, fit testing and medical reviews 

must be conducted. Due to potential exposure to lead, cadmium, arsenic or other 
toxic materials, welding activities are routinely evaluated and welders will often 
need to use respirators. 

 
F. When gloves are required, the need for an evaluation of the proper glove for the 

hazard is necessary. (For example rubber, leather, cut resistant or chemical 
resistant gloves may be indicated for certain jobs.) 
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FALL PROTECTION  
 

A. Any time you are exposed to a fall of 6 feet or more, you must have and use 
100% fall protection. The following safety measures must be used: 

 
 1. Guard rails, midrails, toe boards, or 

 
2. Body harness and two lanyards.  The lanyards are to be attached to the 

“D” ring located between the shoulder blades and attached to an 
anchorage that will support at least 5000 pounds.  (Training will 
demonstrate how to don and use the devices.) 

 
B. When working off the ground, potential fall areas such as floor openings, roof 

edges, excavations, pipe racks, cable trays, and ladders must be considered. 
 
C. Ladder Safety Rules include: 
 
 1. Non-conductive ladders must be used 
  

2. the ladder shall be in compliance with OSHA standards, in good repair, 
rungs not bent or damaged; side rails straight and not cracked or 
splintered non-skid feet.. 

 
3. Proper set up includes adjusting to the proper slope of a 4 to 1 ratio, tying 

the ladder off and extending the ladder 36” above the landing.  
Stepladders shall be fully opened.  The bottom of ladder shall have a 
good clear access. 

 
4. Never use the top two rungs of a stepladder. 
 
5. Always inspect a ladder before use, even if the ladder is already set up.  

If the ladder is damaged, do not use it. 
 
6. Limit the use of ladders to short jobs. Use scaffolding or scissor lifts for 

jobs that extend for longer periods of time.. 
 

 D. Scaffolds shall require: 
 
  1. Shall be comply with current OSHA standards. 
 
  2. Shall have guardrails, midrails and toe boards whenever possible.   
 
  3. Platforms shall be level and complete. 
 
  4. Uprights shall be plumb and sturdy. 
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5. Scaffolds shall be tagged with the project tagging system. 

 
6. All scaffolds are to be built, altered and dismantled only by designated 

competent persons! 
 
 E. Floor Openings 
 

1. Any opening greater than 12” in its least dimension shall be considered a 
floor opening and shall have a standard guardrail or substantial floor 
cover made of ¾” plywood. 

 
2. Leading edges or perimeters of floors shall have standard guardrails or 

barricades back a minimum of 6 feet from the edge. 
 
 
ELECTRICAL 
 

A. Cords and leads are to be kept 7 feet off the ground in traffic areas. 
 
B. All power is to be provided using Ground Fault Circuit Interrupters or a pre-

approved assured grounding program should be used. 
 
C. Lock-out/Tag-out Program must be in place and training is conducted as follows: 
 
 1. Locks are available from site supervisor. 
 
 2. Tags are to be completely filled out and placed with every lock. 
 

3. Do not work on any energized system without first isolating all energy 
sources.  This includes electrical, steam, mechanical, spring, gravity, and 
any other form of energy. 

 
 
HAZARD COMMUNICATION  
 

A. Written program is in the Safety Program Manual. (The program is designed and 
taught in detail) 

 
B. MSDS’ are on file and available for review at the job site office. 
 
C. Report all chemical spills to your supervisor immediately. 
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D. All containers will be labeled with the contents and training covers the labeling 

system. The label must be consulted before any chemical is used. 
 
E. Do not use any chemical unless you have been formally trained on the proper 

handling, storage and disposal techniques of the chemical. You can obtain this 
information from the MSDS. 

 
F. Proper personal protective equipment is required. 
 
G. Proper disposal of hazardous chemicals must be followed..  DO NOT DISPOSE 

OF HAZARDOUS MATERIALS IN THE TRASH OR ON THE GROUND. 
 
H. Identify all hazardous chemicals the employees will come in contact with.  

Identify the location of the chemicals and describe: 
 
  Hazardous ingredients 
  Location 
  Physical hazards of the chemical 
  Routes of entry into the body 
  First aid care 
  Required PPE 
  Spill containment and disposal 
  Any special precautions 

 
 
FIRE PREVENTION 
 
 A. Remove all flammable and combustibles from the area before starting work. 
 
 B. Use fire blankets to catch sparks at the source.  Do not allow sparks to fall. 
 
 C. Set welding screens to protect others. 
 

D. Have a fire watch and a suitable functioning fire extinguisher immediately 
available. 

 
 E. Report all fires immediately. 
 

F. Fire Watch and welder are both to be trained in the proper and safe use of fire 
extinguishers. 
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HOUSEKEEPING 
 

A. All work and storage areas are to be kept clean and orderly at all times.  Clean up 
debris, trash, scrap; excess material, and spills immediately. 

 
B. Nails are to be pulled from boards before they are stacked.  If the boards are to be 

disposed of, nails are to be bent over. 
 

C. Aisles, walkways and work areas are to be kept clean.  
 

D. Do not stack or store materials in front of or within 3 feet of electrical panels. 
 
 
BARRICADES 
 

A. Red plastic ribbons are used to designate “Potentially dangerous or hazardous 
area.”  Determine the hazards of the area before entry is permitted. 

 
B. Yellow plastic ribbons are used when “exposure is possible.”  Employees must 

check to determine the  hazard before entry. 
 
 
TOOL CARE AND RESPONSIBILITY 
 

A. Inspect tools before use.  If a tool is defective, return it to the tool room or to 
your foreman. 

 
B. Do not remove guards from tools.  If guards are missing, return the tool to the 

tool room or to your foreman. 
 
 
COMPRESSED GAS CYLINDERS 
 

A. Always store cylinders up right and secure to prevent the cylinder from falling 
over.  

 
B. Store cylinders with the cap in place.  After use, remove the gauges and replace 

the caps. 
 

D. Separate oxygen and all fuel gases by 20 feet unless separated by an approved 1 
 hour fire wall. 

 
E. When cylinders are empty or are no longer needed, return them to the proper 

storage areas. 
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PERSONAL LIFTING LIMITS 
 

A. Limit personal lifting to 50 pounds.  When lifting or moving items over 60 
pounds get help. 

 
 B. Proper lifting procedures will be demonstrated. 
 
VEHICLE SAFETY 
 

A. Private vehicles are restricted to parking lots. 
 

B. Only approved drivers can operate company vehicles.  
 
 C. Only three workers are allowed in the front of a company vehicle. 
 

D. Seat belts are required and are to be used by all people in any vehicle before the 
vehicle is moved. 

 
E. The driver of a vehicle is responsible that all passengers meet company policy 

before moving the vehicle. 
 
EVACUATION PROCEDURES  (This is site specific and must be developed on site)  (It is 

required by law) 
 
 A. Must have warning notification methods. 
 
 B. Must have evacuation routes. 
 
 C. Shall identify the evacuation hazard and account for all employees. 
 
 D. Must have all clear notification for re-entry. 
 
DISCIPLINARY PROCEDURE 
 
 A. Unsafe acts will result in: 
 
  1. Verbal reprimand with a copy in personnel file. 
 
  2. Written reprimand. 
 
  3. Suspension or termination. 

 
4. Extremely unsafe acts will result in immediate termination without other 

reprimands. 
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  GENERAL SAFETY 
 
 A. Work together – report unsafe acts or conditions to: 
 
  1. The individual to help protect the employee immediately. 
 
  2. Your supervisor. 
 
  3. A member of the safety committee. 
 
  4. Any staff person. 
 
 
 B. Weekly toolbox meeting. 
 
 C. Weekly safety committee meetings. 
 
 D. Orientation. 
 
 



 H+M Company, Inc.   Safety Manual 
 

               Emergency Procedures,                    Procedure No : ESHP 11            
            Medical and First Aid                                   Original Date : 1/1/99 

                                                                                                                       Revision Date :   6/2002                                            
                                                                                                        Page 1 of 2 
                                                                                                         

 

   

 
MEDICAL TREATMENT and FIRST AID 
 
Superintendents will make arrangements with medical facilities within close proximity of the job 
sites for treatment of serious and non-emergency workplace injuries and illnesses. These same 
medical facilities will also serve as collection sites for drug testing.  
 
If any problems arise concerning service in these facilities, contact the Corporate Safety Director 
and an alternate facility will be arranged. The phone number of the clinic or physician selected 
must be posted and an emergency phone list must be located in close proximity to the work site 
telephone. 
 
     First Aid 
 
There should be several personnel trained in first aid on all job sites. The superintendent knows 
which employees are trained in first aid and CPR and how to contact them for assistance. 
 
All projects will have at least one first aid kit in the office trailer with the necessary supplies for 
the treatment of minor injuries. 
 
If first aid is provided on the job site for minor injuries, a record shall be made in the First Aid 
Log, even if the employee does not go to the doctor.  
 
     Medical Treatment 
 
If an employee of H+M or a subcontractor is transported to a medical facility for treatment, the 
superintendent and/or supervisor must maintain contact with the medical facility for the condition 
of the injured employee. The superintendent must update the corporate Safety Department of the 
injury updates and conditions. The injury or illness must be recorded on the H+M Injury Report 
form and on the injury log. 
 
 
 
EVACUATION PROCEDURES 
 
 Dangerous Weather 
 

A. When conditions are present that could produce dangerous weather, flooding, etc., it will  
be the superintendent's responsibility to closely monitor the situation and take the 
necessary steps to protect workers, equipment and materials. 
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B. Thunderstorms and Tornadoes - At the first warning of approaching storms preliminary 
steps shall be taken to secure the job site. 

 
1. Loose materials subject to wind damage should be secured. 
 
2. Work on roofs and other elevated surfaces should be discontinued. 

 
3. Equipment such as cranes that are subject to lightening strikes should be secured,  
 lowered and evacuated if possible. 
 
4. A protected area should be selected for evacuation should a severe thunderstorm or  
 tornado strike suddenly. This location should be communicated to all employees so 
 that immediate evacuation can take place once orders are given. 

. 
 C. Flooding - All equipment and materials should be stored in areas that are not subject to  
  flooding. Should the entire project become subject to flooding, the superintendent will  
  use available workers to evacuate equipment and materials from the job site as long as 
  he/she feels it is safe to do so. Salvage efforts shall be discontinued as soon as they  
  become a threat to workers safety. 
 
 
     Emergency Spill and Risk Procedures 
 

A. All hazardous materials should be stored in such a way as to minimize the chance of a 
leak causing environmental damage. (Covered storage, dikes, etc.) 

 
B. Should a spill occur, the superintendent will direct efforts to temporarily contain and  

control the leakage, provided those efforts do not jeopardize the safety of the workers. 
 

C. If the spilled materials present an immediate danger to safety or health, the 
Superintendent will contact the local HAZMAT response team to manage the spill. 

 
D. Permanent clean up of spills will be done by outside consultants hired by the Main office. 

   
 

     Other Emergencies 
 
 Any other emergency on the job site will be managed through radio communications between 
 the superintendent and the foremen on the job site. If evacuation is necessary the 
 superintendent will direct an assembly point where foremen will be responsible for 
 accounting for their personnel and providing a report to the superintendent. 
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Purpose 
 
 Accident investigation is carried out to determine the cause of the accident or near miss   
 condition so that appropriate actions can be taken to prevent a reoccurrence. The 
 purpose of accident investigation is fact-finding, not fault finding. 
  
Responsibility 
 

1. The superintendent and/or subcontractor supervisor is responsible for investigation of 
 all accidents occurring on the job site and for determining the corrective measures 
  that is necessary to prevent reoccurrence. 

 
 2. The corporate Safety Director is responsible for reviewing the facts of the investigation 

and seeing that the corrective measures required are put into effect. 
 
Procedures 
 

1. Provide immediate first aid or medical care for the injured. 
 

2. Report serious accidents to the corporate Safety Department by telephone immediately. 
 

3. Employee accidents 
 

a. The Superintendent and/or subcontractor supervisor will conduct the initial accident 
investigation using the H+M Accident Investigation form and forward the document 
to the Safety Department for review. 

b. The corporate Safety Director will review the investigation report. The Director will 
then forward a copy to the Project Manager and top management. 

c. Appropriate corrective measures will be implemented immediately. 
d. The findings in the accident investigation will be discussed during the next safety 

meeting. 
 
 Vehicle accidents 
 

a. Call an ambulance if necessary.  
b. Contact police if on public road 
c. Gather necessary data as required to complete the forms contained in the glove 

compartment of the vehicle. 
d. Ascertain to what doctor or hospital the injured parties may have been taken.  
e. Contact the corporate office immediately. 
f. Submit the written report to the corporate office as soon as possible (always on the 

same day as the accident). 
g. Never make or allow anyone else to make a statement admitting liability or 

responsibility. This could compromise our insurance coverage. 
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 Public Liability Documentation 
 

a. Call an ambulance if needed. 
b. Contact the Project Manager. 
c. Get names and phone numbers of witnesses. 
d. Draw diagrams, take photos, or gather any other pertinent information. 
e. Get written or taped statements from witnesses (facts tend to change if these 

statements are not taken immediately). 
f. MAKE NO STATEMENT TO MEDIA. Refer media to Jackson Corporate Office. 

 
 
 Property Damage Accidents 
 

a. Document the damage done, with pictures if possible. 
b. Obtain witness statement if repair or replacement costs will be high. 
c. Complete Insurance Company claims forms and send to main office immediately.  
d. If criminal activity was involved, contact the local police department and get a copy 

of their report. 
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In order to make our jobsites as safe as possible, the following procedures will be in effect on all 
projects.  These are minimum requirements and supervisors are empowered to implement additional 
requirements as necessary to ensure the safety of workers on the jobsite. 
 
GENERAL ITEMS 

A. Consumption of alcoholic beverages during working hours is prohibited.  Workers should 

abstain from consuming alcohol at least four hours before work. 

B. Drug use shall not be tolerated 

C. No horseplay 

D. Proper work clothes are required 

E. Smoking is allowed in the proper areas only. 

F. Safety meeting must be attended once a week. 

 

HOUSEKEEPING 
 

A. Keep everything in its proper place. 
 
B. Put scrap, trash and other waste in designated containers. 

C. Do not bring glass containers on the jobsite. 

D. Clean up tools and work area as your job progresses. 

E. Keep all material, tools and equipment in a stable position, (tied, stacked or choked) to 

prevent rolling or falling. 

F. Maintain clear access to all work areas. 
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TOOLS AND EQUIPMENT 
 

A. General 

1. Operate equipment and tools only if you are trained in their use and authorized to do 

so. 

2. Tools or guards are not to be altered. 

3. All equipment, tools, cables, slings, cords, etc. shall be inspected before each day’s 

use and monitored during use.  Any found to be defective should be taken from 

service immediately and reported to your foreman or superintendent. 

4. Tools are to be used only for their designated purpose. 

5. Personal tools are subject to inspection at any time.  Any found defective or unsafe 

shall be immediately removed from service. 

B. Electric Tools 

1. Electric power operated tools shall either be approved double insulated or be 

properly grounded and used with ground fault circuit interrupters on all applicable 

jobsites. 

2. Electric cords shall not be used for hoisting or lowering tools. 

3. Tools or extension cords that are frayed or have ground prongs missing shall not be 

used. 

C. Powder-Actuated Tools 

1. Only employees who have been trained in the operation of the particular tool in use 

shall be allowed to operate a powder-actuated tool. 
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2. Powder-actuated tools shall be operated in accordance with Section 1926.302(e) of 

the OSHA Standards. 

3. Eye protection will be worn by employees operating powder-actuated tools and by 

other employees working in near proximity to powder-actuated tool operations. 

 

D. Hand Tools 

1. Wrenches shall not be used when the jaws are sprung to the point that slippage 

occurs. 

2. Impact tools, such as chisels and drift pins, shall be kept free of mushroomed heads. 

3. The wooden handle of tools shall be kept free of splinters or cracks and shall be kept 

tight in the tool. 

4. “Cheaters” shall not be used to increase the tool’s capacity. 

E. Rigging 

1. Know capacities and proper use of chain falls, coma longs, chokers, shackles and 

clamps. 

2. Cable clamps shall be applies so the  “U” section is in contact with the dead end of 

the cable. 

3. Stay out from under and in front of loads on cranes, etc.  Do not cause or permit a 

load to be carried over a worker who is unaware of it or cannot get clear. 

4. Know proper hand signals for signaling cranes and be sure only one personal is 

signaling the operator at one time. 
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FALL PROTECTION 
 

A. Training 
 
All workers exposed to potential fall hazards must receive training concerning those exposures 

and the means that will be used to protect them from falls.  If they use personal fall arrest 

systems, they must be trained in the proper wearing, fitting and maintenance of those systems. 

B. Personal Fall Arrest Systems 

Safety harnesses and shock absorbing lanyards shall be used when working on suspended 

scaffolds, within six feet of the edge of an unguarded flat roof, elevated slab or opening; on 

sloping roofs; and on any elevated work location 6 feet high or higher from the ground or floor 

where guardrails are not provided.  Safety belts will not be used for fall protection.  Anchor 

points must be capable of supporting 5000 lbs per worker attached. 

 

C. Barricades/Guardrails 

1. Barricades are needed for excavations, near roof edges, around overhead work and 

similar areas.  Hole covers or barricades must be placed at all floor openings. 

2. Standard guardrails must be installed around any open sided floor 6 foot or more 

above the ground or adjacent floor.  If you must remove this guardrail for any 

reason, replace it when you are finished. 

3. Floor holes or openings must be guarded or covered.  If you must remove these 

guardrails or covers, replace them. 

4. Guardrails will be 42 “ high (+ or – 3”) with a mid rail approximately 21” above 

the floor.  If there are workers below that may be exposed to objects falling on 
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them, a toe board is necessary.  The top rail shall be able to support 200 pounds of 

pressure in any direction except up. 

5. If the erection of a guardrail is not practical the workers must use a personal fall 

arrest system as outlined in A above. 

 

LADDERS 

A. Straight and extension ladders must be tied off at a 4 to1 ratio. 
 
B. Stepladders must be fully opened and set level. 

C. Work facing the ladder with both feet on the rungs. 

D. Stay off the top two steps of stepladders. 

E. Never use two stepladders as supports for scaffold boards. 

F. Only one employee at a time will be permitted to work on a stepladder. 
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   SCAFFOLD REQUIREMENTS 

A. Scaffold shall be erected on sound, rigid footing, capable of carrying the maximum 
intended load without settling or displacement. 

 
B.  Scaffold and their components shall be capable of supporting, without failure, at least four 

times the maximum intended load. 

C. Guardrails and toe boards shall be installed on all open sides and ends of platforms more 

than ten feet above the ground or floor. 

D. There shall be a screen with maximum ½ inch openings between the toe board and the 

guardrail, where the persons are required to work or pass under the scaffold. 

E. All planking shall be Scaffold Grade or equivalent as recognized by approved grading 

rules of the species of wood used. 

F. Scaffold planks shall be overlapped a minimum of 12 inches or secured from movement. 

G. Scaffold planks shall extend over their end supports not less than 6 inches not more than 12 

inches. 

H. All scaffolding and accessories shall have any defective parts immediately replaced or 

repaired. 

I. An access ladder or equivalent safe access shall be provided. 
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 Job site Safety inspections are conducted by all members of management and 
       supervision. All management will be ask to conduct a performance audit on each visit to 
       the job site and forward the completed Behavioral Audit form to the Safety Department.  
            The Safety Department will score the audit results and the rating becomes a part of the job  

               site safety profile.  
 
   The following items will be evaluated in the audit of the job site: 
 

1. Proper use of Personal Protective Equipment 
 

2. Fall Protection 
 

3. Scaffolds and Ladders 
 

4. Protection from overhead work 
 

5. Excavation and Trenching 
 

6. Lifting Equipment 
 

7. Lockout / Tagout 
 

8. Tools and Equipment 
 

9. Operators of forklifts, manlifts, scissorlifts, properly trained and properly using 
 

10. Electrical  
 

11. Control work zone and control deck zone. 
 

 
 

 HOUSEKEEPING 
 
 
 STORAGE 
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POLICY STATEMENT 
 
 
To help ensure a safe, healthy and productive work environment for employees of H + M Company, Inc., 
(hereinafter referred to as “Company”) and others on Company property and assets and to assure efficient 
operations, Company has adopted this Policy on drugs, alcohol and other prohibited items. 
  
Furthermore, it is the intent of the General Assembly of the State of Tennessee to promote drug-free 
workplaces in order that employers in the state be afforded the opportunity to maximize their levels of 
productivity, enhance their competitive positions in the marketplace and reach their desired levels of 
success without experiencing the costs, delays and tragedies associated with work-related accidents 
resulting from drug abuse by employees.  It is further the intent of the General Assembly that drug abuse 
be discouraged and that employees who choose to engage in drug abuse face the risk of unemployment 
and the forfeiture of workers’ compensation benefits.  The Workers’ Compensation Reform Act of 1996 
has been enacted to provide Tennessee companies with guidelines to facilitate a Drug-Free Workplace. 
 
It is the policy of the Company to adopt the provisions of the Workers’ Compensation Reform Act of 
1996 and to maintain a Drug-Free Workplace.  It is also the policy of the Company; pursuant to T.C.A. 
Section 50-9-100 ET. Seq., that certain employees who fail a drug and/or alcohol test following an 
accident may have workers’ compensation benefits denied. 
 
This Policy restricts certain items and substances from being brought on or being present on Company 
property, prohibits Company employees and others working or being present on Company property from 
having detectable levels or identifiable trace quantities of certain drugs and other substances, and 
prohibits the unauthorized possession, by employees or others, of property, equipment, materials or 
proprietary information belonging to the Company or others. 
 
 
COMPANY PROPERTY AND PREMISES 
 
 
For purposes of this Policy, the term “Company property” or “Company premises” is used in its broadest 
sense and includes all property, facilities, land, offices, living quarters, buildings, structures, fixtures, 
installation, trailers, equipment, automobiles, trucks, all other vehicles, and parking areas, whether owned, 
leased, used or under the control of the Company.  This may also include other work locations, including 
the job site of the customer, or to and from those locations while I the course and scope of Company 
employment. 
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PROHIBITIONS 
 
 
Company prohibits the following: 

A. The use, possession, selling, manufacture, distributing, concealing, or transporting on Company 
property, or on Company business, or during working hours by employees or others, of any of the 
following items or substances: 

 
1. Illegal drugs, controlled substances, mood or mind-altering substances, “look-alike” 

substances, designer and synthetic drugs, and certain inhalants at detectable levels or 
established levels.  (”Illegal drugs”, for purposes of this Policy, include drugs, which are 
not legally obtainable, and drugs, which are legally obtainable but have been obtained 
illegally.  “Detectable levels” or “Identifiable trace quantities”, for purposes of this 
Policy, is the presence of an illegal or prohibited drug or substance found in the body 
fluids at levels of detection above the lowest cut-off level as established by the analytical 
methods used by the testing laboratory.)  [See Prohibition Section, Part C for alcohol 
levels and Prohibition Section, Part B for drug levels]. 

 
2. Unauthorized alcohol beverages; intoxicating substances, except as specifically 

authorized for Company functions or events. 
 

3. Equipment, paraphernalia and literature pertaining to illegal drug or substance use. 
 

B. Prescription drugs and over-the-counter medications except under the following conditions: 
 

1. The drugs have been prescribed by a licensed physician for the person in possession of 
the drugs. 

 
2. The drugs/medications are kept in their original container(s). 

 
3. A registered/licensed pharmacist filled the prescription within the last twelve (12) months 

for the person possessing the drug/medication and the drug/medications in the original 
container(s) from the pharmacy. 

 
4. The superintendent or supervisor has been notified in advance regarding the physician-

mandated possession or usage of a prescribed drug, and the Safety Department has 
approved an employee’s working under the circumstances. 

 
 

5. The Company, at all times reserves the right to have a physician determine if a 
prescription drug or medication produces hazardous effects and may restrict the 
employee’s work activity. 

 
C. Being under the influence of licit or illicit drugs or alcohol on Company premises or during 

Company business working hours or while having a detectable amount of an illegal or prohibited 
drug or substance found in the body fluids at levels of detection above the lowest cut-off level as 
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established by the analytical methods used by the testing laboratory.  Alcohol levels equal to or in 
excess of .04 percent blood alcohol content while on company property/premises will be 
considered a violation of this policy. 

 
D. Use of alcohol off Company premises that adversely affects the individual’s work performance, 

his own or others safety at work, or the Company’s regard or reputation in the community. 
 

E. Possession, use, manufacture, distribution, dispensation or sale of illegal drugs off Company 
premises that adversely affects the individual’s work performance, his own or others safety at 
work, or the Company’s regard or reputation in the community. 

 
F. Switching, adulterating or the evidence of dilution of any specimen submitted for testing. 

 
G. Refusing consent to testing or to submit a specimen for testing when requested by management. 

 
H. Refusing to submit to a search when requested by management. 

 
I. Failing to adhere to the requirement of any drug or alcohol treatment or counseling program in 

which the employee is enrolled. 
 

J. Conviction under any criminal drug statute for a violation occurring in the workplace. 
 

K. Refusing to sign a statement agreeing to abide by the Company’s Substance Abuse 
Policy/Program. 

 
 
 
ARREST OR CONVICTION UNDER CRIMINAL DRUG STATUTE 
 
 
Employees must notify their immediate supervisor of any criminal drug statute conviction no later than 
five (5) days after such conviction. 
 
 
POLICY ENFORCEMENT 
 
 
Because of the importance of this Policy, Company reserves the right, at all times, and employees accepts 
as a condition of employment, that while on the premises and property described above and circumstances 
warrant, to have Company Superintendents and/or authorized Search and Inspection Specialists, including 
scent-trained dogs, conduct searches and inspections of employee’s, or other person’s personal property 
and effects to include, but not limited to, living quarters, lockers, baggage, offices, desks, tool boxes, 
clothing, and vehicles, for the purpose of determining if such employee or other person(s) are using, 
possessing, selling manufacturing, distributing, concealing or transporting any of the prohibited items and 
substances contained in this Policy.  Any person who is found in violation of any portion of the Policy 
will be removed from Company property and will be subject to disciplinary action as follows: 
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A. Anyone caught selling or distributing prohibited substances on the Company property/premises 

will be terminated. 
 

B. Anyone refusing to provide a specimen for drugs or alcohol testing will be terminated. 
 

C. Any employee who has a positive drug or alcohol test for a prohibited item will be subject to 
disciplinary action, which may include immediate termination.  Disciplinary action will be at the 
employer’s sole discretion. 

 
TESTING, SEARCHES AND INSPECTIONS 
 
 
The employee’s supervisor has the right to conduct an on-the-spot search and inspection of employee’s, 
or others’ personal property and effects, as described above, if said superintendent has a reasonable 
suspicion* that employee, or others, are in direct violation of any part of this Policy.  All searches and 
inspections conducted by outside authorized specialists will be in the presence of a Company 
representative.  Searches will be performed with concern for the privacy of each employee or individual. 
 
Testing, as defined herein, will require job applicants and employees to provide tissue, fluid, or other 
product of the human body capable of revealing the presence of alcohol, drugs or their metabolites.  
Testing that may be required is: 
 

A. Pre-employment.  Required of any qualified applicant or candidate as a condition of 
consideration of employment with the Company.  Any switching, adulterating or the evidence of 
dilution of any specimen submitted for testing is grounds for non-employment/termination. 

 
B. Post-accident.  Following any on-the-job injury that requires treatment at a medical facility, or 

following a serious or potentially serious accident or incident involving damage to Company 
property; including, but not limited to vehicles and other equipment.  All persons involved and 
within the immediate vicinity of the incident may be required to be tested. 

 
C. Random.  All employees will be subject to random drug testing at locations and a frequency 

specified by the Company. 
 

D. Reasonable Suspicion.  When an employee’s superintendent/supervisor has a reasonable 
suspicion that an employee, or other person on Company property, is intoxicated, using or under 
the influence of prohibited drugs and substances.  Whenever Company suspects that an 
employee’s work performance or on-the-job behavior may have been affected in any way by 
alcohol or drugs, or that an employee has otherwise violated this Policy. 

 
E. Return to duty.  An employee who has been suspended by the Company for violation of this 

policy may not return to duty until the employee has passed a drug and/or alcohol test and 
certain other conditions are met (as described in the Procedures Section). 
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FOR THE PURPOSES OF THIS POLICY: 
 
 
*  “Reasonable suspicion” is a belief based on objective and articulate facts either physical, behavioral, or 
work performance related that are sufficient to lead a prudent superintendent/supervisor to suspect that the 
employee, or other person, is using a prohibited drug, alcohol or substance. 

 
 
 
 

PROCEDURES 
 
 

A. Specimen Collection.  Specimen collection facilities will be established convenient to Company 
locations.  Collection procedures will be in accordance with the Substance Abuse and Mental 
Health Administration (SAMSHA) guidelines as outlined in United States Department of 
Transportation regulations (49 C.F R., Part 40). 

 
B. Laboratory Testing.  All drug testing will be performed by a SAMHSA/NIDA certified 

laboratory.  Initial screening will be by immunoassay testing.  All specimens, which screen 
positive, will be confirmed positive by Gas Chromatography/Mass Spectrometry (GC/MS).   

 
The Company will screen covered employees or applicants for the following substances: 
  
    Initial Test Levels  Confirmation Test Levels 
 
Ethyl Alcohol    .04% BAC   .04% BAC 
Amphetamines    1000 ng/ml    500 ng/ml 
Opiate Metabolites     300 ng/ml    300 ng/ml 
Cocaine Metabolites     300 ng/ml    150 ng/ml 
Marijuana Metabolites       50 ng/ml      15 ng/ml 
Phencyclidine        25 ng/ml      25 ng/ml 
Barbiturates      300 ng/ml    300 ng/ml 
Benzodiazepines     300 ng/ml    300 ng/ml 
Methadone      300 ng/ml    300 ng/ml 
Propoxyphene      300 ng/ml    300 ng/ml 
 

 
A list of the most common medications, by brand name or common names, as applicable, as well 
as by chemical name, which may alter or affect a drug test is available from the Company Drug-
Free Workplace Coordinator. 
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C. Medical Review.  All tests will be reported by the testing laboratory to a Medical Review Officer 

(MRO).  The MRO will review and interpret each confirmed positive and interview the donor to 
determine if there is an alternative medical explanation for the positive test result.  If an 
employee’s or job applicant’s explanation is unsatisfactory to the MRO, the MRO will report a 
confirmed positive test result to the Company.  A person may contest the drug test result pursuant 
to rules adopted by the Tennessee Department of Labor. 

 
D. Confidentiality.  All test results will remain confidential and under the control of the MRO.  The 

company will keep drug test results information in a secure location separate from personnel files 
to minimize the exposure and possible breach of confidentiality. 

 
 
 
 
REINSTATEMENT 
 
Any Company employee who have been suspended for violation of this Policy may at the Company’s 
discretion be considered for reinstatement if all of the following conditions are met: 
 

A. Work is available. 
 

B. A statement is obtained from a drug and alcohol assessment counselor stating that the employee 
is fit for duty.  If the counselor recommends further treatment, the employee must remain in an 
approved treatment program and may return to duty if, the managers if said treatment program 
and the MRO agree the employee is fit for duty.  The employee’s expense for assessment, 
treatment and all rehabilitation will be the responsibility of the employee. 

 
C. The employee agrees to and passes a return to duty drug and/or alcohol test. 

 
D. The employee agrees to additional drug and/or alcohol test during the next 5 years.  The 

Company will determine the timing of these additional tests. 
 

E. Any other conditions deemed necessary by the Company. 
 
Failure to any of the tests as defined in section titled REINSTATEMENT will result in the termination of 
the employee with no opportunity for rehire. 
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EMPLOYEE ASSISTANCE 
 
 

A. Employees who have substance abuse problems and voluntarily request assistance will be 
directed to a provider of such services without disciplinary action, provided the request was not 
generated as the result of a positive drug screen or the request of Company management to 
submit to a “random”, “post-accident” or “reasonable suspicion” drug or alcohol test.  Whether 
or not the employee is allowed to continue to work at Company facilities during treatment will 
depend on the recommendation of the treatment provider as it pertains to the employee’s ability 
to perform the duties identified in the appropriate Company job description. 

 
B. Employees seeking reinstatement under the REINSTATEMENT Section will be referred to an 

Employee Assistance Program. 
 

C. Referral to an employee Assistance Program is readily available from State and Federal 
Agencies.  Information regarding treatment centers is available through most major medical 
facilities.  Numerous medical clinics that specialize in these services are listed in the Yellow 
Pages. 

 
D. The selection of the EAP facility, assessment counselor, and approved treatment programs as 

well as the costs of said services are the responsibility of the employee.  A representative 
sampling of employee assistance programs available may be obtained from the Company Drug-
Free Workplace Coordinator. 

 
NOTICE 
 
This substance Abuse Policy/Program does not constitute a contractual undertaking by the Company and 
the Company does not, through this Policy, assume or offer to assume any obligations beyond that which 
may be imposed by applicable law.  The Company reserves the rights to alter, amend, or discontinue any 
policy or program included in the Substance Abuse Policy/Program with or without notice at its sole 
discretion.  The failure of the Company to exercise any function in any particular way shall not be 
considered a waiver of the Company’s right to exercise such function or preclude the Company from 
exercising that prerogative in some other way.  The employee is responsible to notify the Company, its 
agents, including but not limited to insurance carriers, testing laboratory, medical review officer and 
testing administrators of any administrative or civil action brought pursuant to this section. 




