[image: image5.png]ﬁ.imunw




Construction Corp.

SAFETY 

Policies and Procedures

December 2008

Table of Contents

Statement of Safety and Risk Management Policy *..…………………………………………….…………….. 3
Substance Abuse Policy * .…………………………………………………………………………..………….. 4

Vehicle Safety Policy *…………………………………………………………………..……………...………. 9
Worker’s Comp Insurance for Employees Only ………………………………………………………………. 12
Safety Rules to Follow ………………………………………………………………………………….……... 13
Lifting ………………………………………………………………………………………………………….. 14
Ladder Safety ………………………………………………………………………………………………….. 15
Stairways ………………………………………………………………………………………………………. 17
Electrical Safety ……………………………………………………………………………………………….. 17
Fire Prevention ……………………………………………………………………………………………….…19
Construction Housekeeping ……………………………………………………………………………..…….. 19
Excavation and Trench Safety ……………………………………………………………………..………….. 20
Acknowledgement Form * ……………………………………………………..……………………………… 21
* Applicant, Employee or Contracted Worker signature may be required on this page 
[image: image2.png]INTERVEST




Statement of Safety and Risk Management Policy

INTERVEST Construction Corp. is committed to developing and enforcing a quality Safety and Loss Control Program.

It is the policy of this company that every worker (employee and contracted worker) is entitled to work under the safest possible conditions.  All workers will make every reasonable effort to protect business, property and people.  No job will be considered complete unless the worker has followed every precaution to protect themselves, their fellow workers and the general public.

All management personnel have a responsibility to implement and enforce this safety policy.  All workers will comply with federal, state and local regulations related to safety and health.  Support from every worker is mandatory to have a truly effective loss control program.

INTERVEST Construction Corp. values and will strive to protect its workers, the general public and its customers.  Protecting business, property and people is good for everyone!
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___________________________________________

J. Steve Nail, President

Date:  ______________________________________
__________________________________________________


Signature of Employee or Contract Worker

INTERVEST is a Drug-Free Workplace.  As a condition of employment, all employees and/or subcontractors assigned to work for INTERVEST or a property managed by INTERVEST must agree to take a drug test at any time such a test is requested by their supervisor or other representative of INTERVEST management.  

It is the position of INTERVEST that use of illegal drugs, misuse of prescription drugs or misuse of alcohol is destructive and dangerous, and can have a negative effect on job performance.  It is therefore the policy of INTERVEST that the use, sale, purchase, manufacture, transfer, possession, or presence in one's system of any illegal drug, non-prescribed medications or controlled substances or other excessive legal drugs (on or off the job), or of alcohol, on any location owned or managed by INTERVEST, or while operating company vehicles or equipment, is prohibited.
It is a condition of employment for employees and/or subcontractors to refrain from reporting to work or working with alcohol or illegal or improper drugs in his/her body.  INTERVEST may temporarily suspend an employee or subcontractor after obtaining positive results of a drug test, and may discipline the employee up to and including termination.  Any employee who actively engages in or deliberately conceals the actions of others in the manufacture, distribution, sale, dispensation, possession, concealment, receipt, transportation or use of a prohibited substance, whether on or off the job, will be subject to disciplinary action, up to and including termination.  Likewise, possession or the use of alcohol, or the presence of alcohol in one's system while at work or on company premises will subject the employee to discipline, up to and including termination.  

It is the policy of INTERVEST to conduct drug testing to assure compliance with this policy.  If there is a positive confirmed drug and/or alcohol test, an applicant will be denied employment, or if already employed, the employee will be terminated.  An applicant who refuses to submit to a drug or alcohol test will not be hired. An employee who refuses to take a drug or alcohol test when requested to do so, or who tampers with or dilutes test samples will be in violation of this policy and subject to discipline up to and including termination. 
Section 71-3-121, Mississippi Statutes provide for Drug-Free Workplace Program requirements and permit the testing of injured workers by licensed laboratories for the presence of any or all drugs or alcohol in an employee after a work-related accident. Testing will be pursuant to Sections 71-7-1 through 71-7-33, Mississippi Statutes. 
As a condition of employment, INTERVEST applicants, employees and/or subcontractors may be required to undergo a urinalysis examination and/or blood test and/or alcohol testing which may confirm or deny the presence of alcohol or any of the drugs identified by brand names or common names as well as chemical names in Exhibit "A" attached to this policy statement: 
1. Job Applicants. Applicants for employment may be required to take and pass a drug and/or alcohol test prior to being employed. 
2. Reasonable Suspicion. If there is a belief (based upon specific objective facts and reasonable inferences drawn from those facts in light of experience) that any employee is using or has used drugs or alcohol in violation of INTERVEST’S policies, drug and/or alcohol testing will be required. Among other things, testing under this provision may be conducted if any of the following factors are believed to be present: you are observed using drugs; you exhibit symptoms or manifestations of being under the influence of drugs; you exhibit abnormal conduct or erratic behavior while at work; there has been a significant deterioration in your work performance; you have been reported using drugs by a reliable and credible source; you tamper with any drug or alcohol test during your employment with INTERVEST; you suffer an injury, cause, contribute to or become involved in an accident while at work (including lunch period and breaks) or in a working area; or there is evidence that you have used, possessed, sold, solicited, or transferred drugs, or while on our premises or the premises of  INTERVEST or any property managed by INTERVEST or while operating vehicles, machinery or equipment belonging to INTERVEST or any property managed by INTERVEST. 
3. Routine Fitness for Duty. Employees may be required to undergo such testing as part of a regular or periodic medical exam, or when returning from certain medical leaves or rehabilitation. This examination may be held routinely for all persons employed by INTERVEST or any property managed by INTERVEST, or by employment classification or group, for job related reasons. 
4. Follow Up. Where an employee in the course of employment enters a program for drug-related problems, or an alcohol or drug rehabilitation program, INTERVEST will require the employee to submit to a program of unannounced periodic drug or alcohol testing for up to two years thereafter. 
5. Random Testing. Employees may be randomly chosen to undergo a urinalysis, blood test and/or alcohol screening examination. INTERVEST representative or jobsite supervisor will instruct randomly chosen employees to report for testing within a designated timeframe. Employees not reporting for testing within this time allowance are in violation of this policy. 
6. Post Accident. Employees who are injured on the job may be required to undergo immediate drug and/or alcohol testing. Employees, who are involved in, contribute to, or cause a work-related accident may also be required, at the employers' sole discretion, to undergo drug and/or alcohol testing. 
Employees and job applicants have the right to report to the employer the use of prescription or non-prescription medications, or other relevant information, both before and after being tested. Certain drugs may alter or affect a drug test.  Such report shall be made to the person administering the test and to the immediate Supervisor at INTERVEST. A list of such medications by brand name or common name, as well as by chemical name, where applicable, as developed by the department of Health and Rehabilitative Services is attached to this policy statement and is found in Attachment "A".  Any employee unable to perform his or her normal duties due to the influence of prescribed medication will not be permitted to work.  If a physician has prescribed drugs for your use, it is your responsibility to discuss potential side effects with your physician and report this to your supervisor before beginning work. 
Employees who suffer from a substance abuse problem are encouraged to seek counseling immediately.  Any employee who identifies himself/herself as having a substance abuse problem, and requests the company's assistance before the employee has been identified to take a urinalysis and/or blood test and/or alcohol testing, will be given consideration.  Depending on the nature and extent of the problem and the affect on employment, the employee may be suspended without pay after identifying himself/herself.  During the time the employee who timely brings his/her substance abuse problem to the attention of INTERVEST and is undergoing rehabilitation as prescribed and administered by licensed medical professionals, the employee may be treated as being on a leave of absence without pay. The employee may be returned to work if his/her former position, or a comparable position, is available upon successful completion of the rehabilitation Program and after passing a urinalysis and/or blood test.  Participation in rehabilitation plans designed for treatment of alcohol or drug problems shall be at the expense of the employee and/or his or her insurer (if coverage is applicable). Also, any employee who comes forward and admits a substance abuse problem after the employee has been identified to take a urinalysis and/or blood test will be required to take the test.  If the employee tests positive, the employee will be subject to disciplinary action up to and including immediate termination.  If the employee tests negative, and if warranted in the sole discretion of INTERVEST on the basis of the employee's work performance, attendance, and attitude, the employee may be given further consideration.  

Your entry into any INTERVEST or INTERVEST managed work location, including property sites, offices and vehicles, is conditional on the company's right to search your personal effects, locker, desk, any other closed container and vehicle for prohibited drugs and paraphernalia, alcoholic beverages, or unauthorized property or equipment.  Refusal to submit to a search as described in this paragraph will be cause for disciplinary action, including immediate termination. 
If you receive a positive confirmed drug test result, you have the right to legally or administratively contest the result or explain the result to management at INTERVEST and/or person administering the drug testing. You should address your communication to the attention of J. Steve Nail, President, INTERVEST Corp., P.O. Box 2118, Madison, MS 39130-2118.  You are asked also to telephone Wendy Parnell, Executive Assistant to J. Steve Nail, at (919) 557-6028 to advise of your decision to contest the test results.  If an employee or job applicant's explanation or challenge is unsatisfactory to the person administering the drug testing, they shall report a positive test result back to the employer. Within ten (10) working days after INTERVEST gives you written notification of a positive confirmed drug test result, you may submit information to INTERVEST explaining or contesting the test result and explaining why the result does not evidence a violation of INTERVEST's policy. You also may have the right to appeal to the Public Employee Relations Commission or appropriate court regarding any applicable collective bargaining agreement or contract. You may appeal the denial of benefits pursuant to Sections 71-3-51 and 71-3-53, Mississippi Statutes.  In order to administratively challenge a drug test, you must file a claim with a Judge of Compensation Claims within thirty (30) days of being advised that INTERVEST rejects your explanation of the positive drug test if in fact there is such a rejection. You must notify the testing laboratory of any administrative or civil action brought pursuant to this policy statement and applicable state laws and advise the laboratory of the need to retain any sample taken until the case or administrative appeal is settled. You have the right to have a portion of any sample or specimen taken to be retested, at your expense, at another laboratory licensed and approved by the State Board of Health, Department of Health and Human Services (NIDA), CAP, the American Association of Clinical Chemistry, chosen by you. This testing must be performed within 90 days after written confirmation of a positive test result. The second laboratory test must test at equal or greater sensitivity for the drug in question as the first laboratory. The first laboratory which performed the test for the employer shall be responsible for the transfer of the portion of the specimen to be retested and for the integrity of the chain of custody during such transfer. 
You are advised that all information, interviews, reports, statements, memoranda, and drug test results, written or otherwise, received by INTERVEST through these drug testing programs are confidential communications and may not be used or received in evidence, obtained in discovery, or disclosed in any public or private proceedings, except in accordance with Section 71-3-121, Mississippi Statutes, laws of other states as applicable, or in determining the compensability of workers' compensation claims. This company, any laboratory, drug and alcohol rehabilitation programs or their agents who receive or have access to information concerning drug test results shall keep all information confidential, except that your signature on this form constitutes your authorization to release drug testing information to INTERVEST, properties managed by INTERVEST, INTERVEST related companies, including INTERVEST Construction Corp. and INTERVEST Development Corp., should you seek employment with any of those companies.  Release of such information under any other circumstance shall be solely pursuant to a written consent form signed voluntarily by you, unless such release in compelled by a hearing officer or a court of competent jurisdiction pursuant to an appeal or unless deemed appropriate by a professional or occupational licensing board in a related disciplinary proceeding.  Information on drug test results shall not be released or used in any criminal proceeding against you as an employee or applicant for employment.  Information released contrary to this section shall be inadmissible as evidence in any criminal proceeding. However, the employer, agent of the employer, or laboratory conducting a drug test shall not be prohibited from releasing any such information when consulting with legal counsel in actions brought under or related to Section 71-3-121, Mississippi Statutes, laws of other states as applicable, or when such information is relevant to its defense in a civil or administrative matter, including but not limited to unemployment hearings and civil actions against INTERVEST, its related companies or their clients for discrimination, harassment, wrongful discharge and other employment-related claims.
If your jobsite employer is a qualified federal contractor or grant recipient, you are required by the Federal Drug-Free Workplace Act to abide by this policy.  In addition, you must notify your jobsite employer and INTERVEST within five (5) days of any criminal drug conviction for drug law violations occurring in the workplace.  

By the signing of this statement, I understand the INTERVEST Substance Abuse Policy and drug testing program and consent to the terms set forth above.  I further understand that the program has been publicly posted in an appropriate and conspicuous place on INTERVEST premises and copies of this policy are available for inspection by me or the general public at INTERVEST during regular business hours. By the signing of this agreement, I herewith acknowledge that I have read this instrument and fully understand my rights, duties, and obligations under this Drug-Free Workplace Program. I further understand that INTERVEST can establish reasonable work rules related to any possession, use, sale or solicitation of drugs, including arrest or convictions for drug or alcohol-related offenses, and can suspend or terminate my employment or deny employment for such conduct.

_________________________________________

J. Steve Nail, President

IN WITNESS WHEREOF, I have hereunto set my hand on this ______day of _______________, 20_____ 
_________________________________________





Signature of Employee, Contract Worker or Applicant 




Notice to Employees, Job Applicants and Subcontractors Substance Abuse Policy 
Exhibit "A"
DRUGS WHICH MAY BE SCREENED FOR BY URINALYSIS AND/OR BREATH OR BLOOD TEST 
· Alcohol
· Amphetamines 
· Cannabinoids 
· Cocaine 
· Phencyclidine 
· Methaqualone 
· Opiates 
· Barbiturates 
· Benzodiazepines 
· Methadone 
· Propoxyphene 
· Designer drugs may be screened for under certain circumstances. 
OVER-THE-COUNTER AND PRESCRIPTION DRUGS WHICH COULD ALTER OR AFFECT THE OUTCOME OF A DRUG TEST 
· Alcohol - All distilled spirits, wines, malt beverages, intoxicating liquors and all liquid medications containing ethyl alcohol (ethanol). Please read the label for alcohol content. As an example, Vicks Nyquil is 25% (50 proof) ethyl alcohol, Comtrex is 20% (40 proof), Contact Severe Cold Formula Night Strength is 25% (50 proof), and Listerine is 26.9% (54 proof). 
· Amphetamines - Obetrol, Biphetamine, Desoxyn, Dexedrine, Didrex, Adderall 
· Cannabinoids - Marinol (Dronabinol, THC) 
· Cocaine - Cocaine HCL topical solution (Roxanne), T.A.C. (Topical) 
· Phencyclidine - Not legal by prescription. 
· Methaqualone - Not legal by prescription. 
· Opiates - Paregoric, Parepectolin, Donnagel PG, Morphine, Tylenol with Codeine, Empirin with Codeine, APAP with Codeine, Aspirin with Codeine, Robitussin AC, Guiatuss AC, Novahistine DH, Novahistine Expectorant, Dilaudid (Hydromorphone), M-S Contin and Roxanol (morphine sulfate), Percodan, Vicodin, etc. 
· Barbiturates - Phenobarbital, Tuinal, Amytal, Nembutal, Seconal, Lotusate, Fiorinal, Fioricet, Esgic, Butisol, Mebaral, Butabarbital, Butabital, Phrenilin, Triad, etc. 
· Benzodiazepines - Ativan, Azene, Clonopin, Dalmane, Diazepam, Librium, Xanax, Serax Tranxene, Valium, Verstran, Halcion, Paxipam, Restoril, Centrex. 
· Methadone - Dolophine, Methadose 
· Propoxyphene - Darvocet, Darvon N, Dolene, etc.

Vehicle Safety Policy Statement

INTERVEST is committed to and strives for the safest and most efficient operation of all vehicles in our fleet.  Safety is our paramount concern in the operation and use of any of our vehicles.  This concern extends to any of our workers who may from time to time use their personal auto on company business. The focus of this policy is to provide an environment which fosters sincere concern for safety at all times. 

INTERVEST endeavors to comply with all federal, state and local rules and regulations regarding vehicle operation, use and maintenance and expects their workers to endeavor to do the same.
Driver Qualifications 

In order to be considered for a position which involves the operation of a company vehicle an employee or an outside applicant must provide INTERVEST with a copy of their current valid driver’s license and list of any tickets/accidents they have had in the past 5 years.  When added as a driver to our insurance the state motor vehicle record will be checked by our insurance company and inaccuracies found can be grounds for immediate termination.  

Qualifications 


To qualify as a driver of a company vehicle the applicant must:

1. Have a valid drivers license from their state of residence

2. Have a motor vehicle report that is acceptable to our insurance carrier.


3. Be at least 21 years of age

4. Follow all rules and regulations of this Vehicle Safety program. 

Monitoring

Performance and safety of all drivers will be monitored on an ongoing basis.  By signing the Driver Acknowledgement statement at the end of this Vehicle Safety Program document all drivers are giving consent to random examination of their driving record at any time by either INTERVEST or their insurance carrier.   Random drug tests may be required of any vehicle operators at any time.

In the event a worker is involved in an accident while operating a company vehicle or receives a citation that goes on his/her driving record, the employee will immediately report this activity to their supervisor.  If the accident/citation is serious enough that the driving privileges of the driver must be suspended this could lead to termination of employment.

Accident and Citation Reporting Procedure 

In the event a driver is involved in an accident the driver is to immediately complete a Vehicle Accident Report (located in the glove box of all INTERVEST vehicles) unless the driver is physically incapacitated, in which case he/she should do so as soon as he is able.  An accident is defined by this policy as any driving event that gives rise to injury to any person or property as a result of a drivers operation of any INTERVEST vehicle.  An accident includes both at fault and not at fault incidents.

Key elements to remember in the event of an accident are:

1. Stop immediately 

2. Send for the police, and if someone is injured call 911


3. Take safety precautions as required by law.

4. Notify your supervisor at INTERVEST immediately.
5. Discuss the specifics of the accident only with the Police, our Insurance Agent or authorized INTERVEST personnel.

6. Give the other party only the information outlined in the tear off portion of the Vehicle Accident Report found in the glove box of the vehicle

7. If at all possible, while at the scene complete the Vehicle Accident Report located in the glove box

8. Obtain name, address, phone number (work & home) of any witnesses and/or injured parties on the Vehicle Accident Report form. 

Key elements to remember in the event of a citation are:

1. The day received, advise your supervisor 
2. Provide your supervisor with a copy of the citation 
3. Provide you supervisor with a written explanation of the incident when you received the citation 
Mandatory Vehicle Procedures 

The following Mandatory procedures are put in place for the safety of the general public and our employees who drive company vehicles. 

1. Vehicle operators and passengers must have their seat belts fastened at all times when in the vehicle while the motor is running. 

2. Passengers are allowed in company vehicles only with the direct permission of your supervisor.

3. No company vehicle is to be operated by a person who has consumed alcohol or any other substance that may impair their ability to operate a vehicle. 
4. No employee/worker is allowed to operate a vehicle for which they do not maintain the proper license.

5. All vehicles are to be locked, including the cargo area, when unattended.  

6. All vehicles are to be returned to INTERVEST place of business each day unless you receive specific permission or instructions to the contrary from your supervisor.

7. Damage of any kind, including windshield chips or cracks, is to be immediately reported to your supervisor.
8. All INTERVEST vehicles are non-smoking vehicles.  

Violation of any of the above Mandatory Procedures may result in your immediate termination. 

Driver Acknowledgement 

I acknowledge receiving the INTERVEST Vehicle Safety Program, having read it in its entirety.

__________________________    ______________________________    ___/___/______

Driver Name Print 



Driver Signature                               Date


_____________________________________________                                

J. Steve Nail, President


INTERVEST Construction Corp. maintains Workers’ Compensation Insurance according to the laws of the states of Mississippi, Alabama, North Carolina and Tennessee.  Entitlements are for employees only and include medical, disability and death benefits.  In the event of an employee’s job-related injury or occupational illness, the employee should immediately notify their supervisor, management or Wendy Parnell, Insurance Coordinator for INTERVEST at (919) 557-6028.  Under state law, failure to report promptly could put your eligibility for benefits at risk.  

Filing false claims is ILLEGAL 

and is grounds for discharge 
and possible prosecution.

Any injury to an employee, however slight or serious, is covered by Workers’ Compensation Insurance if it arises out of the course and scope of employment.  Occupational illnesses and diseases are also covered if job-related, as are work related deaths.  Employees are covered and eligible for benefits as soon as he or she begins employment.  There is no waiting period for eligibility or minimum earnings requirement.     

Prompt and accurate reporting is essential.  When you notify your supervisor of an injury or illness, he or she will immediately complete a First Report of Injury form and fax it to the Insurance Coordinator who will promptly turn in a claim to the appropriate Workers’ Compensation Insurance Company for processing.   The insurance company will assign a case worker who will assist you through your course of treatment.  

If you encounter a problem with the way your claim is being handled, or you think you have not received all benefits due, first contact your supervisor or the insurance company representative handling your claim.  Many problems can be cleared up with a phone call.  If the problem is not resolved to your satisfaction, you are encouraged to contact your state’s Workers’ Compensation Commission for assistance. 

While the Workers’ Compensation Law exists to guarantee certain benefits for persons who sustain bona fide work related injuries or illnesses, these benefits are limited and often will not make the injured person whole again.  Prevention is the most valuable benefit and every worker should strive to prevent an injury from occurring.  By adhering to safe work practices, many injuries can be prevented.   

Ask your supervisor for further information concerning the available benefits and limitations of Workers’ Compensation in your particular State of residence.
Safety Rules to Follow
1. No alcohol or drugs on the job at any time.

2. Report all job accidents to management the same day they occur.

3. All non-emergency treatment for accidents must be authorized by your supervisor.

4. Wear seat belts at all times while in vehicles on company business.

5. Be responsible for keeping the area where you work clean and neat at all times.

6. Do not remove the guard and other protection devices on any machinery at any time.

7. Ask your supervisor if you need additional equipment or instruction to get the job done safely.

8. Lift with your legs, not your back, and get assistance with loads over 50 lbs.  Don’t twist your body.  Shift your feet to face the direction of the load at all times.

9. Advise your supervisor of any hazardous conditions.

10. Follow all other written and spoken safety rules.

11. Always wear proper personal protective equipment (i.e. gloves and safety glasses) when the condition warrants such equipment.
12. Welding and cutting must be performed in designated areas only.  Proper shielding and eye protection must be used.

13. Only authorized personnel should operate forklifts, power tools and machinery.

14. Never adjust or repair machinery while it is in motion.

15. All electric tools must be properly grounded or double insulated.  Damaged cords must be replaced, not repaired.

16. All hand tools should be kept in good condition.  Use the right tool for the job.

17. Shavings, scrap and debris must not accumulate in work areas.  Keep aisles and passage-ways clear.

18. Oil, grease and water spills must be cleaned up immediately.

19. Use material handling equipment for heavy or bulky objects.

20. Obey all safety signs (i.e. “No Smoking”).

21. All workers on construction sites should wear hard hats and construction-type work shoes.

22. Ladders must be used safely.  Do not use defective ladders.

23. Fall protection considerations and guidelines should be implemented when appropriate.  Full body harnesses, scissor lifts, guardrails and warning flags/tape may help you meet fall protection requirements.

24. Scaffold must be erected on solid footing with guardrails installed when over 10 ft. in height.

25. Keep a safe distance from electrical wires.

Safety Procedures
Lifting
Your back allows you to walk, sit, stand, lift, bend and work.  However, the back is the most injury-prone part of your body.  Back injuries can lead to pain, extra expenses, lost work time and in some cases, disability.

Eighty percent of all back injuries are muscular related and will usually heal after two or three days of bed rest or light duty.  The remaining injuries are to the disc and is far more serious, requiring treatment ranging from pain medication to major surgery.

Millions of dollars are spent each year in treating industrial back injuries.  At one time or another, nearly all of us have been afflicted with a back problem that was probably caused by overexertion or bad lifting practices.

Preventing back injuries is a lot easier than correcting them!
Your back is a complex system.  It includes:  the spine (33 bones), the spinal cord (a ½-inch-thick cable of nerves about 18 inches long), nerves (31 pairs branching out from the spinal cord and sending information to the brain and orders to the muscles), and muscles (400 of them producing motion in all directions and attached to the bones by about 1,000 tendons).

Many things contribute to back problems, but about half of all back injuries result from improper lifting.  The basic steps in proper lifting include:
1. Think things through before you start.

2. Examine the object to decide where and how to hold it.  Check for grease, oil, moisture and sharp objects.

3. Clear any path of obstruction (tripping hazards).

4. Know where and how you will set down the object before you pick it up.

5. Get help if you have any doubts about lifting objects.

Lifting:  Stand close to the load with your feet solidly placed and slightly apart.  With your kneed bent, firmly grasp the object and then lift up by straightening your legs and keeping you back as nearly vertical as possible.

Lifting Overhead:   The maximum load you can lift overhead is lighter because you cannot use your legs.  Use extra care.  Spread your feet with one foot slightly forward.  Use a firm platform or sturdy ladder, not chairs or boxes for extra high lifts.  When in doubt, get help.

Hand Trucks:  Hand trucks and similar devices should not be so heavily loaded that they cannot be easily handled.  When going up or down a ramp or incline, the load should always be below the worker.  Pull the load up and push it down.

Drums:  Drums should be rolled by pushing with the hands.  Gloves should be worn when performing this operation.

Sharp Edges:  Before you lift it, inspect any material for sharp edges, protruding points or other factors likely to cause injury.

Safe Lifting Techniques
Lifting can be easier and safer by following these basic safety rules:

1. Get a firm footing close to the load to be lifted.  Spread your feet shoulder-width apart, with one foot beside the load and the other foot slightly behind the load.

2. Avoid bending over to reach down to the load.  Squat down by bending your legs at the knees and hips and keep your back straight and erect.

3. Get a firm and comfortable grip on the load.  Keep your back straight and erect.

4. Lift the load by straightening your legs.  Use leg muscles for the lift, not back muscles.  Keep your back straight and erect.  Remember your leg muscles are the strongest muscles in your body.

5. Lift gradually and smoothly.  Avoid sudden, jerky or twisting motions.  Keep your back straight and erect.

6. Keep the load close to your body.  Avoid extending your arms and the load, which puts extra strain on the back.  Keep your back straight and erect.
7. Don’t overstrain.  If at any time the load proves to be too heavy, uncomfortable or awkward to handle, stop the lift and put the load down.  Keep your back straight and erect.  Get help for lifting the load.

8. Don’t bend over to put the load down.  Squat down by bending your legs at the knees and hips.  Keep your back straight and erect.

9. Keep your fingers and toes from under the load when putting it down.  Watch out for all potential pinch points.

Proper lifting means using the powerful muscles in the legs to do the work.  Arching over or bending the back increases the possibility of displacing a vertebrae or straining a muscle.  By keeping the back as straight and erect as possible, you can safely lift the load.

Ladder Safety

Despite their simple appearance, it is important for you to know what type of ladder to use for the job, how to set up the ladder properly and how to use it safely.

TYPES OF LADDERS

Just as jobs and people are different, so are ladders.  Most workers don’t realize that factory-built ladders are classified by the weight that they are designed to hold.  Ladder types include:

· Type IA

holds up to 300 pounds

· Type I


holds up to 250 pounds

· Type II


holds up to 200 pounds

· Type III

lightweight, holds up to 200 pounds

Be sure to use a ladder that is strong enough to support your weight plus your tools and clothing.  

Also, the material the ladder is made of should be taken into consideration.  It is recommended that metal ladders not be used around energized electrical circuits or equipment or in places where they may come in contact with such circuits.  If the ladder is fiberglass, avoid extreme heat; if it is wood, never paint it because paint can hide serious defects.

LADDER SET-UP

Before using any ladder, you should inspect it for defects such as rust, dents, missing parts (rungs, feet, etc.) or damaged or cracked side rails.  You should never use a defective ladder.  Next, make sure your shoes are free of mud, grease, oil or other matter that could cause you to slip and fall.

Before you climb a ladder, it should be well braced (no loose nuts or rivets).  The ladder was engineered to always be fully extended when in use.  The legs should be well planted on a solid, level base with all feet firmly touching the surface.  Failure to have all feet planted may cause the ladder to rock and twist as you climb higher, resulting in your slipping and falling.  Stepladders should have slip resistant feet.  They should also be used in a fully opened position only, with spreaders extended and locked.

Always choose a ladder with side rails long enough to ext4end at least 3 feet above the floor, deck platform or landing area that it serves.  Allow for a 1 to 4 lean angle (that’s 1 foot out for each 4 feet of height) and always secure the ladder to prevent any possibility of displacement.

When ascending or descending, face the ladder and grasp the side rails using both hands.  Trying to climb a ladder in any other position tremendously increases your chances of ran accident.

SAFE USE

You should follow these safety ruses when working with ladders:

1. When working from a ladder, avoid reaching to far (overextending).
2. Never use a ladder in a horizontal position as a platform, runway or scaffold.

3. Keep areas at the top and bottom of ladders clear of tripping hazards.

4. Use a hand line to raise or lower tools and materials.

5. Never stand on the top two steps or top platform of a step ladder.

6. Plan your work for the fewest possible trips up and down the ladder.

7. Carry tools in a pouch, not in your hands.

8. Always limit ladder use to one person at a time.

9. Report defective leaders to your supervisor.  Never us a defective ladder.

10. When in storage, protect the ladder from the elements.

Floor Holes and Floor Openings

Floor holes are small openings through floors, roofs, or platforms with the smallest dimension being more than one inch but fewer than 12 inches.  Unprotected, floor holes create a tripping hazard and allow access for items to fall on those below.

Floor openings are larger penetrations through floors, roofs and platforms that measure more than 12 inches in their smallest dimension.  Unprotected, floor openings create a serious fall-through danger for workers, materials, tools and equipment.

Unprotected floor holes and floor openings have been responsible for so many injuries and deaths that they have been nicknamed the “booby traps” of the construction industry.  Unfortunately for the victims, these accidents were all preventable.  Each of us should work to eliminate unprotected floor holes and floor openings with solid covers or standard guardrails.

Solid covers should be strong enough to support all loads and loading requirements, they should be secured to prevent accidental pickup, and they should be labeled “Danger—Hole Cover—Do Not Remove”.

A standard guardrail should be 42” high from the floor to the top of the rail, with posts not exceeding six-foot centers.  It should have a middle rail, and a four-inch toeboard strong enough to stop tools, materials and other objects from sliding or rolling over the edge.  If a four-inch toeboard is not sufficient o restrain adjacent materials, then paneling or screening should be used.  Minimum requirements for wooden rails should be 2”x4” stock for the posts and top rail, and 1”x6” stock for the mid-rail.  The material should be free from defects and splinters.  If you prefer steel, use 1 ½” pipe or 2”x2”x3” angle for the posts, the top and the middle rail.  Other materials of equal or greater strength may be substituted.  Due to its unpredictable strength and brittleness, re-bar is not considered an acceptable material for use as a guardrail.
Stairways

Falling on a stairway can cause unnecessary pain, expense and embarrassment.  Don’t think it can’t happen to you!  Each year and estimated 33,000 workers are injured in stairway accidents, and 80 percent of them are disabled seriously enough to lose an average of 18 working days.

With a little effort you can play a big role in preventing stairway accidents, both at work and at home, through awareness, engineering, construction and housekeeping.

Most serious stairway accidents occur when people travel down a stairway.  Falls are caused by:

1. Slippery surfaces

2. Being off balance due to blocked vision

3. Defective or uneven steps

4. Unexpected items stored on stairs

5. Untied or defective shoes

6. Not paying attention

7. Running

Good engineering and construction should dictate that all riser heights and tread widths be uniform throughout the flight of stairs.  Riser heights over seven inches or under four inches are hazardous; tread widths under nine-and-a-half inches are also dangerous.

Temporary stairs require a landing no less than 30 inches wide in the direction of travel for every 12 feet of vertical rise.  To prevent falls and before being filled with concrete, pan-type or hollow metal stairs, stair treads and stair landings should be temporarily filled to the level of the nosing with solid material such as wood planking.

All stairways with four or more risers should be equipped with stair railings.  The top surface of the railing should be 30 to 34 inches from the top forward edge of the tread (in vertical line with the face of the riser below it).  Landings and platforms should be equipped with standard guardrails.
Electrical Safety 

POWER TOOLS

The use of portable power tools can make a job go quickly and easy.  However, the misuse of portable power tools can cause electrical shock, burns, cuts and puncture wounds, severed fingers and limbs, broken bones, loss of eyesight and even death.
Hazards of using electrical power tools include:

1. Electric shock from improper grounding or from attempting to adjust, clean or service the tool without disconnecting the power.

2. Contact with rotating and fast moving parts.  Poor housekeeping, broken bits and blades and lack of concentration can lead to serious cuts or amputations.

Fire can be caused by defective electrical cords, overheated motors, sparking, and working near flammable liquids or gases.  People, not tools, cause accidents.  You can protect yourself by doing the following:
1. Choose the right tool for the job.  This will depend on the work to be done.  The most commonly used power tools include drills, saws sanders, routers and grinders.

2. Know how to use the tools safely and properly by reading the owner’s manual carefully before use, by getting training from an experienced tool user and/or by practicing before actually doing the job.

3. Repair tools when needed.  Worn or defective electrical tools should be taken out of service and repaired immediately.  Every time you use an improperly grounded or unguarded power tool, you are taking a chance that may lead to serous injury or even death.

4. Transport and store tools properly.  Power tools should be transported with extra care.  Always hold the handle (not the cord) with your finger off the trigger.  Place each tool in a safe storage area after use, preferably in a locked cabinet or toolbox.
5. Keep your work area clean, dry and orderly.  Power tools should not be used when working on a slippery surface, in poorly lit work areas, or near flammable liquids or gases.

6. Electric cords also deserve attention.  Cords may become frayed, leading to electrical shock or fire.  Light-duty extension cords may become overheated when improperly used.  They can also present tripping hazards.

GROUND FAULT CIRCUIT INTERRUPTERS

This year in the U.S. alone, approximately 800 people will be killed by faulty electrical appliances and power tools; hundreds more will be severely injured.  Worn insulation, wire damaged and moisture-induced short-circuits can make these devices as “hot” as the power lines to which they are attached.

The hidden hazard of faulty electrical appliances and power tools is called a “ground fault”, which can be described as a small amount of current leaking to the exposed metal parts of an appliance or power tool.  All that has to happen to cause an electric shock is for you to be touching the live device at the same time you are grounded.

Whenever you are in contact with an electrically conductive material, such as a metal pipe, faucet or sink, or if you are standing on a damp concrete floor, your body can provide a path for electricity to travel.

What can be done to reduce or eliminate your exposure to electric shock?  Use a ground fault circuit interrupter (GFCI).  These devices are designed to sense current leakage that could cause serious injury (a normal healthy adult can be killed by 50 milliamperes of current).  GFCIs constantly monitor electrical current to a connected load.
When a current leakage in excess of 5 milliamperes is sensed, regardless of the cause, the GFCI activates to break the circuit.  You should note, however, that the “trip out” time is approximately 1/40th of a second and the initial current during that time can be very uncomfortable.

In conclusion, when using appliances and power tools, think safety.  Your life and the lives of your fellow workers may depend on your willingness to provide and enforce the use of ground fault circuit interrupters.

Fire Prevention
Construction sites are filled with potentially dangerous activities and conditions.  Fire is one of them.  The following recommendations are things you can do to help reduce or eliminate the potential for a fire on your jobsite.
1. Properly distribute a sufficient number of portable fire extinguishers.  Make sure they are maintained and properly charged.

2. Schedule frequent trash removal.  Combustible crating and packaging materials should be disposed of safely.  Restrict the burning of trash to areas well away from buildings and use properly arranged incinerators where practical.

3. Prohibit smoking in hazardous areas.  Clearly mark “No Smoking” zones and inform employees of the reasons for the prohibition.

4. Strictly supervise all cutting, welding, and other hot work.  Be sure the area is clear of combustible and flammable materials.

5. Locate bulk storage of gasoline, fuel oil, paint solvents, welding gasses and other flammable and combustible liquids or gasses outside the buildings.  No more than one day’s supply should be allowed inside the buildings.  Use only approved containers and dispensing devices.

6. Keep roofer’s tar kettles outside of and as far away from buildings as practical.  Suitable fire extinguishing equipment should be provided nearby.

7. If automatic fire protection is provided, it should keep pace with construction.  Automatic protection should be provided as soon as possible.

8. Secure the premises from vandalism when the jobsite is idle.  Lock doors, close windows and lock gates whenever possible.  Provide a security guard if necessary.

Construction Housekeeping
“Construction Housekeeping” is a term that applies to keeping everything associated with a construction project in a clean and orderly manner.  The importance of construction housekeeping cannot be overstated.  Construction housekeeping affects many things, including safety, health quality, costs, morale and image.

Don’t pass the buck – the responsibility for maintaining good construction housekeeping belongs to each person on the jobsite.  Money invested in a good construction housekeeping program will pay big dividends through:

1. Improved insurance rates

2. Reduction in accident costs

3. Longer equipment and tool life

4. Better use of materials

5. Less damage to building materials and equipment

Good housekeeping starts with you.  Make sure that your shoes and clothing are safe and suitable for the job.  Avoid wearing ragged clothing that could get caught in machinery, or clothing contaminated with oil, grease or other chemicals that could ignite a fire or cause skin damage.  Always wear sturdy work shoes that are in good condition.

Good housekeeping also refers to the order and condition of both personal and company tools.  Always keep stored tools neat and orderly to prevent tool damage, tool loss and personal injury.  Never leave unused tools lying about where they can present a tripping hazard.  Keep tool cutting edges sharp for safer cuts and protected to prevent injuries.

Scrap piles have a tendency to grow out of control quickly.  By disposing scrap daily, you can eliminate injuries caused by tripping, rodents, insects and most of all, fires.  Keep all construction debris at least ten feet away from the perimeter of the building.

Besides being required, safe, and cost effective, good jobsite housekeeping has another important side effect; a good image.  When others look at your jobsite, they immediately form an opinion about you and your crew.  Good organized to the terms others use to describe your operations.

Excavation and Trench Safety

Excavation continues to be one of the most haza4rdous activities performed by construction workers, and cave-in accidents are the most dangerous, as they are fifteen times more likely to cause death than other categories of serious construction accidents.

OSHA defines an excavation as “any man-made cut, cavity, trench or depression in an earth surface, formed by earth removal”.  They define a trench as a “narrow excavation (in relation to its length) made below the surface of the ground.  In general, the depth is greater than the width, but the width of a trench (measured at the bottom) is not greater than 15 feet (4.6m)”.
A competent person is required throughout the duration of an excavation activity.  This person should be capable of identifying hazards in the surrounding area, or working conditions which are unsanitary, hazardous or dangerous to employees.  This competent person should also have the authority to take prompt action to protect employees and correct hazards.

These basic safety rules should be followed to avoid injury when working in and around excavations and trenches:

1. Prior to excavation, all underground utilities should be located and appropriately marked.

2. Depending on soil conditions, the sides of an excavation should be sloped back at an angle between 35 and 50 degrees.  The angle of slope for average type soils in 45 degrees.  Sides with slopes steeper than 50 degrees should be protected with specially designed bracing and shoring systems.  The same rules apply to trenches when they are over five feet deep.

3. The sides of excavations and trenches should be free of cracks and fissures, or sliding and falling earth, which may be signs of an impending cave-in.

4. Trenches over four feet deep should have means of safety entry and exit by use of stairways, ladders or clean ramps requiring no more than 25 feet of lateral travel to reach.

5. Water should not be allowed to accumulate in excavations and trenches and should be removed or controlled by the use of well-points, pumps, division ditches or dikes.

6. Where the stability for adjoining buildings, walls, sidewalks or other structures is endangered by excavating or undermining, they should be shored, braced or underpinned to ensure their stability.

7. Where toxic, flammable or oxygen-deficient atmospheres may reasonably be expected to exist in an excavation or trench, procedures for entry into confined workspaces should be followed.

8. Excavated or other materials or equipment should be kept back at least two feet from the edge of an excavation trench.

9. Excavation equipment (i.e., backhoes, drag lines, payloaders) should not be left close to the edge of excavations that are to be left open.
[image: image3.png]INTERVEST




Construction Corp.
Employee or Contract Worker Acknowledgment Form
This Safety Policies and Procedures Handbook describes important information about safety when working for INTERVEST Construction Corp.  I understand that I should consult my Supervisor or an Officer of the company regarding any questions not answered in this handbook or anything I do not understand clearly.  I have entered into a working relationship with INTERVEST voluntarily and acknowledge that this relationship has no specified length of time.  Accordingly, either I or INTERVEST can terminate the relationship at will, with or without cause, at any time, so long as there is no violation of applicable federal or state law.
Since the information, policies and benefits described here are necessarily subject to change, I acknowledge that revisions to the handbook may occur, except to INTERVEST’s policy of employment-at-will.  All such changes will be communicated through official notices and I understand that revised information may supersede, modify or eliminate existing policies.  I understand that only the President of INTERVEST has the ability to adopt any revisions to the policies in this handbook.

Furthermore, I acknowledge that his handbook is neither a contract of employment nor a legal document.  I have received and read the Safety Policies and Procedures Handbook, and I understand that it is my responsibility to comply with the policies contained in this handbook and any revisions made to it in the future.

________________________________________________
____________________________________

Signature of Employee or Contract Worker



Date

________________________________________________

Printed Name

Note:  Two copies of this Acknowledgment Form are contained in this handbook.  Within 30 days from date of hire, return the signed, dated original to your supervisor or mail it to:





INTERVEST Construction Corp.





P.O. Box 2118





Madison, MS   39130-2118
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