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Section 1:  President’s Statement 
 

Calhoun Construction Services, Inc. is firmly committed to operating all of its projects in 
a safe and efficient manner.  In order to achieve and maintain this goal, the ideas of 
safety, quality and production must be inseparable.  Safety, loss prevention and quality 
control procedures must be integrated in to all phases of our operation. 

 
Each and every employee has the responsibility to follow these policies and procedures 
and incorporate them into their daily activities.  Working together as a team we can 
provide high quality work in a safe and cost effective manner.  Your cooperation is 
sincerely appreciated and fully expected.  Anything less is unacceptable. 

 
 

 
 John Hinshaw, President 
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Section 2:  Safety Director’s Statement 
 

If we look at the decisions that we make daily, we will find that we have a higher level 
of risk that we are willing to take for ourselves as opposed to what we will allow our 
children, spouse, friends, and employees to be exposed to. More times than not our 
level of Acceptable Risk is higher than the rules established by OSHA, company policy, 
or owner’s requirements. This is where the problem lies.  
 
The biggest challenge for a Safety Professional is to get each employee to accept and 
agree with the Risk Level established by the company Safety Program. To do that, the 
employee must increase the value that he or she puts on their own safety and health by 
following the Safety Program which in turn will decrease their exposure to hazards that 
can cause serious injury or death.  
 
It is our goal to provide you with the knowledge, equipment and training, so that you 
may safely work today to provide for your families tomorrow.   

 
 

          
___________________ 
Thomas Elmore 
Safety Director 
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Section 3:  Roles & Responsibilities 
 

POLICY 
 
To be effective, our Safety Program must become an integral part of Calhoun’s every-
day operation.  Each employee, whether a member of management, supervision, 
tradesman, or office staff, share in the responsibility for the implementation of this 
program. 
  
ORGANIZATION 
 
Calhoun’s Safety Program is basic and contains duties and responsibilities for each level 
of employment.  Our program will work only if each member carries out his/her duties.  
There are six major levels of management in Calhoun Safety Organization.  These areas 
and their responsibilities are as follows: 
 
PRESIDENT 
 
John Hinshaw, Calhoun’s President, supports the Safety Program.  He will appropriate 
the funds necessary to support the safety requirements.  He expects the 
Superintendents, Foremen, and Project Managers to control accident hazards on the 
jobs and will audit their results through the activities of Mike Williams, Operations 
Manager. 
 
SAFETY DIRECTOR 

 
This position will be responsible and accountable to Corporate Management for the 
planning, organizing, coordinating, and administration of the safety and accident 
prevention program.  The Safety Director will provide direction, guidance, and 
motivation for the development and implementation of plans and education programs 
and will coordinate the efforts of site managers to meet safety and accident prevention 
needs.  

  
1. Conducts random periodic job-site inspections to evaluate conditions and 

employee compliance with sound safety and accident prevention procedures. 
 

2. Provides topics for the Weekly Training Meetings. 
 

3. Reviews results of documented safety inspections with the appropriate 
management and supervisory staff in order to formulate corrections for any 
noted deficiencies. 
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4. Alerts all managers to all changes in safety requirements and recommendations 
arising from changes in corporate policy. 

 
5. Evaluates all safety and accident prevention educational requirements.  Has 

obtained OSHA 10-hour training and kept current the OSHA 500 Construction 
Industry Outreach training certification and attends training session to enable 
training of specific safety topics such as Confined Space Entry, Respirators, Fall 
Protection, etc. 

 
6. Plans and coordinating all educational programs with appropriate supervisory 

personnel. 
 

7. Utilizes the expertise of project and shop staff specialists, and outside safety 
and health consultants to implement educational programs. 

 
8. Plans and maintains safety and accident prevention program communications. 

 
9. Reviews data on losses and lost time for both personnel and equipment 

accidents in order to develop summaries of accident cases and experience 
rates. 

 
10. Ensures that the supervisory staff conducts all required employee on-the-job 

safety meetings. 
 

11. The Safety Director is the ultimate authority pertaining to Calhoun’s safety 
matters.  He has the responsibility to make every effort to safeguard the 
human capital of Calhoun. The Safety Director reports directly to the 
Operations Manager. 

 
12. The Safety Director has the power to remove any individual who has 

aggressively or repeatedly violated OSHA, owner or Calhoun safety rules. 
Updated 

 
13. The Safety Director will have his performance reviewed annually by the 

Operations Manager.  The review will entail overall job performance as well as 
progress towards goals. 

 
14. Work with Superintendent and Project Manager to create mitigation plans for 

High-Risk Activities. 
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SAFETY MANAGER 
 

This position will be responsible and accountable to the Safety Director. Safety Managers 
are senior safety professionals that will be assigned to one or more projects. They assist 
the Safety Director and the Management teams with implementation and enforcement 
of safety programs and policies on the projects.   

  
1. Conducts random periodic job-site inspections to evaluate conditions and 

employee compliance with sound safety and accident prevention procedures. 
 

2. Alerts all managers to all changes in safety requirements and recommendations 
arising from changes in corporate policy. 

 
3. Utilizes the expertise of project and shop staff specialists, to implement 

educational programs. 
 

4. Plans and maintains safety and accident prevention program communications. 
 

5. Ensures that the supervisory staff conducts all required employee on-the-job 
safety meetings. 

 
6. The Safety Manager will have his performance reviewed annually by the Safety 

Director.  The review will entail overall job performance as well as progress 
towards goals. 

 
7. Review Calhoun project compliance with Company Safety Programs, the Owner 

Specifications, and State, Federal, and Local Regulations. 
 

8. Identify hazardous conditions and take prompt actions to eliminate them. 
 

9. Conduct project safety audits and report documented results with corrective 
actions. 

 
10. Investigate injuries and safety-related incidents.  Maintain adequate records. 

Manage injury cases. 
 

11. Develop and initiate site-specific safety and health procedures in conjunction 
with project controls in order to translate policies and regulations into effective 
work practices. 

 
12. Conduct site specific safety training. 
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13. Review subcontractor project specific safety plans. 
 

14. Report on known subcontractor non-compliance with Project Safety Program, 
Owner, State, Federal, and Local Regulations. 

 
15. Safety Managers have the power to stop any hazardous work activities and to 

make necessary changes to ensure the safety of individuals.  He also retains 
the power to remove any individual who has aggressively or repeatedly violated 
OSHA, owner or Calhoun safety rules. 

 
16. Work with Superintendent and Project Manager to create mitigation plans for 

High-Risk Activities. 
 

 
 

SITE SAFETY COORDINATORS 
 

Site Safety Coordinators are safety professionals that are assigned to certain projects. 
They assist the Project Superintendent with enforcement of safety on the project.  Their 
responsibilities are as follows: 
 

1. Review Calhoun project compliance with Company Safety Programs, the Owner 
Specifications, and State, Federal, and Local Regulations. 
 

2. Identify hazardous conditions and take prompt actions to eliminate them. 
 

3. Conduct daily project safety audits and report documented results with 
corrective actions. 

 
4. Investigate injuries and safety-related incidents.  Maintain adequate records. 

Manage injury cases. 
 

5. Develop and initiate site-specific safety and health procedures in conjunction 
with project controls in order to translate policies and regulations into effective 
work practices. 

 
6. Conduct site specific safety training. 

 
7. Review subcontractor project specific safety plans. 

 
8. Report on known subcontractor non-compliance with Project Safety Program, 

Owner, State, Federal, and Local Regulations. 
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9. Site Safety Coordinators will have his performance reviewed annually by the 

Safety Director.  The review will entail overall job performance as well as 
progress towards goals. 

 
10. Work with Superintendent and Project Manager to create mitigation plans for 

High-Risk Activities. 
 

 
PROJECT MANAGERS 

 
The Project Manager’s safety role is as follows: 
 

1. Review Job Planning Analysis with the Estimating Department and Project 
Team at the project turnover meeting. 
 

2. Review site-specific safety requirements.  
 

3. Procure materials and subcontracts that are in compliance with project safety 
requirements. 

 
4. Require subcontractors to submit the “Subcontractor Site Safety Plan” (SSSP) 

form during the subcontracting process. 
 

5. Procure information from the owner or controlling contractor concerning the 
location of any overhead or underground installations, delivery routes, material 
storage areas, and flammable storage areas. 

 
6. Review safety issues at project progress meetings. 

 
7. Relay site-specific information to any Calhoun subcontractors. 

 
8. Discuss safety during project “kickoff meeting.” 

 
9. Identify High Risk Activities leading the planning and risk mitigation strategies 

for these items. 
 

, 
SUPERINTENDENT / FOREMAN 

 
The Superintendent is the one who controls the activities of the employees on the job 
site and has the direct responsibility to set the standard for safety with his workers. The 
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Company will provide him with the necessary knowledge and resources to administer 
our Safety Program on the jobsite. The Superintendent’s responsibilities are as follows: 

 
1. Coordinate with the Project Manager to establish routes for material deliveries 

and storage, proper storage areas for flammable liquids, and the location of 
overhead electric or underground installations. 
 

2. Correct safety deficiencies as soon as they are discovered. For deficiencies that 
are beyond the control of Calhoun, the Superintendent will notify the 
responsible party of the deficiency and notify all Calhoun employees of the 
hazard and instruct them to stay clear until the hazard is eliminated. 

 
3. Notify the Insurance Coordinator of all job-related injuries or illnesses. 

 
4. All incidents, including near misses, accidents, property damage, vehicle 

accidents, etc. will be analyzed. The injury report or property damage report 
will be submitted (may be faxed, e-mail, etc.) to the Insurance Coordinator 
within 24 hours of the incident.  

 
5. Conduct Site Safety Orientation for all new workers.  

 
6. Every Monday, at the start of the work shift, the Superintendent or designated 

Foreman will conduct a Weekly Safety Training Meeting. Subjects discussed will 
be distributed by the Safety Director and can be adjusted to include any site-
specific hazards. 

 
7. Contact the Safety Director or Site Safety Coordinator prior to working in a 

suspended personnel platform (i.e., man basket). 
 

8. Perform a documented audit of the jobsite each week. 
 

9. Ensure “Daily Task Analysis” are completed at the start of each shift. Each 
Foreman meets with their designated crew members to discuss the day’s 
activities, the hazards involved with those activities, and the ways to eliminate 
or minimize those hazards.  Also discussed are the hazards involved with the 
work going on around them and how to eliminate or minimize those hazards.  

 
10. Identify High Risk Activities and leading the planning and risk mitigation 

strategies for these items. 
 

 
ALL EMPLOYEES 
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1. An Employee assumes his/her share of responsibility for thoughtless or 

deliberate acts to themselves or fellow employees.  They are to refrain from 
unsafe acts that might endanger themselves or their fellow employees. 
 

2. Immediately report all incidents, accidents, and near misses to your supervisor. 
Do not wait until the end of the day. Do not wait until the next day. Report it 
immediately. 

 
3. Do not allow yourself to work near or around unsafe conditions. 

 
4. Report all unsafe acts or conditions to your supervisor immediately. 

 
5. Responsible to fix or eliminate any unsafe condition that you or a member of 

your crew may create. For example, if a member of your crew removes or has 
removed a floor hole cover, then you must ensure the floor hole is protected 
when you leave the area.  That means covering the hole if you are qualified or 
getting someone who is qualified to do so. 

 
6. You have the authority to stop any task that you know to be unsafe. 

 
7. Do not perform tasks that you are not qualified to perform. 

 
8. If you are asked to work in an unsafe manner or in an unsafe condition, you 

are to refuse to perform that work and contact the Corporate Safety Director. 
 

9. You have the responsibility to adhere to all Calhoun, OSHA, and/or Owner’s 
safety policies. 

 
10. Attend and participate in the Weekly Safety Meetings and other required 

company training programs. 
 

11. Employees are encouraged to suggest improvements to the safety program to 
their superintendent/foreman or Safety Director. 

 
SUBCONTRACTORS 

 
1. A Subcontractor shall comply with the requirements of the State, Local and 

Federal Safety Regulations applicable to their operations and the Safety 
Regulations established by the Owner in the contract documents and/or 
adopted by Calhoun for each specific jobsite. 
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2. Subcontractor must turn in a Site Safety Plan (SSSP)to Calhoun Project 
Manager prior to beginning work, including the Job Hazard Analysis of the 
scope of work to be performed and list of chemicals to be used. 

 
3. Designate a safety representative that has received OSHA 10-hour training. 

 
4. Subcontractors are required to perform weekly toolbox talks and maintain 

documentation of the training. 
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Incident Reporting Procedures 
In the event of an incident resulting in injury, property damage, company vehicle 
Incident, utility strike, near-miss or sub-contractor injury the following procedures 
MUST be followed:  
 

Calhoun Injury Procedures: 
Call the necessary emergency responders/begin first aid/take to first aid. 

1) Contact your projects Safety Manager. 

2) Send brief descriptive email to CCS_Safety@CalhounConstructs.com within 60 

minutes. 

3) Contact project executive within 60 minutes. 

4) The Superintendent/Foreman starts the Field Incident Report Form & emails the 

report to CCS_Safety@CalhounConstructs.com . The report must be completed 

within 24 hours. 

5) If the injured employee is taken to a designated medical facility, he/she is not 

allowed to drive themselves. 

6) A copy of all medical provider’s paperwork and Incident Report Form must be 

forwarded to the Risk Manager immediately. 

NOTE: Employees involved in incidents/injuries will be required to submit to a Post-
Incident Drug/Alcohol Screen. 

 

 
 

Non-Life threatening \ Non-Emergency injuries – Greater Louisville Area 
Mon-Fri 8AM-5PM 

Concentra 
901 W. Broadway 

Louisville, KY 40203 
 

24/7 
Concentra Fern Valley Road 
100 High Rose Drive Suite 100 

Louisville, KY 40213 
 
 
 
 

mailto:CCS_Safety@CalhounConstructs.com
mailto:CCS_Safety@CalhounConstructs.com
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Non-Life threatening \ Non-Emergency injuries – Greater Lexington Area 

 
Concentra 

1722 Sharkey Way 
Lexington, KY 40511 

Mon-Fri 7AM-5PM 
 
 
 

Life Threatening Injuries \ Emergency Injuries 
Contact 911 or transport the injured employee to the nearest Emergency Medical 

Facility. 
 

 
 
Property Damage Procedures: 
A field incident report is required for any of the following that may have 
become damaged: materials that are in place/installed, materials stored on 
site, owned or rented equipment, any roadways, buildings, or permanent 
structures. 
 

1) Contact your projects Safety Manager. 

2) Photos MUST be taken of the damage and the surrounding area. 

3) Send brief descriptive email to CCS_Safety@CalhounConstructs.com within 60 

minutes. 

4) Contact the project executive. 

5) The Superintendent/Foreman completes the Field Incident Report Form within 24 

hours. 

6) The Field Incident Report Form is to be emailed to 

CCS_Safety@CalhounConstructs.com . 

 
 
 
 

mailto:CCS_Safety@CalhounConstructs.com
mailto:CCS_Safety@CalhounConstructs.com


 

 

 

CORPORATE 
SAFETY MANUAL 

SECTION: 4 Page 3 of 4 

  

REVISION DATE: 09.12.24 

SUBJECT: 

INCIDENT REPORTING 

PROCEDURES 

 

SAFELY WORKING TODAY… 

FOR TOMORROW 

 
Company Vehicle Incident Procedures: 

Non-Life threatening \ Non-Emergency 
1) Notify the police of the vehicle incident. If police opt to not create a report, 

document license plate numbers, insurance information, and state identification 

for all parties involved. 

2) Contact your projects Safety Manager. If he/she does not answer, contact the 

Risk Manager. If he/she does not answer, contact Human Resources.  

3) Photos MUST be taken of the damage and the surrounding area. 

4) Send brief descriptive email to CCS_Safety@CalhounConstructs.com within 60 

minutes. 

5) Contact your project executive within 60 minutes. 

6) The employee involved in the Incident starts the Field Incident Report Form & 

emails the report to CCS_Safety@CalhounConstructs.com. Field Incident Report 

must be completed within 24 hours of incident. 

7) A copy of any medical provider’s paperwork, police report numbers, and Incident 

Report Form must be forwarded to the Risk Manager within 24 hours of the 

incident.  

NOTE: Employees involved in incidents/injuries may be required to submit to a 

Post-Incident Drug Screen. 

 
Life Threatening Injuries \ Emergency Injuries 

Contact 911 or transport the injured employee to the nearest Emergency Medical 
Facility. Then follow 1-7 above. 

 

 

Near-Miss Procedures: 
1) Contact your projects Safety Manager.   

2) Photos MUST be taken of the area, and everything involved. 

3) Send brief descriptive email to CCS_Safety@CalhounConstructs.com within 60 

minutes. 

4) Contact your project executive within 60 minutes. 

5) The Superintendent/Foreman starts the Field Incident Report Form & emails the 

report to CCS_Safety@CalhounConstructs.com. Field Incident Report must be 

completed within 24 hours. 

 

mailto:CCS_Safety@CalhounConstructs.com
mailto:CCS_Safety@CalhounConstructs.com
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Sub-Contractor Injury: 
Call the necessary emergency responders/begin first aid/take to first aid. 

1) Contact your projects Safety Manager.  

2) Notify the sub-contractor that we need an incident report within 24 hours. 

3) Send brief descriptive email to CCS_Safety@CalhounConstructs.com within 60 

minutes. 

4) Contact project executive within 60 minutes. 

5) The Superintendent/Foreman starts the Field Incident Report Form & emails the 

report to CCS_Safety@CalhounConstructs.com within 24 hours. 

NOTE: We do NOT transport injured sub-contractors to the hospital. 

Ambulance or sub-contractor representative MUST transport the injured 

worker. 

 

Post Incident Investigation: 

Site leadership team will schedule a post incident investigation team within 48 hours of 

the incident. The meeting will include a representative of the safety department, the 

site leadership team, and anyone with direct knowledge of the situation. 

The date, time and people in attendance will be recorded on the incident report form. 

Root Cause and Contributing Factors must be identified.  

Corrective action & responsibilities will be agreed upon. 

mailto:CCS_Safety@CalhounConstructs.com
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Section 5:  Emergency Action Plan 
 

POLICY 
 
The Emergency Action Plan (EAP) is designed to teach every Calhoun employee what their 
responsibility is during an emergency event and list the proper steps to follow to ensure 
every employee gets to the designated safe place. 
 
The Safety Director and Superintendent will develop the EAP prior to the commencement of 
the job.  This plan will include all of the necessary equipment, evacuation routes and 
designated rally points. 
 
RESPONSIBILITIES 
 

1. Safety Director 
 

A. Provide training to all Calhoun Superintendents and Foremen for the EAP. 
B. Review and update the EAP annually at a minimum. 
C. Periodically test throughout the year as to their knowledge of the EAP and 

the site-specific requirements (i.e. - tornado shelter, rally points, locations of 
fire extinguishers, etc.). 

D. Provide training for proper use of fire extinguishers. 
 

2. Superintendent/Foreman 
 

A. Review site-specific EAP with employees on site. 
B. Ensure the job-site is equipped with an adequate amount of fire 

extinguishers. 
C. Designate a Rally Point for the project and post a sign in the area. 
D. Designate a shelter area for inclement weather and post a sign in the area. 
E. Communicate evacuation routes to employees. 
F. Ensure that all employees are accounted for. 
G. Sound the Emergency Signal System in the event he/she discovers the 

emergency. 
H. Provide First-Aid treatment to injured Calhoun employees. 

 
3. Employees 

 
A. Become knowledgeable with the EAP. 
B. Know the rules for using a fire extinguisher. 
C. Sound the Emergency Signal System in the event he/she discovers the 

emergency. 



 

 

 

 

CORPORATE 
SAFETY MANUAL 

SECTION: 5 Page 2 of 2  

REVISION NUMBER: 8 

REVISION DATE: 03.20.20 

SUBJECT: 

EMERGENCY ACTION PLAN 

 

SAFELY WORKING TODAY… 

FOR TOMORROW 
 

D. Obey and respond to the Emergency Signal Systems. 
E. Follow the EAP rules. 

TRAINING 
 
Every employee of Calhoun will complete EAP training as a part of their New-Hire 
Orientation Training and as follows 

 
1. When there are changes made in the EAP 
 
2. When the employee’s responsibility within the EAP changes 
 
3. When the employee arrives on a new project site 

 
EMERGENCIES 
 
The following is a list of emergencies that the EAP will cover 

 
1. Fire 
 
2. Tornado 
 
3. Inclement Weather (Severe Storms) 

 
EMERGENCY SIGNAL SYSTEM 

 
An air-horn will be used as the primary means of signaling an emergency. Verbal and radio 
communications can and will be used as supplemental means to notify employees as well. 

 
1. Evacuation = One long continuous horn blast 

Once sounded, all employees are to stop work immediately and proceed directly to 
the designated Rally Point. 

 
Employees are to remain at the Rally Point until the Superintendent/Foreman gives 
them further direction or informs them that it is safe for them to return to the work 
area. 

 
2. Seek Shelter = A series of short blasts 

Once sounded, employees are to stop work and proceed directly to the designated 
shelter. 

 
Employees are to remain in the shelter until the Superintendent/Foreman has 
determined that the threatening weather has passed. 
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Calhoun Crisis Plan – ACTION STEPS 
CRISIS = any situation that requires FIRE, POLICE, or MEDICAL response. 

 
1. Call 911 or site designated emergency number. 

2. Assign an individual to secure the area and stay with any injured personnel. 

3. Ensure there is a clear path for emergency vehicles. 

4. Assign select employee(s) to every jobsite gate/entrance. They will: 

a. Direct emergency vehicles to correct location/area. 

b. Keep all unauthorized persons (including the media) off the project site and out of 

the emergency area. 

c. If the media asks anyone questions let them know you are not authorized to speak 

on behalf of the Company then direct them to the main office and tell them to ask 

for John Hinshaw. 

5. Call Calhoun’s Main Office (502) 493-1332: 

a. Identify yourself to the switchboard operator; advise them that you have an ongoing 

emergency. 

b. Ask to speak to Risk Manager. They will contact the rest of Calhoun Management 

and Safety personnel. 

c. If the Risk Manager is unavailable, ask for Safety, Human Resources, or John 

Hinshaw. After normal business hours contact: 

i. Risk Manager – Thom Stowe  (812) 786-5464 (Cell) 

ii. Safety Director – Thomas Elmore (502) 649-5627 (Cell) 

iii. John Hinshaw    (502) 377-4194 (Cell) 

6. Calhoun Management and/or Safety personnel will come to your site. They will update other 

Calhoun Management/Head office with information regarding the ongoing situation. 

7. DO NOT move anything or clean-up the area until all investigations have completed. 

8. DO NOT allow anyone to leave the site until specifically directed by Calhoun management to 

do so. 

9. DO NOT make any statements to the media. 

10. DO NOT let any unauthorized personnel on site. 

11. Calhoun Management will determine who will contact injured employee’s family members. 

12. In the event of a BUILDING EVACUATION: 

a. Direct employees to designated rally point(s). 

b. Assign select employees at each rally point to get a head count and report back to 

you any individuals that are unaccounted for. 
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Crisis Plan 
A crisis is any situation requiring fire, police or medical response. The following plan is a simple 
guide for quick and accurate reporting in the event of a crisis. It is designed primarily for a 
construction site accident where a crisis command post can be set up on the spot. 
 
CRISIS TEAM 

• Coordinator  Project Superintendent, Project Manager, Lead Foreman, or Site Safety  

• Project Manager   

• Personnel Coordinator Assigned by Coordinator 

• Switchboard  Calhoun’s Main Office (502) 493-1332 

• Fact Finder  Thomas Elmore, Safety Director 

• Spokesperson  John Hinshaw or Designee 

• Risk Manager  Thom Stowe 

COMMUNICATION 
The key to a successful crisis plan is making sure that all the key players are notified promptly. If 
there is a break in the communication chain, the crisis plan will fail. 
 
Below is a flow chart of the telephone or in-person communication that is to take place in the event 
of a crisis. If the person that you are to contact is not available, contact the next person on the 
chart so that there is not a break in the line of communication. 
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1. COORDINATOR – Who is the coordinator? 

i. 1st – Project Superintendent 

ii. 2nd – Project Manager 

iii. 3rd – Lead Project Foreman 

iv. 4th – Site Safety Engineer 

A. Call 911 or other emergency numbers, as applicable. 

B. Cut off electricity and other utilities or equipment that might be a hazard. 

C. Make sure the Calhoun switchboard (502-493-1332) and Risk Manager are notified of 

crisis. 

D. If the Switchboard and Risk Manger are not available, contact the Safety Director, or 

President. Use the emergency number sheet to get the respective numbers. 

E. Coordinate emergency teams at the site. 

F. Assign Personnel Coordinator. 

G. Secure site from any hazardous conditions. 

H. Secure site from unauthorized personnel. 

I. Report to Fact Finder. 

 
2. PROJECT MANAGER 

a. Go immediately to site. 

b. Assist Coordinator or take on role of Coordinator, depending on situation. 

c. Assist Fact Finder. 

d. Assist Spokesperson. 

e. Contact site ownership to notify them of situation. 

 
3. PERSONNEL COORDINATOR / ASSIGNED BY COORDINATOR 

a. Find out if anyone is injured, the extent of the injuries, and where treatment is 

taking place. 

b. Advise all contractors working on project of where their crews are to assemble. 

c. Advise all contractors working on project that no one is to leave until accounted for 

and directed to do so. 

d. Advise Fact Finder of the status of all personnel on scene, including injuries and 

where treatment is taking place. 

 
4. SWITCHBOARD (502-493-1332) 

a. Refer Coordinator calling about a crisis to the Risk Manager. 

b. Refer all incoming calls regarding the crisis (other than those received from Fact 

Finder and Coordinator when appropriate) to the Spokesperson. 

 
5. RISK MANAGER 

a. Notify Fact Finder/Safety Director, President, and Spokesperson. 
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b. Remind Switchboard to refer incoming calls regarding the crisis to the Designated 

Spokesperson. 

c. Assist, when requested, in coordination of any actions necessary. 

d. Keep records needed for insurance claims, workers’ compensation claims, etc. 

 
6. FACT FINDER / SAFETY DIRECTOR 

a. Keep Risk Manager advised of how to contact you. Go immediately to site.  

b. Confer with Coordinator, Personnel Coordinator, Project Manager, and any other 

appropriate people to gather information. 

c. Gather Accurate Information 

1. What happened? 

2. Where did it happen? 

3. Witness names and contact information. 

4. Extent of casualties and damage? 

5. What specific action is underway to handle the situation (i.e., rescue 

operations, rubble removal)? 

d. Report to Spokesperson. 

e. Advise Spokesperson whether he/she should be at site or office. 

f. Determine who should contact families of injured workers. 

 
7. SPOKESPERSON 

a. Direct and coordinate all communications with the news media. 

b. Evaluate the situation and determine what the corporate response should be. 

c. Make a statement to the media (if appropriate) saying that Calhoun officials are on 

the scene, working with the emergency personnel (if this is the case) and gather 

information. 

d. Let the media know specific times for receiving updates. 

 
8. ALL OTHER PERSONNEL 

a. Go to appointed assembly area. Do not leave until directed to do so. 

b. Make no statements to the media. Refer all calls and questions to the Spokesperson 

at the Calhoun Office. 

Everyone should defer all statements to John Hinshaw. 
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Section 7:  Training Requirements 
 

POLICY 
 
Calhoun understands the many dangers that are involved with construction. We also 
understand our responsibility to train our employees to recognize hazards in the workplace 
and give them the knowledge to eliminate those hazards.   Each training session is 
presented in a forum where employees are able to ask questions, give and receive 
feedback.  Visual aids are also utilized to increase the interests of the participants. 
 

1. President, & Operations Manager  
 

A. Calhoun Corporate Safety Policies 
B. OSHA 30 Hour Course  

 
2. Safety Director, Safety Managers and Safety Coordinators 

 
A. Calhoun Corporate Safety Policies 
B. OSHA 510  
C. OSHA 500 
D. First Aid/CPR (every 2 years) 

 
3. Project Managers & Project Engineers 

 
A. Calhoun Corporate Safety Policies 
B. OSHA 30 Hour Course 
C. First Aid/CPR (every 2 years) 
D. Safety Policy Refresher (every 2 years) 

 
4. Superintendents  

 
A. Calhoun Corporate Safety Policies 
B. OSHA 30-Hour Course 
C. First Aid/CPR (every 2 years) 
D. Safety Policy Refresher (every 2 years) 
E. Scaffold Training (every 2 years) 
F. Aerial Lift (every 2 years) 
G. Telescopic Forklift/Vertical Mast Forklift (every 3 years) 
H. Incident Reporting Procedures 
I. OSHA Inspection Procedures 
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5. Foremen  
 

A. Calhoun Corporate Safety Policies 
B. OSHA 30-Hour Course 
C. First Aid/CPR (every 2 years) 
D. Safety Policy Refresher (every 2 years) 
E. Scaffold Training (every 2 years) 
F. Aerial Lift (every 2 years) 
G. Telescopic Forklift/Vertical Mast Forklift (every 3 years) 
H. Incident Reporting Procedures 
I. OSHA Inspection Procedures 

 
6. Tradesmen 

 
A. Calhoun Corporate Safety Policies 
B. OSHA 10-Hour Course (within 18 months of employment) 
C. Aerial Lifts 
D. Incident Reporting Procedures 
 

7. New Hire Orientation 
 

A. Each newly hired employee will be required to complete Orientation Training 
on the first day of their employment with Calhoun. Orientation is conducted 
by HR. 

B. This orientation consists of the following: 
1) New Hire Safety Orientation Video 
2) Calhoun Corporate Safety Policies 
3) General Safety  
4) Personal Protective Equipment 

C. The employee will acknowledge receipt of the safety requirements. 
 

TRAINING RECORDS 
 
Safety training records will be logged into the Viewpoint software, for tracking purposes. 
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Section 8:  Disciplinary Program 
  

POLICY 
The primary purpose of this Disciplinary Program is not to punish employees but rather to 
control the work environment so that the workforce is protected, and incidents do not 
occur.  Disciplinary action informs contractors that Calhoun is serious about its Safety and 
Health Program, and unsafe behavior will not be tolerated. 
 

1. The Safety Department, Project Managers, Project Superintendents and Foremen are 
all responsible and given authority for enforcement of this disciplinary program. 
 

2. Supervision is required to incorporate training and corrective action in promoting an 
incident free workplace.  Workers and supervision are encouraged to openly 
communicate and respond promptly to hazardous conditions.  When such conditions 
are discovered, they should be brought to the attention of exposed workers and 
discussed. 
 

3. When disciplinary action is necessary, the action taken must be appropriate to the 
seriousness of the violation or the frequency with which it occurs.  All workers 
subject to disciplinary action shall be treated equally and must be given an 
opportunity to correct the problem and/or their behavior. 
 

4. The level of severity will be determined by the Superintendent, in conjunction with 
safety personnel.  

 
 

 

 

5. Any disciplinary action above level 2 must be documented and reviewed with the 
workers supervisor. The workers supervisor must provide a corrective action plan to 
ensure the situation does not reoccur. Documentation consists of written 
communication with the contractor and noted in daily log. 

 

LEVEL OF SEVERITY  ACTION TAKEN 

Level One = Verbal Warning 

Level Two = Written Warning – Retraining Required 

Level Three = Written Warning & 3-day suspension (minimum) 

Level Four = Written Warning & 1-year suspension (minimum) 
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Section 10:  Return To Work Policy 
 

POLICY 
 
This program is designed to provide policies and procedures for managing the return to 
work of injured company employees with minimum time lost. 
 
It is the policy of Calhoun to provide a place of employment that is free from recognized 
hazards that cause or are likely to cause death or serious physical harm to employees or the 
public.  Calhoun is also committed to the effective return to work of injured employees while 
enhancing their recovery. 

 
BACKGROUND 

 
1. Returning employees to work who have been injured in the performance of their 

jobs is an important component of Calhoun’s loss control program.  Benefits of a 
return to work program include: 

 
A. Faster, more effective healing 
B. Safer work environment 
C. Direct and indirect savings in lost wages, medical costs and productivity 
D. Improved morale by providing support to employees with alternate 

assignments during recuperation 
 

2. Statistics have shown that without a return to work program employees have little 
incentive to return to work and are less likely to return to work the longer they are 
out of work.  This safety policy and procedure includes provisions for supervisory 
training, a discussion of the return to work process, presents details on Calhoun’s 
preferred medical provider network and presents information on transitional work 
assignments, permanent job modifications and new position assignment 
requirements. 

 
RESPONSIBILITIES  

 
1. Management 

 
A. Provide resources and support to supervisors in the return to work program 
B. Assist in employee placement designs 
C. Encourage proper and ethical practices 

 
2. Superintendents 

 
A. Complete accident and other report forms in the event of an injury 
B. Suggest alternate duty options for the positions under their control 
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C. Obtain, review, and forward to the Insurance Coordinator Return to Work 
forms upon the return to work of the injured employee 

 
3. Employees 

 
A. Employees are responsible for promptly reporting any injuries to their 

supervisor and going to the preferred provider as directed by their 
supervisor.   

B. They must also cooperate with the Workers’ Compensation Administrator, 
Safety, and Human Resources Departments. 

 
4. Insurance Coordinator 

 
A. Administer the Return to Work Program. 
B. Coordinate with preferred providers and supervisors in the placement of 

employees into transitional work assignments, permanently modified jobs or 
new positions. 

C. Maintain a central list of all preferred providers. 
D. Provide information regarding wage and salary grade equity issues. 
E. Meet with injured employees to explain alternate duty position(s). 

 
5. Corporate Safety Director / Safety Director 

 
A. Provide prompt assistance to managers, supervisors, and others as necessary 

on any matter concerning this safety policy and procedure. 
B. Assist in and develop the Return to Work Program training. 
C. Provide consultative and audit assistance to ensure effective implementation 

of this safety policy and procedure. 
 

RETURN TO WORK PROCESS 
 

When an employee who has been injured on the job and has been released to return to 
work by the preferred provider, there are three possible returns to work options: 

 
1. Option 1: An employee has reached maximum medical improvement and has 

been released to return to work by the treating physician with no restrictions.   
 

2. Option 2 (Transitional Work Assignment):  An employee has not reached 
maximum medical improvement and is ready to return to a transitional work 
assignment (limited or modified work duty) with approval of the preferred provider 
but retains some disability which prevents successful performance in the original 
position.  The company will attempt to provide available work reassignment 
suitable to the employee’s capacity which is meaningful, productive and 
advantageous to the employee and the company. 
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3. Option 3 (Permanent):  An employee has reached maximum medical 

improvement and has been released to return to work by the preferred provider 
but has received a disability which prohibits employment in his/her previous 
position.  The company will attempt to place the employee in another available 
position suitable to the employee’s capacity which is meaningful, productive and 
advantageous to the employee and the company.   

 
PREFERRED MEDICAL PROVIDER 
 
The preferred provider network is a list of physicians who have agreed to treat injured 
company employees when such injuries arise out of the performance of their job duties.  
This list shall be maintained by the Insurance Coordinator. The preferred provider list is 
to be updated annually. 
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Section 11:  Drug & Alcohol Policy 
 

POLICY  
 
It is the policy of Calhoun to have a drug and alcohol free work site. The use of intoxicating 
alcohols, controlled substances or illegal drugs shall not be permitted on the work site. 
Contractors shall not be under the influence or suffering from the after-effects of using 
these items when reporting to the work site. 
 
Contractors who violate this policy shall be removed from the work site immediately. 
 
Reasonable Suspicion 
When a worker is suspected of being under the influence, firsthand observation should be 
made immediately by more than one member of Calhoun site leadership. Some examples of 
the signs that may be considered as suspicion are: 

Physical Signs 
• Bloodshot eyes/dilated pupils 
• Slurred speech 
• Unsteady walk/uncoordinated movements 
• Shakes and tremors 
• Unexplained sweating or shivering 
• Fidgeting/inability to sit still. 

• Sleeping at work or difficulty staying awake 
• Unusual body or breath odor 

If signs of intoxication are observed by more than one member of Calhoun site leadership, 
the worker must be escorted out of the work site and their employer notified of the issue. 
 
Documentation 
The following information MUST be documented in the event more than one member of 
Calhoun site leadership suspect a worker is under the influence. 

• Worker Name and Employer 
• Date and Time of observation 
• Calhoun site leadership team members that observed signs of intoxication 
• The signs of intoxication observed 
• How employer was notified of situation 

 
Return to Work Site 
If a worker is removed from the work site due to suspicion, the employer must provide 
proof of a negative drug/alcohol test before the worker will be allowed back at the work 
site. 
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Section 12:  Weekly Training Meetings 
 

POLICY 
 
The following items detail the activity performed to complete the weekly safety meetings for 
Calhoun: 

 
1. The Safety Director will establish a training topic on a weekly basis. 

 
2. The training meeting will cover a specific topic and/or various written company 

policies and procedures as well as having a section for site specific documentation 
developed by the jobsite Superintendent/Foreman.  

 
3. The training topic document will go out on a weekly basis, with a sign in sheet 

attached. 
 
4. The Jobsite Superintendent/Foreman will present the training topic to all company 

employees on site on a weekly basis. 
 
5. Before beginning the training topic, the employees will be required to sign the 

attendance sheet. 
 
6. The training document will be sent back to the office to the attention of the Safety 

Director. 
 
7. The document will be given to the administrative assistant and logged into the 

Viewpoint Training Database software, for tracking purposes, thus notating as to 
what Superintendent/Foreman conducted the meeting. This information is used 
during the review of the Superintendent to ensure this activity is being completed. 
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Section 14:  Subcontractor General Requirements 

 
POLICY 
 
The subcontractor’s safety program shall be submitted to Calhoun’s Project Manager prior to 
the subcontractor starting its work. Subcontractors must be competent and capable to 
perform their assigned duties in a safe and environmentally sound manner. Subcontractors 
must have the appropriate licenses, registrations, and insurance to complete their work. 
 
RESPONSIBILITIES 
 
Calhoun Superintendent: 
Must monitor each subcontractor onsite. Must verify that each subcontractor is completing 
their assigned duties in a safe and environmentally sound manner. 
 
PROCEDURE 
 
Before the start of work, Calhoun Construction and all subcontractors must establish clear 
lines of communication to facilitate the construction process and each subcontractor must 
define clear roles and responsibilities for their staff on site. 
The subcontractor’s safety program shall, at a minimum, contain the following: 

 
1. The subcontractor will provide Calhoun a copy of the list of all chemicals that are 

specific for the jobsite.  This list will be kept in the Calhoun jobsite office.  SDS 
sheets are to be kept in the subcontractor’s possession onsite. 

 
2. Each subcontractor will provide the Calhoun Project Manager with a Subcontractor 

Site Safety Plan (“SSSP”) prior to the commencement of the subcontractor’s work, 
and shall update the SSSP as project circumstances deem necessary. The SSSP must 
include the contractor’s emergency action plan. 

 
3. Each subcontractor will designate a Competent Person. It is at the discretion of the 

Calhoun Site leadership team to determine if the safety representative is working or 
non-working. 

 
4. The Competent Person of each subcontractor will be responsible for the 

implementation of the subcontractor’s safety program.  The subcontractor’s safety 
representative shall: 

 
A. Attend every project safety meeting. 
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B. Inspect the project for safety hazards related to the subcontractor’s work and 
for exposure to the employees of the subcontractor and its sub-
subcontractors. 

C. Follow up on correction of safety hazards. 
D. Report any discovered safety hazards to the Calhoun Superintendent that are 

left uncorrected, regardless of who is responsible for the hazard. 
E. Monitor the subcontractor’s “Tool Box” meetings. 
F. Promote “safety awareness” in all subcontractor tradesmen and supervision 

and maintain communications between the two regarding safety. 
G. Make sure that the subcontractor has adequate safety equipment on the 

jobsite as necessary to perform the various portions of its work. 
 

5. The Calhoun Site Team may require non-working site safety personnel depending on 
the contractor’s scope of work, the contractor’s ability to manage their own safety 
program, or total number of workers on the site. Site safety personnel must be 
vetted by Calhoun Construction. 

 
6. Subcontractors are responsible for compliance with OSHA and KYOSH and any site 

specific safety requirements.  
 

7. All subcontractor supervisors and foremen are responsible to plan and accomplish 
their work with due regard for the safety of all individuals (including the public) on, 
or adjacent to, the jobsite.  They will be expected to eliminate all foreseeable 
accident hazards when planning the work under their control.  Supervisors and 
foremen will ensure that weekly “Tool Box” meetings are held to implement and 
further develop the subcontractor’s safety program. 

 
8. All subcontractor supervisors, foremen and workmen are required to observe all 

local, state and federal safety regulations. 
 
9. If an incident occurs, the subcontractor involved will take the following action: 

 
A. Administer first aid and see to the immediate needs of the injured. 
B. Notify the Calhoun Superintendent as soon as reasonably possible of the 

accident, its location, who was involved, what the injured was doing and the 
known extent of the injuries. 

C. No later than 24 hours after the incident, the subcontractor will submit a 
copy of its incident report to the Calhoun Superintendent. 
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Section 15: Mobile Elevated Work Platforms  

GENERAL REQUIREMENTS 

1. Only authorized employees will be allowed to operate aerial lifts. 

 
2. No “field modifications” are allowed to be made to the aerial lift. 

 
3. Aerial lifts are to be used as they were intended by the manufacturer. 

 

4. Aerial lifts are intended to carry personnel. 
 

5. Aerial lifts are not to be used as a crane for lifting equipment. Materials may be moved 
with equipment manufacturer approved attachments. 

 
6. Boom and basket load limits shall not be exceeded. 

 

7. Employees shall always stand on the floor of the basket or platform. 
 

8. No one is allowed to stand on the toeboard, midrail, or toprail.  
 

9. A visual inspection must be completed and documented at the start of the work 
shift before the lift can be used. Any deficiencies that affect the safe operation 
of the lift shall be repaired before it can be used. The lift shall be tagged “Out of 
Service” until the repairs are completed. 

 
10. All controls must be tested before use. 

 

11. Backup alarms must be in working order before use. 
 

12. If at any time the operator does not have full view of the area, a spotter must be 
used before the equipment is moved. 

 
13. The surface where the lift will be operated shall be stable enough to support the 

weight of the lift and its maximum intended load. 
 
14. The lift must have operational upper and lower controls. Lower controls are to 

be used only to maneuver the lift in the event that the upper controls are non- 
functional or the employee in the basket becomes incapacitated. If the lift uses a 
key to switch between upper and lower, the key must remain while the lift is in 
use. 

 
15. Employees working from boom lifts must be tied off. Fall restraint must be 
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 attached before the basket or lift is moved. Fall restraint (Self-Retracting Lifeline) 
and Travel restraint are both acceptable for this operation. 

 
16. If employees use the boom lift to gain access to an elevated work area, 100% 

tie-off must be used during the transition. 
 
17. A minimum distance of 10 feet must be maintained between overhead power 

lines and any portion of the boom or basket. If the minimum distance is not 
obtainable, you must contact the Safety Department before working in close 
proximity to the power line. 

 
18. To prevent injuries from falling objects, no workers are allowed in the area 

under the basket. 
 
 

TRAINING 
 

1. Contractors must provide training prior to their workers using the equipment. 
 

2. Training records may be requested as proof of training. 
 

3. Training shall include: 
 

A. Safe Operating Procedures 
B. Common Hazards Associated with Aerial Lifts 
C. Fall Protection Requirements 
D. Controls and Gauges 
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Section 16:  Asbestos Awareness / Policy 
 

POLICY 
 
Calhoun is committed to providing its employees with an asbestos-free workplace. 
Employees shall not be permitted to work in areas where airborne concentrations of 
asbestos may occur.  Therefore, the purpose of this program is to establish a procedure to 
identify asbestos containing areas and implement control measures to prevent employee 
exposure to those areas. 

DEFINITIONS 
 

1. Asbestos – That unique group of naturally occurring minerals that separate into 
fibers of high tensile strength, resistant to heat, wear and chemicals, described as 
the following types:  chrysotile, amosite, crocidolite, tremolite, anthophyllite, and 
materials that have been chemically treated and/or altered which, after manufacture, 
are used for such products and end uses as insulation, textiles, paper, cement 
sheets, floor tile, wall covering, decorations, coatings, sealants, cement pipe, 
reinforced plastics and other compounds. 
 

2. Asbestos-Containing Material (ACM) – Any material containing more than one 
percent asbestos. 
 

3. Surfacing Material – Material that was sprayed, troweled-on, or otherwise applied 
to surfaces. 
 

4. Thermal System Insulation (TSI) – ACM applied to pipes, fittings, boilers, 
breeching, tanks, masonry block cavity insulation fillers, ducts or other structural 
components to prevent heat loss or gain. 
 

5. Other Materials - Floor tiles, mastics, adhesives, felts, gaskets, fire stopping, 
plaster, etc. 
 

6. Presumed Asbestos Containing Material (PACM) – Thermal system insulation 
and surfacing material that may be found in buildings constructed prior to 1982.  
 

PROCEDURE – Ensure exposure does not exceed occupational exposure limits 
 
Buildings built before 1982 may contain PACM/ACM and therefore, shall be tested through a 
certified laboratory with confirmed results and/or have documentation through a certified 
inspection prior to beginning work. 

 
In addition, Buildings built before 1982 and even though have been renovated or remodeled 
since then, may also still contain PACM/ACM. These buildings may not have been completely 
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abated and/or new materials could have been applied over existing PACM/ACM, and 
therefore shall also be tested through a certified laboratory with confirmed results and/or 
have documentation through a certified inspection prior to beginning work. 
  
Buildings built after 1982 are considered not to contain presumed asbestos containing 
materials (PACM). Calhoun shall partner with the Building Coordinator if PACM/ACM is 
believed to be present. 
 

RESPONSIBILITIES 
 

1. Corporate Safety Director is the CIA Asbestos Awareness Program Manager and 
bares the overall responsibility of maintaining this program. 
 

2. Calhoun Project Managers and/or Superintendents and/or Foremen shall 
perform an initial survey of work areas where ACM or PACM is suspected in buildings 
built prior to 1982. In such areas where ACM and/or PACM are identified, supervision 
must ensure work does not begin until the suspect material is tested confirming 
positive or negative results or abated mitigating the hazard. 
 

3. All Calhoun Employees who suspect the presence of ACM in their work areas 
must stop work and report to their Supervisor immediately. If the material has 
already been disturbed, access to the area shall be restricted. All Calhoun employees 
must also comply with the policies set forth in this program as well as those of the 
building owner/customer. 
 

4. Calhoun Specific Training Employees working in areas where exposure to ACM 
and/or PACM exists are required to participate in asbestos-awareness training. The 
training shall be provided prior to or at the time of initial assignment and at least 
annually thereafter.   
 

5. Calhoun Potential Exposure Procedure If a potential exposure to ACM/PACM occurs; 
the following guidelines shall be followed: 

 
A. Area where exposure occurs shall be isolated and demarcated, work stopped 

and the area evacuated. 
B. Full Investigation including all facts and statements will be completed by the 

end of the business day of occurrence. 
 

 

 

 

 



 

 

 

 

CORPORATE 
SAFETY MANUAL 

SECTION: 16 Page 3 of 3 

REVISION NUMBER: 8 

REVISION DATE: 03.31.20 

SUBJECT: 

ABESTOS AWARENESS/POLICY  

 

SAFELY WORKING TODAY… 

FOR TOMORROW 

HEALTH HAZARDS 
 
The human health effects from long-term unsafe asbestos exposure are well documented. 
Asbestos fibres are easily inhaled and carried into the lower regions of the lung where they can 
cause fibrotic lung disease (asbestosis) and changes in the lining of the chest cavity 
(pleura).  These diseases can lead to reduced respiratory function and death.  Long-term 
inhalation of asbestos fibres also increases the risk of lung cancer and mesothelioma. 

Enlargement of the heart can also occur as an indirect effect from the increased resistance of 
blood flow through the lungs. 

People are more likely to experience asbestos-related disorders if they: 

 are exposed to high concentrations of asbestos, 
 are exposed for longer periods of time, and/or 
 are exposed to asbestos more frequently. 

ASBESTOS ABATEMENT ACTIVITIES 
 

Calhoun Construction does not self-perform asbestos abatement. Calhoun Construction does hire 
asbestos abatement contractors to perform these tasks. Calhoun Construction site leadership team must 

ensure the following: 

 
 All areas currently undergoing abatement activities must be secured with red barricade tape and 

signage (Asbestos Abatement, DO NOT ENTER) to restrict non-asbestos worker entry. 

 Contractors are using engineering controls and work practices to reduce exposure below the 

permissible exposure limit. 
 Respirators are provided to the workers conducting asbestos abatement activities. 

 Proper Personal Protective Equipment (PPE) are in use by workers conducting asbestos 

abatement activities. 

o Disposable coverall 

o Disposable head cover 
o Disposable foot cover 

o Half or Full-face Respirators – negative pressure / powered air purifying – with high-
efficiency filters. 
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Section 17:  Bloodborne Pathogens 
 

DEFINITIONS 
 

Blood: Human blood, human blood components and products made from human 
blood. 

  Bloodborne 
Pathogens: 

Pathogenic microorganisms present in human blood that can cause 
disease in humans. 

  Disinfect:   To inactivate virtually all recognized pathogenic microorganisms but not 
necessarily all microbial forms on inanimate objects. 

  Engineering 
Controls: 

Controls that isolate or remove the hazard from the workplace. 

  Exposure 
Incident:   

A specific eye, mouth, other mucous membrane, non-intact skin or 
parenteral contact with blood or other potentially infectious materials that 
results from the performance of an employee’s duties. 

  Infectious 
Waste:   

Blood and blood products, contaminated sharps, pathological wastes, and 
microbiological wastes.  

  Occupational 
Exposure: 

Reasonably anticipated skin, eye, mucous membrane or parenteral 
contact with blood or other potentially infectious materials that result 
from the performance of an employee’s duties. 

  Parenteral: Exposure occurring as a result of piercing of the skin barrier 

  Sharps: Any object that penetrates the skin including, but not limited to the 
following: 

- Needles 
- Scalpels  
- Broken capillary tubes 

  Sterilize: To chemically destroy all securable life including highly resistant bacterial   
endospores. 

  EXCEPTION:   Incidental exposures that may occur, neither reasonably nor routinely 
expected to occur to an employee in his/her normal employment. 

 
OTHER POTENTIALLY INFECTIOUS MATERIALS 

 
1. Body Fluids: 

 
A. Semen 
B. Vaginal secretions 
C. Cerebrospinal fluid 
D. Synovial fluid 
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E. Pleural fluid 
F. Pericardia fluid 
G. Peritoneal fluid 
H. Amniotic fluid 
I. Saliva 
J. Body fluids visibly contaminated with blood 
K. Unfixed tissue or organ from a human - living or dead 
L. HIV or HBV containing cell or tissue cultures, organ cultures, and culture 

mediums or other solutions; and blood, organs or other tissues from 
experimental animals infected with HIV or HBV. 

 
EXPOSURE CONTROL DETERMINATION 

 
1. OSHA requires employers to perform an exposure determination concerning which 

employees may incur occupational exposure to blood or other potentially infectious 
materials.  The exposure determination is made without regard to the use of 
personal protective equipment.  This exposure determination is required to list all job 
classifications in which all employees may be expected to incur such occupational 
exposure, regardless of frequency. 
 

2. The following job classifications are in this category: 
 

A. First Aid Trained Personnel 
B. Safety Personnel 
C. Supervisory Personnel 

 
3. Task and/or procedures: 

 
A. Treatment of personnel resulting from industrial accidents 
B. Emergency first aid treatment of personnel in the field 
C. Application of mouth-to-mouth resuscitation 
D. Handling of all medical sharps 

 
4. In addition, OSHA requires a listing of job classifications in which some employees 

may have occupational exposure.  Since not all the employees in these categories 
would be expected to incur exposure to blood or other potentially infectious 
materials, tasks or procedures that would cause these employees to have 
occupational exposure are also required to be listed in order to clearly understand 
which employees in these categories are considered to have occupational exposure. 
 

5. Tasks and/or procedures: 
 

A. Rescue operations where the victim has external injuries. 
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B. The removal of protective equipment and clothing after performing any of 
the above tasks. 
C. The exposure control plan will be accessible to any employee who would 

like a copy. 
 
INFECTION CONTROL PLAN (Engineering and Work Practices) 

 
1. Universal precautions will be observed in order to prevent contact with blood or 

other potentially infectious materials.  All blood or other potentially infectious 
material will be considered infectious regardless of the perceived status of the 
source individual.  Engineering and work practice controls will be utilized to eliminate 
or minimize exposure to employees.  Where occupational exposure remains after 
institution of these controls, personal protective equipment shall also be utilized. 
 

2. Hand washing facilities shall be available to the employees who incur exposure to 
blood or other potentially infectious materials.  OSHA requires that these facilities be 
readily accessible after incurring exposure.  After removal of personal protective 
gloves, employees shall wash hands and any other potentially contaminated skin 
area immediately or as soon as feasible with soap and water.  If any employee 
incurs exposure to their skin or mucous membranes, then those areas shall be 
washed or flushed with water as soon as feasible following contact.  If there are no 
wash facilities available, then the employer will provide either an appropriate 
antiseptic hand cleaner in conjunction with cloth/paper towels or antiseptic 
towelettes. 
 

3. All personal protective equipment contaminated with blood or other potentially 
infectious materials shall be removed immediately upon leaving the area and placed 
in a sealed bag or containers clearly marked “Bio-Hazard” for decontamination 
and/or disposal. 
 

SPECIMENS 
 

1. Specimens of blood or other potentially infectious materials will be placed in a Bio-
Hazard Container, which prevents leakage during the collection, handling, 
processing, storage, and transport of contaminated materials. 

 
PERSONAL PROTECTIVE EQUIPMENT 

 
1. All personal protective equipment used will be provided at no cost to the employee.  

Personal protective equipment will be chosen based on the anticipated exposure to 
blood or other potentially infectious materials.  The protective equipment will be 
considered appropriate only if it does not permit blood or other potentially infectious 
materials to pass through or reach the employee’s clothing, skin, eyes, mouth, or 
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other mucous membranes under normal conditions of use and for the duration of 
time in which the protective equipment will be used. 

 
2. Personal protective equipment shall be worn whenever there is any possibility of 

exposure to blood or other potentially infectious materials. 
 

3. An adequate supply of the following equipment, including but not limited to, shall be 
available: 
 

A. Gloves 
B. Pocket Mask 
C. Protective Eyewear 

 
4. All personal protective equipment will be cleaned, laundered, or disposed of by the 

company at no cost to the employee.  Subject to the findings of the incident 
investigation, all repairs and replacements will be made by the company without cost 
to the employee. 
 

5. All garments penetrated by blood shall be removed immediately, or as soon as 
feasible.  All personal protective equipment will be removed prior to leaving the work 
area. 
 

6. Gloves shall be worn where it is reasonably anticipated that employees will have 
hand contact with blood, other potentially infectious materials, non-intact skin, and 
mucous membranes. 

 
7. Disposable gloves are not to be washed or decontaminated for re-use and are to be 

replaced as soon as practical when they become contaminated, or as soon as 
feasible if they are torn, punctured, or their ability to function as a barrier is 
compromised.  Utility gloves will be discarded if they are cracked, peeling, torn, 
punctured, or exhibits other signs of deterioration, or when their ability to function 
as a barrier is compromised. 
 

8. Masks, in combination with eye protection devices, such as goggles or glasses with 
solid side shield, or chin length face shields, are required to be worn whenever 
splashes, spray, splatter or droplets of blood or other potentially infectious materials 
may be generated and eye, nose or mouth contamination can reasonably be 
anticipated. 

 
HOUSEKEEPING 

 
1. All first aid units shall be kept in a clean and sanitary condition at all times.  This 

shall include scheduled cleaning and disinfecting as indicated below: 
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A. All infectious waste generated shall be kept in leak proof bags or containers 

with appropriate Bio-Hazard signs and labels, and disposed of in accordance 
with regulations. 

B. Decontamination shall be accomplished by a 10 to 1 solution of bleach and 
water or an EPA registered germicide. 

C. All exposed work surfaces will be decontaminated as soon as feasible, after 
any spill of blood or other potentially infectious materials. 

D. Any broken glassware, which may be contaminated, will not be picked up 
directly with the hands.  This task shall be performed by mechanical means 
only. 

E. Laundry contaminated with blood or other potentially infectious materials will 
be handled as little as possible.  Such laundry will be placed in appropriately 
marked bags at the location where it was used.  Such laundry will not be 
sorted or rinsed in the area of use. 

 
HEPATITIS B VACCINE 

 
1. All employees who have been identified as having exposure to blood or other 

potentially infectious materials will be offered the Hepatitis B vaccine, at no cost to 
the employee.  The vaccine will be offered within 10 working days of their initial 
assignment to work involving the potential for occupational exposure to blood or 
other potentially infectious materials, unless the employee has previously had the 
vaccine or wishes to submit to antibody testing which shows the employee to have 
sufficient immunity.  Employees who decline the Hepatitis B vaccine will sign a 
waiver, which uses the wording in Appendix (A) of CFR 1910.1030. 
 

2. Employees who initially decline the vaccine but who later wish to have it may then 
have the vaccine provided at no cost. 

 
POST-EXPOSURE EVALUATION AND FOLLOW-UP 

 
1. All employees who incur an exposure incident will be offered post-exposure 

evaluation and follow-up. 
 

2. When an employee incurs an exposure incident, it should be reported to site 
supervision and the Safety Director. 
 

3. Post-exposure follow-up will include the following: 
 

A. Documentation of the route of exposure and the circumstances related to 
the incident. 
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B. If possible, the identification of the source individual and also the status of 
the source individual.  The blood of the source individual will be tested (after 
consent is obtained for HIV/HBV infectivity). 

C. Results of testing of the source individual will be made available to the 
exposed employee, with the exposed employee informed about the 
applicable or federal laws and regulations concerning disclosure of the 
identity and infectivity of the source individual. 

D. The employee will be offered the option of having their blood collected for 
testing of the employee’s HIV/HBV serological status.  The blood sample will 
be preserved for up to 90 days to allow the employee to decide if the blood 
should be tested for HIV/HBV serological status.  However, if the employee 
decides prior to that time that testing will or will not be conducted, then the 
appropriate action can be taken and the blood sample discarded. 

 
INTERACTION WITH HEALTH CARE PROFESSIONALS 

 
1. A written opinion shall be obtained from the health care professional who 

evaluates employees of this corporation.  Written opinions will be obtained in the 
following instances: 
 

A. When the employee is sent to obtain the Hepatitis B vaccine. 
B. Whenever the employee is sent to a health care professional following an 

exposure incident. 
 

2. Health care professionals shall be instructed to limit their opinions to: 
 

A. Whether the Hepatitis B vaccine is indicated, if the employee has received 
the vaccine, or an evaluation following an incident. 

B. That the employee has been informed of the results of the evaluation. 
C. That the employee has been told about any medical conditions resulting 

from exposure to blood or other potentially infectious materials. 
 

TRAINING 
 

1. Training for all employees will be conducted prior to assignment to task where 
occupational exposure may occur.  Training for employees will include the 
following and an explanation of: 
 

A. The OSHA standard for bloodborne pathogens. 
B. Epidemiology and symptomatology of bloodborne diseases. 
C. Modes of transmission of bloodborne diseases. 
D. This “Exposure Control Plan” i.e., points of the plan, lines of 

responsibility, how the plan will be implemented, etc. 
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E. Procedures which might cause exposure to blood or other potentially 
infectious materials. 

F. Control methods which will be used to control exposure to blood or other 
potentially infectious materials. 

G. Personal protective equipment available and who should be contacted. 
H. Post exposure evaluation and follow-up. 
I. Sign and labels used. 
J. Hepatitis B vaccine program. 
K. Employees will be trained on an annual basis. 

 
RECORDKEEPING 

 
1. Medical Records 

 
A. Medical records, including a copy of all testing results, physical 

examinations, follow-up procedures, physician’s written opinion, 
information provided to the physician and any other related medical 
information, shall be kept for the duration of the employee’s employment 
plus thirty (30) years. 
 

2. Training Records 
 

A. Date of training, contents of training, names of person or persons 
conducting the training and names of personnel attending the training 
shall be kept on file for five (5) years. 

B. Availability of Records 
1) The medical and training records shall be made available to: 

a) Employee 
b) OSHA 
c) Anyone with written consent of the subject employee 
d) Insurance Coordinator 

C. Transfer of records 
1) If Calhoun ceases to do business, Calhoun will transfer all records 

subject to this section to the successor employer. The successor 
employer shall receive and maintain these records. 

2) If Calhoun ceases to do business and there is no successor 
employer to receive and maintain the records, Calhoun will notify 
affected current employees of their rights of access to records at 
least three (3) months prior to the cessation of Calhoun’s 
business. 

3) If Calhoun ceases to do business and there is no successor 
employer to receive and maintain the records, or if Calhoun 
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intends to dispose of any records required to be preserved for at 
least thirty (30) years, Calhoun will: 

a) Transfer the records to the Director of the National 
Institute for Occupational Safety and Health (NIOSH) if so 
required by a specific occupational safety and health 
standard; or 

b) Notify the Director of NIOSH in writing of the impending 
disposal of records at least three (3) months prior to the 
disposal of the records. 
 

3. Where Calhoun regularly disposes of records required to be preserved for at least 
thirty (30) years, Calhoun may, with at least (3) months’ notice, notify the 
Director of NIOSH on an annual basis of the records intended to be disposed of 
in the coming year. 
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BLOODBORNE PATHOGENS LESSON PLAN 
1. INTRODUCTION 

A. Purpose - To establish safety and health procedures for employees exposed to 
blood or other potentially infectious body fluids through the use of personal 
protective equipment or engineering controls. 

 
2. EXPOSURE DETERMINATION 

A. Job Classification 
B. Job Tasks 

 
3. INFECTION CONTROL PLAN (Engineering and Work Practices) 

A. Universal Precautions 
1) Hand Washing Facility 
2) Decontamination, Bio-hazard, Disposal 

 
4. PPE 

A. Chosen based on the anticipated exposure 
B. All garments penetrated by blood shall be removed immediately 
C. Gloves 

 
5. HOUSEKEEPING 

A. Infectious waste generated shall be kept in leak proof bags or containers with 
appropriate labels. 

B. Decontamination by a 10 to 1 solution of water and bleach or an EPA registered 
germicide. 

 
6. HEPATITIS B VACCINE 

A. All employees who have been identified as having exposure to blood or other 
potentially infectious materials will be offered the Hepatitis B vaccine within 10 
working days of their initial assignment. 

1) Interaction with health care professionals 
2) Post exposure evaluation program 

 
7. TRAINING 

A. Epidemiology and symptomology of bloodborne disease 
B. Modes of transmission of bloodborne diseases 
C. The original version of the bloodborne pathogens exposure control plan 
D. Procedures 
E. Control Methods 
F. PPE 
G. Post exposure evaluation 
H. Signs and labels used 
I. Hepatitis B vaccine program  
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APPENDIX A TO SECTION 1910.1030 
HEPATITIS B VACCINE DELINEATION (MANDATORY) 

 
I understand that due to my occupational exposure to blood or other potentially infectious 

materials I may be at risk of acquiring Hepatitis B virus (HBV) infection.  I have been given the 

opportunity to be vaccinated with Hepatitis B vaccine, at no charge to myself.  However, I 

decline the Hepatitis B vaccine at this time.  I understand that with my declining this vaccine, I 

continue to be at risk of acquiring Hepatitis B, a serious disease.  If in the future I continue to 

have occupational exposure to blood or other potentially infectious materials and I want to be 

vaccinated with Hepatitis B vaccine, I can receive the vaccination series at no charge to me. 

 
 
 
________________________________  ______________________________ 
              EMPLOYEE NAME                                                         DATE 
 
 
 
 
________________________________ 
                    WITNESS 
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BLOODBORNE PATHOGENS REVIEW 
 
 
NAME:  _____________________________         DATE: ________________________ 
 
 
Answer the following questions “T” for True and “F” for False: 
 
________ The risk of becoming infected with the human immunodeficiency virus (HIV) is 

relatively rare. 

________ Potentially infectious materials include blood, semen, vaginal secretions, saliva, 
fluid found around the heart, lungs, and abdomen, and any fluid you can’t 
identify. 

________ Using “universal precautions” means that all workers who are exposed to 
bloodborne pathogens follow the same set of work procedures. 

________ One-time use gloves can be reused if they have not been contaminated. 

________ Hepatitis B vaccine must be provided to all employees who have occupational 
exposure within ten (10) days of a job assignment. 

________ An exposure incident is defined as specific eye, mouth, mucous membrane, or 
parenteral skin contact with blood or potentially infected body fluids. 

_________ Medical records must be maintained on all employees with occupational exposure 
for thirty (30) years. 

_________ Warning labels must be printed in fluorescent orange. 
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Section 18:  Compressed Gas Cylinders  
POLICY 
All local, state, municipal, federal and owner regulations shall be closely observed relative to 
the storage of Compressed Gas Cylinders. 
 
STORAGE AND USE OF CYLINDERS 

 
1. Valve protection caps shall be in place and secured. 

 
2. When cylinders are hoisted, they shall be secured on a cradle, sling board, or pallet. 

They shall not be hoisted or transported by means of magnets or choker slings. 
 

3. Cylinders shall be moved by tilting and rolling them on their bottom edges. They 
shall not be intentionally dropped, struck, or permitted to strike each other violently. 
 

4. When cylinders are transported by powered vehicles, they shall be secured in a 
vertical position. 
 

5. Valve protection caps shall not be used for lifting cylinders from one vertical position 
to another.  
 

6. Unless cylinders are firmly secured on a special carrier intended for this purpose, 
regulators shall be removed and valve protection caps put in place before cylinders 
are moved. 
 

7. A suitable cylinder truck, chain, or other steadying device shall be used to keep 
cylinders from being knocked over while in use. 
 

8. When work is finished, when cylinders are empty, or when cylinders are moved at 
any time, the cylinder valve shall be closed. 
 

9. Compressed gas cylinders shall be secured in an upright position at all times except, 
if necessary, for short periods of time while cylinders are actually being hoisted or 
carried. 
 

10. Oxygen cylinders in storage shall be separated from fuel-gas cylinders or 
combustible materials (especially oil or grease), a minimum distance of 20 feet or by 
a noncombustible barrier at least 5 feet high having a fire-resistance rating of at 
least one-half hour. 
 

11. Inside of buildings, cylinders shall be stored in a well-protected, well-ventilated, dry 
location, at least 20 feet from highly combustible materials. Cylinders should be 
stored in assigned places away from elevators, stairs, or gangways. Assigned 
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storage places shall be located where cylinders will not be knocked over or damaged 
by passing or falling objects, or subject to tampering by unauthorized persons. 
Cylinders shall not be kept in unventilated enclosures such as lockers and cupboards. 
 

12. Flash back arrestors shall be used. 
 

PLACING CYLINDERS 
1. Cylinders shall be kept far enough away from hot work operations so that sparks, 

hot slag, heat, or flame will not reach them. When this is impractical, fire resistant 
shields shall be provided. 
 

2. Cylinders shall be placed where they cannot become part of an electrical circuit. 
Electrodes shall not be struck against a cylinder to strike an arc. 
 

3. Cylinders containing oxygen or acetylene or other fuel gas shall not be taken into 
confined spaces. 

 
TREATMENT OF CYLINDERS 

1. Cylinders, whether full or empty, shall not be used as rollers or supports. 
 

2. No person other than the gas supplier shall attempt to mix gases in a cylinder. No 
one except the owner of the cylinder or person authorized by him shall refill a 
cylinder. No one shall use a cylinder's contents for purposes other than those 
intended by the supplier. All cylinders used shall meet the Department of 
Transportation requirements published in 49 CFR Part 178, Subpart C, and 
Specification for Cylinders. 
 

3. No damaged or defective cylinder shall be used. 
 

USE OF FUEL GAS 
1. The employer shall thoroughly instruct employees in the safe use of fuel gas 

including the proper procedure for cracking the valve. 
 

TRANSPORTING OF CYLINDERS 
1. When hoisting cylinders: 

 
A. Do not 

1) Choke the cylinder 
2) Choke the cylinder cart 
3) Put shake out hooks inside slots of cap 
4) Use magnets 
5) Set on forks of fork trucks 
6) Lay on top of other materials being hoisted 
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7) Lay in the back of a truck 
8) Move in any way that may cause damage to person or property 

B. Do 
1) Use only approved cylinder carts or cradle  

 
LABELING OF CYLINDERS 

 
1. The contents of any compressed gas cylinder must be clearly identified.  
  
2. If the labeling on a cylinder becomes unclear or an attached tag is defaced to the 

point the contents cannot be identified, the cylinder should be marked “contents 
unknown” and returned directly to the manufacturer. 

 
GAUGES 

 
1. Before a regulator is removed from a cylinder valve, the cylinder valve shall always 

be closed and the gas released from the regulator. 
 
2. Leaking cylinders must be tagged out and safely removed from the work area. 
 

HOSE 
 
1. All hoses in use, carrying acetylene, oxygen, natural or manufactured fuel gas, or 

any gas or substance which may ignite or enter into combustion, or be in any way 
harmful to employees, shall be inspected at the beginning of each working shift. 
Defective hoses shall be removed from service. 

 
2. Hose which has been subject to flashback, or which shows evidence of severe wear 

or damage, shall be removed from service. 
 
3. Hose couplings shall be of the type that cannot be unlocked or disconnected by 

means of a straight pull without rotary motion. 
 
4. Boxes used for the storage of gas hoses shall be ventilated. 
 
5. Hoses, cables, and other equipment shall be kept clear of passageways, ladders and 

stairs. 
 

TORCHES  
1. Clogged torch tip openings shall be cleaned with suitable cleaning wires, drills, or 

other devices designed for such purpose. 
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2. Torches in use shall be inspected at the beginning of each working shift for leaking 
shutoff valves, hose couplings, and tip connections.  Defective torches shall be taken 
out of service. 

 
3. Torches shall be ignited by friction lighters or other approved devices. 
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Section 19:  Concrete Placement & Shoring 
 

POLICY 
 
It is the policy of Calhoun Construction Services that all concrete placement and shoring 
operations be conducted under the direct supervision of a competent supervisor. 
 
RESPOSIBILITY 

 
1. Management 

 
A. Ensure all equipment is routinely serviced and maintained in a safe condition. 
B. Conduct periodic on-site inspection of operations. 
C. Provide operation and safety training for affected employees. 
D. Ensure access to operation areas are controlled. 

 
2. Supervisors 

 
A. Provide continuous operation safety observation and control. 
B. Provide immediate corrective training for all unsafe acts. 
C. Conduct pre-pour inspections. 

 
3. Employees 

 
A. Follow all safety and operational procedures. 
B. Immediately notify supervisor of all unsafe conditions. 

 
HAZARD CONTROL 

 
1. Hazards 

 
A. Engulfment 
B. Skin Irritant 
C. Form Blowout 
D. Eye Hazards 
E. Impact & Pinch Points 

 
2. Engineering Controls 

 
A. Structural forms 
B. Designed bracing and supports 

 
3. Administrative Controls 
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A. Employee training 
B. Operational procedures 
C. Continuous supervision 
D. Inspections and audits 
E. Assignment and use of PPE 
F. Eyewash stations per KY state law. 

 
OPERATIONAL SAFETY  

 
1. Formwork shall be designed, fabricated, erected, supported, braced and maintained 

so that it will be capable of supporting without failure all vertical and lateral loads 
that may reasonably be anticipated to be applied to the formwork. 
 

2. Drawings or plans, including all revisions for the jack layout, formwork (including 
shoring equipment), working decks, and scaffolds shall be available at the jobsite. 

 
The following activities are covered by Federal OSHA standard 1926. 
1. Shoring and Re-shoring: 1926.703(b) 
2. Vertical Slip Forms: 1926.703(c) 
3. Reinforcing Steel: 1926.703(d) 
4. Removal of Formwork: 1926.703(e) 

 
REQUIRED PERSONAL PROTECTIVE EQUIPMENT 
 
Working with wet concrete: Rubber Boots, Face shields while pumping & operating 
vibrators, gloves, plus Calhoun standard PPE required per Section 38: Personal Protective 
Equipment 

 
SUPERVISOR OVERSITE REQUIREMENTS 

 
1. Inspect all tools and equipment at least daily before use. 

 
2. Workers mixing dry contents of concrete or making saw cuts or other dust raising 

actions must follow Calhoun’s section 53: Crystaline Silica Protection Program.  
 

3. Ensure backup alarms work on all equipment and/or require all equipment to be 
escorted into position.  Keep workers out of the backing-up path of mixing trucks. 

 
4. Be aware of the swing radius of the concrete chutes, pinch points and the handling 

of chutes.  Fingers caught in chute pinch points may be amputated. 
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5. Permit ONE person trained with standard crane hand signals to signal the crane 
operator swinging the concrete bucket.  Ensure the swing path of the concrete 
bucket is NOT over any personnel.  
 

6. Check for overhead power lines and avoid contact with float handles, pump booms 
and other tools and equipment. 
 

7. If electrical lines are too close for safe float and finish work, the concrete pour 
should be reconfigured to avoid potential contact hazards. 
 

8. Protect all moving parts of batch plants, mixers, portable mixers and other 
equipment with the appropriate safety guards or barriers.  Keep fingers, hands, 
loose clothing and hair away from pinch and catch points. 
 

9. Inspect all hand-held electrically powered tools and cords before use and keep them 
in good repair.  Plug the tools into Ground-Fault Circuit Interrupters (GFCIs). 
 

10. Provide and require the use of approved fall protection when workers are exposed to 
a fall greater than 6 feet or more. 
 

11. Use approved tied-off ladders and stairs to access all excavations and elevated 
heights. 
 

12. Review Safety Data Sheets (SDS) with the employees concerning the ingredients of 
the concrete, both the basic and additive ingredients, and other items such as curing 
compounds and sealants. 
 

13. Secure the work area to keep the curious members of the public and other untrained 
personnel out.  The risk of injury increases dramatically when your workers are 
distracted by outside hazards. 
 

14. Make sure employees keep an extra set of clothes with you on pour days. 
 
15. Maintain appropriate eyewash that meets the KY OSH standard: KAR 803:02 

Regulation 310, Section 3. 
 
16. Keep & maintain first aid kits with concrete neutralizer (vinegar is sufficient). 
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PUMP TRUCK OPERATIONAL SAFETY 
 

1. Never stand between the pump and ready-mix truck. 
2. Use a spotter when the boom is in a confined area or near obstructions or wires. If 

the pump becomes energized, evacuate the area. 
3. Keep off the hopper grate. 
4. Do NOT lift or remove the hopper grate.   
5. Use the three-point rule to climb onto or off of the machine! 
6. Do NOT operate the machine unless you are a qualified operator. 
7. Do NOT let the ready-mix driver dump into the hopper before the operator is ready. 
8. Do NOT let the concrete level get below the top of the valve!  Hit the emergency 

stop if air has been sucked into the pump! 
9. Try to keep everyone back from the discharge at least 50 feet when first starting, 

restarting, or anytime there is air in the line! 
10. Never stand on, sit on, or straddle pipeline when it is in use.  Never jump on a hose 

to dislodge a plug. 
11. Never open a pressurized pipeline!   
12. Always use gaskets when assembling or reassembling pipelines.  Leaking joints 

cause plugs! 
13. Watch out for the pinch points! 
14. Never kink a hose while the pump is running. 
15. Do not get near the water box when the machine is stroking! 
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Section 20:  Confined Space Entry 
 

PURPOSE 
 
This program provides the minimum safety requirements and guidelines to be followed 
while entering, exiting, and working in confined spaces.  This section applies to all Calhoun 
controlled jobsites. Confined Space is defined as a space large enough for a worker to enter, 
has limited or restricted means of entry or exit, and is not designed for continuous 
employee occupancy. 
 
CONFINED SPACE PROCEDURES 

 

1. The contractor doing work in the confined space must have a qualified person 
conduct a survey of the job area and identify confined spaces. Each space must be 
labeled with a sign stating, “DANGER—PERMIT-REQUIRED CONFINED SPACE, DO 

NOT ENTER.” 
 

2. Confined spaces will be evaluated to determine hazards. This evaluation must 
include the work scheduled for these spaces. This evaluation must be reviewed by 
the Calhoun Construction Safety Department before work in the area starts. 

 
3. All confined spaces are Permit Required until they are reclassified. 

 
RECLASSIFICATION FROM PERMIT REQUIRED TO NON-PERMIT REQUIRED 

 

A confined space that the only hazard is atmospheric and can be removed by means 
of forced air ventilation. 
 

1. The confined space poses no actual or potential atmospheric hazards and all 
hazards within the space are eliminated or isolated without entry into the 
space. 

2. Calhoun’s reclassification form documenting the basis for determining that all 
hazards in the confined space have been eliminated or isolated and displayed 
at the entrance to the confined space. 

3. If the hazards change, the entrants must evacuate the confined space and 
re-evaluate. 
 

PERMIT REQUIRED 
 
 Atmospheric Hazard Only – made safe through forced air ventilation. 
All physical Hazards are eliminated or isolated through engineering controls and 
forced air ventilation is sufficient to maintain the confined space safe for entry. 
 Items Required: 
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1. Initial Atmosphere must be tested, with a calibrated direct-reading 
instrument, for oxygen content, flammable gases, and potential toxic air 
contaminants by a qualified person. 

2. Continuous forced air ventilation directed at the area workers are occupying. 
3. Continuous or periodic air monitoring as defined in: 1926.1203(e)(2)(vi). 
4. People involved in confined space work must be trained per 1926.1207. 
 
All Other Permit Required Spaces. 

Physical hazards cannot be eliminated or isolated through engineering controls and 
forced air ventilation is not sufficient to maintain the confined space safe for entry. 
 Items Required:   

1. 1926.1204: Permit Required Confined Space 
2. 1926.1205: Permitting Process 
3. 1926.1206: Entry Permit 
4. 1926.1207: Training 
5. 1926.1208: Duties of Authorized Entrants 
6. 1926.1209: Duties of Attendants 
7. 1926.1210: Duties of Entry Supervisors 
8. 1926.1211: Rescue & Emergency Service



 
 

 
 

CONFINED SPACE EVALUATION FORM 

SAFELY WORKING TODAY… 

FOR TOMORROW 

9. General Information 

Plant/Project:  Date of Entry:  

Description/Location:  Column:  

Purpose of Entry:  

Previous/Current Contents of Space:  SDS(s) Available:  Yes  No 

Chemicals/Material to be Used:  SDS(s) Available:   Yes  No 

Work Procedure:  

Test Equipment and Atmospheric Test  

Time 
OXYGEN FLAMMABLE CO OTHER: H2S OTHER: 

19.5 – 23.5% 10% LEL or less 35 PPM or less PEL: 10 PPM PEL: 

  AM  PM      

  AM  PM      

Instrument Serial Number Span Calibration Date 

   

   

Hazard Analysis If “YES” Describe: 

1.  What did the space last contain?  

2.  MSDS(s) Available for previous contents?  Yes  No  

3.  Are the previous contents corrosive or toxic?  Yes  No  

4.  Are there any hazards posed by residue?  Yes  No  

5.  Any chemicals or materials being introduced to the space for work procedure?  Yes  No  

6.  Are there any hazards posed by the work chemicals or materials?  Yes  No  

7.  Are there any hazards posed by the work procedures?   Yes  No  

8.  Are there any air contaminants introduced by the work procedure?  Yes  No  

9.  Is there a possibility of an oxygen deficient atmosphere? (Less than 19.5%)  Yes  No  

10.  Is there a possibility of an oxygen enriched atmosphere? (Greater than 23.5%)  Yes  No  

11.  Is the atmosphere be flammable or explosive?  Yes  No  

12.  Does the atmosphere have the potential for becoming flammable or explosive?  Yes  No  

13.  Are the interior surfaces potentially slippery?  Yes  No  

14.  Does the configuration of the space pose any problems?  Yes  No  

15.  Are there any projections, protrusions, or sharp edges that could cause injury?  Yes  No  

16.  What is the size of the entry opening?   

17.  Where is the location of the entry opening?   

18.  Is equipment required to gain access to the entry opening?  Yes  No  

19.  Is there anything around the entry opening that poses a hazard?  Yes  No  

20.  Does the entry opening present any fall hazards?  Yes  No  

21.  Does the entry opening require barricading or protection?  Yes  No  

22.  Any potential hazards presented by adjacent processes or operations?  Yes  No  

23.  Does the space contain any mechanical equipment?  Yes  No  

24.  Is there any equipment connected to the space that poses a hazard?  Yes  No  

25.  Any pipes, lines, sluices, or ducts that contain fluids attached to the space?  Yes  No  

26.  Is blanking, blinding or other isolation means required?  Yes  No  
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Hazard Analysis If “YES” Describe: 

27.  Is lock-out procedures and the lock-out of equipment required?  Yes  No  

28.  Is there the potential for engulfment or entrapment?  Yes  No  

29.  Does the space present any temperature extremes?  Yes  No  

30.  Presence of pest (insects, spiders, rodents, etc.) or infectious agents?  Yes  No  

31.  Is there any excessive noise producing operation present?  Yes  No  

32.  Will there be any hazards posed by equipment taken into the space?  Yes  No  

Additional Observations / Measures / Concerns 

 

 

 

 

 

 

Classification of Space 

I have evaluated the above information and certify, that to the best of my knowledge: (Check only One) 

 1) The confined space is free of hazards and therefore is a non-permit required space. 

 2) The appropriate measures have been taken to sufficiently eliminate existing or potential hazards in the space, resulting 
in the classification as a non-permit required confined space. 

 3) All hazards or potential hazards cannot be eliminated, leaving the confined space classified as permit required. 

NOTE: When there is a non-permit required space or a reclassification of a permit-required space to a non-permit required space 
(Items 1 or 2 above); entry may proceed without the need for an Attendant or rescue services.  STOP HERE!  A permit is not 
required for this space; but this form must be posted during the operation and kept on file after the entry operation. 

NOTE: A “Confined Space Entry Permit” must be completed for spaces classified as permit required (Item 3 above). 
 

Evaluator 

     

Name  Signature  Date 

Safety Manager Review 

     

Name  Signature  Date 
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Section 21:  Rigging, Chain/Level Operated Hoist 
 

POLICY 
 

1. Calhoun shall comply with the manufacturer’s specifications and limitations 
applicable are not available, the limitations assigned to the equipment shall be based 
on the determinations of a qualified engineer competent in this field and such 
determinations will be appropriately documented and recorded. Where 
manufacturer’s specifications shall not exceed the capacity, rating, or scope 
recommended by the manufacturer. 

 
RIGGING 
 

1. General Rigging Safety Requirements 
 

A. Only select rigging equipment that is in good condition.  All rigging 
equipment shall be inspected prior to use; defective equipment is to be 
removed from service and destroyed to prevent inadvertent reuse.  The load 
capacity limits shall be stamped or affixed to all rigging components. 

B. Calhoun’s policy requires a minimum safety factor of 5 to be maintained for 
wire rope slings.  The following types of slings shall be rejected or destroyed: 

1) Nylon slings with: 
a) abnormal wear 
b) torn stitching 
c) broken or cut fibers 
d) discoloration or deterioration 

2) Wire-rope slings with: 
a) crushing, bird-caging, or other distortions 
b) evidence of heat damage 
c) cracks, deformation, or worn end attachments 
d) six randomly broken wires in a single rope lay 
e) three broken wires in one strand of rope 
f) hooks opened more than 15% at the throat 
g) hooks twisted sideways more than 10o from the plane of the 

unbent hook 
3) Alloy steel chain slings with: 

a) cracked, bent, or elongated links or components 
b) cracked hooks 

4) Shackles, eyebolts, turnbuckles, or other components that are 
damaged or deformed. 

5) Belts, gears, shafts, pulleys, sprockets, spindles, drums, fly wheels, 
chains, or other reciprocating, rotating, or other moving parts or 
equipment shall be guarded if such parts are exposed to contact by 
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employees, or otherwise create a hazard. Guarding shall meet the 
requirements of the American National Standards Institute B 15.1-
1958 Rev., Safety Code for Mechanical Power Transmission 
Apparatus. 

 
      CHAIN/LEVER OPERATED HOIST 

 
1. All chain and lever operated hoist must be inspected by a competent person prior to 

use. 
2. All chain and lever operated hoist found to be damaged must be removed from 

service immediately. 
3. Chain and lever operated hoist shall be utilized only in accordance with the 

operator’s manual. 
4. Never wrap the load chain around the load hooking it back to itself. 
5. Safety latches on the hooks must be allowed to fully close. 
6. Hoist anchor point MUST be rated for the weight of the hoist and the load. 
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Section 22:  Electrical 
 

PURPOSE 
 
The Electrical Safety Program is designed to prevent electrically related injuries and property 
damage. References: NFPA 70E, Electrical Safety Requirements for Employee Workplaces, 
National Electrical Code (NEC) and OSHA Standard (Electrical Safety) 29 CFR 1910.331 to 
1910.339 
 

DEFINITION OF TERMS 

 
Qualified Worker:  An employee trained and authorized to conduct electrical work. 
 
Unqualified: Employees who have not been trained or authorized by management to conduct 
electrical work. 
 

RESPONSIBILITIES 

 
1) Electrical Contractor: 

a) Provide training for qualified and unqualified employees. 
b) Conduct inspections to identify electrical safety deficiencies. 
c) Guard and correct all electrical deficiencies promptly. 
d) Ensure all new electrical installations meet codes and regulations. 

 
2) All Workers on Site: 

a) Report electrical deficiencies immediately. 
b) No work on electrical equipment unless authorized and trained. 
c) Properly inspect all electrical equipment prior to use. 

 
HAZARD CONTROL 

 
1) Engineering Controls 

a) All electrical distribution panels, breakers, disconnects, switches, junction boxes shall be 
completely enclosed.  

b) Water-tight enclosure shall be used where there is possibility of moisture entry either 
from operations or weather exposure. 

c) Electrical distribution areas will be guarded against accidental damage by locating in 
specifically-designed rooms, use of substantial guard posts and rails and other structural 
means.  

d) A clear approach and 3-foot side clearance shall be maintained for all distribution panels.  
e) All conduits shall be fully supported throughout its length. Non-electrical attachments to 

conduit are prohibited.  
f) All non-rigid cords shall be provided strain relief where necessary. 
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2) Administrative Controls  

a) Only trained and authorized workers may conduct repairs to electrical equipment.  
b) Contractors performing electrical work must hold a license for the rated work.  
c) Areas under new installation or repair will be sufficiently guarded with physical barriers 

and warning signs to prevent unauthorized entry. 
d) Access to electrical distribution rooms is limited to those workers who have permission 

to enter.  
e) All electrical control devices shall be properly labeled.  
f) Work on energized circuits is prohibited unless specifically authorized by the Calhoun 

Safety Department.  
g) All qualified employees will follow established electrical safety procedures and 

precautions.  

 
3) Protective Equipment 

a) Qualified employees will wear electrically-rated safety shoes/boots.  
b) All tools used for electrical work shall be properly insulated. 
c) Electrical rated gloves shall be provided by the employer for work on electrical 

equipment.  
 

TRAINING 

 
1) Training for Employees 

a) Training for Employees is general electrical safety precautions to provide an awareness 
and understanding of electrical hazards. 

b) Each employee will be trained to recognize the hazard of working near and with 
electrical equipment. Elements of basic electrical training will include: 

c) Hazard Awareness 
d) Ground Fault Protection 
e) Inspection of equipment 
f) Proper measures for removing equipment from service. 
g) Safe Work Practices 

 
2) Electrical Safety Rules for Unqualified Workers: 

a) Do not conduct any repairs to electrical equipment. 
b) Report all electrical deficiencies to your supervisor. 
c) Do not operate equipment if you suspect an electrical problem. 
d) Water and electricity do not mix. 
e) Even low voltages can kill or injure you. 
f) Do not use cords or plugs if the ground prong is missing. 
g) Do not overload electrical receptacles. 
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3) Training for Qualified Employees 
a) Training for Qualified Employees includes specific equipment procedures and 

requirements of: Electrical Safety, 29 CFR 1910.331 to 1910.339 
 

PERSONAL PROTECTIVE EQUIPMENT 
 
1) NFPA 70E outlines requirements for arc flash PPE. 
2) Calhoun standard PPE required for all work as a minimum per Chapter 38 of the Calhoun 

Safety Manual. 
3) Selection of Electrical PPE must be done in accordance with NFPA 70E. 

 
ELECTRICAL LOCKOUT & TAGOUT REQUIREMENTS 

 
1) Application of Locks and Tags: 

a) A lock and a tag shall be placed on each disconnecting means used to de-energize 
circuits and equipment on which work is to be performed, except as provided for below: 

b) The lock shall be attached to prevent persons from operating the disconnecting means 
unless they resort to undue force or the use of tools. 

c) Each tag shall contain a statement prohibiting unauthorized operation of the 
disconnecting means and removal of the tag. 

d) If a lock cannot be applied, a tag may be used without a lock. 
e) A tag used without a lock must be supplemented by at least one additional safety 

measure that provides a level of safety equivalent to that obtained by use of a lock. 
Examples of additional safety measures include the removal of an isolating circuit 
element, blocking of a controlling switch, or opening of an extra disconnecting device. 

 
WORKING UNDER OVERHEAD LINE 

 
1) Lines shall be de-energized and grounded or other protective measures shall be provided 

before work is started. 
 

GENERAL PROTECTIVE EQUIPMENT AND TOOLS 
 
1) When working on, or in proximity to, exposed energized parts, Qualified workers shall use 

insulated tools and protective gear rated for the voltages present. 
 

WARNINGS AND BARRICADES 

 
1) Warnings and barricades shall be employed to alert Unqualified workers of the present 

danger related to exposure of energized parts. The following rules apply: 
a) Safety signs, warning tags, etc. must be used to warn Unqualified workers of the 

electrical hazards present, even temporarily, that may endanger them. 
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b) Non-conductive barricades shall be used with safety signs to prevent Unqualified 
workers access to exposed energized parts or areas. 

c) Where barricades and warning signs do not provide adequate protection from electrical 
hazards, an Attendant shall be stationed to warn and protect workers. 

d) Live electrical bus duct must be identified and flagged with red tape every 6 feet. 
 

PORTABLE ELECTRICAL EQUIPMENT (PEE) 

 
1) Examples of portable electrical equipment include: powered hand tools, powered bench 

tools, fans, radios, etc. The following safety rules apply to portable electrical equipment 
(PEE): 
a) PEE shall be handled in such a manner as to not cause damage. Power cords may not 

be stapled or otherwise hung in a way that may cause damage to the outer jacket or 
insulation. 

b) PEE shall be visually inspected for damage, wear, cracked or spilt outer jackets or 
insulation, etc., before use or before each shift. PEE that remains connected once put in 
place need not be inspected until relocated. Any defects such as cracked or split outer 
jackets or insulation must be repaired, replaced or placed out of service. 

 
c) Always check the compatibility of cord sets and receptacles for proper use. 

 
d) Ground type cord sets may only be used with ground type receptacles when used with 

equipment requiring a ground type conductor. 
 

e) Attachment plugs and receptacles may not be altered or connected in a way that would 
prevent the proper continuity of the equipment-grounding conductor. Adapters may not 
be used if they interrupt the continuity of the grounding conductor. 

 
f) Only portable electrical equipment that is double insulated or designed for use in areas 

that are wet or likely to contact conductive liquids may be used. 
 

g) Workers that are wet or have wet hands may not handle PEE’s (plug-in, un-plug, etc.). 
Personal protective equipment must be used when handling PEE’s that are wet or 
covered with a conductive liquid. 

 
h) Locking-type connectors shall be properly secured after connection to a power source. 

 
i) Portable ladders shall have non-conductive side rails. 

 
j) Conductive items of jewelry or clothing shall not be worn unless they are rendered non-

conductive by covering, wrapping or other insulating means. 
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LOTO STANDARD OPERATING PROCEDURE 

 
Caution: Treat all electrical circuits as "Live" until they have been "Tagged" and 
"Locked Out" and tested by the following procedure. 

 
1) Lockout and Tagout all sources of electrical power. 
2) Verify de-energized condition before any circuits or equipment are considered and worked 

as de-energized. 
3) A qualified person shall operate the equipment-operating controls or otherwise verify that 

the equipment cannot be restarted. 
4) Verify proper operation of the Voltmeter at a live electrical source of the same rated voltage 

as the circuit to be worked. 
5) Using the Voltmeter, check all exposed circuits phase-to-phase and phase-to-ground for 

evidence of voltage/current in the circuit. 
6) Conduct work on the circuit only after determining that there is no voltage in any of the 

exposed circuits. 
7) If voltage is detected in any exposed circuit, STOP, and determine source and procedure to 

eliminate voltage. 
 
 

WORKING ON OR NEAR EXPOSED ENERGIZED CIRCUITS 
 
 

Caution: Unqualified Employees are prohibited from working on or near exposed, 
energized circuits.  

 
1) Work on energized electrical circuits requires a safety meeting with Calhoun Site and Safety 

leadership before work is to start. 
 
 

TEMPORARY ELECTRICAL 

 
1) Temporary Lighting 

a) Cage Guards 
b) All lamps for general illumination shall be protected from accidental contact or breakage. 

Shatterproof bulbs are acceptable. 
c) Light strings must be hung by the fixture not the cable to ensure there is no strain put 

on the conducting wires. 
d) Material used to hang the light strand shall be non-conductive. 
e) The light strand must be wired in to a designated circuit.  If light strands are wired with 

a plug-in termination, the outlet used must not have any other equipment plugged into 
that circuit. 

f) Exposed Live Parts 
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g) All sockets in the lighting strand must have a bulb in the socket.  
 
2) Temporary Panels 

a) All electrical panels must use the disconnecting means identified. Main and circuit 
breakers must be labeled as to what they control (i.e., Lights, Masonry Saw, Outlets, 
etc.) 

b) Open spaces created from missing breakers and open knockouts are to be covered with 
approved electrical fittings to prevent contact of live parts (i.e. plastic snap-in blanks for 
open breaker spaces). 

c) Panels will have covers and/or doors to protect its components from damage and the 
environment. Covers and doors are also used to prevent unqualified workers from 
entering the panel. 

d) Temporary covers need to be installed on permanent panels that are being energized 
during start-up operations. Cardboard and plastic covers are NOT to be used. 

e) All flexible cables (Romex and MC Cable) must have fittings at the point of entry of the 
panel box to prevent strain at the terminals. 

f) Panels must have signage stating “DANGER HIGH VOLTAGE” and “AUTHORIZED 
EMPLOYEES ONLY.” 

g) Isolate panels from unqualified workers. 
h) Measures must be taken to keep unauthorized workers out of panels. 
i) Only authorized or qualified workers are allowed to perform work on panels. 
j) Methods to be used: 

i) Signs 
ii) Panel Covers 
iii) Installing doors at the point of entry into mechanical and electrical rooms 
iv) Training employees 

 
3) Temporary Branch Circuits 

a) All branch circuits carrying 120V/15-20A on a construction site must have Ground Fault 
Circuit Interrupters (GFCI). Built in or plug-in GFCI is acceptable. 
 

4) Safe Work Practices 
a) Always make certain that live parts are covered. 
b) Do not use worn or frayed cords. 
c) Keep cords & equipment out of water. 
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Section 23:  Excavation & Trenching 
POLICY 
 
Each contractor or subcontractor performing trenching or excavating shall employ a Competent 
Person to oversee the work.  The Competent Person must have specific training in and be 
knowledgeable about soil analysis and the use of protective systems and the requirements of 
OSHA Subpart P standards. The Competent Person must have the authority to take immediate 
corrective action if a hazard exists. Calhoun’s excavation permit must be filled out by the 
excavation contractor and approved by the Calhoun leadership team. Before workers enter an 
excavation, the soil must be classified, the excavation must be inspected, and the hazards must 
be addressed by the excavation contractor’s competent person.  
 
Underground Utility Installations 

 
1 The estimated location of utility installations, such as sewer, telephone, fuel, electric, water 

lines, or any other underground installations that reasonably may be expected to be 
encountered during excavation work, shall be determined prior to opening an excavation. 
Refer to chapter 54 Underground Utility Locate Program. 

2 When excavation operations approach the estimated location of underground installations, 
the exact location of the installations shall be determined by the process outlined in chapter 
54 Underground Utility Locate Program. 

3 While the excavation is open, underground utilities shall be protected, supported, or 
removed as necessary to safeguard employees. 

 
Access and Egress  

 
1. All excavations 4 feet and deeper must have safe means of entrance/exit. Examples include 

ladders, stairs, or structural ramps. 
2. Structural ramps that are used solely by employees as a means of access or egress from 

excavations shall be designed by a competent person. Structural ramps used for access or 
egress of equipment shall be designed by a competent person qualified in structural design 
and shall be constructed in accordance with the design. 

3. Ladders must be secured from displacement and extend above the edge of the excavation 3 
feet. 

4. Stair must be constructed to the requirements of 1926 Subpart X. 
5. A stairway, ladder, ramp or other safe means of egress shall be located in trench 

excavations that are 4 feet or more in depth so as to require no more than 25 feet of lateral 
travel for employees. 
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Inspections and Soil Classification 
 

Daily inspections of excavations are only required when employee exposure can be reasonably 
anticipated. Inspections of the excavation, adjacent areas, and protective systems shall be 
made by a competent person for evidence of a situation that could result in possible cave-ins, 
indications of failure of protective systems, hazardous atmospheres, or other hazardous 
conditions. An inspection shall be conducted by the competent person prior to the start of work 
and as needed throughout the shift. Inspections shall also be made after every rainstorm or 
other hazard increasing occurrence.  
Where the competent person finds evidence of a situation that could result in a possible cave-
in, indications of failure of protective systems, hazardous atmospheres, or other hazardous 
conditions, exposed employees shall be removed from the hazardous area until the necessary 
precautions have been taken to ensure their safety. 

 
1. Classification of Soil and Rock Deposits 

 
a Each soil and rock deposit shall be classified by a competent person as Stable Rock, Type 

A, Type B, or Type C. 
b The classification of the deposits shall be made based on the results of at least one visual 

and at least one manual analysis.  Such analyses shall be conducted by a competent 
person using tests described or in other recognized methods of soil classification and 
testing such as those adopted by the American Society for Testing Materials or the U.S. 
Department of Agriculture textural classification system. 

 
2. Visual and Manual Analysis 

 
a The Visual and Manual analyses shall be designed and conducted to provide sufficient 

quantitative and qualitative information as may be necessary to identify properly the 
properties, factors, and conditions affecting the classification of the deposits. 

 
3. Layered Systems 

 
a In a layered system, the system shall be classified in accordance with its weakest layer.  

However, each layer may be classified individually where a more stable layer lies under a 
less stable layer. 
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4. Reclassification 

 
a If, after classifying a deposit, the properties, factors, or conditions affecting its 

classification change in any way, the changes shall be evaluated by a competent person.  
The deposit shall be reclassified as necessary to reflect the changed circumstances. 

 
5. Visual Tests 

 
a Visual analysis is conducted to determine qualitative information regarding the 

excavation site in general, the soil adjacent to the excavation, the soil forming the sides of 
the open excavation, and the soil taken as samples from excavated material. 

b Observe samples of soil that are excavated and soil in the sides of the excavation.  
Estimate the range of particle sizes and the relative amounts of the particle sizes.  Soil 
that is primarily composed of find-grained material is cohesive material.  Soil composed 
primarily of coarse-grained sand or gravel is granular material. 

c Observe soil as it is excavated.  Soil that remains in clumps when excavated is cohesive.  
Soil that breaks up easily and does not stay in clumps is granular. 

d Observe the side of the opened excavation and the surface area adjacent to the 
excavation.  Crack-like openings such as tension cracks could indicate fissured material.  If 
chunks of soil spall off a vertical side, the soil could be fissured.  Small spalls are evidence 
of moving ground and are indications of potentially hazardous situations. 

e Observe the area adjacent to the excavation and the excavation itself for evidence of 
existing utility and other underground structures and to identify previously disturbed soil. 

f Observe the opened side of the excavation to identify layered systems.  Examine layered 
systems to identify if the layers slope toward the excavation.  Estimate the degree of 
slope of the layers. 

g Observe the area adjacent to the excavation and the sides of the opened excavation for 
evidence of surface water, water seeping from the sides of the excavation, or the location 
of the level of the water table. 

h Observe the area adjacent to the excavation and the area within the excavation for 
sources of vibration that may affect the stability of the excavation face. 

 
6. Manual Tests 

 
Manual analysis of soil samples is conducted to determine quantitative as well as 
qualitative properties of soil and to provide more information in order to classify soil 
properly. 
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a Plasticity 
 

i Mold a moist or wet sample of soil into a ball and attempt to roll it into threads as thin 
as 1/8” in diameter.  Cohesive material can be successfully rolled into threads without 
crumbling.  For example, if at least a 2-inch length of 1/8” thread can be held on one 
end without tearing, the soil is cohesive. 

 
b Dry Strength 
 

i If the soil is dry and crumbles on its own or with moderate pressure into individual 
grains or fine powder, it is granular (any combination of gravel, sand, or silt).  If the soil 
is dry and falls into clumps which break up into smaller clumps, but the smaller clumps 
can only be broken up with difficulty, it may be clay in any combination with gravel, 
sand or silt.  If the dry soil breaks into clumps which do not break up into small clumps 
and which can only be broken with difficulty, and there is no visual indication the soil is 
fissured, the soil may be considered unfissured. 

 
c Thumb Penetration 
 

i The thumb penetration test can be used to estimate the unconfined compressive 
strength of cohesive soils.  (This test is based on the thumb penetration test described in 
American Society for Testing and Materials (ASTM) Standard Designation D2488 – 
“Standard Recommended Practice for Description of Soils (Visual – Manual 
Procedure).”)  Type A soils with an unconfined compressive strength of 1.5 tsf can be 
readily indented by the thumb; however, they can be penetrated by the thumb only 
with very great effort.  Type C soils with an unconfined compressive strength of 0.5 tsf 
can be easily penetrated several inches by the thumb and can be molded by light finger 
pressure.  This test should be conducted on an undisturbed soil sample, such as a large 
clump of spoil, as soon as practicable after excavation to keep to a minimum the effects 
of exposure to drying influences.  If the excavation is later exposed to setting influences 
(rain, flooding), the classification of the soil must be changed accordingly. 

 
7. Other Strength Tests 

 
a Estimates of unconfined compressive strength of soils can also be obtained by use of a 

pocket penetrometer or by using a hand-operated shear vane. 
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Barricades 

 
1. Excavations left unattended at the end of the work shift shall have barriers established 

surrounding the excavation.  Refer to chapter 60 Hazard Signage and Barricades. 
 

Protection of Employees in Excavations 
 

1. Each employee in an excavation shall be protected from cave-ins by an adequate protective 
system designed in accordance with CFR 1926 Subpart P except when: 

a. Excavations are made entirely in stable rock; or 
b. Excavations are less than 4 feet in depth and examination of the ground by a 

competent person provides no indication of a potential cave-in. 
2. Protective systems shall have the capacity to resist without failure all loads that are 

intended or could reasonably be expected to be applied or transmitted to the system. 
 
Hazardous Materials 
 
1. If any potentially hazardous materials are found while excavating, contact Calhoun site 

leadership for direction.
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General Information 

Project:  Date:  

Company:  Competent Person:  

Scope of Work: 

 
Prior to an employee entering an excavation, soil classifications must be performed by a competent person. 

For excavations 4-feet and greater a Calhoun Excavation Entry Permits must be completed. 

Will cave in protection be required for this excavation?  Yes  No 

Excavations, adjacent areas, and protective systems inspected by a competent person daily before the start of work?  Yes  No 

Did employees receive training in excavating?  Yes  No 

Is a means of egress within 25 feet of all workers in the excavation?  Yes  No 

Ladders used in excavations secured and extended three feet above the edge of the trench?  Yes  No 

Is excavated material stored two feet or more from edge of excavation?  Yes  No 

Employees protected from loose rock or soil that could pose a hazard by falling or rolling into the excavation?  Yes  No 

Warning system established and utilized when mobile equipment is operating near the edge of the excavation?  Yes  No 

Precautions taken to protect employees from the accumulation of water?  Yes  No 

Water removal equipment monitored by a competent person?  Yes  No 

Surface water or runoff diverted or controlled to prevent accumulation in the excavation?  Yes  No 

Inspections made after every rainstorm or other hazard-increasing occurrence?  Yes  No 

Inspections made after vacuum truck operations?  Yes  No 

Employees prohibited from working on the faces of slopes or benched excavations above other employees?  Yes  No 

Measurements of trench: Depth:  Length:  Width:  

Inspection Information 

Purpose of trenching:  
 Storm / Sewer  Electrical / Fiber  Gas                       Water                        

 Other:                        

Were visual soil tests made:   Yes  No 

Were manual soil tests made:  Yes  No If yes, what type? 

Type of soil:  
 Stable Rock  Type A Soil  Type B Cohesive 

 Type B Non-Cohesive  Type C Soil  Layered: Soil types? 

Protective system:  
 Benching  Sloping  Wood shoring  Trench shield (box) 

 Other: 

Signatures  

     
Competent Person (Print)  (Signature)  (Date) 

     
Calhoun Review (Print)  (Signature)  (Date) 
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Soil Classification – Visual Test  Optional reference page.  (May be used as a worksheet or to document test and results) 

Observe soil as it is excavated, the sides of the excavation and adjacent areas. 

Particle Size   Soil particles are small and fine grained (Cohesive soil). 

  Soil particles are course-grained, sand and gravel (Non-cohesive soil). 

Cohesiveness   Soil remains in clumps (Cohesive soil). 

  Soil does not clump, or clumps break up easily (Non-cohesive soil). 

Cracks and 
Fissures 

  Tension cracks parallel to the excavation, observed back from the edge.  (Indicates soil movement, instability, and possible 
fissuring.  Fissured soil cannot be classified as Type A). 

  Soil breaks along definite lines with little resistance.  (This indicates fissured soil.  Fissured soil cannot be classified as Type A). 

Spalling and 
Raveling 

  Spalling – Chunks of soil falling in from the vertical sides of an excavation.  (This indicates possible fissured or non-cohesive soil.  
Evaluate further to identify if fissured.  Fissured soil cannot be classified as Type A). 

  Raveling – Individual particles or shallow layers falling into the excavation.  (This indicates possible fissured or non-cohesive soil.  
Evaluate further to identify if fissured.  Fissured soil cannot be classified as Type A). 

Previously 
Disturbed Soil 

  Any previously disturbed soil; including existing utilities or underground structures indicating that the soil was previously disturbed. 
(Previously disturbed soils cannot be class A). 

Layered Systems   Two or more distinctly different soil or rock types arranged in layers.  (Evaluate layers for stability and slope). 

  Layers slope downward into the excavation at angle of 4H:1V or greater.  (Must be classified as Type C). 

  Does a stronger layer lie below or support a weaker layer?  (Classify each layer individually). 

  Does a weaker layer lie below a stronger layer?  (Classify as the weakest layer). 

Vibration   Subject to vibration from heavy traffic, pile driving, or similar effects.  (Cannot be classified as Type A). 

Water and 
Moisture 

  Submerged soil or water seeping in through sides and or bottom.  (Must be classified as Type C). 

  Water standing or flowing into the excavation.  (Must be classified as Type C). 

  Excavation below the level of the water table.  (Must be classified as Type C). 

  Submerged unstable rock.  (Must be classified as Type C). 
 

Soil Classification – Manual Test (Optional reference page.  May be used as a worksheet or to document test and results) 

Perform on or more of the following tests, recording the results below. 

  Plasticity    Soil must be moist enough to be plastic for this test.  Roll the soil sample into a ball; Mold the sample into a thread 2 inches long 
and1/8 inch in diameter; Hold the thread up at one end. 

  The sample can be held up by one end without tearing. (The soil is cohesive) 

  The sample cannot be held up by one end without tearing. (The soil is not cohesive) 

  Dry Strength   Soil must be dry for this test 

  Dry soil which crumbles on its own or with moderate pressure into individual grains or fie powder is granular.  (Granular soil must 
be classified as Type B non-cohesive or Type C). 

  Dry soil which cannot be broken into small clumps without difficulty.  (This soil is cohesive and may be Type A or Type B cohesive). 

  Dry soil which can be broken into smaller clumps but cannot be broken up or powdered without great difficulty.  (This soil is 
cohesive and is not fissured and may be Type A or B). 

  Thumb 
Penetration 

  This test should be conducted on a freshly excavated large clump of soil. 

  Soil can be indented by the thumb but resist penetration with great difficulty.  (This soil may be classified as Type A.) 

  Soil can be indented by the thumb with moderate difficulty approximately 1 inch.  (This soil may be classified as Type B.) 

  Soil can be easily penetrated several inches by thumb.  (This soil may be classified as Type C.) 

  Penetrometer   The test should be conducted on freshly excavated large clumps of cohesive soil.  Repeat the test on at least 2 different samples. 

  Type A soil has an unconfined compressive strength of 1.5 tons per square foot or greater.  

  Type B soil has an unconfined compressive strength of 0.5 tons per square foot but less than 1.5 tons per square foot.  

  Type C soil has an unconfined compressive strength of 0.5 tons per square foot (48 Kilopascals) or less.  

  Other Tests   If other test are used, describe the test and results below. 
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Section 24:  Fall Protection 
 

POLICY 
 
Calhoun is committed to the protection of its employees from on-the-job injuries.  All 
employees of Calhoun have the responsibility to work safely on the job.  The purpose of the 
plan is to ensure that every employee who works for Calhoun recognizes workplace fall 
hazards and takes the appropriate measure to address those hazards. If an employee is 
exposed to a situation where the possibility for a fall of six feet or more exists, then steps 
must be taken to eliminate that possibility.  

 
DUTY TO HAVE FALL PROTECTION 

 
1. Contractors MUST evaluate their work environment to determine if a fall hazard exists 

in their work area. If a fall hazard exists, the contractor must submit a Fall Protection 
plan to the Calhoun site team for approval. 
 

 
 

FALL PROTECTION SYSTEMS CRITERIA AND PRACTICES 
 
1. The top edge of guardrails must be between 39 inches and 45 inches high. 
 
2. Mid-rails, screen, mesh, or intermediate vertical members must be installed between 

the top edge of the guardrail and the walking/working surface when there is no wall 
or parapet wall at least 21 inches high. 

 
3. Guardrails must be capable of withstanding a force of at least 200 pounds applied 

within 2 inches of the top edge in any outward or downward direction. 
 
4. With 200 lbs. of downward force, the top edge of the guardrail must not deflect to 

less than 39 inches. 
 
5. Guardrails must be surfaced in a way that will prevent punctures, lacerations and 

snags. 
 
6. Cable Guardrails top and mid-rails must be at least 1/4 in. nominal diameter or 

thickness. 
 
7. When guardrail is used in hoisting area, a chain, gate or removable guardrail section 

must be placed across access opening when hoisting operations are not taking place. 
 
8. Safety nets may only be used with the approval of the Calhoun Safety Department. 
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9. Personal fall arrest systems must be rigged so that the worker can neither fall more 
than 6 ft. nor contact any lower level. 

 
10. Positioning devices must be rigged to prevent free falls more than 2 feet. 
 
11. Warning lines must be erected around all sides of a roof work area. 

 
12. Controlled access zones must be defined by a control line or other means that restrict 

access. 
 
13. Safety-monitoring systems are not permitted as fall protection on Calhoun Projects. 
 
14. Note: Ladders, stairways, lifts, and scaffolds are handled under their 

respected chapters of Calhoun’s safety manual. 
 
15. Jobsite foremen are directly responsible for implementing and maintaining fall 

protection for their employees.  If there are any questions or problems regarding fall 
protection, contact Safety immediately. 

 
16. Remember, even if a hazard is caused by someone else, Calhoun cannot allow our 

personnel to be exposed to that hazard.  When this type of a situation arises, contact 
Safety immediately 

 
17. Trades working on low-slope roofs with unprotected sides and edges must be 

protected from falls by guardrails, nets, personal fall arrest systems or any of the 
following combinations: 

 
A. Warning lines and guardrails 
B. Warning lines and safety nets, or 
C. Warning lines and personal fall arrest systems 

 
• Warning lines must be erected 15 foot back from the leading edge. 
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USE OF FALL PROTECTION SYSTEMS 
 
1. Each employee shall inspect all components of the fall protection system prior to use 

each day. 
 
2. Only fall protection equipment that has been UL approved and meet or exceed ANSI 

and/or ASTM requirements will be used. 
 
3. Any defective component found will be tagged “Out of Service”, and will NOT be used. 
 
4. Employees will use the fall protection system only in the manner in which the 

manufacturer has outlined. 
 
5. Lanyards and retractable lifelines will only be attached to anchor points designated by 

a Competent Person. 
 
6. Guardrails, standpipes, conduit, unistrut, allthread, and similar objects are NOT 

approved anchor points. Do not use them. 
 
7. Personal Fall Arrest Systems are to be rigged so as if the employee falls, the system 

stops his fall before he reaches the lower level. 
 
8. Lanyards are not to be tied back into it-self, unless it is designed by the manufacturer 

to do so. 
 
9. Anchor points must be able to withstand a static load of 5,000 lbs.  
 
10. Fall protection equipment that has been subjected to an impact load will be removed 

from service immediately. 
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Section 25:  Fire Prevention and Protection 

 

POTENTIAL HAZARDS 
 

1) Improper operation or maintenance of combustion equipment. 
 

2) Improper storage or use of flammable liquids and compressed gas. 
 

3) Smoking in prohibited areas. 
 

4) Accumulation of trash. 
 

5) Hot Work operations. 

 
HAZARD CONTROL 

 
1) Combustible scrap and debris shall be kept cleared from work areas, passageways, and 

stairs, in and around buildings or other structures. Scrap and debris shall be removed at 
regular intervals, per section 32 Housekeeping. 

 
2) All non-essential ignition sources must be eliminated.  

 
3) Areas around combustible material storage shall be designated no smoking areas and have 

a sign posted “No Smoking”. 
 

4) Hot work operations shall not be performed around combustible material storage, per 
section 45 Hot work. 

 
5) Only approved intrinsically safe devices may be used in potential explosive atmospheres.  

 
6) No combustible material shall be stored outdoors within 10 feet of a building or structure. 

 
7) Portable fire extinguishing equipment shall be placed at convenient, conspicuously 

accessible locations. No closer than 25 feet and no farther than 50 feet from the hazard. 
 

8) Indoor Storage 
 

a) Storage shall not obstruct, or adversely affect, means of exit. 
b) Material shall be piled to minimize the spread of fire internally and to permit convenient 

access for firefighting. 
c) Clearance of at least 36 inches shall be maintained between the top level of the stored 

material and the sprinkler deflectors. 
d) Clearance shall be maintained around lights and heating units to prevent ignition of 

combustible materials. 
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e) Material shall not be stored within 36 inches of a fire door opening. 
f) Only approved containers and portable tanks shall be used for storage and handling of 

flammable and combustible liquids.  
g) No more than 25 gallons of flammable or combustible liquids shall be stored in a room 

outside of an approved storage cabinet.  
h) Quantities of flammable and combustible liquid more than 25 gallons shall be stored in 

an acceptable or approved cabinet, outside. 
 

9) Outdoor Storage  
 
a) Temporary above ground fuel tanks must be a minimum of 20 feet from any building, 

bonded (Using the battery of equipment to power fuel pump is acceptable) or grounded 
before use and have a fire extinguisher, rated 10ABC, located no closer than 25 feet and 
no further than 50 feet. 

 
FIRE EXTINGUISHERS 

 
1) Before use, all employees must be trained in proper use of extinguishing equipment. 
2) Fire extinguishers are inspected monthly and documented on the inspection form located on 

the extinguisher. This monthly inspection includes verifying pin is in place, the extinguisher 
is charged, and the extinguisher shows no signs of damage. 

3) A fire extinguisher, 10lb ABC minimum, shall be provided for each 3000 sf of the protected 
building area, or major fraction thereof.  Travel distance from any point of the protected 
area to the second fire extinguisher shall not exceed 100 feet. 

4) Extinguishers will be conspicuously located in a stand and readily accessible for immediate 
use in the event of fire. 

5) Portable extinguishers will be maintained in a fully charged and operable condition.  They 
are only to be used for area fire protection.   

 
SITE SPECIFIC FIRE PROTECTION PLAN 
 
1) Where feasible, a fire extinguisher map shall be generated outlining the location of area fire 

extinguishers. This map must be posted in the job trailer and reviewed with workers as part 
of jobsite orientation. 

2) Local emergency numbers and emergency evacuation rally point shall be posted on the 
emergency action plan, per 05 Emergency Action Plan. 
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Section 26: Forklifts 
 

POLICY 
 
Forklifts are powerful vehicles designed to handle heavy loads.  Operating a forklift is 
serious business and recklessness or carelessness will create dangerous situations, which 
could lead to accidents, injury, and death.   
 
The safe operation of a forklift is a big responsibility and accidents can be avoided.  A 
professional forklift operator understands how forklifts operate, is familiar with company 
rules and safe operating procedures, completes the pre-shift inspection form, uses safety 
equipment (seat belt), and keeps the vehicle under control at all times. 
 
OPERATORS 
 
Note:  All operators must be classified as “Competent Person’s” will be trained in 
the following PIT related topics: 

 
1. Operating instructions, warnings, and precautions for the types of truck the operator 

will be authorized to operate. 
 
2. Differences between the truck and the automobile. 
 
3. Truck controls and instrumentation: where they are located, what they do, and how 

they work. 
 
4. Engine or motor operation 
 
5. Steering and maneuvering 
 
6. Visibility (including restrictions due to loading) 
 
7. Fork and attachment adaptation, operation, and use limitations 
 
8. Vehicle capacity 
 
9. Vehicle stability 
 
10. Stability triangle 
 
11. Load charts 
 
12. Any vehicle inspection and maintenance that the operator will be required to perform 
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13. Refueling and/or charging and recharging of batteries 
 
14. Operating limitations 
15. Surface conditions where the vehicle will be operated 
 
16. Composition of loads to be carried and load stability 
 
17. Load manipulation, stacking, and unstacking 
 
18. Pedestrian traffic in areas where the vehicle will be operated 
 
19. Narrow aisles and other restricted places where the vehicle will be operated 
 
20. Hazardous (classified) locations where the vehicle will be operated 
 
21. Ramps and other sloped surfaces that could affect the vehicle's stability 
 
22. Closed environments and other areas where insufficient ventilation or poor vehicle 

maintenance could cause a buildup of carbon monoxide or diesel exhaust 
 
23. Any other operating instructions, warnings, or precautions listed in the operator's 

manual for the types of vehicle that the employee is being trained to operate. 
 
TYPES OF FORKLIFTS 
 
There are many different types of forklifts; the most commonly used is the counterbalance 
and narrow isle.  These vehicles are designed for indoor and outdoor use depending on 
their size, type of tire, load capacities, and working environment. 
 

1. Forklift Balance & Center of Gravity 
 
A. The stability of a forklift is based on the principle of balance.  The drive 

wheels are the balance or pivot of a forklift.  An internal combustion forklift 
uses the engine, transmission, steer axle, counterweight, and frame to help 
offset or counterbalance a load.  An electric powered forklift uses the battery, 
control panel, motors and pumps, steer axle, counterweight, and frame to 
help offset or counter-balance a load. 

B. The center of gravity is located within an object at a point around which all 
weight is evenly distributed.  The forklift center of gravity is located within 
the “stability triangle” which is an area contained inside a set of straight 
lines drawn between the two drive tires and the center point of the steer 
axle.  If the center of gravity remains within the “stability triangle,” the 
forklift will remain counter-balanced.  The center of gravity will move as a 
result of two forces, static and dynamic: 
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1) Static Forces – Static forces are load characteristics; lift height, 
amount of tilt, and tire condition. 

2) Dynamic Forces – Dynamic forces are acceleration, travel speeds, 
braking, and surface conditions. 

C. Imbalance occurs when the center of gravity extends beyond the “stability 
triangle” and can result in loss of steering, loss of traction, unstable loads, 
and potential tip-over.  By properly positioning the load on the forks, the 
forklift becomes balanced.  Always put the load as close to the backrest as 
possible.  The amount a forklift can lift is determined by the weight of the 
vehicle and the position of the load.  If the load is too heavy, it will bring the 
front of the forklift down and the back of the vehicle up.  You can find the 
lifting capacity of your forklift on the identification place.  Do not exceed 
the weight limit.  If you have any questions, consult your 
supervisor. 

D. Forklift Warning Label & Identification Plate: 
All forklifts are required by law to have labels warning that improper 
operation could result in injury or death.  The identification plate also 
displays certain performance data of the forklift.  This information includes: 

1) Machine working capacity 
2) Gross vehicle weight 
3) Rated load center 
4) Maximum lift height 
5) Attachment identification 

E. Tire data: 
Forklift Tires: There are two types of forklift tires:  cushion or solid tires and 
pneumatic or air-filled.  The type of surface a forklift is operating on will 
determine the tire best suited for purposes of stability, load sensitivity, and 
the overall safety of load movement. 

1) Cushion or Solid – These tires are used mainly indoors because they 
operate effectively on smooth surfaces. 

2) Pneumatic or Air-Filled – These tires are used on uneven surfaces 
because the tire design provides a smooth ride which helps stabilize a 
load. 

F. Types of Forks: 
Most of the forklifts used in industry today use one of two general types of 
forks, half-tapered and full-tapered. 

1) Half-tapered Forks – These forks are preferred for heavier loads.  
They can be identified by the appearance of the fork with a gradual 
increase in the width of the tip to its maximum thickness about mid-
way back on the fork. 

2) Full-tapered Forks – These forks are usually preferred for lighter 
duty lifting. They are also more convenient for pallet lifting and 
stacking. 

G. Forklift Power Sources: 



 

 

 

CORPORATE 
SAFETY MANUAL 

SECTION: 26 Page 4 of 14 

REVISION NUMBER: 8 

REVISION DATE: 04.01.20 

SUBJECT: 

FORKLIFTS 

 

SAFELY WORKING TODAY… 

FOR TOMORROW 

1) Diesel Fuel 
2) Gasoline 
3) Liquid Propane (LP) 
4) Battery 

 
PROCEDURE 

 
1. All nameplates and markings shall remain in place and be maintained in a legible 

condition. 
 

2. Only a trained and authorized operator shall be permitted to operate powered 
industrial trucks.  Operators shall be trained in the safe operation of each powered 
industrial truck used at the facility or on projects. 
 

3. No person shall be allowed to stand or pass under the elevated portion of any truck, 
whether loaded or empty. 
 

4. No person shall ride on the lifting mechanism of a forklift, or use the forklift as a 
work platform.  A manufactured approved personnel basket may be used if all 
stipulations of the manufacture are met. 
 

5. When a powered industrial truck is unattended, loads shall be fully lowered, controls 
neutralized, power shut off, and brakes set.  Wheels shall be chocked if the truck is 
parked on an incline. 
 

6. Always use caution and proper positioning when loading, lifting, traveling, and 
executing turns. 
 

7. If a powered industrial truck is found to be in need of repair, is defective, or is in any 
way unsafe, the truck shall be taken out of service until it has been restored to safe 
operation condition.  All repairs shall be made by authorized personnel. 

 
SAFE OPERATING RULES 

 
1. Watch out for fellow employees 

 
2. Stay in designed areas 

 
3. Have a clear view of travel 

 
4. Use only for intended purposes 

 
5. Maintain safe distances 
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6. NO RIDERS! 
 

7. Obey all signs 
 

8. Use horn 
 

9. Use safety equipment (seat belt) 
 

10. Check mirrors 
 

11. Be on the lookout for hazards 
 

12. Call attention to hazards 
 

13. Do not block safety equipment and emergency exits 
 

14. DO NOT LIFT PEOPLE! 
 

15. Never walk or allow anybody under the forks 
 

16. Keep all body parts away from moving parts 
 

17. Be aware of overhead clearance 
 

18. Know the characteristics of your forklift (mast height) 
 

19. Note:  Tip-over can occur if truck is improperly operated.  Injury or death could 
result.  Always fasten seat belt.  In case of a tip-over:  do not jump, hold on tight, 
brace feet and lean away from the direction of tip-over. 

 
CHECKLIST FOR LOADING DOCK AREA 

 
1. Check dock plates, boards, and ramps 
 
2. Chock wheels on the trailer and truck 
 
3. Make sure the driver and other employees are out of the way 
 
4. Always drive straight on bridge plates and never accelerate 
 
5. Drive at a slow, steady speed to avoid skidding 
 

CHECKLIST FOR LOADING TRAILERS OR RAIL CARS 
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1. Make sure the trailer is backed up and square to the loading dock 
 
2. Check the flooring of the trailer 
 
3. Always have the trailer wheels chocked and the deck lock engaged 
 
4. Set the parking brake on truck 
 
5. Use headlights when entering a trailer 
 
6. Check deck capacity 
 
7. Check combined load and vehicle weight 
 
8. Do not over accelerate while inside a trailer 

 
REFUELING 

 
1. Try to refuel when the engine is cold 

 
2. Always shut off the engine 

 
3. Designated areas only with adequate ventilation 

 
4. NO SMOKING! 

 
5. Check for leaks 

 
CHANGING AN LP TANK 

 
1. NO SMOKING! 

 
2. Shut off LP tank 

 
3. Disconnect tank line 

 
4. Remove tank 

 
5. Check mounting 

 
6. Check warning decal condition 

 
7. Inspect replacement tank compatibility and condition 
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8. Secure position and reconnect tank 
 

9. Slowly open fuel line 
 

10. Inspect for leaks 
 

11. Have fire extinguisher available 
 

12. LP tanks should only be filled from bulk tanks by trained personnel 
 

CHARGING & CHANGING A BATTERY 
 
1. Always maintain voltage consistency between battery and vehicle 

 
2. The battery size will affect vehicle lifting capability, stability, charge life, and work 

cycle duration. 
 

3. Ensure sufficient charge 
 

4. Ensure proper dissipation 
 

5. Ensure adequate ventilation 
 

6. NO SMOKING! 
 

7. Wear personal protective equipment 
 

8. Designated areas only 
 

9. Have fire extinguisher available 
 

OPERATING ON RAMPS OR GRADES 
 
1. With a load: 

 
A. Travel forward when moving a load up a ramp or grade.  
B. Travel in reverse when moving a load down a ramp or grade and look over 

your shoulder. 
C. When maneuvering on a ramp with a full load, use a spotter to help guide 

the forklift. 
 

2. Without a load: 
 
A. Travel in reverse when moving up a ramp or grade. 
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B. Travel forward when moving down a ramp or grade. 
 

3. Note: Only one forklift should be used on a ramp or grade at one time.  Stay at a 
slow, steady pace when on a ramp or grade and never try to turn the vehicle. 
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PARKING PROCEDURE 
 
1. Attended: 

 
A. With the engine running 
B. Operators stay within 25 ft. and in full view 
C. Park in a safe area 
D. Neutralize controls 
E. Set the parking brake 

 
2. Unattended: 

 
A. If you are past 25 ft. or out of view 
B. Park in a safe area 
C. Neutralize controls 
D. Set parking brake 
E. Turn the power off and remove key 
F. If the forklift is on an incline, chock the wheels 
G. Disconnect the battery or shut off LP valve 

 
FORKLIFT INSPECTIONS 
 
Powered industrial trucks shall be inspected each day before being placed into service and 
before each shift.  This is required to protect you and your employees, prolong equipment 
life and assist maintenance personnel in effective replacement of parts and repairs. 

 
1. Visual Checks: 

 
A. Tire condition (foreign particles, gouges, cuts, pressure) 
B. Fuel system (check for leaks) 
C. Radiator (check level – caution!) 
D. Engine oil (check level) 
E. Head and tail lights (condition) 
F. Mast, fork, carriage or attachment (check for loose or missing bolts, etc.) 
G. Oil and water (check for leaks) 
H. Radiator water level 
I. Fuel level or battery charge 
J. Battery connector (cleanliness, tight) 
K. Hydraulic system (check for leaks) 
L. Safety equipment (back-up alarm/seat belt) 
 

2. Operational Checks: 
 
A. Horn 
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B. Steering 
C. Service brakes 
D. Parking brakes 
E. Hydraulic controls 
F. Seat 
G. Brake 
H. Battery load test  

    
3. Removal from Service 

 
A. When deficiencies are found, the forklift must be removed from service. The 

employee will tag the machine and remove the key from the ignition then 
arrange for the service to be performed. 

 
TRAINING & INFORMATION 

 
1. Only trained, authorized, competent, and certified operators shall be permitted to 

operate powered industrial trucks. 
 

2. Operators shall receive formal instruction, practical training, and a workplace-specific 
operator evaluation.  
 

3. Training documentation will be kept on file by the Safety Director. 
 

4. A Qualified instructor must provide all training - have the experience and knowledge 
of the equipment and have attended a train the trainer course. 
 

REFRESHER TRAINING & EVALUATION 
 
1. Observed operation in an unsafe manner 

 
2. Operator has been involved in an incident 

 
3. Operator is assigned to drive a different truck 

 
4. Conditions in the workplace change 

 
5. ONCE EVERY 3 YEARS 
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FORKLIFT OPERATOR TEST 

 
Company:        
 
Name:            Date: _____   

 
1. OSHA requires forklift operators to be trained.     T F 

2. Which is NOT a characteristic of a professional forklift operator? 
A.  Responsible      B.  Wears personal protection 
C.  Capable of unloading a trailer in 15 minutes  D.  Keeps truck under control 

3. List three (3) components of a forklift 
A.         
B.         
C.         

4. List two sources of fuel used by forklifts. 
A.         
B.         

5. On what principle is the stability of a forklift based? 
A.  Gravity Principle     B.  Stability Principle 
C.  Principle of Balance     D.  Principle of Rear-End Swing 

6. What is the imaginary point in the load around which all the weight of the load is evenly 
distributed? 
A.  Principle of Balance     B.  Center of Gravity 
C.  Stability Triangle     D.  Steer Axle 

7. List three (3) factors which affect the center of gravity of a forklift. 

A.         
B.         
C.         

8. Forklifts can tip if the center of gravity doesn’t remain inside the stability triangle. T    F 

9. What happens when the vehicle’s center of gravity moves outside the stability triangle? 
A.  A condition of imbalance occurs. B.  The steering wheel can be lifted off the ground. 
C.  Steering control is lost.  D.  All of the above. 

10. A detailed inspection of the forklift is required at the beginning of each shift. T F 

11. When moving up a ramp or grade with a load, you travel in what direction?        

12. During a forklift tip-over, just jump out.      T F 

13. Unattended parking requires the engine to be shut off and the key removed. T F 

14. The wheels must be chocked when moving in and out of a trailer.  T F 



 

 

 

CORPORATE 
SAFETY MANUAL 

SECTION: 26 Page 12 of 14 

REVISION NUMBER: 8 

REVISION DATE: 04.01.20 

SUBJECT: 

FORKLIFTS 

 

SAFELY WORKING TODAY… 

FOR TOMORROW 

15. Traveling with a load in the raised position to see ahead is okay. T     F 

16. Instead of using a ladder, just lift an employee on the forks to change a light bulb. T      F 

17. Tip-over can occur if truck is improperly operated.  Injury or death could result. Always 
fasten seat belt.  In case of a tip-over, do not jump, hold on tight, brace feet, and lean 
away.           T      F 

18. When refueling a forklift, you should: 
A.  Follow company policy   B.  Never smoke 
C.  Shut off the engine    D.  All of the above 

19. You do not have to maintain consistency between battery voltage and vehicle voltage. T    F 

20. Personal protective equipment should be worn when servicing a battery.  T      F 

21. Maneuvering a load that is too high or heavy cannot result in a tip-over.  T      F 

I acknowledge that I have received information and training according to OSHA Standard 
1910.178 “Industrial Powered Trucks.”  I understand that licensing certification is not implied by 
this information or completion of this course.  It only represents participation of this course.  I 
will follow and obey all rules, policies, and procedures set forth by the company.  If I do not 
understand any instructions, I will ask questions. 

 
         
Participant’s Name 

 
         
Participant’s Signature 

 
         
Instructor’s Signature 
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FORKLIFT DRIVER EVALUATION FORM 
 

Company:        
 
Driver Name:        Date:    

 
 

Procedure:    Correct  Completion/Comments: 
 

1.  Pre-Inspection   Yes     No       

2.  Engaging the load   Yes No       

3.  Preparing the load for travel Yes No       

4.  Traveling with the load  Yes No       

5.  Approaching the drop-off area Yes No       

6.  Positioning for drop-off  Yes No       

7.  Disengaging the load  Yes No       

8.  Safe shutdown   Yes No       

Additional Comments:           
 
             

 
             

 
 

Instructor Signature:      Date:     
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DAILY INSPECTION CHECKLIST 
POWERED INDUSTRIAL TRUCK 

 
 
Project Name:   Project #:  

     
Equipment Name:   Date:  

     
Equipment #   Inspector:  

 
 

ITEM OK FIX COMMENTS 

Engine Oil Level    

Radiator Coolant Level    

Hydraulic Fluid Level    

Hydraulic Hoses and Hose Connections    

Transmission Oil Cooler    

Back – Up Alarm    

Audible Horn    

Forks    

Tire Pressure    

Wheel Lugs    

Service and Park Brakes    

Instruments and Gauges    

Steering    

Control Levers    

Steps, Peddles and Non Skid Surfaces Cleaned    

Doors, Guards and Covers    

Mirrors, Windshield Wipers and Work Lights    

Grease Fittings    

Fuel System    

Electrical System    

 
ADDITIONAL COMMENTS: 
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