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STATEMENT OF SAFETY POLICY
It is the policy of 




 to provide a safe and healthy place of employment for every employee and to abide by accident prevention regulations set forth by the federal, state, and local governments.  We are sincerely interested in the safety and welfare of our employees.  Accident prevention is essential in maintaining an efficient operation.

The safety manager will be the primary person responsible for the implementation and enforcement of the safety policy.  The safety manager will be responsible for all documentation and records developed as a result of safety training, meetings, accident investigations, and hazard reports.
It is the policy of 




 that the safety rules listed within our safety program should be strictly observed at all times.  Although these rules are considered to be very important, it is impossible to publish a rule to cover every circumstance.  If a rule that might cover any specific safety hazard condition has been omitted, that shall be no excuse for carelessness or a disregard of common sense in the performance of your work.
You are urged to cooperate fully in our safety effort.  Abuse or a disregard of safety rules/procedures is a violation of company policy and will be treated accordingly.

Remember, your help in preventing accidents benefits you and your fellow employees.

We should all strive for a record of zero accidents.

EMPLOYEE SAFETY RESPONSIBILITIES
All employees bear a certain amount of responsibility in any safety program.  You must be aware that your actions, mental state, physical condition, and attitude directly affect the safety of yourself and your fellow employees.

All employees will:

1.
Know your job, follow instructions, and think before you act.

2.
Use your personal protective equipment (eye protection, gloves, etc.) as the job requires.

3.
Work according to good safety practices as posted, instructed, and discussed.

4.
Refrain from any unsafe act that might endanger yourself or your fellow employees.

5.
Use all safety devices provided for your protection.

6.
Report any unsafe situation or act to your supervisor or safety person immediately.

7.
Assume your share of responsibility for thoughtless or deliberate acts that cause injury to yourself or your fellow employees.

8.
Follow company safety rules.

9.
Never operate equipment that you are not trained on or equipment that is defective or in need of repair.

10.
Report ALL accidents as soon as they happen to your supervisor.

ACCIDENT PREVENTION POLICY

ALL EMPLOYEES MUST READ THE FOLLOWING RULES:

1.
Hard hats will be worn by all employees while on construction sites where overhead work by other crafts is taking place.  Hard hats are available for purchase through the office.  Safety regulations require that they be used.

2.
Only trained and licensed employees will operate powder actuated tools and will wear safety glasses or other prescribed eye protection during operation.  These safety glasses will be issued through the office.

3.
Safety glasses or other prescribed eye protection will be worn by all employees engaged in operations exposed to eye hazards including the use of powder actuated tools, saws, etc.

4.
Employees will not ride the load, hook, or otherwise use material hoists for personnel.  Ride only designated personnel hoists.

5.
Protect yourself with approved safeguards when working in free fall areas.  Always replace barricades or floor opening covers if you remove them or if they are not in position when you notice them.

6.
All electrical tools and equipment will be properly grounded; double insulated, UL approved, shock-proof tools are accepted.  Only 12 gauge, three wire extension cords are to be used.  Defective tools will be returned to your foreman for repair or replacement.  Defective equipment to be marked and office advised for immediate repair and/or replacement.

7.
Employees will only use electrical service that is supplied with a UL approved ground fault circuit breaker.

8.
Good housekeeping will be recognized as an integral part of every job and is every employee’s responsibility.  Job trash stacked in designated area for removal, food wastes in proper container or garbage bag.  Keep job clean!
9.
Employees will work fully clothed and use personal protective equipment when required.

10.
Horseplay on the job is strictly prohibited and no employee will be permitted to work while under the influence of alcohol or narcotics.  At all times act and handle yourselves as professionals.

11.
Employees must report all injuries, no matter how minor, to his foreman immediately.  Foreman will immediately notify office and isolate any defective equipment causing injury.
12.
Radios will not be permitted at any time regardless of jobsite location.

13.
Safety rails or full body harnesses are required for any work above four feet.

14.
Prior to any stilt work being done the employee will make sure the jobsite is clean and assure that there are no trip hazards.

15.
Compliance with these safety rules, as well as the safety regulations established by the owner, is a condition of your employment.  If there is any misunderstanding of the above, check with your foreman or superintendent immediately.

HAZARD COMMUNICATION PROGRAM
General
In order to comply with 29 CFR 1910.1200 the following written hazard communication program (HCP) is to be implemented for personnel of 




.  The originals will be kept on file by the safety manager at 




.  It will be used by all personnel.  The safety manager will be responsible for ensuring the program is current and enforced. A copy of this program is to be made available to an employee(s) upon hiring and a copy will be supplied to any employee(s) upon request.  The safety manager will be contacted when a copy of the program is needed.  The program will be updated when new chemicals or hazards are introduced into the working environment and reviewed annually.  The safety manager will check all chemical purchase request to be sure a statement requesting a Material Safety Data Sheet (MSDS) appears on the purchase request before being processed.

Container Labeling
The safety manager will be responsible for all containers of hazardous chemicals entering the workplace and will assure that the chemical containers are properly labeled with:

· Chemical name

· Hazard warning

· Name and address of the manufacturer, importer, or responsible party

No container(s) shall be used until they have been checked by the safety manager.  If the new chemical is to be transferred to a separate container the safety manager will ensure that the new container is properly labeled, i.e. that all secondary containers are labeled with an extra copy of the original manufacturer’s label or with a generic label which has a block for identity and blocks for hazard warning.  For help with labeling, please contact the safety manager.  The safety manager will review the labeling system annually and update as required.  The safety manager will ensure that the pipe(s) are labeled and identified properly.  The safety manager will also inform employees of the hazards associated with chemicals contained in pipes within their work areas.

Material Safety Data Sheets (MSDS)
The safety manager will be responsible for obtaining and maintaining the MSDS system for this company.  The safety manager will review incoming data sheets for new and significant health/safety information and will ensure that the new information is given to the affected employees.  Copies of all MSDS will be kept by the safety manager and reviewed annually for accuracy and completeness of each MSDS.

The MSDS system shall include:

· Current master inventory list of all MSDS indexed by numerical number to the MSDS referenced on the inventory list.

· The identity used on the MSDS shall be the same as used on the container label.

· The chemical and common name of all ingredients determined to present a hazard shall appear on all MSDS.
The MSDS system shall list:

· The physical and chemical characteristics of the chemical including vapor pressure, flash point, etc.

· The fire, explosion, and reactivity hazard(s) of the chemical mixture including the boiling point, flash point, etc.

· Health hazards of the chemical mixture including signs and systems of exposure and medical conditions recognized as aggravated by exposure with primary route(s) of entry permissible exposure limit or any other exposure limit used or recommended by the manufacturer, importer, or employer.
· Whether on carcinogen listing or has been found to be a potential carcinogen or by OSHA.

· Control measures including fire, engineering, personal protective equipment.
· General precautions for safe handling and use including protective measures during repair and maintenance and procedures for clean-up of spills.

· Emergency and first aid procedures.
· Date prepared or changed.

· Name, address, telephone numbers of manufacturer, importer, or responsible party to call in an emergency.

The originals will be kept on file by the safety manager.  The MSDS will also be part of the program for use by employees.  Each safety manager will keep a current and up-to-date copy of the program on file.  New chemicals shall not be used until a MSDS has been obtained.

Employee Training & Information
Before starting work the respective safety manager of a new employee will go over their copy of the HCP and each MSDS applicable to their job.  Employee orientation packages and handouts will be given to each employee.  Before any new chemical is used all employees will be informed of its use, will be instructed on safe use, and will be trained on hazards associated with the new chemical.  All employees will attend additional training, as appropriate, to review the HCP and MSDS.  Appropriate library reference material will also be discussed during the training session(s).

The minimum orientation and training for a new employee is as follows:

· An overview of the requirements contained in the hazard communication standard 29 CFR 1910.1200.

· Chemicals present in their workplace operations and this office.

· Location and availability of the written HCP.

· Physical and health effects of the hazardous chemicals listed on the inventory list of the program.

· Methods and observation techniques used to determine the presence of release of hazardous chemicals in the work area.

· How to lessen or prevent exposure of these hazardous chemicals through usage of control/work practices and personal protective equipment.

· Steps taken by 




 to lessen or prevent exposure to the chemicals listed on the inventory list.

· Emergency procedures to follow if exposed to the chemicals.

· Location of MSDS file and location of hazardous inventory list.

Prior to a new chemical hazard being introduced into any section of the workplace, each employee will be given information and training as outlined above and/or as outlined on the attached employee training guidelines by the safety manager who is responsible for ensuring that MSDS on the new chemical(s) are available prior to use.  After attending the training class, each employee will sign a form to verify that they attended the training, that the written HCP is made available for review, and that he/she understands the HCP.  Before entering an establishment the safety manager will ascertain what hazards they may be exposed to and then take appropriate action to protect them.  If the employee has any questions about what protection they need they will contact the safety manager immediately.

Inventory List of Hazardous Chemicals
The following is a list of the hazardous chemicals used in this workplace.  Further information can be obtained from the MSDS attached with this program from the safety manager.  The originals will be kept on file by the safety manager at 




 .


MSDS INDEX #


HAZARDOUS MATERIAL


(see MSDS book)

Non-Routine Tasks
Before any non-routine task is performed employees shall be advised and/or they must contact the safety manager for special precautions to follow and the safety manager shall inform any other personnel who could be exposed.  (No non-routine tasks are known to exist at the time of preparation of this program.)  In the event such tasks are required the safety manager will provide the following information about such activity as it relates to the specific chemicals expected to be encountered:

· Specific chemical name(s) and hazard(s).
· Personal protective equipment required and safety measure to be taken.
· Measures that have been taken to lessen the hazards including ventilation, respirators, presence of other employee(s), and emergency procedures.

Other Personnel Exposure (contractors)
It will be the responsibility of the safety manager to provide other personnel or outside contractors with the following information as follows:

· Hazardous chemicals to which they may be exposed to while in the workplace

· Measures to lessen the possibility of exposure

· Location of MSDS for all hazardous chemicals

· Procedures to follow if they are exposed

The safety manager will also be responsible for contacting each contractor before work is started to gather and disseminate any information concerning chemical hazards the contractor is bringing into the workplace and vice versa.
SAFETY EDUCATION AND TRAINING
Safety Meetings
Safety meetings are an effective way to encourage and inform employees in developing and following safe work practices and will be held on a monthly basis.  Management will participate in safety meetings.  Discussions of new safety rules, possible hazards to be encountered in future job duties, or changes in procedures or equipment are some topics which should be covered on a regular basis.  When safety training is provided during safety meetings it will be documented as to the date, attendance (signature in each employee’s own handwriting), and topic discussed. 
Annual Training

Annual training will be provided to 




  employees in the following areas:

1.
Drug and alcohol abuse policy

2.
Back injury prevention

3.
Safety rules/procedures

4.
Reporting unsafe conditions, defective equipment, unsafe work practices, etc.

5.
Safety equipment and personal protective equipment

6.
Equipment guarding

7.
Housekeeping

8.
Fire extinguishers

9.
First aid

Supervisors will train new employees in the above areas upon hiring.

Specialized Training

Specialized training listed below will be conducted by 




 for each employee exposed to the below hazards:

1.
Hazard communication

2.
Lockout/tagout

3.
Hearing conservation

4.
Respiratory protection

5.
Forklifts

Hazard communication training will be provided for all employees before being allowed to work with hazardous materials.  Refresher training will be provided annually and as needed when new hazardous materials are introduced into the workplace.

Ongoing Training
Management and supervisors will provide ongoing safety training in the following areas as the need arises:

1.
New equipment purchases

2.
New or change in operations

3.
Identified area of increased accidents

4.
Newly identified areas of exposure

New Employee Safety Orientation
Documented procedures will be established to make sure that all new employees are informed of the hazards of the job they are about to perform.  This will include a briefing by the supervisor to review the safety rules applicable to that job/equipment.  The new employee will be given the opportunity to ask relevant safety questions.  The new employee will be required to sign indicating he has been provided safety training in a specific area of operation. 
Documentation of Training

All safety training will be documented to include date, topics discussed, trainer, and signature of employees attending training.  This documentation will then be placed in the proper safety training file in the main office.

Reporting Unsafe Conditions
All employees are encouraged and required to report any unsafe conditions they observe.  Supervisors are required to promptly respond to all reported unsafe conditions.  This follow-up will be documented.  Hazard identification numbers will be assigned to make sure all hazards are individually evaluated.  The hazard identification number will be assigned by year-month-day sequential number, i.e. 10-1-5-1 would be assigned for the first reported unsafe condition on January 5, 2010.
Safety Reprimands

Should employees be observed not following documented safety rules/procedures an employee warning form shall be used.  Supervisors should make every effort to make sure employees are following safe work practices.

COMPANY POLICY
Violating any of the following company rules will lead to disciplinary action up to and including termination:

General Rules
1.
Falsifying personnel or company records.
2.
Knowingly falsifying time.
3.
Insubordination.
4.
Possessing weapons or explosives on company premises.
5.
Making scrap due to carelessness.
6.
Smoking in “No Smoking” areas.
7.
Leaving place of work during working hours without permission.
8.
Vending or soliciting for any purpose in work areas during paid working hours unless specifically authorized to do so in writing.
9.
Threatening, intimidating, or interfering with fellow employees or clients of employer.
10.
Removing from company premises without proper authorization any company property or property of another employee.
11.
Fighting at any time on company premises.
12.
Willfully misusing, destroying, or damaging any company property or property of another employee or client of employer.
13.
Making of false, vicious, profane, malicious statements concerning any employee, the company, or its product.
14.
Reporting to work under the influence of alcohol and/or consuming alcohol on any work premises.
15.
Reporting to work under the influence of illegal drugs.
16.
Immoral conduct or indecency.
17.
Unauthorized tardiness.
18.
Unauthorized absenteeism.
19.
Engaging in horseplay, running, or throwing things.
20.
Failing to report to supervisor any accident or injury an employee has sustained.
21.
Violating any safety or security rules or practices including those listed below.
22.
Do not run on company property.
23.
Do not obstruct exits, aisles, or passageways.
24.
Comply with danger and/or warning signs.
25.
It is your duty to always check your machine and safety equipment for proper action at the beginning of each day and after any changes have been made.
26.
If you believe your machine is not operating properly, report the matter to your supervisor immediately.  Also report any broken, defective, or missing safety device or other unsafe conditions at once.

27.
Safety glasses or other prescribed eye protection will be worn by all employees engaged in operations exposed to eye hazards including the use of powder actuated tools, saws, etc.

28.
Employees are not permitted to lift more than 75 pounds without assistance.  If a lighter load is so unwieldy as to create possible danger or injury the employee must get help.
29.
Do not wear loose clothing or jewelry when operating power tools.
30.
Do not jump from or onto equipment – use ladders.
31.
No standing or climbing on equipment which is unsafe to support the weight.
32.
Never leave a job before 3:30 p.m. without calling the office unless the job requires abnormal working hours.
33.
Break is 15 minutes (10-10:15 a.m.) and lunch is from 12-12:30 p.m.  The only exception to the above timetables would include a job with abnormal working hours.  Do not leave jobsite at break time.  Anyone who abuses this schedule could cause everyone to lose their breaks.  The second offense justifies termination.

34.
All lead men running a job should call their supervisor at 


  between 8 a.m. and 5 p.m. to inform them of job status.  This is needed to schedule manpower, material, and equipment for the following day.

35.
The benefit of paydays on Thursday is twofold.  You may pick up your check and are required to restock the following items:  screws, stub nails, black nails, and framers.

36.
If for any reason you know you are going to be late getting to the job you must notify your supervisor before 7:15 a.m. so we can notify the customer.

37.
All trash should be piled up in a location near the door or in the warehouse at the end of each work day.  This will save time, as well as for safety.  All materials should be kept stacked to avoid damage.  It also helps the lead men anticipate what they need the next day.
38.
At the end of each day all scaffolds must be locked up.  If there is no chain and lock on the scaffold the office warehouse manager should be notified.  No scaffold is to be left on a job without being locked.  When a job is completed and there is no further need for the scaffold on the job you are to notify the office warehouse manager so the scaffold can be picked up.

39.
If you cannot be working at 7 a.m., that means rolling out no later than 7 a.m., it will be changed to the following:  you will roll out at 7 a.m. and roll up at 3:30 p.m. or the 10 a.m. break will be eliminated to make up for lost time.

40.
No employee of 




 is allowed to do any related work outside of job assignments from 




.  No employee will solicit work from clients or associates.  Any deviation from this policy will result in termination.

41.
Hard hat will be worn by all employees while on construction sites where overhead work is taking place.  Hard hats are available for purchase through the office.  Safety rules and regulations require that they be used.

42.
Only trained and licensed employees will operate powder actuated tools and will wear safety glasses or other prescribed eye protection during operation.  These glasses will be issued through the office.
43.
Employees will not ride the load, hook, or otherwise use material hoists for personnel.  Ride only designated hoists.

44.
Protect yourself with approved safeguards when working in free fall areas.  Always replace barricades or floor opening covers if you remove them or if they are not in position when you notice them.

45.
All electrical tools and equipment will be properly grounded.  Double insulated, UL approved, shockproof tools are accepted.  Only 12 gauge, three wire round extension cords are to be used.  Defective tools will be returned to your foreman for repair or replacement.  Defective equipment to be marked and office advised for immediate repair and/or replacement.

46.
Employees will only use electrical service that is supplied with a UL approved ground fault circuit interrupter.
47.
Good housekeeping will be recognized as an integral part of every job and is every employee’s responsibility.  Job trash stacked in designated areas for removal and food wastes in proper container or garbage bag.  Keep job clean!
48.
Employees will work fully clothed and use personal protective equipment when required.
49.
Horseplay on the job is strictly prohibited and no employee will be permitted to work while under the influence of alcohol or narcotics.  At all times act and handle yourself professionally.

50.
Radios will not be permitted at any time regardless of jobsite location.

51.
Absenteeism – You must personally call into the office and speak to your supervisor or other designated company representative (if neither can be reached, employee must leave a return telephone number!), if you are absent for any reason.  You may not have anyone other than yourself call in for you unless you are unable to.  Should you fail to report to work and you do not call in for two consecutive days you will be considered to have voluntarily abandoned your job.

52.
Call in policy – It is your responsibility to contact the personnel manager, 




, for a work assignment.  You must contact him at the end of your current job assignment and/or the following work day no later than 7:15 a.m.  Failure to adhere to this policy will result in you being considered to have voluntarily abandoned your job.

53.
Lead men are required to report each day’s time at the end of that day – NO EXCEPTIONS.

54.
Overtime – It is necessary from time to time (depending on individual jobs) to schedule employees to work evenings and weekends.  Policy concerning this scheduling is as follows:


a.
On a voluntary basis


b.
If an insufficient number of employees volunteer to meet the manpower needed the supervisor will appoint necessary employees to fill the manpower requirements

c.
Any mandatory manpower scheduling will be performed on a rotating basis

d.
If an employee is scheduled to work on an evening and/or weekend and refuses, first refusal shall be a verbal warning, second consecutive refusal shall be a written warning, and third consecutive refusal shall be means for termination.  As a part of employment with 




 from time to time it will be necessary to work evenings and/or weekends and if on a voluntary basis enough manpower is not scheduled an employee may be appointed to work.  The employee shall be given no less than two days advanced notice.

55.
Insurance  - health, dental, and supplemental coverage is a benefit which is offered to employees after an employee has been actively employed with 




  for an uninterrupted six month period of employment.  Enrollment is conducted prior to eligibility date and becomes effective (on stipulation that enrollment forms are completed and returned promptly) the first day of the month following a full six months of employment.  Coverage will be cancelled upon termination of employment.

56.
Cobra – continuation of health coverage may be elected by any terminated, laid off, retired, etc., employee under the Cobra laws under the same group plan.  Cobra health conversion enrollment forms must be completed at this office.  Please contact office for further information regarding this matter.
57.
Employees will use and maintain company equipment in a proper manner and will return all items prior to leaving employment or value of equipment will be deducted from final paycheck.

58.
Compliance with the above safety rules, safety regulations, and company policies established by the owner is a condition of employment, violation of any can and will lead to disciplinary action up to and including termination.  If there is any misunderstanding concerning any of the above, please consult your foreman or superintendent immediately for verification.

59.
Uniform shirts must be worn daily while working for 




.

DRUG AND ALCOHOL TESTING AND SEARCH POLICY
I.
Policy


In an effort to maintain a safe and healthful workplace and to comply with applicable legislation, the company strictly prohibits the following:

1) The possession, sale, purchase, or use of drugs (other than authorized medication as defined in Section IX of this policy) on company property or in an employee’s possession while at work, whether on or off company premises.

2) The reporting for work or remaining at work with identifiable traces of alcohol or prohibited substances in an employee’s system regardless of when or where the drug or substance entered the employee’s system.

3) The consumption of alcoholic beverage on company premises is strictly prohibited unless in conjunction with an approved company social function or in conjunction with a product promotional function. In cases where alcohol is used at company sponsored functions, all applicable state and federal regulations concerning such use will be strictly observed.

II.
Enforcement of Policy


In order to effectively enforce this policy, drug and alcohol testing and search procedures are considered a necessary term and condition of employment.  Additionally, drug and alcohol testing of some of our employees is required by federal regulations.  It is not the object of the company to “catch” employees in violation of this policy.  In fact, the company encourages employees to seek rehabilitation assistance as outlined in Section IX of this policy if they feel they have a drug or alcohol problem.  Rather by utilizing these testing and search procedures the company seeks to discourage the use and possession of these substances to deter employees from violating the drug and alcohol policy.  It is recognized, however, that the deterrent value of these procedures can be maintained only if employees found in violation of the drug and alcohol policy are strictly disciplined.  Thus, any employee found in violation of this policy will be terminated and permanently barred from consideration for future employment and there are no exceptions.

III.
Procedures for Drug Testing

1) Testing may be carried out in the following situations:

a) Specific Investigations:  Whenever in the company’s estimation there is a reason to believe that an individual or group of individuals may be or have been in violation of the alcohol and drug policy, such individual or group may be required to submit to testing and/or search.  Before such testing will take place, approval from the human resources department must be obtained,

b) Post-accident Investigations:  Any employee involved in any accident or injury will be required to submit to testing.  Such testing will be conducted as the company determines for any employee whose performance contributed to the accident.

c) Periodic or Random Screening:  All employees or certain groups as deemed appropriate by the company may periodically be required to submit to unannounced testing or searches.  Random testing of employees covered by Department of Transportation regulations will be conducted on a monthly basis.

d) Physical Examination:  Drug testing will be performed as part of any periodic physical examination required by the employer including DOT physical examinations and examinations before return to work following extended absences from work.

e) Post-employment Offer:  All applicants for employment shall, before hiring, be subject to testing under this policy.

2) Drug and alcohol testing may include urine tests, breath tests, blood tests, or other applicable physical examinations.

3) Any positive result on an initial screen test (by enzyme immunoassay or other professionally approved screening procedure) shall be confirmed by a confirmation test by Gas chromatography/Mass Spectrometry (GC/MS) methodology.

4) Drug testing of active employees shall be performed by a DHHS-NIDA certified laboratory.  Currently we use 



.

5) At the time specimens are obtained, the specimens shall be sealed in the presence of the employee and chain of custody records should be maintained to ensure the accuracy of the sample.

6) The cutoff levels for positive results on the initial screen test of active employees will be the levels as established under U.S. Department of Transportation regulations where applicable.

7) If applicable, blind samples shall be submitted by the company to the testing laboratory in accordance with 49 CFR 40.31(d).

8) Communications regarding specific drug test results are to be conducted as confidentially as possible within the company.  Disclosure of test results arises (a) in connection with a lawsuit, grievance, claim, charge, or other proceeding initiated by the employee or his representative; (b) where required or allowed by law; or (c) when authorized in writing by the tested employee.

9) Urine specimens should be obtained with due regard for privacy of the individual.  In some cases there may be observation while a specimen is being given.  Other steps may be taken to the extent possible to deter contamination or dilution of the sample by the individual giving the sample.
IV.
Reviewing of Drug Testing Results

1) Results of drug tests shall be reviewed by a medical review officer (MRO).  The company designates 


 as the MRO.  From time to time other qualified licensed physicians with knowledge of drug abuse disorders may also be appointed as a MRO.

2) The MRO shall review each positive test result, as well as all results reported as diluted prior to reporting the results to 


 (general manager or operations manager) as follows:
a) Review the chain of custody documents to ensure that they are complete and sufficient on their face.

b) Determine if there is an alternative medical explanation for the confirmed or diluted test result.

c) Conduct an interview by phone or in person with the individual tested, review with the individual his medical history and any relevant biomedical factors, and review all medical records made available by the individual tested to determine if a confirmed positive test resulted from legally prescribed medication.  (An interview is not required where the individual tested does not contact the MRO within three days after a documented contact has been made requesting that the individual contact the MRO.)

d) If necessary, authorize reanalysis of the original sample.

3) If the MRO determines there is a legitimate medical explanation for the positive or diluted test result or that the particular test is scientifically insufficient for further action, the MRO shall report the result to 

 as negative.
4) If the MRO determines that there is no legitimate medical explanation for the confirmed positive test result other than the unauthorized use of a prohibited drug, the MRO shall report a positive test result to 


.

5) Test results deemed diluted will require a retest as soon as practical and can be required periodically for up to 60 months.

6) Any individual tested may request, in writing, a retest of the original specimen within 60 days of being informed that he/she tested positive.  Reanalysis will be at the individual’s expense, paid in advance, and subject to reimbursement if the retest is negative.

V.
Prohibited Items and Substances


The items and substances prohibited by this policy include alcoholic beverages and all illegal drugs and narcotics including marijuana, barbiturates, amphetamines, heroin, cocaine, LSD, PCP, “look-alike” substances, narcotic paraphernalia substances which may, in any way, adversely affect working ability, alertness, judgment, or reactions (including legally prescribed drugs and medication except as noted in sections IX and X).

VI.
Testing of Personnel and those Covered by Federal Highway Administration Regulations


With respect to employees who, during the course of their duties, operate commercial motor vehicles in intrastate/interstate commerce and are subject to Federal Highway Administration driver qualification requirements drug testing will be done in accordance with the “Procedures for Transportation Workplace Drug Testing Program” published by the Department of Transportation, 49 CFR Part 40 and the Federal Highway Administration Controlled-Substance Testing Regulations 49 CFR 391, 394.

1) Post-Employment Offer Testing:  Each applicant for a covered position shall be tested for the use of controlled substances as a pre-qualification condition. Prior to collection, each applicant will be notified that the sample will be tested for the presence of controlled substances.  Any applicant testing positive for drugs or alcohol will be permanently barred from consideration for employment at 



.
2) Periodic Testing:  Each driver shall be tested during the driver’s first medical examination after implementation of the program and during each medical examination thereafter.

3) Random Testing:  The company will use a random selection process to conduct unannounced testing of all company personnel and covered drivers.  The annualized rate of testing will equal not less than 50% of the covered individuals.

4) Post-Accident Testing:  Drivers and all company personnel will be tested for the use of prohibited drugs as soon as possible after a reportable accident, but in no case later than 32 hours after the accident except that where a driver or company employee cannot provide a specimen due to injury, the driver or employee shall provide the necessary authorization for obtaining medical records which would indicate whether there were any controlled substances in his/her system.

5) Testing Based on Reasonable Cause:  Drivers and all company personnel shall be tested where, in the company’s estimation, there is reasonable cause to suspect that a prohibited drug or alcohol is being used.  The employee conduct which leads to the conclusion reasonable cause for drug testing exists should be witnessed by two supervisors.  If only one supervisor is available, only one supervisor need witness the conduct.  Documentation of the employee’s conduct shall be prepared by said supervisor, reviewed by the human resources department, and signed by the supervisor who observed the conduct within 24 hours of the observed behavior or before the results of the tests are released, which ever is earlier.  The human resources department must be consulted prior to requiring any reasonable cause drug testing.

VII.
Search Guidelines

1) Prohibited items and substances discovered during a search should be confiscated.

2) Searches may be conducted under the same circumstances as drug testing.

3) Searches may include searches of company premises and employees and others on the premises and their personal effects including briefcases, lockers, furniture, files, vehicles, and clothing.  However, during searches employees are not to be forcibly searched or detained.  Employees and their belongings should not be touched at any time without their consent.

4) For purposes of this policy “company premises” includes all company property, offices, facilities, building, and parking lots, as well as all company vehicles and equipment whether located on company property or away from company property.

VIII.
Policy Violations

1) Any applicant who tests positive on the post-employment offer drug test will be permanently barred from consideration for employment at 



.  If any applicant has already begun work prior to the company’s notification of a positive test result, that individual’s employment will be terminated.
2) Any employee found in violation of this policy, including any employee who as a result of testing, is found to have identifiable traces of a prohibited drug or substance in his or her system, regardless of when or where the drug or substance entered the employee’s system, will be subject to immediate termination.
3) Any employee who fails or refuses to submit to or comply with a search or test or who otherwise refuses to fully cooperate with a search or a test will be subject to immediate termination.

4) The termination documents prepared in connection with the termination of an employee under this policy should read:  “Termination due to violation of company policy”.

5) Any employee who is arrested and convicted or otherwise sentenced for possession, sale, or distribution of illegal drugs, whether employed on or off duty, will be subject to termination.

IX.
Authorized Medication


Employees may maintain on company premises prescription drugs and over-the-counter medication provided:

1) Prescription drugs have been prescribed by a doctor for the person in possession of the drugs.

2) The drugs are kept in their original container.

3) Use of the drugs will not impair the senses or reactions of the employee.

X.
Exclusion


The moderate use of alcohol at company approved meetings, in connection with business meals, entertainment, or in an appropriate social setting, is not prohibited by this policy.

XI.
Rehabilitation Amnesty

1) Any employee who feels he or she has a substance abuse problem is encouraged to seek rehabilitation.  Any employee who voluntarily enters a bona fide drug or alcohol rehabilitation program as determined by the MRO will be eligible for a leave of absence in order to complete the program and will not be subject to disciplinary action as a result thereof provided he or she remains in strict compliance with the rehabilitation program, successfully completes the program, and remains free of drugs or alcohol thereafter.  Such rehabilitation must be approved by 



 in conjunction with the MRO to be in compliance with the rehabilitation aspects of this policy.  ** See company policy on leave of absence, pay, and any related policies on returning to the same employment position.

2) Rehabilitation amnesty will be given only one time to any employee.

3) Rehabilitation amnesty will not be available to any employee after he or she has notice that a drug test is scheduled to be given.
4) Return to work will be allowed only upon (a) written certification from the rehabilitation program that the employee has successfully completed the program, (b) with approval from the MRO, and (c) as outlined in #5 of this section.
5) In situations where rehabilitation under terms of this policy precludes the employee by law from returning to his/her prior position, the company will attempt to reasonably accommodate their return to a like or similar position.  However, nothing under this policy requires the company to create positions nor does it create any right to continued employment.  Rather the company will attempt to accommodate that employee and be considered for future employment in available positions for which he/she is qualified and for which he/she applies.

6) Employees returning from rehabilitation will be subject to periodic unannounced drug testing for a period not to exceed 60 months  Such testing will be scheduled by 



  in conjunction with the MRO.
7) To the extent that employee medical insurance does not cover the cost of rehabilitation, such cost shall be the responsibility of the employee.

XII.
Employee Assistance Program


All employees and supervisory personnel will participate in the company’s employee assistance program.  The employee assistance program includes education and training on drug and alcohol use.  The program will include information on the following:

1) The effect and consequences of drug and alcohol use on personal health, safety, and work environment;

2) The manifestations and behavioral clues that may indicate substance abuse; and

3) The display and distribution of informational material, display and distribution of a community service hotline telephone number for employee assistance, and display and distribution of the company’s policy regarding drug and alcohol use in the workplace.

4) Employee attendance at drug awareness and training programs shall be documented.

XII.
Recordkeeping


The following records relating to drug testing shall be maintained by

1) The results of positive drug tests, the drug that was used, the type of test used (i.e. random, post-accident), the disposition of the employees who failed the test, and the age of each employee who failed the test.  (These records shall be kept for five years.)
2) The results of negative drug test results and the type of test used.  (The records shall be kept for 12 months.)

3) Records relating to rehabilitation of employees under the rehabilitation program.

4) Records confirming supervisor and employee EAP training.  (These records should be kept three years.)

5) All reports submitted to the company which have been prepared by the testing laboratory pursuant to 49 CFR 40.29(g)(6).
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