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R. Olson Construction Company
New Hire Orientation Training Checklist

Employee Name: Date of Hire:

This checklist is to certify that | have reviewed or had the following items discussed with me.

<
m
w

New Hire Orientation DVD Topics
1. Roles & Responsibilities and Disciplinary Policy *
- Safety Culture and Safe Work Practices
- OK to report unsafe acts or conditions without reprimand
2. Incident and Injury Reporting Policy - Must be reported same day *
General Safety Rules - Review Operations and Work Site Safety Regulations *
& Workplace Violence and Harassment Policy/PPE *
Proper Lifting Techniques - Material Handling / Back Safety *
Hazard Communication Program *
Personal Protective Equipment (PPE) - Care and Use *
Respiratory Protection: Voluntary Use (Appendix D) *
Silica Exposure Control Plan *
Ladder Safety *
- Safe Setup and Use
- A-Frame or Step Ladder
- Extension Ladder
10. Fall Protection *
- Guard Rails
- Harnesses and Lanyards
11. Scaffold Safety *
12. Final Wrap Up
- Do not Operate any Equipment you are not Trained to Operate
- Ask for Training if you are unfamiliar with Process or Equipment
- Report any Unsafe Acts and/or Work Conditions
- The Company's Zero Tolerance for Workplace Violence
- Have the PPE you need to do your Work Safely
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* - See the New Hire Orientation booklet for further information on this topic

Additional Safety Topics
These sheets can be found at the end of the New Hire Orientation Booklet. Yes No

Please check Yes, to verify you have read and understand these additional topics: d (.
Excavations, Trench Protection, Confined Space, Electrical Cord,
GFCl vs. Circuit Breaker, Lockout/Tagout, Housekeeping & Defensive Driving

Employee Name:

Employee Signature:

Trainer Signature:

Orientation Date:
RETURN YOUR SIGNED FORM TO YOUR SUPERINTENDENT TO BE ISSUED YOUR HARDHAT SAFETY STICKER.




R Olson Construction Co.
New Hire Orientation Training Supplements

The items following this page are intended as training aids for the New Hire Orientation process.
They are to be used to walk new employees through the New Hire Orientation Training Checklist

2016 New Hire R. Olson Construction Co.



Roles & Responsibilities

This section lists the responsibilities of the employer and employees. These responsibilities are to
be taken seriously at all times.

Employer's Responsibility

R Olson Construction Co.’s pre-eminent obligation is to provide a safe and healthful work
environment. This can be accomplished through training and information-provision to all
levels of employees regarding proper work practices and safe operating practices.
Accomplishment of this objective is to be checked through regular inspections of facilities
and equipment where unsafe conditions might be found. It is the policy of R Olson
Construction Co. to provide a place of employment free from recognized hazards which
may cause illness, injury, or death to any employee. It is also this company's policy to
establish an effective and on-going safety program incorporating educational and
monitoring procedures maintained to teach safety, correct deficiencies, and provide a
safe, clean working environment. All company supervisors, managers, directors, and
officers are responsible for the enforcement of safety policies and practices. They must
ensure that their staff members are trained in appropriate safety procedures.

Employee's Responsibility

It is the employee's responsibility to follow all safety rules and policies, and work safely
at all times. It is the employee's responsibility to report or correct unsafe equipment,
practices, and events. Safety is everybody's business, all the time. All employees have a
responsibility to themselves and to the company for their safety and the safety of their
coworkers. All employees are required to:

e Comply with all federal, state, and local rules and regulations relevant to their
work.

e Observe all company rules, regulations, and policies related to the efficient and
safe performance of their work.

e Incorporate safety into each job function and live by this philosophy in the
performance of job duties.

e Report or correct unsafe equipment and practices.
e Report any accidents that occur while on the job.

Employees will not face disciplinary action for the reporting of unsafe acts or conditions.

Disciplinary Policy

All safety rules, procedures, and plans at R Olson Construction Co. are to be followed. The
purpose of this Disciplinary Policy is to inform the violating employee of their error and to correct
the type of behavior which could result in an injury to either this employee or their coworkers or
damage to property.

The form titled “Corrective Action Notice” will be utilized. In the event of early warnings, they will
also be notified of the action to be taken to correct their behavior.

2016 New Hire
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Upon violation of any company safety rule, the company will utilize the following progressive

steps:

Verbal Reprimand (Recorded):

An informal discussion of the inappropriate behavior that should take place as soon as
possible after the supervisor has knowledge of the employee misconduct. This reprimand
will also be recorded in writing and filed in the employee’s personnel record.

Written Reprimand:

A written form which documents the employee misconduct. This form is to be presented
to the employee and placed in the employee's personnel file. This level of reprimand
indicates a status of probation for the employee. The employee must understand the
changes necessary for restoration and also that not meeting these expectations may be
grounds for termination.

Suspension:

A written and formal elevated form of disciplinary action. This action requires unpaid time
away from work activities, typically 3 days. The employee must understand that any
further disciplinary action brought against him/her may result in immediate termination of
employment.

Dismissal/Termination of Employment:

The permanent separation of an employee from the company, initiated for disciplinary
reasons or safety misconduct.

*R Olson Construction Co. reserves the right to penalize any employee by initiating appropriate
levels of reprimand up-to and including termination

2016 New Hire
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General Safety Rules

2016 New Hire

1.

10.

11.

12.
13.
14.
15.

16.
17.

18.

19.

Proper personal protective equipment is required at all times on project sites. This
includes, but is not limited to, the following:
a. Hard Hat, Work Boots, Safety Glasses and Hi Visibility Shirts, Vests, or
Coats at all times!
b. Face shields, in addition to safety glasses, when grinding or cutting using any
material which can fly toward the face.
¢. Face shields which are tinted with a #3 or #5 shade, in addition to safety
glasses, when cutting steel with a torch.
d. Welding hoods with a #10 or #12 shade, in addition to safety glasses, when
performing any welding operations.
e. NIOSH approved respiratory protective equipment when required.
f. Long pants and shirts with a minimum 4" sleeve must be worn.
g. No muscle shirts, tank tops, gym shoes or shorts will be allowed.
Personal protective equipment must be available for use when needed, inspected and
maintained in good condition.
Running, horseplay, throwing objects, and scuffling is not permitted.
Intoxicating substances are not permitted. Drinking of alcoholic beverages or the
consumption or sale of illegal drugs is a direct violation of this policy. It is grounds for
immediate removal from the site.
Obey all warning signs and read all safety bulletins that are posted.
Learn the location of firefighting equipment, exits and first aid kits.
Store material, trucks, skids, racks, crates, boxes, ladders, and other equipment so as
not to block exit doors, firefighting equipment, or power panels.
Keep floors clean and clean up spills. Keep your work area clean and orderly.
Maintain good housekeeping in all work areas at all times.
Walking and working surfaces should be kept clear of objects such as materials, tools,
cord, etc. in an effort to minimize slip, trip and fall hazards.
Report all incidents, injury or iliness to supervisor immediately. Delay in receiving
medical or first aid care can further complicate the effects of an injury. Additionally,
unreported incidents can promote reoccurrence of the incident with possibility of
further worker injury. This policy mandates that a report be filed with the office the
same day in all instances.
Perform your assigned tasks safely. When in doubt of how to do so, ask for additional
help or training. Workers should not perform any task or operate any equipment
unless trained in the specific operation of and made aware of the hazards associated
with the task/equipment and the controls of such hazards.
Do not lift objects which are too heavy. Request help, or use a lift.
Bend with the legs when lifting. Do not use the back.
Do not smoke near flammable materials.
Make sure all guards are in place when operating equipment. Also, do not remove
guards unless you are authorized to do so as part of a lockout/tagout process.
Machinery shall not be re-fueled, oiled, serviced, or repaired while in operation.
Fall protection must be utilized at fall heights as follows:
When over 6’ in a construction setting.
When over 10’ from a scaffold.
Fall protection equipment such as a full body harness and lanyard shall be worn when
operating any articulating boom platform or lift. Additionally, occupants of the basket
shall remain on the floor of the lift and not use the rails, toe boards or materials to
elevate themselves off the floor of the lift.
Check each ladder before use to ensure that the ladder has no defects.

R. Olson Construction Co.



20. Extension ladders shall be inspected prior to use, used at the proper 4:1 ratio, properly
secured, and extended 3" above the landing surface. The user shall always face the
ladder, use 3 points of contact, and maintain good balance by keeping their belt
buckle within the rails of the ladder. No materials, tools, or anything else shall be
carried up the ladder. Materials and tools shall be hoisted to upper levels with the use
of a hoist rope.

21. Workers shall not handle, repair, or tamper with electrical equipment unless
authorized.

22, Insure that electrical equipment such as power tools, electrical cords, or portable
lighting is all in good repair with no broken or missing parts or insulation.

23. Insure that GFCI receptacles are utilized at all times with any cords or corded
equipment.

24. Safe work practices will be employed while working in or around trenches and
excavations including:

a. Ladders or ramps will be provided in excavations deeper than 4

b. Travel distances shall be kept to less than 25’ to the ladder or ramp

c. Protective measures such as shoring, sloping, benching or trench shields shall
be utilized in all trenches deeper than 5’

Hazardous Materials

[y

. All employees shall be aware of any hazardous material on the job or that they have
potential exposure to.

2. Employees should be trained in the safe handling and potential hazards of the
material.

3. All aspects of the employee Hazard Communication Act including awareness,
protection, and proper handling shall be observed and practiced.

4. Each employee has a right to read the Safety Data Sheets on any chemical that they

have the potential to be exposed to. Employees shall wash hands after the use of any

Hazardous Substance.

2016 New Hire R. Olson Construction Co.



Workplace Violence & Harassment Policy

The Safety Coordinator is responsible for the implementation and enforcement of the workplace
violence and harassment program. In the event this policy is violated disciplinary procedures will
be enforced.

The Safety Coordinator has established this policy to address any violence or harassment that
may occur on the The Safety Coordinator premises and to ensure the safety of our employees.

Roles & Responsibilities

Employees

Report all threats or acts of violence, both direct and indirect, as soon as possible. If your
manager cannot be reached contact any other manager. Be specific when reporting the
facts of the incident.

Coverage

The Safety Coordinator will provide a safe environment for all personnel, including visitors,
customers, and vendors. Acts and/or threats of violence by employees on this company’s
property including carrying weapons in other than an official capacity will not be
tolerated. These acts and/or threats will be grounds for appropriate remedial action,
including but not limited to, discipline up to and including termination of employment and
criminal prosecution. Similarly, acts and/or threats or violence by visitors against
employees will not be tolerated and will be grounds for appropriate remedial action,
including but not limited to criminal prosecution.

Reporting & Investigation Procedures

In keeping with a policy of zero tolerance of workplace violence, all reported incidents will
be investigated in the interest of a safe and productive workplace. An employee who
engages in prohibited conduct will be subject to appropriate disciplinary action, as
determined by the findings of an objective and impartial investigation. Discipline for
inappropriate conduct may include warnings, reprimand, suspension, or immediate
termination. In addition, certain actions may cause the employee to be subject to criminal
prosecution, or held legally liable under state and/or federal law.

Personal Protective Equipment

The following list of personal protective equipment (PPE) is available to all employees and shall
be used as required by company policy and/or Fed/State/Local regulations: Hard had, safety
glasses, work boots and high visibility clothing. Prescription safety glasses and non-specialty
safety-toe boots if required must be supplied by the worker. For questions about other items,
please see your supervisor or the Safety Coordinator.

Employees can request PPE from The Foreman.

2016 New Hire
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Proper personal protective equipment is required at all times on project sites. This includes, but
is not limited to, the following:

Hard Hat, Work Boots, Safety Glasses and Hi Visibility Shirts, Vests, or Coats at all times!
Face shields, in addition to safety glasses, when grinding or cutting using any material
which can fly toward the face.

Face shields which are tinted with a #3 or #5 shade, in addition to safety glasses, when
cutting steel with a torch.

Welding hoods with a #10 or #12 shade, in addition to safety glasses, when performing
any welding operations.

NIOSH approved respiratory protective equipment when required.

Long pants and shirts with a minimum 4” sleeve must be worn.

No muscle shirts, tank tops, gym shoes or shorts will be allowed.

Personal protective equipment must be available for use when needed, inspected and maintained
in good condition.

2016 New Hire

Maintenance and Cleaning

All employees are instructed to wash promptly and thoroughly after exposure to injurious
substances, regardless of the type of protective clothing or equipment which has been
used. It is against work rules to use PPE that is in disrepair or not able to perform its
intended function. Cleaning is particularly important for eye and face protection where
dirty or fogged lenses could impair vision. It is important that all PPE be kept clean and
properly maintained by the employee to whom it is assigned. Contaminated PPE which
cannot be decontaminated or is saturated or impregnated with flammable liquids,
corrosive substances, irritants, oxidizing agents, or other hazardous chemicals is promptly
removed and disposed of in @ manner that protects employees from exposure to hazards.

R. Olson Construction Co.
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Respiratory Protection — Voluntary Use
OSHA 29 CFR 1910.134 Appendix D

(Mandatory) Information for Employees Using Respirators When
not Required Under Standard. - 1910.134 App D

€8 Regulations (Standards - 29 CFR) - Table of Contents

® Part Number: 1910

* Part Title: Occupational Safety and Health Standards

® Subpart: I

® Subpart Title: Personal Protective Equipment

® Standard Number: 1910.134 App D

® Title: (Mandatory) Information for Employees Using Respirators

When not Required Under Standard.

Appendix D to Sec. 1910.134 (Mandatory) Information for Employees Using
Respirators When Not Required Under the Standard

Respirators are an effective method of protection against designated hazards when
properly selected and worn. Respirator use is encouraged, even when exposures are
below the exposure limit, to provide an additional level of comfort and protection for
workers. However, if a respirator is used improperly or not kept clean, the respirator itself
can become a hazard to the worker. Sometimes, workers may wear respirators to avoid
exposures to hazards, even if the amount of hazardous substance does not exceed the
limits set by OSHA standards. If your employer provides respirators for your voluntary
use, or if you provide your own respirator, you need to take certain precautions to be
sure that the respirator itself does not present a hazard.

You should do the following:

1. Read and heed all instructions provided by the manufacturer on use, maintenance,
cleaning and care, and warnings regarding the respirators limitations.

2. Choose respirators certified for use to protect against the contaminant of concern,
NIOSH, the National Institute for Occupational Safety and Health of the U.S. Department
of Health and Human Services, certifies respirators. A label or statement of certification
should appear on the respirator or respirator packaging. It will tell you what the respirator
is designed for and how much it will protect you.

3. Do not wear your respirator into atmospheres containing contaminants for which your
respirator is not designed to protect against. For example, a respirator designed to filter
dust particles will not protect you against gases, vapors, or very small solid particles of
fumes or smoke.

4. Keep track of your respirator so that you do not mistakenly use someone else's
respirator.

2016 New Hire R. Olson Construction Co.
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Silica Exposure Control Plan

R. Olson Canstruction Co. has recognized a potential exposure to silica for its employees
during the occasional cutting of concrete sewer pipe with a gas powered saw. The
company also recognizes that engineering controls, when effective, are the best way to
protect its employees from hazards such as Silica.

One of the most effective ways to control the sllica exposure identified is to utilize wet
cutting methods at all times.

R. Qlson Construction Co. will utilize wet cutting kits attached to the gas powered saws to
control this exposure. Where a2 saw may not be equipped with the proper fittings for this, a
portable sprayer can filled with water may be used. Water will be applied to the cutting
area by a second employee in amounts sufficient to encapsulate and eliminate the silica
dust.

R. Olson Construction Co. experiences cold temperatures during the winter in the region it
operates in. Therefore, wet cutting using water may not be an effective option year round.
During these times when temperatures are below freezing, Propylene Glycol antifreeze may
be added to the water to prevent freezing. Concentrations will vary based on the freezing
point desired (See Manufacturer for specifics). One commercially availabie brand of
antifreeze which contains Propylene Glycol is outlinad below. It is sold under the following
trade names:

Trade Name % by Weight Freeze Point
PEAK® RV & MARINE ANTIFREEZE 25-30 5-10° Above
SIERRA® ANTIFREEZE/COOLANT 94 - 96 MSDS States Will Not Freeze
50 26° Below
30 - 40 5° Above

Data related to concentrations and freeze points has been taken from the MSDS and
conversations with the manufacturer. Whichever antifreeze is used, its MSDS should be
consulted and strictly followed.

WARNING: Propylene Glycol is an “environmentally friendly” antifreeze typically used in
marine and RV applications. It is "generally recognized as safe" by the FDA and is used in
food additives, etc. This antifreeze is not to be confused with Ethylene Glycol which is the
primary ingredient found in everyday automotive antifreeze. Ethylene Glycol is not to be
used under any circumstances as it has negative health consequences.

Due to the extremely negative health consequences of exposure to Silica, ALL cutting of
materials such as concrete pipe will be done utilizing wet methods.

NOTE: Failure to follow these guidelines for wet cutting will result in disciplinary action.

R. Olson Construction Co.
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Scaffolding Guidelines

I. GENERAL SCAFFOLDING GUIDELINES

Insure that all persons who erect, dismantle or use scaffolding are aware of these
scaffolding safety guidelines.

Follow all state, local and federal codes, ordinances and regulations
pertaining to scaffolding.

Survey the job site. A survey shall be made of the job site for hazards, such as
untamped earth fills, ditches, debris, high tension wires, unguarded openings, and
other hazardous conditions created by other trades, These conditions should be
corrected or avoided as noted in the following sections.

Inspect all equipment before using. Never use any equipment that is damaged
or defective in anyway. Remove it from the job site or tag it out of service.

Scaffolds must be erected in accordance with design and/or manufacturers’
recommendations.

Do not erect, dismantle or alter a scaffold unless under the supervision of a
cormpetent person.

Do not abuse or misuse the scaffold equipment.

Erected scaffolds should be continually inspected by users to be sure that they
are maintained in safe condition. Report any unsafe condition to your supervisor.

Never take chances! If in doubt regarding the safety or use of the scaffold,
consult your supervisor, competent person, or scaffold supplier.

Consideration must be given to the provision of falling object protection for
workers or the public below the scaffolding. This is to be achieved by the appropriate
use of toe boards, mesh and/or canopies.

Never use equipment for purposes or in ways for which it was not intended.

Scaffold components shall be capable of withstanding 4 times the maximum
intended load.

Do not work on scaffolds if your physical condition is such that you feel dizzy or
unsteady in anyway.

II. GUIDELINES FOR ERECTION AND USE OF SCAFFOLDS

Scaffold base must be set on an adequate sill or pad to prevent slipping or
sinking and fixed thereto where required. Any part of a building or structure used to
support the scaffold shall be capable of supporting the maximum intended load to be
applied.

Use adjusting screws or other approved methods instead of blocking to adjust to
uneven grade conditions.

Bracing, leveling & plumbing of frame scaffolds:

1. Plumb and level all scaffolds as the erection proceeds. Do not force frames or
braces to fit. Leve! the scaffold until proper fit can easily be made.

R. Olson Construction Co. 25
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2. Each frame or panel shall be braced by horizontal bracing, cross bracing,
diagonal bracing or any combination thereof for securing vertical members
together laterally. All brace connections shall be made secure, in accordance
with the manufacturer's recommendations.

Bracing, leveling & plumbing of tube & clamp and system scaffolds

1. Posts shall be erected plumb in all directions, with the first level of runners
and bearers positioned as close to the base as feasible. The distance between
bearers and runners shall not exceed manufacturer's recommended
procedures.

2, Plumb, level and tie all scaffolds as erection proceeds.

3. Fasten all couplers and/or connections securely hefore assembly of next
level.

4, Vertical and/or horizontal diagonal bracing must be installed according
to manufacturer's recommendations.

Tie continuous {running) scaffolds to the wall or structure at each end and at
least every 30 feet of length when the scaffold height to base width ratio exceeds
4:1 or the manufacturers’ recommendations, whichever is lower. Begin ties or
stabilizers when the scaffold height exceeds that dimension, and repeat at vertical
intervals not greater than:

20 feet for scaffolds 3" wide or less, or

26 feet for scaffolds over 3’ wide.
The top anchor shall be placed no lower than four (4) times the base dimension from
the top of the completed scaffold. Anchors must prevent scaffold from tipping into or
away from wall or structure. Stabilize circular or irregular scaffolds in such a manner
that completed scaffold is secure and restrained from tipping.
When scaffolds are partially or fully enclosed or subjected to overturning loads,
specific precautions shall be taken to insure the frequency and accuracy of ties to the
wall and structure. Due to increased loads resulting from wind or overturning loads
the scaffolding component to which ties are subjected shall be checked for additional
loads.

Do not erect scaffolds near electrical power lines unless proper precautions
are taken. Consult the power service company for advice.

A means of access to all platforms shall be provided.
Do not use ladders or makeshift devices on top of scaffolds to increase the height.

Provide guardrails and mid-rails at each working platform level where open
sides and ends exist, and toe boards where required to provide for falling object
protection.

Brackets and cantilevered platforms:

1. Brackets for System Scaffolds shall be installed and used in accordance with
manufacturer's recommendation.

2. Brackets for Frame Scaffolds shall be seated correctly with side bracket
parallel to the frames and end brackets at 90 degrees to the frames. Brackets
shall not be bent or twisted from normal position. Brackets (except mobile
brackets designed to carry materials) are to be used as work platforms only
and shall not be used for storage of material or equipment.

3. Cantilevered platforms shall be designed, installed and used in accordance
with manufacturer's recommendations.

All scaffolding components shall be installed and used in accordance with the

manufacturer's recommended procedure. Components shall not be altered in the
field.

R. Olson Construction Co.
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1. Working platforms shall cover scaffold bearer as completely as possible. Only
scaffold grade wood planking, or fabricated planking and decking meeting
scaffold use requirements shall be used.

2. Gaps in planking should be maintained to no more than 1" except where
warranted due to brackets which prevent complete coverage. In this case,
the gap must not exceed 9.5". (See 29 CFR 1926.451 (b)(1))

3. Check each plank prior to use to he sure plank is not warped, damaged, or
otherwise unsafe.

4. Planking shall have at least 12" overlap and extend 6" beyond center of
support, or be cleated or restrained at both ends to prevent sliding off
supports.

5. Only materials rated appropriately to be used as scaffold plank shall be used
for this purpose.

6. Solid sawn fumber, LVL (laminated veneer lumber} or fabricated scaffold
planks and platforms (unless cleated or restrained} shall extend over their
end supports not less than 6" nor more than 18", This overhang should not be
used as a work platform.

B For Rolling scaffolds the following additional guidelines apply:

1. Riding a rolling scaffold is very hazardous. Be sure to follow all
manufacturers’ guidelines. If the manufacturer advises against it, don't do it.

2. Casters with plain stems shall be attached to the panel or adjustment screw
by pins or other suitable means.

3. Wheels or casters shall be provided with a locking means to prevent caster
rotation and scaffold movement and kept locked.

4. Joints shall be restrained from separation.

5. Do not use brackets or other platform extensions without compensating for
the overturning effect.

6. Cleat or secure all planks.

7. Secure or remove all materials and equipment from platform before moving.

8. Do not attempt to move a rolling scaffold without sufficient help - watch out
for holes in floor and overhead obstructions - Stabilized against tipping.

III. DISMANTLING SCAFFOLDING THESE GUIDELINES APPLY:

M Check to assure scaffolding has not been structurally altered in a way which would
make it unsafe and, if it has, reconstruct where necessary before commencing with
dismantling procedures. This includes all scaffold ties.

Visually inspect plank prior to dismantling to be sure they are safe.

Consideration must be given as to the effect removal of a component will have on
the rest of the scaffold prior to that component's removal.

Do not accumulate excess components or equipment on the level being dismantled.
Do not remove ties until scaffold above has been removed (dismantled).

Lower dismantled components in an orderly manner., Do not throw off scaffold.

R ERAAE BHA

Dismantled equipment should be stockpiled in an orderly manner.

M  Follow erection procedures and use manuals.

These safety guidelines (Codes of Safe Practice) set fourth common sense procedures for
safely erecting, dismantling and using scaffolding equipment. However, since field conditions
vary and equipment and scaffolding systems differ, reference must always be made to the
instructions and procedures of the supplier and/ er manufacturer of the eguipment.
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