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Day to Day Operations

  

Placing Sequences

Planning is critical on all J&B Steel projects to insure efficiency in completing the project and safety for our employees. As part of the planning process all foremen that are running a project will write or have on hand a placing sequence for any and all rebar installation. The placing sequences are detailed steps describing the approved methods for placing the rebar in constructing for instance, but not limited to abutments, parapets, approach slabs, etc. The placing sequences written by the foreman will be forwarded to the Truck Foreman for review and then to the General Foreman for approval. Once approved, they will be forwarded to Kevin. All placing sequences will be kept in a Master Binder in the office. The original is to be kept on the jobsite in the Jobsite Binder. Once we have binders made with all typical sequences (i.e. abutments, parapets, approach slabs, etc) we will send the binders out so people are not rewriting placing sequences that have already been created. 

Due to the importance of the placing sequences, if a foreman does not complete a placing sequence the following consequences will be implemented in order;

· #1- 2 days off without pay

· #2- Lose your gas card for 3 months or 10 days off with no pay if you don’t have a gas card.

·  #3-Lose your truck for 1 year or #4 if you do not have a truck

·  #4-Lose your foreman status

Scheduling 

There are no two ways about it. Scheduling is one of the best things we do at J&B Steel. Over and over again, our clients tell us that they like working with us because we schedule the jobs right, and then stick to what we say we’re going to do. We have kept current clients and gotten new clients on the strength of our schedules. 

Scheduling is good for many reasons. It helps the client know how long our jobs will take. It keeps our teams informed of how long they have to complete each section of the job. And it helps our company know if we can take on additional work, based on the work we already have in process. 

To keep our schedules on track, we use two main tools: The Two-Week Look Ahead and the Six Week Look Ahead. 

Two-Week Look Ahead

Project Managers and Foremen use the Two-Week Look Ahead daily – sometimes two or three times a day. It is used to not only plan out the work, but to make changes if something happens to delay a job (such as a weather delay) or speed up a job (such as a client needing it completed sooner than expected). 

With the Two-Week Look Ahead, our Foremen know where they are going, where they need help with additional Workers, or where possible problems could come up.

Clients feel confident knowing how the job is mapping out on a day-to-day basis, and our teams know exactly what’s required of them. 

Six-Week Look Ahead

The Six-Week Look Ahead is more likely to change significantly than the Two-Week Look Ahead, but it is still a critical tool for long-range planning. There’s a saying that goes, “if it’s not in writing, it’s not real.” That is the purpose of a Six-Week Look Ahead. It allows our Foremen and Project Managers to talk with our clients and make sure we’re on the same page with our jobs. If jobs get postponed or moved up, the Six-Week Look Ahead will change, and our teams will stay informed. 

All Foremen will turn in their 2 week look-ahead to their General Foreman by 10:00AM every Thursday. The General Foremen will complete the 6 week-look-ahead and submit both reports to Project Managers to compile company-wide reports.
Field Attendance Policy

(Under Review – 10/13/2016)
J&B Steel’s greatest asset is our employees. In order for us to be productive and stay on schedule, it is imperative that each jobsite is staffed according to that schedule and that each employee is available and prepared for the day they are scheduled. 
Every employee at J & B Steel is expected to arrive at work on time and ready to start. Unexcused absences or tardiness leave us short-handed and unable to meet the schedule.  J & B Steel recognizes that illnesses and emergencies within your immediate family do come up and will treat them as excused as long they do not occur on a regular or ongoing basis.

What is an excused absence?

· Any absence from work where the immediate supervisor has been notified at least 48 hours in advance.
· An illness or emergency within your immediate family where you have notified your immediate supervisor as soon as possible.
· Your immediate family includes your spouse, children, parents and siblings only.

Unexcused absences will be handled in the following manner:

1st unexcused absence or tardy – verbal warning


2nd unexcused absence or tardy - written warning will be documented 


3rd unexcused absence or tardy - termination 

Excused, unexcused and tardiness will be kept in the employee’s file.  All Foreman will record excused, unexcused and tardiness for the ironworker in FieldEase under code 1000.1.4 and indicate the number of the absence (example, 1st, 2nd or 3rd) and include their initials for reference.
Monthly Billing Procedures

The 17th of each month a list will be emailed by Eric Townsend to all General Foreman and Foreman of the jobs that have cost and that billings are expected for. If a project is started after the 17th and will have costs a billing is expected although it will not be on the list. The weight placed and billed for all projects is to be projected to the 31st of the month. 
The Foreman, when preparing the monthly billing for a project, is to use the Master Summary Sheet from the fabricator. It is the responsibility of the job Foreman to verify quantities billed against quantities shipped. If the Foreman is having difficulty getting the shipping summary from the fabricator, Brian Rummel and Kevin Gruesser can be contacted for assistance. If the Foreman cannot get a summary sheet from the fabricator then the monthly billing MUST be turned in on a billing log. If we are not receiving the summaries, payment to the fabricator will be suspended until the reports are received.
The Master Summary sheet is to be submitted for billing by the 20th of each month. 

If the 20th falls on a Saturday or Sunday the billing will be due the Friday before the 20th. 

Billings that are submitted with inaccuracies or are not legible will be rejected and returned to the foreman and given to the General Foreman to be corrected with the foreman. 
The billings are being tracked. The foreman will receive a “Y” if the billing complies with the following requirements:

· Billing is received by the 20th
· Billing is submitted with a summary sheet or billing log.

· Billing is legible

· Weights are correct 

· Reference numbers are included for each line

If it does not the foreman will receive an “N”. When a person receives an “N” for two consecutive months there will be a mandatory meeting with the General Foreman and the person submitting the billing in the office to review the procedures. 

Billings are to be submitted to Kim Doyle at kdoyle@jbsteel.com.

Brian Rummel and Kevin Gruesser will review all billings before mailed. Accounting will mail monthly billings by the 25th of each month. 

Tickets are to be signed by the appropriate person and submitted to Kim Doyle kdoyle@jbsteel.com within 24 hours of work being done. Tickets will billed on the 10th of every month.

Within 5 days of the job being removed from the 2 week, a schedule will be made by the Project Manager to begin the final billing process and set-up a critique with the General Foreman and the Foreman to review the project. 

Ticket / Overtime Reporting Procedure

A Directive Work Order (DWO) must be signed by the General Contractor (GC) agreeing to J&B’s rates and providing the names of the GC’s supervision allowed to order and sign the ticket for work to be done. It is the responsibility of the Project Manager to get the DWO signed before J&B proceeds with any overtime or extra work. Do not proceed with over time or extra work until the receipt of the DWO is confirmed by the PM.

Extra Work performed out of J&B’s scope of work must have a signed ticket, all tickets for the current week MUST be turned into the office by 12:00 noon on the following Monday. (Example: Any tickets for T&M or OT hours worked the week of 11/9/15 to 11/15/15 are due Monday 11/16/15 by 12:00 noon.)  
Enter the following codes in the description box on FieldEase or on the Time Sheet when turning in the daily overtime or extra work in: 

EWO (GC Pays All Time of Extra Work Order)

GC PT Only (Straight time paid by J&B, GC Pays Premium time only)

FA (D.O.T. Pays All Time by Force Account)

J&B All Time J&B will be responsible for all costs 

Descriptions:

Time and Material (T&M) or Extra Work Order (EWO) is when the work on a project is not in J&B’s scope of work or on the Q.P.M.H., all time and over time is paid by the General Contractor.

Force Account (FA) is on Department of Transportation (D.O.T.) projects when there is a change in the plan, all time and over time is paid by the D.O.T. 

Premium Time (PT) invoiced after an eight (8) hour day, Saturdays or Sundays is overtime ordered and paid by the General Contractor. 

J&B only pays all time when we work over to finish a task, have agreed to work on a Saturday due to under manning the project or made a mistake.

All Signed Tickets are required to be submitted to kdoyle@jbsteel.com.

Tickets are to have proper description of work, names and hours entered in the appropriate column for regular, OT or DBL time.

Tickets are to be signed by specified Contractor’s Supervisor
TIE GUN REPAIR

J&B Steel provides tie guns to General Foremen and Truck Foremen. They will be responsible for the care and upkeep while in their possession. The following are the care guidelines that are expected to be followed to keep the Tie Guns in good working order; 

· Guns/ Chargers/ Generators will be engraved with a tracking number. 

· Tie Guns are not to be used when the temperature is below 25 degrees. 

· Once a month the Batteries will be sent to warehouse. The warehouse will:  clean connections, any visible mud, drain and recharge batteries. 

· The listed people can make any minor repairs out in the field that take 30 min. or less. Anything related to transmissions and motors will be sent to the warehouse. 

· Users to blow out guns daily if heavily used. 

· NO WD-40 WHATSOEVER WILL BE USED TO CLEAN GUNS. 

· The batteries will be labeled. The labels will show last date of discharge/recharge. 

· If the charger light is off, send it in to get fixed. 

· Warehouse will drop off the same amount of batteries as it picks up. 

· Kim Doyle will report any misuse to Toya Estes.

Cell Phone 

If an employee has been issued a phone to be used in conducting business for J&B Steel, we expect that employee to take a reasonable amount of care while the phone is in his/her possession. If a J&B Steel employee has any issue with the phone or if it gets broken, the employee must contact Human Resources as soon as possible.
	
	Talk
	Text
	Data

	Foreman
	250
	500
	None

	Truck Foreman
	500
	700
	75 MB (megabytes)

	General Foreman
	1500
	1000


	75 MB (megabytes)


Also included in your current plan: Unlimited Verizon to Verizon (calls and texts), Free Nights (from 9 pm until 6 am) and Weekends (beginning Friday after 9 pm until Monday at 6 am). No additional charge for Long Distance, regular minute usage applies.

NO INTERNATIONAL OR 411 CALLS ARE ALLOWED!  If you need Directory Assistance, please dial 1-800-373-3411—it’s FREE!  NO personal cell phones are permitted on job sites!!

If there are any excess charges above the amount stated above, you will be charged at the following rates: 25¢ per minute for talk; 10¢ for each text; 25¢ for each data/picture message—this will be deducted from your pay check. If the total amount due is $50 or less, it will be deducted in one payroll deduction; if more than $50, it will be deducted weekly in $50 increments until paid in full. Any additional data usage charges will be per each as stated on the monthly bill.  Abuse of minutes is loss of phone.

As of July 28, 2011: Ohio law has BANNED texting while driving! This policy has been adopted by J&B Steel as well effective immediately.
If your phone becomes Lost / Stolen / Damaged, you will be subject to a $75 deductible on a standard phone or $250 deductible on a Smartphone.

Use the following procedure to check your usage:

For MINUTES, push “#647” (MIN) and “send”    OR for Text-Pix-Data, push “#3282” and “send”. To troubleshoot, push “*228” and “send” to update a roaming signal or take off the battery for 10-15 minutes and replace to reboot. 

If you have any questions about the Verizon account, please do not hesitate to contact Ann at 513.874.1722. 
Per Rule 26 “Duty to Disclose” and Rule 34 “Producing Documents, Electronically Stored Information” of Federal Rules of Civil Procedure, any business or personal information contained on J&B Steel tablets or cell phones issued to you may be subject to review by potential courts, attorneys and other legal officials in the event of any legal proceeding involving J&B Steel. 

 Policy for Reimbursement of Lodging, Meals and Mileage
(10/13/2016)
Lodging and Meals

J&B Steel maintains work in an area that spans Ohio, Indiana, and Kentucky. In order to best utilize our manpower, it may be necessary for some Team Members to occasionally to stay overnight. These determinations are to be made at the time of the job kick-off. J & B Steel will pay directly for any lodging and pay a per diem for any Meals & Incidental Expenses (M&IE) incurred while staying away from home.  It will be the employee’s responsibility to keep records (i.e. Receipts) of all M&IE that substantiates the amount of the per diem; J&B Steel will not keep any records for the employee.
Mileage Reimbursement

Mileage will be reimbursed according to the local union agreement.  General Foreman and Truck Foreman who are driving a Company Truck and are provided gas will not be reimbursed any mileage.
Local 22

No mileage reimbursement is provided.

Local 172

An Ironworker traveling outside of jurisdiction counties ( Champaign, Clark, Crawford, Delaware, Fairfield, Fayette, Franklin, Hardin, Highland, Hocking, Jackson, Knox, Licking, Logan, Madison, Marion, Morrow, Muskingum, Perry, Pickaway, Pike, Ross, Union, Vinton & Wyandot) shall receive transportation, traveling time and expenses providing they remain on the job thirty days or until the job is completed (if less than 30 days).  They shall receive a minimum of $30 per diem.

Local 290

Ironworker traveling outside of jurisdiction counties (Allen, Auglaize, Mercer, Logan, Shelby, Champaign, Darke, Miami, Clark, Greene, Montgomery, Preble, Clinton, Highland and north half of Butler and Warren as well as parts of Fayette, Hardin, Mercer and Van Wert in Ohio and Randolph, Wayne, Union and Fayette in Indiana) shall receive transportation, traveling time and expenses providing they remain on the job thirty days or until the job is completed (if less than 30 days).  The per diem amount is at the employer’s discretion per Jeff Bush.

Local 372

There shall be no travel expense allowed on jobs within the first 30 mile radius of the Hamilton County Courthouse, Cincinnati Ohio.  Work in excess of 30 miles radius of the Hamilton County Courthouse will have an hourly increase in wages of .25 per hour travel expense.  This is paid over and above the hourly pay rate.

Local 769

The per diem amount is at the employer’s discretion.
Daily Time Reporting

· The daily reporting of employee time and quantities placed on a job is a critical part of each foreman’s responsibility. 

· It is the responsibility of each foreman to know who is on their job each day and the hours they have worked.

· All time will be turned in on the day you work. Foremen will submit all time through FieldEase or the ComputerEase App while the crews pick up tools, clean up etc.
· No time will be taken over the phone by the payroll department.

· Field checks will only be written for layoffs.  Field checks WILL NOT be written for missed time. The time will be added to the employee’s next week’s check.

· If someone quits, their check will be sent to the Union Hall via overnight mail.  If someone is laid off, they can receive a field check or have the check direct deposited on the next pay day.
· Time will be tracked daily for accuracy. 
· Time will be considered inaccurate if:

· It is submitted late. Accounting downloads submitted time by 8:00 a.m.
· There are missing ironworkers or incorrect names.
· Hours are not correct.
· Codes do not have weights submitted (If it is a man hour code designated by HRS on the QPMH report you do not have to enter units on the timesheet). 

· T&M or OT is not correctly reported.  T & M or OT must have a note in the description box to indicate who is responsible – GC, J & B or FA.

· PTO is not correctly reported.  PTO time or any other exceptions must have a note in the description box.

· If a Foreman repeatedly submits time incorrectly, the General Foreman will be made aware and a notation will be placed in the Foreman’s employee file.  The Foreman may also be required to complete 30 minutes of time entry training with an office staff member.
LAYOFF CHECK POLICY
All General Foremen and Truck Foremen will be given the authority to write and sign field checks. These checks are to be written for layoffs in the field and for those employees who are in the process of being set-up on direct deposit for their weekly payroll check. Any exception to these stipulations must be approved by Project Managers and HR before the check is written. 

Foremen signing layoff checks must be a signer on our account at 5/3rd bank. An application must be completed and submitted to 5/3rd by the payroll department along with a copy of the foreman’s driver’s license. When the checks are issued the numbers will be logged and the foreman will be responsible for the safe keeping of the checks. If you lose one or void a check it is your responsibility to contact Eric Townsend or Kim Doyle as soon as possible so that we can do a stop payment on any lost checks. Loaning checks to another foreman must be approved in advance by Eric Townsend or Kim Doyle. 

The General Foreman and Truck Foreman will call the office as soon as possible before the layoff with the following information to allow enough time for the office to calculate the check and get the net number back to the foreman:
· Name of person being laid off

· Job and code the employee is working on 

· Number of hours being worked

No checks are to be written for more than $1,000. If check is greater than $1,000 two checks will be written and the payroll department will give provide the amount for each check.

When check is written the check number and the date that was entered on the check must be forwarded to the office so that the information can be uploaded to the bank before the employee presents the check to be cashed or deposited. 

Replacement Payroll Check 
In the event that a payroll check is lost, stolen or damaged, the following process will be followed for the individual to receive a replacement check. 

The Foreman or General Foreman:

· Will have a “LOST OR STOLEN CHECK AGREEMENT AND AFFIDAVIT” in their Success Planner. 

· They will then call the payroll department, in the office, and will be given the correct missing check number and dollar amount of the missing check that will be entered on the “Lost or Stolen Check Agreement and Affidavit Form”. 

· The individual will then take this form to be notarized and returned to the Foreman or General Foreman

· Once the Foreman or General Foreman has received the notarized form back and it has been properly notarized, the Foreman or General Foreman will call the payroll department to determine if a field check will be issued or the payroll department will issue a replacement check. 

· The notarized “Lost or Stolen Check Agreement and Affidavit” must be submitted to the payroll department by the next business day.

Mailing of Payroll Checks

It is the goal of J&B Steel to have all employees on direct deposit. This assures timely payment of wages to the employees and minimizes the expense of mailing payroll checks to homes or sending over night to job sites via FED X.

In the event we have a temporary employee who is not set-up on direct deposit their payroll check will be mailed to their house. It is expected that they establish direct deposit within a reasonable time period. 

If an employee has left the company and not available for the check to be written in the field the check will be written in the office and mailed to the appropriate union hall. 

Doby Payment

Due to the nature of our business, it is often times necessary for Team Members to travel into adjacent union locals to staff or manage our projects. J&B Steel appreciates the availability and flexibility of its Team Members (Bench Strength) to step up and help out where needed. 

If the employee is receiving travel pay the Doby payment is considered to be a part of the travel pay. There will not be an additional amount paid separately for the Dobey.

J&B Steel may at times pay the Doby for Bench Strength Team Members only, who are asked to work in a local outside their home local. This will be determined during the kick-off phase of the project and is the discretion of the President, Toya Estes. 

If there is to be a Doby payment made, J&B Steel will pay this directly to the unions at the end of each month, it will not be a reimbursement to the Team Member ironworker. 

There is no Doby between Local 290 and 372.

Team Member (PTO) Paid Time Off Policy

(Approved by Toya Estes,1/18/2016)

Team Members are eligible for three types of PTO at J & B Steel– Team Member PTO, Years of Service PTO and GF/TF PTO, provided that they meet the eligibility requirements for each.
Team Member PTO – Eligibility

· Team Members are eligible for 5 days of PTO on the following conditions:

· Must be a Team Member.

· Must have worked at least 1500 hours in the previous calendar year.

Years of Service PTO – Eligibility

· Team Members are eligible for a ½ day of PTO for each year worked over 1500 hours

· Must be a Team Member.

· The calculation will be made by looking back 10 years for the total number of hours, dividing that number by 1500, then multiplying by .5.

· For example, Joe S. has worked 6000 hours for J & B Steel.

6000 total hours ÷ 1500 = 4.0 years of service

4.0 x .5 = 2.0 PTO days

· The maximum number of Years of Service PTO days a Team Member may earn is 5 days.
GF/TF PTO – Eligibility
· GFs and TFs are eligible for an additional 5 days of PTO on the following conditions:

· Must be a GF or TF.

· have worked at least 1500 hours in the previous calendar year.

· If an employee is promoted to TF after June 1 the additional PTO days 

      will be prorated to the end of the year. 

· For example, Joe S. was promoted to TF on June 2
· Joe is eligible for 5 additional PTO days

· 5 days/12 months = .42 days per month

· .42 x 7 (remaining months in year) = 3 additional PTO days 

_________________________________________________________________________

· The maximum total number of PTO days a Team Member may accumulate is 15 days. 

· GFs and TFs receive holiday pay for 6 holidays each year; New Years Day, Memorial Day, 4th of July, Labor Day, Thanksgiving, Christmas.

· All PTO is paid at $26.00/hour, no fringes.

· PTO days must be used in ½ day or full day increments. 

· Request for PTO days must be made in advance and in writing to your GF.
· J&B requires you to use your PTO in order to remain fresh and productive.  It is to be used for vacations, rain days, and work slowdowns. All PTO days must be used by the end of the current calendar year - December 31. No time will be carried over into the next year or paid out at the end of the year unless extenuating circumstances and approved by Toya Estes.

· J & B Steel reserves the right to not pay terminated or resigned employees unused PTO days.
OFFICE (PTO) PAID TIME OFF POLICY

Paid time off is available to all office staff. New employees will receive 3 PTO days at hire to be used in the event of illness. New employees will be eligible for paid holidays after the completion of their 90 day probationary period. New employees will receive 5 additional days of PTO after the completion of their first six months and an additional 5 PTO days after one year of service, for a total of 13 PTO days. Every year after the first year of service 1 day of PTO will be added not to exceed 20 days of total PTO per year.
In order to best coordinate office staff vacations, please enter your PTO days on your Outlook Calendar and invite the rest of office staff to the event.  This will help ensure that everyone is aware of other’s PTO time and minimize conflicts.

All PTO days are to be used by the end of the calendar year - December 31. This is 

time off you have earned but will not be carried over into the next year or paid out

so be sure to plan accordingly and use all of your time.

J & B Steel reserves the right to not pay terminated or resigned employees unused PTO days.

The recognized holidays are; 

· New Years Day, Memorial Day, July 4th, Labor Day, 2 days for Thanksgiving, Christmas.


We will work until 12 noon on the eve of Christmas Day and close the office at 2:00 p.m. the day before all other holidays.


Holiday Work Hours Policy

J&B Steel wants our team to spend these special times with their families and friends and on the following Holidays our job sites will be shut down:

 
Memorial Day      


Thanksgiving Day

Fourth of July



Christmas Day

Labor Day



New Year’s Day 

Christmas Eve and New Year’s Eve will maintain a regular work schedule and employees will be paid for hours worked at regular time, unless total hours for the week have been 40 and the overtime work falls on one of these days.
Office Hours

            Office hours are as follows:

Day before Memorial Day office will close at 2PM

Memorial Day - closed

Day before Fourth of July office will close at 2PM

Fourth of July – closed  

Day before Labor Day office will close at 2PM

Labor Day - closed

Day before Thanksgiving office will close at 2PM

Thanksgiving Day - closed

Day after Thanksgiving the office will be closed

Christmas Eve the office will close at 12Noon

Christmas Day - closed

New Years Eve the office will close at 2PM


New Years Day - closed

Note - If a Holiday occurs on Saturday – observance will be on Friday, if a Holiday occurs on                     Sunday – observance will be Monday

Retention Bonus

Policy under review
J & B Steel rewards its employees for exceptional performance and commitment to our company.  To help our Team Members weather the winter months where there may not be enough work to keep everyone at a full week’s work every week, we offer a retention bonus to Team Members who are with J & B Steel at the end of the season and return to employment with J & B Steel when the season begins again in the spring.

The bonus is based on 3 weeks of pay - 40 hour week, 40% of gross for 1 week and 30% of gross for 2 weeks.   50% of the total will be paid on December 15 and 50% will be paid on March 1 if a Team Members has returned to full employment with J & B Steel.

All Team Members are eligible for the Retention Bonus.

Ironworkers are responsible for tracking their hours for health insurance.

Jury Duty Policy

It is the policy of J&B Steel to encourage employees to accept and fulfill their civic duty in the community, free from the added worry of their jobs and/or financial loss. 

Accordingly, J&B Steel will compensate Team Members, on the Bench Strength, for the actual time they are required to devote to jury duty, up to a maximum time period of one week, or 40 hours. 

A Team Member will receive ½ PTO day for 1-4 hours of time serving on jury duty or being available or jury duty. A Team Member will receive 8 hours of PTO time for 5-8 hours or more serving on jury duty or being available for jury duty. Employees not currently on the Bench Strength are also encouraged to accept and fulfill their civic duty, but will not be paid for the time off. 

A Team Member subpoenaed to service on jury duty shall submit a copy of this subpoena to their supervisor as soon as they receive it from the court. Upon completion of jury duty the Team Member is to submit a certification from the Clerk of Court indicating the actual time they were required to serve on jury duty or be available for jury duty.

A Team Member serving on jury duty will be paid the difference between their normal PTO rate and the fees received from the court for time serviced up to five days in one year.  

Time paid for jury duty will be counted as hours worked for the purpose of computing overtime. Time paid for jury duty will not be counted against the employee’s personal or excused absence allotment. Time paid for jury duty will not be counted toward an employee’s Pension, Annuity and Health fringes and will be subject to regular payroll related taxes, and obligatory deductions (i.e., support, garnishments, loan repayments)
Funeral Leave

J&B Steel is sympathetic to the needs of our employees when there is a death in the family.  We understand that time away from is needed to make funeral arrangements, settle family affairs, and attend the funeral or memorial service.

Employees are eligible for funeral leave if they have been employed by J & B Steel for at least 12 weeks in the current calendar year and are currently employed when the death occurs.  

Employees may take up to 3 days paid leave for the death of an immediate family member.  Immediate family includes: spouse, child, step-child, foster child, brother or sister, parent

Employees may take up to 1 day paid leave for the death of other family members which include grandparents, grandchildren, daughter-in-law or son-in-law, mother-in-law or father-in-law, sister-in-law or brother-in-law, and nephew or niece.

Please notify your Foreman as soon as possible to request funeral leave.  If additional days off without pay are needed, please contact your Foreman for approval.

Saturday Make Up Day  

We will have jobs that are weathered out and we will have to make-up the time on a Saturday. Per the union agreement ( 372 and 290 ) “ on projects when contractually required or when mutually agreed upon by the Employee, Business Agent and Employer, Saturday may be considered a voluntary straight time make-up day, if the job is weathered out. Employees choosing to work this day will be paid for the actual hours worked. Any hours worked over forty (40) for the week will be paid at premium time.”

When the project manager sets up a new job they will note on the notes page of the job file whether or not this job is a Saturday make-up. The project manager will notify payroll by e-mail of this provision.  During the kick-off the GF will be made aware that this job is a Saturday make-up and all field employees who start the job will sign off that they are aware of this. If / when new field employees work the job it will be up to the GF to make sure that they are aware of the Saturday make-up. The week for Saturday make-up is considered to be Monday- Friday.  

If the contractor holds up the job and then asks us to work on Saturday the GF/Foreman is to contact the project manager by Friday to let them know that we have been asked to work. Project Manager will notify payroll by e-mail that this is required not make-up and this time will be paid as OT. 

  

General Foreman

General Foreman have been designated as key field personnel. General Foreman are required to report to Project Managers on work days that there is rain or that there is a halt in the work for the remainder of the work day. There is a list of projects “Honey Do List”, maintained by Kim Doyle that need to be completed when rain days or down time allow. J&B Steel is guaranteeing that if there is work available the General Foremen will have first opportunity to these hours. It does not guarantee 40 paid hours.  Any General Foreman that accepts this option is expected to be productive. J&B Steel will make work available by the following means:

· General Foreman will be given priority to work on rain days or down time.

· We will check to see if there is another job they can finish the day and or week at if they have not yet worked 40 hours that week.

· Schedule to come to the office to review/critique past and or present projects with the respective Project Manager.

· Schedule to come to the warehouse to pick up any tools or consumables that they may need.

· Schedule to work in the warehouse to do any needed clean-up, or repairs of equipment.

· Have the option of taking the rest of the day as PTO.

Inclement Weather 

On days of inclement weather or work being stopped for the remainder of a day, Truck Foremen and Foremen should report to General Foreman.  General Foreman will determine whether or not there are job kick-offs or job critiques that are necessary to be completed for some portion of the rest of the day. 
During the winter months, J&B’s policy has always been that we work if the GC’s crew will be working. All of our GC’s cold weather policies are a little different and there is no set policy but as a general rule if it is going to 10 degrees Fahrenheit or below, the contractor typically will not start their equipment (there are exceptions to this rule). Therefore, if the forecast calls for temperatures of 10 degrees or less with the wind chill, and the work we are performing requires the use of equipment, J&B’s Foreman running the job must communicate with the GC’s Foreman to determine whether or not the job will be shut down the following day. As with any cancellation of work it is the Foreman’s responsibility to let the General Foreman and Truck Foreman know the job is being shut down and ensure the crew is made aware that the job will not be working.   

On days when work is shut down due to weather the employee will have the option of:
· Coming into the office to work on job kick-offs and/or job critiques, if available
· Taking PTO time for the rest of the day, if eligible

If the employee comes into the office to work on job kick-offs and/or job critiques the employee will receive their regular rate of pay including union fringes and applicable union deductions.

If they choose to use their PTO time this will be paid at the current PTO pay rate (different rate than regular pay) and union fringes and deductions will not be paid or deducted.

Vehicle Safety Policy 

The purpose of this policy is to clarify J & B Steel’s position for those individuals who drive company vehicles, rent vehicles for company business, or use personal vehicles for company business.  Vehicle accidents are costly to J & B Steel, but more importantly, they may result in injury to you or others.  It is the driver’s responsibility to operate the vehicle in a safe manner and to drive defensively to prevent injuries and property damage. As such, J & B Steel endorses all applicable state motor vehicle regulations relating to driver responsibility.  J & B Steel expects each driver to drive in a safe and courteous manner pursuant to the following safety rules.  Remember, the attitude you take when behind the wheel is the single most important factor in driving safely.

Employee Owned Vehicles
· Any employee that is using a company supplied credit card to purchase fuel for their personal vehicle is considered to be using their personal vehicle for business use as it pertains to this policy.

· In the event that an employee is involved in an accident while driving his/her own vehicle on company business, J & B Steel may be liable if you do not have insurance or if the loss exceeds your policy limits.  Employees who use their personal vehicles for company business are required to carry adequate limits of liability, with a minimum of $50,000 for property damage, combined single limit coverage of at least $300,000 and $100,000 / $300,000 for bodily injury. In the event the employee does not have the required limits there will be a meeting to discuss a time table to have the limits in place by a specified period of time. If the employee does not agree to this schedule or does not have coverage in place at the agreed upon time, the J&B Steel vehicle will be returned. If the employee is receiving a vehicle allowance, this will be terminated. If the employee has a Speedway or MasterCard for fuel purchases, the card (s) will be cancelled. A copy of the declaration page of your personal automobile insurance policy must be provided to J & B Steel on each of your insurance renewal dates whether semi-annually or yearly. 
Company Owned Vehicles
· Company vehicles are to be used for business purposes only, for example, driving to and from jobsite, driving between jobsites, driving to obtain jobsite supplies.  Company vehicles are not to be driven excessively for personal use.  No company vehicle may be driven on a personal vacation or driven out of the state.

· Drivers must have a valid driver’s license for the type of vehicle to be operated, and keep the license with them at all times while driving.  All CDL drivers must comply with all applicable D.O.T. regulations.                                                                                        

· Company Vehicles are to be driven by the authorized employee(s) ONLY, except in emergencies or in case of repair testing by a mechanic. 

· All drivers and passengers operating or riding in a company vehicle must wear seat belts

· Unassigned or job site vehicles are to be driven by authorized employees ONLY, except emergencies or in case of repair testing by a mechanic.  All employees who drive an unassigned or job site vehicle or have an assigned company owned vehicle, are required to sign and submit the attached “REQUEST FOR DRIVER INFORMATION” form.

· Any employee who has a driver’s license revoked or suspended shall immediately notify 
Kevin Gruesser and discontinue operation of the company vehicle.  Failure to do so may result in disciplinary action, including possible termination. 

· Any employee that is issued a ticket while driving any company vehicle or any personal vehicle used by the employee for company business is to notify Kevin Gruesser immediately. 

· J&B Steel will not pay for moving violations or parking tickets. The employee operating the vehicle at the time the ticket is issued is responsible for paying any fines, fees, and penalties, in the proper time frame specified on the ticket. 

· All accidents involving company owned vehicles, regardless of severity, must be reported to Kevin Gruesser immediately. Failing to report an accident may result in disciplinary action up to and including termination,

· The use of a company vehicle while under the influence of intoxicants, alcohol, drugs (including excessive use of over the counter drugs) is strictly forbidden and is sufficient cause for disciplinary action up to and including termination.

· All company owned vehicles are to be smoke-free, in compliance with Ohio Revised Code 3794.

·   Company vehicles are to be kept clean inside and out and in good mechanical working                                                                                                                                     order. There are to be no objects on the front or rear floors that can potentially roll under the feet of the driver. Dashboards are to be kept clear of items at all times.
·   You are required to have regular oil changes every 5,000 miles.  Report any mechanical difficulties or repairs needed to Kim Doyle immediately.
· Drivers are responsible for the security of company vehicles being used by them.  The vehicle engine must be shut-off, ignition keys removed, and doors locked whenever the vehicle is left unattended.                                                                                      

Mobile Technology Device Policy While Driving

Use of mobile technology devices such as cellular phones, laptops, personal digital assistants, navigation systems, and portable digital audio and video players have been shown to distract drivers and can increase the risk of motor vehicle accidents. To help reduce the possibility of vehicle accidents in connection with the use of mobile technology, the following will apply to anyone driving a company vehicle or their personal vehicle during working hours or on company business; 

- All employees who have a company vehicle
- Receive a vehicle allowance
- Use a company Speedway card, MasterCard for company vehicle or personal vehicle

- Receive a travel allowance when using company vehicle or their personal vehicle while                                                                            conducting company business; 

· Employees should comply with all federal, state and local laws and regulations regarding the use of mobile technology devices including cellular phones. (The Governors Highway Safety Association maintains a list of state and local restrictions on cellular phone use (www.ghsa.org)).   

· Use of hand held cellular phones while driving is strictly prohibited.

· Cellular phone calls using hands-free technology while driving should be brief, to minimize the impact of distractions. If there is a need for extended conversation, you are to find a safe location to park your car for the duration of the conversation. 

· Sending or reading text messages or e-mails, dialing cellular phones, viewing television, videos or DVDs and inputting data into laptop computers, personal digital assistants or navigation systems is strictly prohibited while driving. Driving is defined as any time you are behind the wheel of a vehicle and it is not parked. 

All employees who have a company vehicle, a company Speedway card, company MasterCard, receive a travel allowance, or use their personal vehicle for company business are required to provide the monthly statement for their personal cell phone usage.  If the employee does not agree to do this, they will lose the use of the company vehicle, truck allowance, and / or company Speedway and MasterCard’s. 

The usage records for company cell phones and personal cell phones will be reviewed. 

Any employee found to be texting while driving will lose their vehicle, company gas cards, 

and/or vehicle allowance for 10 days on the 1st offense. 

Capital Violations 

 Any driver who has one or more of the following violations while driving a company vehicle, receiving a gas allowance for personal use of their vehicle or issued a company gas card will lose use of the company vehicle assigned to them, lose vehicle allowance and company gas card immediately and will be subject to possible termination:
· Driving While Intoxicated

· Driving While Under the Influence of Drugs

· Negligent Homicide Arising out of the use of a Motor                                              
                     Vehicle (Gross Negligence)

· Using a Motor Vehicle for the commission of a Felony

· Aggravated Assault with a Motor Vehicle

· Operating a Motor Vehicle without the Owners Authority (Grand Theft)

· Speed Contest (Racing) or Speed in excess of 25 MPH over the limit.

· Hit and Run (Bodily Injury or Property Damage)

    Major Violations

         These are serious violations which indicate a disregard for public safety. 

· Driving with a suspension, revocation or administrative restriction

· Leaving the scene of an accident as defined by state laws

· Reckless operation

· Any combination of two or more moving violations, “At Fault Accidents”, or “Preventable Accidents”  within 12 months will result in loss of company vehicle, vehicle allowance and company gas cards and will be subject to possible termination. 

Minor Violations
Some common minor traffic offenses are speeding, turn signal violations, failure to control,                                                                                                                            failure to yield, marked lane violations. 

· Employee will be notified when we learn of the first offense.  

· Employee will receive a written notice from J&B Steel when they have received their second offense, warning them that if they are to have a 3rd offense within 3 years that they will lose the company truck that they have been assigned or the vehicle allowance they are receiving. 

With the second offense they will also be required to attend a Safe/Defensive Driving class.

· Third offense within 3 year period will result in loss of company vehicle, vehicle allowance and company gas cards and will be subject to possible termination.    

   The determination of the severity of the offense for purposes of the above rules is in the                                                                                                                   discretion of management.

  Management may, at its discretion, consider reinstatement of future vehicle use, vehicle   allowance or company gas card privileges only when the driver’s record has been cleared.
VEHICLE RENTAL FOR COMPANY BUSINESS
The above policy and authorization requirements apply to vehicles that are rented for company business.                                                                                                                                        
Speedway / MasterCard Policy

It is the policy of J&B Steel to provide a company gas card and a MasterCard to certain employees who are issued company vehicles or gas cards to certain employees who are required to use their personal vehicle to carry out their work related responsibilities. This policy is at the sole discretion of the president of the company. The vehicle is the property of the employee and the employee is responsible for the safe use and upkeep of the vehicle. 

The company credit / gas cards are issued for company related purchases. Personal charges made to the card or intentional misuse will result in discipline up to and including; loss of credit card, discharge, and criminal prosecution. Any personal charges made either accidentally or in the case of an emergency, must be communicated to HR and Controller by the end of the next business day the charge is made. 

All entertainment charges must be pre-approved by Toya Estes in advance. (Please see expense approval spread sheet.)
When meal purchases are made, the names of those attending, project name and nature of business (if over $75.00) is to be written on the receipt.  Gas purchases made with the MasterCard must have the odometer reading written on the receipt. When using the Speedway gas card you are to enter your odometer reading on the gas pump. It is not required that Speedway gas receipts be turned in. However, they should be kept for future reference if necessary. Purchases made for projects must have the job number on the receipt. 

A photo is to be taken of all receipts at the point of purchase and all information written on the 

receipt must be readable. The photo of the receipt is to be emailed to Kim Doyle at kdoyle@jbsteel.com the same day. 
Each month when the statement is received from Fifth Third Bank, Kim will match the receipts with the statement. If all receipts are accounted for then no further action is required. If there are missing receipts, the individual will be notified to provide the receipt or explanation of charges within 24 hours via email to Kim. 

In the event that an employee is involved in an accident while driving his/her own vehicle on company business, J&B Steel may be liable if you do not have insurance or if the loss exceeds your policy limits. Employees who have company gas cards are required to carry adequate limits of liability, with a $50,000 for property damage, combined single limit coverage of at least $300,000 and $100,000 / $300,000 for bodily injury. In the event the employee does not have the required limits there will be a meeting to discuss a time table to have the limits in place by a specified period of time. If the employee does not agree to this schedule or does not have coverage in place at the agreed upon time, the credit card (s) will be terminated. This applies to the MasterCard and Speedway cards. A copy of the declaration page of your personal automobile insurance policy must be provided to J&B Steel yearly on your renewal date. Any employee who is using a company supplied credit card to purchase fuel for their personal vehicle is considered to be using their personal vehicle for business use as it pertains to this policy. 

Motor Vehicle Records (MVR)

Motor vehicle records (MVR) will be ordered, quarterly, on all employees driving company vehicles, receiving vehicle allowance for use of personal vehicle, or having a company gas card.  The purpose for obtaining these records will be to determine if an employee has incurred violations on their driving record.
Capital Violations 

Any driver who has one or more of the following violations while driving a  company vehicle, receiving a gas allowance for personal use of their vehicle or issued a company gas card will lose use of the company vehicle assigned to them, lose vehicle allowance and company gas card immediately and will be subject to possible termination:

· Driving While Intoxicated

· Driving While Under the Influence of Drugs

· Negligent Homicide Arising out of the use of a Motor Vehicle (Gross Negligence)

· Using a Motor Vehicle for the commission of a Felony

· Aggravated Assault with a Motor Vehicle

· Operating a Motor Vehicle without the Owners Authority (Grand Theft)

· Speed Contest (Racing) or Speed in excess of 25 MPH over the limit.

· Hit and Run (Bodily Injury or Property Damage)

           Major Violations

These are serious violations which indicate a disregard for public safety. 

· Driving with a suspension, revocation or administrative restriction

· Leaving the scene of an accident as defined by state laws

· Reckless operation

· Any combination of two or more moving violations, “At Fault Accidents”, or “Preventable Accidents”  within 12 months will result in loss of company vehicle, vehicle allowance and company gas card and will be subject to possible termination. 

     Minor Violations

Some common minor traffic offenses are speeding, turn signal violations, failure to control, failure to yield, marked lane violations; 
·  Employee will be notified when we learn of the first offense. 

·  Employee will receive a written notice from J&B Steel when they have  

                            received their second offense, warning them that if they are to have a 3rd 



    offense within 3 years that they will lose the company truck that they have

                            been assigned or the vehicle allowance they are receiving.

      With the second offense they will also be required to attend a Safe/Defensive

       Driving class. 

· Third offense within 3 year period will result in loss of company vehicle,                                                                                                                                                                              vehicle allowance, and company gas cards and will be subject to possible termination.

The determination of the severity of the offense for purposes of the above rule is in the discretion of management. 

Management may, at its discretion, consider reinstatement of future company gas card privileges only when the driver’s record has been cleared.

Off Site Parking Policy

From time to time parking of personal vehicles on the job site may not be practical or allowed. In these cases J & B Steel will make every effort to assist employees by paying the parking cost or reimbursement under the following guidelines:

· During the job kick-off, J & B Steel will investigate any and all alternatives to minimize walking distance and address any safety concerns for off site parking.

· Street metered parking will not be considered an alternative due to the loss of time to make periodic money drops unless J & B Steel rents metered spaces for that purpose.


· J & B Steel will provide an alternate designated parking area.

· If walking from the alternate designated parking area is either prohibitive due to distance or due to safety concerns, J & B Steel will provide transportation from the alternate designated parking area to the job site.

· If there is a parking fee for the alternate designated parking area, J & B Steel will either provide parking passes or will reimburse employees for parking in the alternate designated parking area.

· Unless prior approval is given by Project Managers or HR, J & B Steel will not reimburse for parking other than in the alternate designated parking area.

· Any employee required to make periodic site visits, i.e. project managers, accounting, etc., will be entitled to reimbursement for parking fees.

· Reimbursement will be on a weekly basis for field employees and on a monthly basis for project managers or officer personnel and all receipts must be submitted for reimbursement.

· J&B Steel will not reimburse any employee for parking tickets or fines, when that employee was not obeying the law. 

Exceptional Standards 

 
Rules of Conduct 

One of the goals of J&B Steel is to provide a safe and professional environment on our projects for our employees.  As a result there are certain actions which may result in discipline, up to, and including termination. In order to avoid such a severe consequence, follow simple common-sense guidelines and avoid conduct such as, but not limited to, the following:

· Theft from the Company or its employees.

· Mishandling of Company monies or equipment.

· Deliberate falsification of Company records and/or providing false information to obtain employment.

· Refusal to follow a direct order.

· Selling, using, possession, sample tampering, or being under the influence of drugs or intoxicants (See Substance Abuse Policy).

· Immoral conduct.

· Discrimination and sexual harassment.

· Assault / battery.

· Dishonesty or making false statements.

· Insubordination.

· Gross negligence.

· Conduct or action which interferes with or disrupts work.

· Violation of safety rules.

· Excessive tardiness.

· Excessive absenteeism.

· Having a weapon on Company premises. Premises include jobsite, designated parking area, in a Company vehicle, and personal vehicles driven to work.

· Threatening, coercing, intimidating or interfering with an employee.

· Engaging in horseplay.

 SEQ CHAPTER \h \r 1Drug and Alcohol Free Workplace Policy

J & B Steel (the "Company") is committed to providing a safe working environment that is free from the presence and effect of drugs and alcohol.  The purpose of the following program is to establish and maintain a drug free, alcohol free, safe, healthy work environment for all of our employees.  All tests are for the sole purpose of drug and alcohol screening and can not be used for any other screening or identifying medical information about the employee.

Abuse of prescription drugs, alcohol and or use of illegal drugs is a danger to employee health and safety.  Our employees work on scaffolding, ladders, and elevated structures.  They often carry heavy loads and work at high elevations.  All employees must be alert at all times.  Drugs and alcohol can interfere with quick thinking, productivity, effectiveness on the job, and attendance.  We believe the best way to ensure all employees are safe from the hazards associated with individual and co-worker drug or alcohol abuse is to test employees for these substances.  

For these reasons, we are giving notice that no employee of J & B Steel should use or be under the influence of drugs while on the job, on Company business, or on work premises.  ("Under the influence" means having a measurable level of the substance in one’s system).  No employee should abuse alcohol or be under its influence while on the job.  Of course, the possession, transportation, promotion, distribution, manufacture, or sale of drugs or alcohol by anyone while on the job, on company business, or on work premises is absolutely prohibited. 

"Drugs" means any drug, medication or controlled substance other than one that is being used in accordance with a lawful prescription or over-the-counter medicine that is being used in accordance with the manufacturer’s instructions.  It also includes any other substance which is inhaled, ingested, injected or otherwise used or consumed contrary to the manufacturer’s instructions or the intended use of the product.

J & B Steel’s Drug and Alcohol Workplace Policy is a living document. The Company reserves the right to review the program and shall have the authority to make changes in the program to improve and assure that it is up to date with I.M.P.A.C.T. policy changes and/or new regulations and current practices.

Drug and Alcohol Testing

The Company will perform drug or alcohol testing as follows:

Pre-Employment/New-Hire Testing 

All applicants to whom an offer of employment is made will be required to sign the attached Consent for Alcohol and Drug Tests form.  The offer of employment is conditioned on signing this form.  If an applicant refuses to sign the consent form, the employment offer will be withdrawn. New hire employees will have 90 days to take an alcohol and drug test at a medical facility designated by I.M.P.A.C.T. / J & B Steel.

Job Site Specific
Some customers may require that all employees be tested before being allowed on those job sites.

Reasonable Suspicion 

A test may be administered in the event a trained supervisor has a reasonable cause to believe that the employee has reported to work under the influence, or has been under the influence while on the job; or has violated this drug policy.  During the process of establishing reasonable cause for testing, the employee has the right to request his or her on-site union representative to be present.  If on-site representation is not available, all effort will be made to contact representation from the employee’s union if applicable.

Random Testing For State Administered Projects
Employees are subject to random drug and alcohol testing on State Administered Projects.  Random testing is made without advanced notice and is based on an equal probability of selection for all employees subject to random testing.  Employees will be randomly selected for drug and alcohol testing through the use of a CGST (Computer Generated Selection Testing) number generator or other neutral selection process.  Employees will be selected for testing by a third party agency.  Third Party Administrator will test a minimum of 5% of the employees on those projects annually. Employees selected will have five (5) days to report for testing to a Company approved testing facility.  Employees may report for testing during working hours and will be compensated for the time spent taking the test.  

Post-Accident/Incident 

Within four (4) hours of an on the job accident, referral to an outside medical facility or an incident as previously defined; a drug and alcohol test will be administered to any employee involved in the accident or incident. This includes accidents involving any company-owned vehicle or equipment even while not on company premises or job site.  Transportation will be provided for reasonable suspicion and post-accident testing.

Follow-Up Testing
Testing may be required as part of a follow-up to counseling or rehabilitation for substance abuse.  Employees returning to work after successfully completing a rehabilitation program will be subject to up to four (4) drug/alcohol tests without prior notice or as may be recommended by the testing medical health professional during the first twelve (12) months after returning to work. Refusal to take the test or a positive test will result in disciplinary action up to and including discharge.

Annually

Testing will be conducted on an annual basis in which all office staff employees are required to participate.  Union employees are tested per the requirements of the IMPACT Program.

If an ironworker’s drug card has expired Makiah Estes will send a text or email notice to them with the testing facilities contact information on Tuesdays. The ironworker will have 48 hours to have a test and email a picture of the receipt of the test to mestes@jbsteel.com. If this is not done within the 48 hours, it will be reported to Toya Estes on Friday morning.

Monthly / Quarterly Randoms

Testing will be conducted on a monthly basis in which all office staff employees and jobsites are randomly selected using the CGST (Computer Generated Selection Testing) number generator or other neutral selection process and are required to participate.

Consent
Each employee to be tested will be required to sign a consent and chain of custody form, assuring proper documentation and accuracy.

Testing Labs
Drug testing will be conducted by an independent Substance Abuse and Mental Health Services Administration (SAMHSA) certified laboratory.  The testing may consist of blood, breath, or urine tests, as required.  In the case of a positive test result, the employee shall have the opportunity to contest the result by having an appropriate portion of the split sample retested at a SAMHSA certified laboratory selected by the employee.

Medical Review Officer (MRO)

A Medical Review Officer is a licensed physician who holds an MRO certification with knowledge of substance abuse disorders. The MRO shall:

· Review and verify a laboratory positive test result.

· Provide the tested individual with an opportunity to discuss the reasons why their test result might be positive.

· Review the individual’s medical record as provided by or at the arrangement of the tested individual as appropriate.

· Confirm the laboratory result.

· Notify the Third Party Administrator (TPA) of all test results, positive and negative.

All records of test reviewed by the MRO and supporting documents will be forwarded to and maintained by the TPA.

Testing Procedures:

· All samples for testing will be taken by appropriately qualified personnel (e.g. medical personnel for drawing blood.)

· To the greatest extent possible, the privacy of the employee will be preserved while the sample(s) to be tested are taken.  However, some precautions will help to ensure that pure specimens are obtained.

· The initial Pre-Employment/New Hire test will be by immunoassay and require gas chromatography/mass spectrometry (GC/MS) for confirmation.

· Reports shall be made in writing and sent to the single person designated by J & B Steel and designated by the union if applicable.  In the case of urine testing, only those specimens which showed positive results on both the initial screening and the confirmatory test shall be reposted as positive, pending MRO review and verification.  The completed chain of custody form shall accompany any positive report, and copies of analytical reports shall be available to the employee, to J & B Steel, and to the designated union representative.

· Samples shall be properly stored at all times. All reported as positive will be stored frozen for at least 365 days. If J & B Steel or the employee requests, the sample shall be stored for a longer period.

· All handling and transportation of each specimen will be properly documented through strict chain of custody procedures.

Request for Re-analysis

In the case of “positive” results of any test, the participant, at his/her own expense and paid for in advance, shall have the right to have the original Split Specimen “B” sample independently reanalyzed by a laboratory of their choice within 72 hours. The laboratory must meet the qualifications as stated in the policy.

If the independent reanalysis is “negative”, the participant will be reimbursed for the cost of the independent test and any lost wages by IMPACT.

If the independent reanalysis is “positive”, the participant will be notified by the MRO, and will be required to comply with the rehabilitation requirements. All expenses related to the reanalysis of the original sample and any lost wages will be forfeited.

The participant shall have the right to secure a copy of all data relating to the test procedures and results, providing the costs of the same are paid in advance to the initial testing laboratory by the participant.

Confidentiality
All parties to this policy and program have only the interests of our employees in mind. Therefore, we encourage any employee with a substance abuse problem to come forward and voluntarily accept assistance in dealing with the illness. An employee assistance program will provide guidance and direction for the employee during the employee’s recovery period. If the employee volunteers for help, I.M.P.A.C.T. / J&B Steel will make every reasonable effort to return the employee to work upon recovery. I.M.P.A.C.T. / J&B Steel will also take action to assure that the employee’s illness is handled in a confidential manner. All actions taken under this policy and program will be strictly confidential and disclosed only to those with a "need to know." We ask that no employee ever mention another person by name even when discussing examples of drug or alcohol abuse.
Rules - Disciplinary Actions — Grievance Procedures
1) Rules — All employees must report to work in a physical condition that will enable them to perform their jobs in a safe and efficient manner. Employees shall not:

· Use, possess, dispense or receive prohibited substances on or at the job site; or

· Report to work while under the influence of a prohibited substance.

2) Discipline — When the company has reasonable cause to believe an employee is under the influence of a prohibited substance, for reasons of safety, the employee may be suspended until test results are available. If no test results are received after three (3) working days, the employee, if available, shall be returned to work. If the test results prove negative, the employee shall be reinstated with back pay. In other cases:

· Individuals testing positive for drug and/or alcohol use under this policy may be subject to discipline as provided by subsection e) or as required by the customer or facility owner.

· Employees will be required to cooperate with testing procedures and to sign the required consent and chain of custody forms as a condition of continued employment or otherwise will be terminated.

· Employees found in possession of drugs on the work site may be subject to discipline as provided by subsection e) of this section.

· Employees found to be under the influence of a prohibited substance, including alcohol, while on duty or operating a company vehicle shall be subject to discipline as provided by subsection e) of this section.

· The following stages of discipline shall be imposed:

· On the first violation of this policy, the employee will be ineligible from working for a minimum of 30 days, without pay. To be eligible to return to work, the employee must be evaluated by a substance abuse professional, provide written proof of successfully completing a medically recognized rehabilitation program and submit a negative return to duty drug screen. The employee will be subject to a minimum of four (4) accelerated random tests for a period of one year as a condition of further employment. Frequency of the accelerated random testing is to be determined by the EAP. 

· On the second violation of this policy, (does not apply if on the Second Chance Agreement for the first violation) the employee shall be suspended for a minimum of (90) days without pay. To be eligible to return to work, the employee must be evaluated by a substance abuse professional, provide written proof of successfully completing a medically recognized rehabilitation program and submit a negative return to duty drug screen. The employee will be subject to a minimum of four (4) accelerated random tests for a period of one year as a condition of further employment. Frequency of the accelerated random testing is to be determined by the EAP.

· On the third violation of this policy, the employee shall be terminated for a minimum of one year. To be eligible to return to work, the employee must be evaluated by a substance abuse professional, provide written proof of successfully completing a medically recognized rehabilitation program and submit a negative return to duty drug screen. The employee will be subject to a minimum of four (4) accelerated random tests for a period of one year as a condition of further employment. Frequency of the accelerated random testing is to be determined by the EAP.

· For any occurrence greater than a third occurrence, there is an additional 1-year suspension per violation, in addition to the sanctions listed above.

· The employee’s violation status will revert back to first violation following 36 consecutive months with a negative drug screen, providing the employee is continually working for I.M.P.A.C.T. / J&B Steel.

· Any sale and or distribution of a prohibited substance on Company property, premises or jobsites is grounds for immediate termination.

· All aspects of this policy and program will be subject to the grievance procedure of the applicable collective bargaining agreements.

Employer Notifications

Prescription and OTC Drugs

Everyone from time to time will have the need to take either a prescribed medication or an over- the-counter medication. Due to the sensitive working conditions that our employees are placed in, it is required that all employees be responsible to find out the drug's limitations. If the medication has a WARNING label stating not to operate heavy machinery or motor vehicles or that it will/may cause drowsiness, then the employee MUST notify the direct supervisor prior to entering the jobsite that the employee is working and that such medication has been prescribed. All efforts will be made to adjust the employee’s duties for the time frame as needed.

Be aware that misuse of a prescribed medication can lead to a positive drug test result. If an employee takes more than the prescribed dosage of medication, the test can be counted as positive. If an employee takes someone else's prescription, the medicine was not prescribed or intended for that employee’s use, therefore the test will counted as positive and such action is by law, illegal.

POSSESSION OR SALE OF DRUGS: SEARCH POLICY

The objective of a search is to deter the use, possession, or sale of illegal drugs and alcoholic beverages in order to provide the safest and most productive work environment.  It does not imply suspicion of wrong-doing by anyone.

The company reserves the right to carry out a reasonable search of individuals, their personal effects, or property—when entering work premises, while on work premises, or when leaving work premises.  Such a search may be initiated by the company without prior announcement, at any time, for any reason.     

Such a search may be conducted using management personnel, federal or local law enforcement officers, or private security.

An employee’s consent to a search is a condition of employment.  The employee’s refusal to consent will result in disciplinary action, up to and including termination, even for a first refusal.

NOTICE OF DRUG AND ALCOHOL EMPLOYEE NOTIFICATION REQUIREMENTS    

Due to insurance requirements, to meet the needs of our overall drug free program, and to comply with contractor demands, henceforth:

· Each employee is required immediately to notify the corporate office when he/she is convicted of any drug crime. 

· Employees who drive company vehicles must immediately notify the corporate office of any D.U.I conviction.

Rehabilitation and Employee Assistance Program
Employees are encouraged to seek help for a drug or alcohol problem before it deteriorates into a disciplinary matter.  If an employee voluntarily notifies supervision that he or she may have a substance abuse problem, the company and or union will assist in locating a suitable employee assistance program for the treatment, and will counsel the employee regarding medical benefits available under the company or union health and welfare insurance program. 

 If the treatment necessitates time away from work, I.M.P.A.C.T. /  J&B Steel shall provide the employee an unpaid leave of absence for purposes of participation in an agreed upon treatment program.  An employee who successfully completes a rehabilitation program and provides a negative substance abuse test shall be reinstated to his or her former employment status, if work for which he/she is qualified is available.

Notification        
All new hires and current employees will be informed of the policy.  All individuals will be required to sign a form indicating their consent to the terms of this policy and testing procedure as a condition of employment.  That form is attached to and is a part of this policy.  This policy will be reviewed periodically and all employees and the respective unions will receive updated policies if needed.  J&B Steel would prefer that union representatives be included in the review and updates, and would extend an invitation to form a committee that would be comprised of equal representation from the unions and management.

Employer and Employee Training
J&B Steel training programs will meet the requirements of the Ohio Bureau of Workers Compensation Drug Free Workplace (BWC-DFWP) initiative.  All J&B Steel employees will attend training annually.

A. Supervisor Training: (1 hour annually)

Training Program Goals:

· Report the current drug and alcohol abuse trends as they pertain to the construction industry.

· Outline policies and procedures.

· Identify the classes of drugs of abuse and provide information about the physical and or behavioral signs of an individual under the influence.

· List the appropriate steps for a supervisor to follow if suspicious of a worker being under the influence.

· Identify at least two resources that J&B Steel or the union can refer to for assistance in resolving a substance abuse problem.

Program Outline:

· The Importance of Substance Abuse Training for Job Site Supervisors

· DFWP Supervisory Responsibilities

· Facts About Drug and Alcohol Testing

· Taking Action

· Referral to Assistance

B. Employee Training: (1 hour annually for new, 1 hour annually for refresher)

Program Goals: At the end of the training sessions, participants should be able to:
· Report circumstances under which a worker may be subject to drug or alcohol testing under this policy.

· Identify conduct prohibited under this policy.

· Explain the difference between tolerance, psychological dependence, and physical dependence (addiction).

· Identify the classes of drugs of abuse and provide a general description of the impact and health effects of each.

· Identify at least two resources available to workers to resolve a substance abuse problem.

Drug Free Workplace Program Administrator – Roles and Responsibilities

The Drug Free Workplace Program Administrator (DFWPA) is the Company’s representative for the following areas:

· Coordination and scheduling of drug and alcohol testing.

· Primary contact for test results for the Company.

· Maintaining files and confidentiality of files with test results.

· Responsible for updating policy and notification of changes. 

· Coordination and scheduling of employee education.

Impact Drug Testing

The union is responsible for training field ironworkers for their required 2 hours (field) and 4 hours (supervisor) yearly Bureau of Workers Comp training.  

The Union is responsible for compensation to the ironworkers for this time. 

Definitions

· Company Premises – Includes all property, facilities, land, building, structures, automobiles, trucks and other vehicles owned, leased or used by the company.  Construction job sites for which J & B Steel has responsibility are included.

· Prohibited Substances – Prohibited substances include illegal drugs (including controlled substances, look alike drugs and designer drugs) and alcoholic beverages in the possession of or being used by an employee on the job.

· Employee – Individuals, who perform work for J & B Steel including, but not limited to management, supervision, estimating, administrative, clerical, warehouse, delivery, and craft workers.

· Accident - Any event resulting in injury to a person or property to which an employee contributed as a direct or indirect cause.  During the conduct of employers business, working hours, which involves employer-supplier motor vehicles that results in bodily injury requiring off-site medical attention away from the employer’s place of employment and/or vehicular/non-vehicular damage in apparent excess of $1,000. 

· Incident – An event which has all the attributes of an accident, except that no harm was caused to person or property.

· Reasonable Cause – Reasonable cause shall be defined as excessive absenteeism or tardiness, slurred speech, alcohol smell, and or erratic behavior such as noticeable imbalance, incoherence and disorientation.

· Retest – Testing required to reenter the workforce after positive test and proper procedural steps have been taken.  A retest may be requested by an employee within 72 hours of receiving a positive test result.  This test is taken at the expense of the employee.

· Re-analyze – A challenge of a positive test can be requested. Split sample of the original test can be examined by a certified laboratory of the employee’s choice.  If the re-analysis confirms the positive test, the employee must pay for the analysis.

· Computer Generated Selection Testing (CGST) – Third party administrator will select participant to be tested through a computer generated selection process.

· CGST Testing Pool – All employees (labor and management) will be subject to the CGST selection.

· Split Sample – Sample taken at the collection site will be separated into two samples.  Both samples will be appropriately marked with the employee’s identification.

· Positive Drug Test – A test which exceeds the cut-off limits within the established guidelines developed by the U.S. Department of Health and Human Services or one that is tampered with in any way (adulterated specimen).

· Negative Drug Test – A test acceptable for employment.

· Adulterated Specimen – A urine screening which has been tampered with to cover the true results.

· Diluted Samples – J & B Steel will follow guidelines for diluted samples set by the Federal Government.

· Collection Facility/Site – Approved location where participants can provide a specimen for testing.

· Substance Abuse and Mental Health Services Administration – SAMSHA.

· Gas Chromatography/Mass Spectrometry – GC/MS.

· Medical Review Officer – MRO.

· Under the Influence of a Prohibited Substance – As used by this policy means the following:

1) Alcohol – Blood or Breath alcohol level of .04 or higher.

i. Other Prohibited Substances – Positive results based on the following thresholds for urine split sample testing:
 Drug


Initial Screen

Confirmatory Test

· Marijuana


50 ng/ml

15 ng/ml

· Cocaine


300 ng/ml

150 ng/ml

· Opiates


2000 ng/ml

2000 ng/ml

· Phencyclidine

25 ng/ml

25 ng/ml

· Amphetamines

1000 ng/ml

500 ng/ml

· Barbiturates

300 ng/ml

200 ng/ml

· Benzodiazepines

300 ng/ml

300 ng/ml

· Methadone


300 ng/ml

300 ng/ml

· Methaqualone

300 ng/ml

300 ng/ml

· Propoxyphene

300 ng/ml

300 ng/ml

· Levels for other prohibited substances shall be in accord with accepted GC/MS quantitative procedures as recommended by the Federal Government Standards.

The effects of drugs can linger and fester.  Even off-duty drug use can result in positive test results and interfere with coordination, thinking and reactions on the job.  Employees with any kind of drug or alcohol problem are encouraged to voluntarily seek help with any drug or alcohol problem they may have before a violation of this policy occurs.

CONSENT FOR ALCOHOL AND DRUG TESTS
I hereby consent and agree to give specimens of my body fluids (*) at a medical facility designated by the company for transmittal and testing by an approved testing laboratory.

It is my understanding that body fluids (*) specimens will be tested to detect the presence of alcohol and or drugs in my body.

I agree and consent to provide specimens of my body fluid (as listed below) for testing to discover the presence of alcohol and or drugs.

This consent applies to the following types of tests:

· Random Testing on State Administered Projects

· Job Site Specific

· Pre-Employment/New Hire Testing

· Random Monthly Testing

· Reasonable Suspicion Testing

· Workplace Accident/Incident Testing

· Follow-Up Rehabilitation Testing

It is agreed that upon request I will be furnished results of tests performed on my body fluid (*) specimen by the testing laboratory.  The testing laboratory is only authorized to confirm, to J&B Steel and designated union representative if applicable.

(*) Body fluids tests will normally utilize urine specimens, breath and blood specimens.  Tests which entail the withdrawal of blood by a qualified medical person may be exercised in situations involving an injury accident where I am rendered unconscious and unable to provide a urine specimen, and I agree and consent to such a test under those circumstances.

I acknowledge that I have read, understand and have received a copy of the policy.  Furthermore, I understand that refusal to submit to the alcohol and drug screening test will constitute voluntary withdrawal of my application for employment; if already employed, refusal to submit to such testing will be considered a positive test and will result in the appropriate level of disciplinary action as specified by the policy.

Equal Employment Opportunity Policy
It is the policy of J & B Steel Erectors, Inc. to take affirmative action to assure equal employment opportunity to all qualified persons, without regard to race, color, religion, sex, national origin, age, disability or veteran status.

This includes, but is not limited to, the following:

· Hiring, placement, upgrading, transfer, demotion or promotion

· Recruitment, advertising or solicitation for employment

· Treatment during employment

· Rates of pay or other forms of compensation

· Selection for training, including apprenticeship

· Layoff or termination

It is the policy of this company to achieve and maintain full compliance with all applicable statutes, regulations and executive orders on equal employment opportunity and affirmative action.

Any employee judged to be in willful and deliberate noncompliance with the Company’s equal employment opportunity policy will be subject to disciplinary action up to and including termination.

Any person who wishes to talk about a question or problem related to the Company’s equal employment opportunity policy may contact the Company’s Equal Employment Opportunity Officer.


Harassment Free Workplace Policy

J&B Steel Erectors, Inc. is committed to maintaining a work environment that is free of discrimination. We will not tolerate any form of harassment or unlawful discrimination against our employees by anyone, including managers, supervisors, other employees, vendors, residents or others. This policy prohibits harassment or similar inappropriate conduct regardless of whether the conduct is a violation of the law. 

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based upon a person’s protected status, such as sex, race, religion, national origin, age, disability or other protected groups status. Harassment includes conduct that demeans or shows hostility or aversion toward an individual because of his or her protected status or that of his or her relatives, friends, or associates. 

Sexual harassment deserves special mention. Unwelcome sexual advances, requests for sexual favors, and other physical, verbal or visual conduct based on sex may constitute sexual harassment. This conduct is unlawful when (1) submission to the conduct is an explicit or implicit term or condition of employment; (2) submission to or rejection of the conduct is used as the basis for an employment decision, or (3) the conduct has the purpose or effect of unreasonably interfering with a person’s work performance or creating an intimidating, hostile or offensive work environment.

Sexual harassment in violation of this policy may include; sexually-oriented verbal “kidding”, “ teasing” or jokes; foul or obscene language or gestures; displays of foul or obscene printed or visual material, physical contact such as patting, pinching or brushing against another’s body, and demands for sexual favors. While such conduct often can be unlawful sexual harassment only if it is both unwelcome and either severe or pervasive, J&B Steel nonetheless discourages any such conduct in the workplace, regardless of the circumstances and regardless of whether it is unlawful. Good judgement should prevail.

All reports and complaints will be promptly investigated and there will be no retaliation for making a report or for cooperating with an investigation. J&B Steel will keep complaints and the result of its investigation confidential to the extent practicable. 

If an investigation confirms that a violation of this policy has occurred, appropriate corrective action, including discipline, will be taken. J&B Steel may impose discipline for conduct which it finds to be inappropriate, without regard to whether the conduct constitutes a violation of the law. 

All employees should understand the importance of informing an individual whenever his or her behavior is unwelcome, offensive or inappropriate. If you feel that you have experienced or witnessed discrimination or harassment, you are to immediately notify:

Finnis Bonner
J&B Steel Erectors, Inc

9430 Sutton Place

Hamilton, OH  45011

513-874-1722 

Violence in the Workplace

The safety and security of all J&B Steel employees is of primary importance. Threats, threatening and abusive behavior, or acts of violence against employees, visitors, customers or other individuals by anyone on J&B Steel property, or any jobsite that J&B Steel is working on, will not be tolerated. Violations of this policy will lead to accelerated disciplinary action, not corrective action, up to and including termination and/or referral to appropriate law enforcement agencies for arrest and prosecution.  J&B Steel can and will take necessary legal action to protect its employees, customers and property. 

Any person who makes threats, exhibits threatening behavior or engages in violent acts on company premises shall be removed from the premises as quickly as safety permits and shall remain off company premises pending the outcome of the investigation. Following investigation, J&B Steel will initiate an immediate and appropriate response. This response may include, but is not limited to, suspension and/or termination of employment, any business relationship, reassignment of job duties, and /or criminal prosecution of the person or persons involved. 

All employees are responsible for notifying their immediate supervisor of any threats that they witness or receive or that they are told another person witnessed or received. Even without a specific threat, all employees should report any behavior that they witnessed that they regard as potentially threatening or violent or which could endanger the health or safety of an employee when the behavior has been carried out on a company- controlled site or is connected to company employment or company business. Employees are responsible for making this report regardless of the relationship between the individual who initiated the threatening behavior and the person or persons being threatened. J&B Steel understands the sensitivity of the information requested and has developed confidentiality procedures that recognize and respect the privacy of the reporting employee. 

Smoke and Tobacco Free Workplace

November 7, 2006, a law was passed in the State of Ohio, making all public facilities smoke free environments. Beginning December 7, 2006, in compliance with Ohio Revised Code § 3794, J & B Steel will be a Smoke Free Workplace.

There will be NO SMOKING in company vehicles (during working hours or on personal time) or within 50’ of any entrance or exit of the office, trailer or warehouse. On jobsites that permit smoking, the Owner, General Contractor and / or J & B Steel will determine an authorized location where smoking will be permitted. The General Foreman or Foreman will be responsible for informing their work force of the proper location where smoking is permitted.

On January 1, 2007, J & B Steel became a Tobacco Free Workplace. Tobacco use is PROHIBITED anywhere on company premises, in company vehicles and on any jobsite. 

If a Team Member needs assistance in complying with this policy they should contact HR, Kim Doyle or Toya Estes.

This policy applies equally to all employees, customers and visitors.  Violators of this policy will be subject to disciplinary action up to and including termination. 

Training Compensation

(Approved by Toya Estes, 1/18/2016)
J&B Steel regards training as a vital part of each team member’s employment and we are committed to becoming more efficient and innovative.  Training increases an employee’s skill level with respect to job duties and increases opportunity for advancement.  Skilled employees enhance the image of J&B Steel and help promote us in the industry.   As a skilled team, we will be more aware and more able to respond to safety issues.  

J&B Steel will conduct trainings throughout the year and employees will be made aware when attendance is mandatory.   

Mandatory Training (Compensation will be full wage and full fringe) 

· Kickoffs

· GF meetings

· Project meetings

· Specific project training

· Specific job related shop work – building bridge stands, hauling supplies

Optional Training (Compensation will be $30/hour, no fringe)

· Takeoffs

· Offsite training (for example, safety or ILS).

· In house training with Nick
Our goal is at J & B Steel is to always be Safer, Better and Faster!

  

Equipment and Tool Policy

· All equipment and tools should be treated as if you owned it yourself.

· A list will be maintained of all equipment and or tools assigned to each employee.

· Any damages to equipment or tools, including items lost or stolen, will be noted in the employee’s permanent record.

· If replacement equipment or tools are requested, the damaged items must be turned in, unless of course, they were lost or stolen.

· Any specialized equipment or tools that are job specific will be noted as part of the job kickoff and approved by the PM.

· Any special equipment or tool needs will be made to the PM or Finnis Bonner at least 4 days in advance on a load sheet.

· Any outside rentals need to be approved by the PM.  Ordering rentals and coordinating deliveries will only be done by Finnis Bonner.
· Broken equipment and tools must be red tagged and returned to the warehouse for repair as soon as possible.

· Any lost, stolen or damaged tools or equipment must be reported to Finnis Bonner immediately.

· All tools and equipment must be returned to the warehouse when you are finished using them.

· Last day worked – Load Out must be communicated to Finnis Bonner so arrangements can be made to pick up our equipment.

Intentional abuse or damages to tools or equipment will result in disciplinary action up to and including discharge.

Policy for Scheduled Events

J&B Steel encourages participation in outings scheduled for fun and team building opportunities.

Company events will be scheduled in advance to allow all employees attending to plan ahead. Company sponsored events may be team members only, team member and guest or team member and family. When we send out the initial invitation, it will specify who is included, the date of the event, cost if applicable and cancellation policy. 

Typically there are cancellation policies either established by J&B or by the facilities that we are using.  These will vary depending on the activity. We will specify in the initial invitation what the cancellation policy will be for that event.  If cancellations are received after that deadline date and J&B Steel is held responsible for cancellation costs due to late cancellations, that cost is the team member’s responsibility.  This will be reimbursed to J&B via a payroll deduction.  The cancellation fee would be waived for anyone with proof of a personal or immediate family medical emergency. 

If the event is cancelled due to weather or other unforeseen circumstances, we will communicate the change via email or text to all participants as soon as possible.

Safety

JOB SAFETY RULES AND REGULATIONS

It is the policy of J & B Steel Erectors, Inc. to perform all work using procedures that assure foremost consideration for the safety of our personnel and all others affected in any way by our operations.  Each project foreman is responsible for safety on his/her project.
In addition to complying with the General Safety Requirements of Title 29, Code of Federal Regulations, Part 1926 (Occupational Safety and Health Act), and the Specific Safety Requirements of the Industrial Commission of Ohio (IC-3), the following J & B Steel Erectors, Inc. rules are stated for particular emphasis.
Disciplinary Procedure for Safety Policy Violations
All violations need to be recorded in writing and faxed to the office for cataloging.  A series of points will be given for violations which will expire, (based on a rolling 6 month calendar), 1 (one) point at a time.
Worker:
Violation #

Point

Consequences



      1


   1

1 point – verbal/written warning


                  2


   1 

2 points – 8 hour in office training



      3         

   1 

3 points – termination  
Three (3) points in 6 months will force immediate termination.  Each point will be reduced from your total after 6 months.


Foreman: 

Foreman and/or General Foreman will be penalized ¼ point for any iron worker found not tied off, (by safety representative, project manager or client safety representative), along with the offender.

General      

· For any work above 6”, employees will be tied off 100% of time, except for work on 

· Scissors lift or scaffolding - all employees shall be given frequent accident prevention instructions.

· Hardhats are mandatory on all worksites.  Eye, face, hearing and respiratory protection must be used when and where a hazard is present.  When in doubt use (PPE) personal protective equipment.

· Fighting, horseplay, scuffling or other acts, which tend to have an adverse influence on the safety or well being of employees, are prohibited and those responsible for such antics are subject to disciplinary action up to and including, termination.

· No one is expected to take unnecessary chances or to work without proper safeguards.

· All injuries, no matter how minor, must be reported and treated at once.  Proper forms will be completed and signed.

· If you are not thoroughly certain as to how to perform a given job, ask your foreman or General Foreman.

· An OSHA approved hard hat must be worn at all times to protect your head from falling objects and tools.  Be sure that the hatband is in good condition.

· Suitable eye protection must be worn when working with any solution known to be hazardous to the eyes.   Safety glasses are required when performing any operation, which might result in small particles being thrown into the eyes.  OSHA approved eye protection must be worn during welding or cutting operations.

· Always lift correctly.  Use your legs to take the strain, not your back.  Bend legs, keeping back straight.  Hold the object firmly and closely to your body, and then lift using leg muscles, not the weaker back muscles.  Lift slowly and do not jerk or twist.  Never lift while in an awkward position.  Set the object down in the same manner without putting strain on the back.

· Be certain all safeguards are in place on machinery and report any defective or unsafe equipment to your foreman immediately.

· Practice good housekeeping – wipe up spilled oil and grease, clean away trash, etc.

· Containers shall be provided in the work, lunch and break areas for the collection of trash. 

· Keep your tools in good condition.  Return all tools to their proper places.

· Never use a tool for any job other than the one it was designed to perform.

· Gambling or card playing within company work areas is prohibited.

· J & B workers shall obey signs, signals, and barricades installed to protect from hazards.  Do not remove or ignore warnings of danger.  Signs or barricades will be installed to warn employees of other contractors when overhead work is in progress.  Work clear of suspended loads.

· Work clear of suspended loads.  If a load is moved above where you’re are working or walking, stand clear until it has passed by.

· Riding material hoists, crane loads, headache ball, or the hook is not permitted.

· Never leave a floor opening unprotected or uncovered.  Provide a cover or guardrail.  If covers or guardrails must be temporarily removed, they should be replaced as soon as possible in the proper manner.

· Remove, cut off or hammer down protruding nails, staples, etc.  Puncture wounds are “widow makers” if not properly cared for.

· Unless you have been taught how to operate a machine, stay away from it.

· When you find it necessary to leave the machine, to which you are assigned, shut it down.

· Keep your fingers, hands and feet out of pinch points.

· Turn engines off before fueling, oiling or cleaning.  Never attempt to make repairs or adjustments while the machine is running.

· Compressed air tools or hose nozzles shall never be pointed at persons.

· Loads on trucks, trailers, etc. should be safely secured before being moved.

· Climbing or descending ladders with anything in your hands is prohibited.  Use a hand line.  Be sure that ladders are properly secured and extend at least 3’ beyond the level to which you are climbing.

· Indiscriminate throwing of materials from scaffolds or other high places will not be permitted.

· Unless it is a part of your regular work, do not attempt to repair or adjust any electrical equipment.

· Ground wires leading from electrical apparatus must not be disconnected or broken.

· Hitchhiking rides on dozers, backhoes, truck running boards, etc. is prohibited.

· Weapons are prohibited on J & B worksites, shops, and offices and in vehicles.  Guns and explosives are prohibited, without exception. Exception:  A pocketknife may be carried provided the blade is four-inches (4”) long or less and the knife is not used as a weapon or in a threatening manner.

· Personnel operating company vehicles and field equipment which are equipped with seat belts shall wear seat belts at all times when the vehicles or equipment are in operation.

· J&B Steel is a Drug Free Workplace participant. J & B Steel prohibits the presence of drugs or alcohol in a person’s system while working.  Prescription drugs are included if the prescription carries any prohibitions.  The purpose of this policy is to protect all workers from exposure to hazards caused by someone under the influence. Testing for certain substances may occur.  See the Drug Free Workplace Policy for details.

Personal Protective Equipment

The following outline pertains to the issue of certain items of personal protective equipment.   Foremen are to make a hazard assessment of each task and assure proper, personal protective equipment is used by workers exposed to the hazard.  Some site-specific safety plans require the use of PPE above standard OSHA requirements.  Foremen to order and keep on hand, sufficient PPE for their crew.
· Hardhats – Every worksite is a hardhat area.  All workers will be required to wear hard hats at all times while working in the field.  This includes office workers and visitors when they go to the field. 

· Eye Protection - Eye or face protection is required as follows: 

· Safety glasses with side shields are to be worn in all construction areas where there is an eye injury hazard

· Goggles, welding shields, and face shields will be required at all times when engaged in operations such as welding, burning, grinding, chipping, handling chemicals, corrosive liquids, or molten materials, and drilling.  Full face shields, in addition to safety glasses, will be worn when using a cut off saw or grinder
· Feet and Toes - Hard soled work shoes must be worn at all times.

· Safety Vests - A yellow safety vest is required when working in and around vehicular traffic, any D.O.T. work, and when the G.C. requires it.
· Cutting and Welding Eye Protection - Burning goggles are required for all gas welding burning with a #3 density minimum.  Plastic cover plates will be on both sides of the filter lens.  Arc welding requires a welding helmet with proper filter lenses.
· Clothing – Requirements are as follows:
· Shirts with at least a 4” sleeve and long pants should be worn at all times.  
· Gloves are to be worn when working with sharp-rough or hot materials.  
· No tank tops, shorts, etc. are permitted.
· Full-body Harness – Full-body harnesses are required to be worn and tied off when working under the following conditions:  (Fall Restraints see Fall Protection Section)

· As required by a site specific safety plan

· While inside JLG

· Any scaffold with incomplete top handrail, end rail or decking 

· Elevated work above 6’ without handrails etc. protection 

· Every co-worker issued a safety harness is to be instructed by a qualified person the proper method of wearing, using, and securing.  Each harness must be inspected by a qualified person prior to use.  Fall protection training is essential

· While working above dangerous equipment at any height
· Hearing Protection - Hearing protection will be deemed necessary by work demands.  Rule of thumb to determine if hearing protection is needed:  
· If you cannot talk to another person in a normal voice, i.e. without raising your voice, hearing protection is needed.  

· The action level is 85 decibels hearing protection is mandatory at 90 decibels.  Ear plugs and ear muffs are available from the shop.
· Respiratory Protection - Items such as respirators will be maintained for issue when and where required.  Areas where dust is created by grinding or spray-painting treatments, etc. require the use of respirators by everyone in the affected area.  Read warning labels on all containers of hazardous materials.  Follow personal protective equipment requirements described for handling that item.

HOISTING REBAR
· Keep clear of moving loads.

· Use tag lines for controlling loads being hoisted.

· Work platforms and scaffolds must meet all safety requirements.

· Look where you step and be sure that what you step on is safe and secure.

· Never ride the ball or load.

· All unused floor openings must be covered or guarded by the G.C.

· Containers used to hold wall ties, column bands or other small bars should be 

secured to prevent accidental displacement aloft.

· Safety belts harnesses and lanyards must be used when other safeguards such as guardrails or nets are not in place, and when the fall is greater than 6 feet.

Cutting
Gas Cutting - The primary use of torch sets is for cutting. Check area for flammables before cutting. Have fire extinguisher at hand. Install anti flashback device in hose or torch. Keep gas cylinder and oxygen in upright position and secured from being knocked over. Use proper personal protective equipment (PPE). Inspect regulator, hoses and torch for missing parts or damage before using. Do not use anything but igniter to light torch. Respiratory protection needed when cutting or welding galvanized.
FALL PROTECTION

Use of Fall Arrest Equipment
Falls are the leading cause of fatal accidents and serious injuries on construction worksites.
The J & B Steel has a commitment to crewmembers and their families that we will successfully install rebar without injury.  Each and every crewmember has an important role in the J & B Steel safety process.

Thorough planning, innovative processes, safety equipment and strict adherence to mandatory safety requirements we will fulfill our commitments.  J & B Steel safety requirements go well beyond the basic OSHA requirements.  Fall protection demands that we be alert to fall hazards at all times, and vigilant in our safety process to prevent accidents.

Special emphasis on fall protection is not meant to minimize or ignore any other hazards that can result in injury on a construction worksite.  The J & B Steel Safety plan is a complete safety process for construction.
· Guardrails – 
· Wooden guardrails - When required, are not in J & B’s scope of work, therefore others must install them.  However, J & B crewmembers may be in areas where wood handrails are provided for fall protection and for that reason should be aware of the requirements.  The top rail must be 42” plus or minus 3” above the walking/working surface.  The top rail must be capable of supporting a force of 200 pounds without deflecting below 39” or breaking.  The mid-rail is located halfway between the top rail and the deck.  The toe board is to prevent tools or debris from striking workers below.  Support posts shall be no more than 8 feet apart for wooden guardrails.

· Wire Rope Rails - The height requirements for wire rope rails is similar to wood.  Wire rope is more difficult to see than wood therefore the top rail must be marked by flagging every 4 to 6 feet. Short pieces of caution tape can be attached to the top rail as flagging for visibility. Wire rope stretches with tension and temperature so it can be difficult to maintain the minimum height requirements.  This is especially true when the upright supports are the building columns and long spans exist between columns.  Turnbuckles or some other means of retightening is often needed to maintain enough tension to avoid excessive sag in the top and mid cables.  When items could be knocked off the edge or workers are passing below, a toe board is required. On metal decks the bent metal edge form may serve as a toe board when installed and until it is filled level with concrete. The thickness of the concrete to be placed on a deck must also be taken in to account when installing cable guardrail to insure the minimum height is maintained for protection.

· Personal Fall Arrest Systems - Consisting of three components:  a full body harness, a connecting device, (lanyard, etc.) and an acceptable anchor point.  This system shall be used when another means of fall protection is either infeasible or impractical.  The combined weight of a worker and his tools must not exceed 310 pounds unless the system is designed for the additional weight.  The use of a body belt for fall projection is  not allowed:
· Unless an engineered system is designed and tested all the components of a personal Fall Arrest System must have a minimum breaking strength of 5000 pounds.

· All components must be inspected before each use for wear, damage, or deterioration.

· Defective components must be taken out of service and replaced.

· Any components of the system that are subjected to impact loading must be immediately removed from service.  A competent person must inspect them and if found to be undamaged, they may be put back into use.

· Shock absorbing lanyards reduce the forces on the worker and the anchor point if a fall occurs.

· Double locking snap hooks are required to prevent accidental detachment of connections.

· Snap hooks must be sized to be compatible with the member to which they are connected.

· Snap hooks must be fully closed when connected.

· Lanyards used for fall arrest protection are attached to the D-ring on the full body harness located in the center upper back of the worker.  This allows the harness to properly distribute the load throughout the harness, should a fall arrest take place.

· All attachments that are part of the harness must be connected and adjusted including the leg straps for the harness to safely arrest a fall.

· Retractable lifelines should be mounted directly overhead to avoid swing back.

· Workers must be properly trained in the inspections, wearing and use of fall protection equipment before being permitted to use it.

· Fall Arrest Systems must be rigged so that the worker cannot free-fall more than 6 feet.

FLOORS, WALL OPENINGS, AND STAIRWAYS

· All floor openings shall be protected, (by other contractor) with covers that cannot be displaced or with standard guardrails.
· All exterior wall openings are to be guarded (by other contractor) with standard railing where the bottom of the opening is less than three feet above the floors.
· Elevator shafts similar openings must be guarded.
· Guardrails should be constructed to withstand a side impact of 200 pounds.
· All flights of stairs with four or more risers should have well-braced handrails
(installed by other contractor).
· Clear aisle ways must be maintained to exits on all floor levels.
· Do not dispose of or store materials on stairways.
· No material should be dropped through a floor or wall opening without prior safety planning.
· When guard railings are removed for material handling, they shall be replaced immediately.
MATERIAL HANDLING
· Inspect all rigging equipment prior to use (chains, ropes, slings, shackles, or nylon slings).

· Always block cylinder shaped materials to prevent rolling. 

· Stack materials so that they will not slide, roll, fall or collapse.

· Always allow clear access to stored materials.

· Never store excess amounts of materials on scaffolds or runways.

· Do not store materials closer than 10 feet to the edge of floors.

· Do not store materials near or under overhead power lines.

· Store flammable materials away from other combustible materials.

· Webbed or nylon slings that are damaged should not be used.  Know the lifting capacity of nylon slings.

· Special awareness must be used when releasing landed loads.

· Use tag lines on loads being moved by cranes.

· Never secure wire rope cable by tying knots in the rope.

· Cable clamps are to be installed correctly; the “U” part of the bolt on the short or dead end of the cable with the saddle on the long or line end of the cable.

· Balance all loads before hoisting.

· Remove all projecting nails from lumber before stacking.

CRANES – HOISTS – ELEVATORS - CONVEYORS
· Qualified riggers ONLY will perform rigging activities. 

· Inspect hoisting equipment and rigging BEFORE USE each day. 

· Only one person should be designated to give signals to the crane operator.  Standard hand signals should be used.  See Attachment A.  Operator shall obey an emergency STOP signal at all times, no matter who gives the signal. 

· Outriggers must be fully extended before lifting with crane or hoists.

· Loads not properly rigged should not be hoisted.

· Loads should not be swung over workmen.

· Riding load or crane hook is prohibited.

· PLAN PICKS!  Before setting up to make a pick, LOOK FOR POWER LINE EXPOSURE.  If it is present, take action to prevent contact.

· Use a signalman if a power line is located within 10 feet of the maximum reach of the crane.

· When cranes operate near overhead power lines, keep everyone away from contact with the crane and load until the pick is complete and you are sure the crane, rope, and load are at least 10 feet away from the power line.

· Exercise special caution when traveling the crane near power lines.  

· If a crane or any piece of equipment comes into contact with a power line:

· DO NOT PANIC

· Stay in the equipment

· Keep everyone clear

· Move crane or equipment from contact if possible

· DO NOT leave the machine unless it is absolutely necessary

· Guarding must be in place on the rear swing of cranes.

· Operators consult your load capacity chart and boom angle indicator before making a lift.  Make certain you know the weight of the load to be lifted. 

· The oiler should never grease or oil while the crane is operating.

· The operator should always know where his oiler is located.

· A fully charged fire extinguisher should be in the crane cab. All hoisting equipment should be regularly inspected to assure guards are on glass, belts, and shafts.

· Broken or cracked glass in crane cabs should be reported to your supervisor.

· Critical Lifts (within 15% of cranes capacity) shall not be performed unless a Critical Lift Procedure is in place.

· Refer to OSHA 1926.753(e) (1) for  “Christmas tree-ing” picks.  

Refer to ANSI A10.42-2000 Safety Requirements for Rigging Qualifications and Responsibilities for more information.
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Standard Hand Signals for Controlling Rough Terrain Forklift Operations
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Aerial Lifts
· No one may operate an Aerial Lift (man-lift, scissors-lift, JLG or similar personal lift) without first being trained on the safe operation of that equipment.

· Workers must stand on the floor of the lift or bucket.  May not climb or sit on the handrails or use planks, ladders buckets or other devices for a work position.

· Do not exceed load limits specified by the manufacturer of the lift.

· Inspect all components of the Aerial Lift for defects upon delivery before operating.  Tag lift out-of-service and do not use if defects are found.  Test all controls {check fuel, and/or batteries}

· Keep all parts of the lift at least 10 feet from exposed energized electric power source.  Do not allow conductive materials being handled by workers in the lift to contact live power.

· Do not tie off to adjacent pole, structure, or equipment while working from an Aerial Lift.

· Articulating and extensible boom equipment requires everyone on board to be tied off inside the lift platform or bucket.  Designated tie off points inside the lift must be used to attach lanyard.  Body belts shall not be used for tie off.  Use full body harness.

· Lower lift or basket to travel unless lift is designed to travel in the work position.

· A man basket attached to a crane hook shall not be used, unless procedure is specifically outlined in the Site Specific Safety Plan. 

MOTOR VEHICLES AND MECHANIZED EQUIPMENT
· Company Trucks - Refer to J&B Steel Vehicle Safety Policy for those individuals who drive company vehicles, rent vehicles for company business or use personal vehicles for company business. 

· Company vehicles for business use only

· Driver must not drink or be under the influence of illegal substances

· Drive with courtesy and obey all traffic laws.  Remember you represent the Company

· Keep the vehicle clean, serviced, and immediately report any accidents or damage to vehicle

· Mechanical Equipment - Both owned and rented equipment forklifts, JLG’s, scissor lifts, etc. are to be operated and maintained by following the manufacturer’s recommendations.  No one should be permitted to operate mechanical equipment unless they are properly trained:

· Operators must successfully complete training on the equipment before being permitted to use it.  Foremen to verify training before assigning worker to equipment.  Unsafe use or operation of equipment will result in the operator’s removal and retraining.  Discipline may also follow unsafe equipment operations.

· Loads carried by equipment to be balanced and secured to prevent items from falling off.  

· Be sure the load you are transporting is secured.

· Buckle your seat belt before operating.

· Do not operate near the edge of banks.

· Adjust equipment speed to haul road conditions.

· Make sure any parked equipment is properly blocked, chocked or the blade, bowl, or bucket is placed on the ground.

· Do not transport other employees unless the vehicles are designed to do so.

· At night – lights, reflectors, or barricades should be positioned to warn approaching motorists of equipment parked near a roadway or work area.

· When equipment is being repaired, make sure the blades, buckets, dump bodies, or similar parts are lowered or blocked to prevent movement.

· Do not put a spinner or steering knob on the steering wheel.

· Do not inflate, mount, or dismount tires with split rims or lock rings unless protected by a safety cage.

· Before working on air or hydraulic systems, make sure they are properly bled.

LADDERS
· Before each use – all ladders should be inspected for damage (rungs split or cracked side rails).  Tag damaged ladders “out of service” and take them away from the work area. 

· All straight/extension ladders must have non-skid feet and/or be securely tied off.

· Straight ladders are to be placed at a 4:1 slope.  1’ out from the base for each 4’ of height. 

· Job built ladders shall be constructed, using a minimum 2 x 4 inch lumber for side rails, cleats, or rungs ¾” x 3” lumber (no plywood) and 12 inches between top of each rung/cleat.  The rung/cleats are to be secured by three 10d nails on each side.

· The tops of ladders must extend 36 inches above the landing and must be secured.

· Metal ladders are not to be used.  Use only wooden or fiberglass ladders.  

· Ladders in doorways, walkways, or other congested areas must be barricaded or guarded.

· Climb and descend ladder only when facing the ladder; do not reach over the ladder. 

· Step ladders must be fully opened out and braces locked.  Place on solid level surface.  Do not use top two steps. 

SCAFFOLD

· Key points to safely erect scaffolds are:

· Scaffolds must be erected by a qualified person under the supervision of a competent person.

· A substantial, level base

· Pinning sections together

· Ensuring that the end frames are plumb,  level, not damaged

· All sections are cross braced

· Tied to structure every 26 feet in height

· Don’t mix different manufacturers’ sections

· Completely deck work platform

· Erect guardrails

· All bracing must be in place BEFORE the scaffold is loaded.

· Inspect scaffold before every shift.  Barricade defective scaffolds to prevent their use.

· All scaffold platforms are to be planked solid.

· Standard guardrail is required on all scaffolds; it consists of a top rail, mid rail, and toe board.

· Scaffold parts that have been damaged must be reported to your supervisor.

· Scaffolds 26 feet or more in height must be tied and braced against the building.

· Scaffold plank ends shall overlap a minimum of 12 inches and be secured from movement.

· Do not use double-headed nails to secure scaffold planking – this will create a tripping hazard. Common nails are to be fully driven.

· Scaffold platforms will be a minimum of 20 inches wide.

· A ladder must be used to gain access to the work platform unless the scaffold end frames have a built in ladder for this purpose.  Do not climb the bracing.

· Overhead protection should be erected on scaffolds when there is a possibility of object being dropped from above.

· When working on a suspended scaffold, you must at all times be wearing a safety belt attached to a lifeline, which is secured independently on the scaffold suspension.

· Rolling scaffolds must have diagonal bracing to prevent racking or collapse, and casters will be locked to prevent movement while scaffold is in use. 

TOOLS

Tools should be inspected before being sent to the worksite.  Again at the worksite inspect the tools.  Any tools found to be defective for any reason will be repaired or sent to the shop for evaluation. All Safety devices must be intact and working.

· Hand Tools - Broken or split handles on tools are an OSHA violation. Mushroomed heads on impact tools are an OSHA violation.

· Power Tools - Daily inspection of all tools for serviceability and safety by workers using these tools. Weekly inspections are part of the foreman’s checklist. The foreman must insure workers are properly trained to use tools. If workers remove guards on tools this is an OSHA violation.  Grinders and other tools may not be used if the guards are missing.

· (Air) Pneumatic Tools - Tools operated by compressed air can be dangerous. Don’t operate a defective air tool. Inspect hoses and fittings for damage. Set the proper air pressure to tools by using a regulator. Do not use radiator type clamps to repair damage air hose.  Use only high pressure clamps. All air lines of ½” diameter or larger must have an automatic shut-off at the source. Do not use compressed air to blow dust etc. off of a worker. Use oiler or moisture trap in airline as required by the tool manufacturer.

· Electric Powered Tools - Inspect tools, power cords and electrical fittings for damage prior to each use.  Repair or replace damaged equipment.  Take defective tools and cords out of service and tag. Do not wear gloves, loose clothing, or jewelry while using revolving power tools. Switch tools off before connecting them to a power supply. Disconnect power supply for making adjustments. Assure tools are properly grounded or double insulated.  The grounded tool must have an approved 3-prong plug.  This plug should be plugged in a properly grounded 3-pole outlet. Test all tools for effective grounding with a continuity tester. Do not bypass the switch and operate the tools by connecting and disconnecting the power cords. Never use electric tools on construction sites, unless the tool is connected to a ground fault circuit interrupter (GFCI). Do not clean tools with flammable or toxic solvents. Do not operate tools in an area containing explosive vapors or gases.

· Power Cords - Keep power cords clear of tools during use. Suspend power cords over aisles or work areas to eliminate stumbling or tripping hazards.  Do not allow power cords to get run over. Replace open front plugs with dead front plugs.  Dead front plugs are sealed and present less danger of shock or short circuit. Do not use light duty power cords (flat cords) on construction sites. Do not carry electrical tools by the power cord. Do not tie power cords in knots. 

· Hydraulic Tools- Some tools are powered by pressurized liquid.  These are called hydraulic tools. Hydraulic tools and the supply lines can have extreme pressure.  Care should be taken to inspect both lines and fittings to prevent leaks. Do not place finger/hand or any part of body in front of a hydraulic leak. Pressurized oil can become very hot – care must be given to working around this hot oil. Bleed pressure off before disconnecting pressurized lines or fittings.

· Gas Powered Tools – When refueling make sure there are no smoking, sparks or open flames when refueling. Keep fire extinguisher handy. Do not refuel a hot engine.

· Lasers - Only operators trained in laser safety are permitted to set-up and operate the laser.

ELECTRICAL SAFETY

Electricity is one of the four major causes of fatalities on construction worksites.  Electrocution can be from:

· Contact with overhead power lines

· Electrical boxes

· Electric cords

· Hand held tools

· Other tools

· Buried cable

Use of electric on construction site requires a GFCI (Ground Fault Circuit Interrupter) to protect workers.  Every GFCI shall be checked daily.

Inspect all electric cords and tools daily for defects.  Take defective items out of service immediately and tag.

Keep cranes, crane loads, tools, ladders and workers away from overhead power lines.

Maintain polarity when repairing an electric tools and cords.

Do not drive over electric power cords with machines or vehicles.

Do not suspend electric cords with wire or other metallic items.

Place covers over all electric light bulbs that are less than 8 feet from the floor.

Do not stand in water and use electric tools.

All electric extension cords must be three-wire type.

All electric panels must have breakers/switches marked to show what they control.

All live electric boxes must have covers installed.

“Call Before You Dig” to avoid underground electrical service.

ASSURED GROUNDING CONDUCTOR PROGRAM

Ground-fault circuit interrupters.  All temporary power shall have approved ground-fault circuit interrupters for personnel protection.

J & B Steel will test GFCIs monthly and promptly replace GFCIs found defective, and a log of monthly test will be kept.

· The compliance staff will use the test button on a GFCI in combination with an attached load plugged into the circuit to be tested rather that a GFCI tester. A plus-in ground continuity test will suffice as an attached load.  If the lights on the continuity tester go out when the test button is pressed, the GFCI can be assumed to be operating correctly.  If the lights stay on or if the test mechanism fails to operate, the GFCI is faulty.

· Competent person(s) will be designated in Site Specific Safety Plan to implement this program.

· All employees will be instructed that all cord sets and any equipment connected by cord or plug will be inspected by the user before each days use.  Inspection will consist of:

· External defects

· Deformed of missing ground prongs

· Insulation damage

· Indications of internal damage

Equipment found damaged will be tagged out immediately and will not be used until repaired.

Hazard Communication - Written Program

J & B   has a written Hazard Communication Program that complies with the requirements of        the OSHA Standards.
Hazard Communication is often called Right-To-Know because workers have the right to know about the hazards of materials to which they are exposed at work.  Refer to the J & B Hazard Communication Program about further details.  A copy of the program can be found at the company office and at worksites.  See the jobsite foreman.

Accidents Injuries and Medical Emergencies – First Aid/CPR

· The J & B foreman will maintain sufficient first aid supplies for the jobsite.  Minor injuries can be treated from these supplies with very little interruption to work

· The foreman will investigate all accidents and assure all reports are competed and submitted.  See success planner for accident report forms and procedure

· Emergency phone numbers must be posted near phones to allow everyone to have quick access to emergency medical help

· Medical emergencies that result form non-work related illness or other causes will receive the same urgency for treatment
· All accidents or near miss accidents will be reported to the supervisor regardless of the extent of injury or lack of injury.  Property damage accidents where no injury occurs will also be reported.  Supervisors will report all accidents/injuries on the written accident form found in their success planner. Accidents involving all personal injury or property damage accidents over twenty-five dollars ($25.00) will be called into Chief Operating Officer immediately upon notification.  Should injury occur, care of the injured has first priority.  Injury or property damage accidents may require a drug or alcohol test.  See Drug Free Workplace Policy for procedures.

TRENCHING AND EXCAVATING
Before entering a trench, consult Site Specific Safety Plan, and Excavation Competent Person.

LOCK OUT / TAG OUT

Sometimes work must be performed on equipment, pipelines and machinery that may contain moving parts, pressurized gases or liquids, electricity, or other hazards.  Contact with any of these may result in injury or death.  Consult Site Specific Safety plan in the case that equipment must be locked or tagged to prevent injury.
CONFINED SPACE
Before entering a Confined Space, consult Site Specific Safety Plan, and Confined Space Competent Person.  Confined spaces require special precautions when entering, exiting and working in an enclosed area.  Confined spaces can be found in any workplace.  There are three conditions used to identify a confined space:

· The space is large enough and so configured that an employee can bodily enter and perform assigned work.

· Has limited or restricted means for entry or exit

· Is not designed for continuous employee occupancy

· Examples of Confined Spaces:

a. Ceilings

b.  Boilers

c.  Sewers

d. Vessels

e.  Storage Bins
f.   Storage Bins

g. Tubs

h.  Trenches

i.   Ducts

j.   Silos

k.  Compartments
l.   Pipelines

m. Vats

n.  Pits


o.  Vaults

Toilets and Sanitation
Sanitation and health issues are as important as all other safety issues:

· Port-o-lets - Toilets to be provided according to the OSHA requirements, by others.

· Hand Washing - Where possible hand washing facilities should be made available

· Workers are not to deface, damage or abuse the toilet facilities

· Potable Drinking Water

· Chilled potable drinking water to be available to workers throughout the workday.  Refill coolers if needed

· Drinking water containers to be cleaned and sanitized before each day’s use

· No one to put hands or anything else in drinking water containers that could contaminate the water

· Single use disposable cups are to be used for drinking water.  Cups to be disposed of in trash containers only

HAZARD COMMUNICATION POLICY

This Program has been prepared to comply with requirements of the Federal OSHA Standard 1926.59 and to ensure that information necessary for the safe use, handling and storage of hazardous chemicals is provided to and made available to employees.
This Program includes guidelines on identification of chemical hazards and the preparation and proper use of container labels, placards and other types of warning devices.

· Chemical Inventory


· All General Contractors must maintain an inventory list of all known chemicals in use on the work site. A chemical inventory list will be available from the job superintendent.

· Hazardous chemicals brought onto the work site by all General Contractors will be included on the hazardous chemical inventory list.

· Container labeling 
· All chemicals on site will be stored in their original or approved containers with a proper label attached, except small quantities for immediate use. Any container not properly labeled should be given to your job superintendent for labeling or proper disposal.

· Workers may dispense chemicals from original containers only in small quantities intended for immediate use. Any chemical left after work is completed must be returned to the original container or you job superintendent for proper handling.

· No unmarked containers of any size are to be left in the work area unattended.

· General Contractors will rely on manufacturer applied labels whenever possible, and will ensure that these labels are maintained. Containers that are not labeled or on which the manufacturer’s label has been removed will be relabeled.

· General Contractors will ensure that each container is labeled with the identity of the hazardous chemical contained and any appropriate hazard warnings.
· Material Safety Data Sheets (MSDS)

· Employees working with hazardous chemicals may request a copy of the MSDS. Request for MSDS should be made to your job superintendent.

· MSDS should be available and standard chemical reference may also be available on the site to provide immediate reference to chemical safety information.


· In case of emergency and a MSDS is not available on the job site, call the supplier directly. State that your have an emergency situation and request that they give you the information over the telephone


· Employee Training 

Employees will be trained to work safely with hazardous chemicals. Employee training will include:
· Methods that may be used to detect a release of hazardous chemical(s) in the work place.

· Physical and health hazards associated with chemicals.

· Protective measures to be taken.

· Safe work practices, emergency responses and use of personal protective equipment.

· Information on the Hazard Communication standard including:

· Labeling and warning systems

· Material Safety Data Sheets (MSDS)

· Personal Protective Equipment (PPE)

Required PPE is available from your General Contractor. Any employee found in violation of PPE requirements may be subject to disciplinary actions up to and including discharge.

· Emergency Response
· Any incident of over exposure or spill of a hazardous chemical / substance must be reported to your job superintendent.

· The foreman or the immediate supervisor will be responsible for insuring that proper emergency response actions are taken in leak / spill situations.

· Hazardous Non-Routine Tasks
· Supervisors will inform employees of any special tasks that may arise, that would involve possible exposure to hazardous chemicals.


· Review of safe work procedures and use of required PPE will be conducted prior to the start of such tasks. Where necessary, areas will be posted to indicate the nature of the hazard involved.

· Informing Other Employers
· Other on-site employers are required to adhere to the provisions of the Hazard Communications standard.

· Information on hazard chemicals known to be present will be exchanged with other employers. Employers will be responsible for providing necessary information to their employees.

· Other on-site employers will be provided with a copy of J&B Steel Erectors, Inc. Hazard Communication Program.

· Posting

General Contractors must post information for employees at the job site on the Hazard Communication 

standard.
.

Tool Box Talks

The safety of our employees is of utmost importance. The Tool Box Talks is one means we use to make sure that safety is being discussed with all employees. The Tool Box Talks allows our employees to explore the risks of specific health and safety issues on our job sites and think about ways to deal with them. They also give us the opportunity to increase our awareness with the potential to reduce accident rates, downtime, equipment damage, and possibly save a life.

The Tool Box Talks are also required by the general contractors we work with in the process of obtaining the work and while we are doing the work. They are also required by the Ohio Bureau of Workers Compensation as confirmation that we have made employees aware of our Transitional Workplace Program and Drug Free Workplace Program. 

As you can see these reports are extremely important and J&B Steel invests approximately $10,000 per year in disseminating them and employees having the Tool Box Talks weekly. The Tool Box Talks are sent to all foremen with 4 weeks of reports which are to be covered over the following 4 weeks.

· Meetings are to be held on Tuesday on every project! 

· All J&B Steel employees on the job are to sign the report.

· The Foreman conducting the meeting is to take a picture of the Tool Box Talks with phone or tablet and email to the office. 
On the Job Injuries and/or Property Damage Accidents

(Edited on 6/24/2016 by AMS)
On the Job Injuries and/or Property Damage Accidents and the cost associated with them require immediate attention from all of us. Outlined below are the steps that MUST be followed when there is an accident on the job site:
· Phone Brian Rummel – 513.623.7853 or Kevin Gruesser – 513.967.9393 immediately 

· In the event they are unavailable, please contact Toya Estes – 513.623.7829
· Brian, Kevin or Toya will contact Eric Townsend immediately after call from Foreman. In the event Eric Townsend is unavailable, contact Eric Townsend.

· Please provide:  Name of person injured


         
                    
   Type of injury 

                     

        
   Hospital, doctor or urgent care location they are going to

· The job foreman must make sure that the injured employee is taken directly to the nearest medical facility or that emergency medical service is called. Contact Eric Townsend or Kim Doyle for the nearest facility to the job location.  Either the foreman or another J&B employee designated by the foreman will transport the injured employee. Under no circumstances should the injured party drive alone to receive medical attention.

· When we suffer an on the job accident and the injury is considered minor, when the physician begins to write a prescription for pain or swelling, the question should be raised whether or not a non-prescription medication may be taken if it would give the same healing effect.  When a non-prescription medication is taken, the accident is considered “Not Recordable”.

· A post-accident drug and alcohol test must be administered (10 Panel and Breathalyzer) at the medical facility as contractually or otherwise provided. The job foreman is responsible for informing the medical facility and the injured employee of the need for an immediate post-accident drug and alcohol test.



· If the medical facility has any questions regarding the post-accident drug and alcohol test, ask them to contact Eric Townsend or Kim Doyle immediately.

· The job foreman should give all contact information to the appropriate medical facility. Notify them that ALL BILLS AND CHARGES RELATED TO THE INJURY ARE TO BE SENT DIRECTLY TO J&B STEEL, 9430 Sutton Place, Hamilton, OH 45011, attention Kim Doyle, phone 513-874-1722 ext 123.

· The injured worker must fill out the Injured Worker Accident Report form and submit it to the foreman for confirmation.  If the injured worker is unable to fill out the report at the time of the accident, the worker will follow up with the foreman.  

· The job foreman is to complete the Foreman Accident Report, attach the Report of Accident and fax it to the office 513-870-6383 by the end of the day of the injury.  If the foreman has not received the Report of Accident form from the injured worker, the Foreman’s Report must still be sent in via fax the day of injury.  In addition, the job foreman must review the injured worker’s Injured Worker Accident Report before forwarding it to the office to ensure all questions are answered in detail. If he does not receive report from injured worker in a day or two, he is to call injured worker request report and check on condition.

· Any injury not reported immediately, not seeking medical treatment immediately, or not submitting a post accident drug and alcohol test to the medical facility on the day that the injury occurs, may be assumed to be non-work related for worker’s compensation coverage.

· If there is an accident on a job that is not a bodily injury, but does cause property

damage the Foreman’s Report of Property Damage must be completed, in detail and faxed to the office within 24 hours.

Transitional Work Program 

It is the goal of J&B Steel to help assist an injured worker through the healing process and help return them to normal work activities as soon as possible. During this process J&B Steel, through it’s Transitional Work Program, will make every reasonable effort to provide alternate work tasks or make reasonable modification if injured worker is unable to perform regular job duties resulting from a work related accident, injury or illness. 
The Transitional Work Program will be available for any employee who has sustained a work related injury in the course of carrying out their job requirements. Entrance into the program will be determined by input from the medical provider and the Transitional Workplace Coordinator. The program will be available for a period up to 90 days. If it is determined by the medical provider that treatment or recuperation will require more than 90 days to resolve and return the injured worker to normal work activities, then the injured workers claim may be turned over to the BWC for medical and or wage benefits.

Should the injured worker be deemed eligible for the transitional work and refuse to participate in the program, a meeting will be scheduled with the injured worker and the coordinator. The coordinator will explain that the medical provider has approved the outlined job duties as medically appropriate within the injured workers limitations. The coordinator will obtain injured workers input and reason for not wanting to return and if appropriate share concerns with medical provider. If the medical provider continues to approve the plan, the injured worker will be advised by registered mail that refusal to return to work may jeopardize workers compensation benefits.   

The transitional work program will be complete:
 

      -when the medical provider has released the injured worker to return to work full duty

      -the nature and severity of the injuries indicate injured worker will not be able to return to 

          regular duties within 60-90 days

      -due to aggravation of injury symptoms, involvement in the program is temporarily


           disrupted or limited

Compensation

Injured worker will receive 100% of their wages, no fringes while in the Transitional Work Program. Injured workers time at doctor’s appointments and therapy’s will also be compensated.

The Ohio Bureau of Workers Compensation, on the other hand, pays injured workers at a rate of 72% of your full weekly wage for the 1st 12 weeks, calculated using the 6 weeks prior to the date of injury and 66 2/3 % of your average weekly wage beginning week 13, calculated on 52 weeks prior to the date of injury. 

If the injured worker takes off for personal reasons, during this time it will be unpaid time. Holidays will also be unpaid.

Process
Once agreement to enter the program has been arrived at by injured worker, the medical provider, and the Transitional Work Program Coordinator one of the following will be applicable.

The injured workers will transition into the appropriate phase(s) below as indicated by the medical provider and the Transitional Work Coordinator. 

Approved for Transitional Work at Home

If the injured worker is approved for Transitional Work, but must remain at home on the advice of the medical provider, the following materials will be supplied to the injured worker. At home training is contingent upon the medical provider stating that the injured worker is unable to work, and this status will need to be confirmed on a daily basis so that the injured worker may return to work in a modified capacity, as soon as possible. At home training will consist of reading the following company training guides, safety program materials and team building material. The injured worker will complete each portion and submit to the Transitional Work Coordinator documentation that each task has been completed.  

             J&B Steel Achievement Manual

 Safe Start Training 

 Gung Ho Training

 Good To Great

 Survival of the Fittest



 Reviewing Drawings

Jobsites
Due to the nature of rebar installation, we will evaluate what projects 

are currently in process, located closest to the injured worker’s home or local. 

The tasks will be evaluated based on the medical provider’s restrictions

and reviewed with them for appropriateness. 

Office/ Warehouse
If there are no jobsite projects with appropriate transitional work, the injured worker will   report to the office of J&B Steel Erectors located at 9430 Sutton Place Hamilton, OH 45011.

The transitional work will consist of training programs including;


J&B Steel Achievement Manual

Safe Start Training 

Gung Ho Training

Good To Great

Survival of the Fittest

Remember Charlie Video

Safety: Everyone’s Responsibility Video

IMPACT: Reinforcing our Future

Reviewing drawings

Assisting with office task


Filing


Miscellaneous reports for accounting and office administration

            Warehouse


Making supply deliveries to jobsites


Picking up supply orders from vendors


Repairing equipment / building equipment (skill dependent)

After each appointment with the medical provider or therapist the injured worker will submit to the office, within 24 hours, current job restrictions so that work accommodations

can be evaluated and revised as appropriate. 

At the point that the injured worker is able to return to a jobsite with restrictions that can be managed on the job, the injured worker will be returned to work under the close supervision of the foreman. The Transitional Work Coordinator will arrange for doctor’s appointments or therapy appointments. It will be important that these appointments are scheduled for the beginning or end of the work day so that travel between appoints and jobsite can be most convenient to the injured worker and the foreman for scheduling purposes.  
Transitional work and wage continuation are subject to the injured worker being seen by J&B Steel’s physician. 

Safety Violation Policy 

The success of J&B Steel Erectors will be to a large extent, dependent upon the cooperation of all coworkers, to include the strict compliance with all established safety rules, regulations, policies, and best practices, etc. All coworkers are obligated to comply with the safety rules that apply to the task they are assigned and to assist their fellow coworkers by reminding them of safety requirements when they observe another coworker in violation. Because many worksites have safety requirements that exceed OSHA regulations, coworkers must attend all safety training, orientations, and toolbox talks to make sure they are aware of the safety requirements that may be specific to their worksite.

The purpose of discipline or “consequences” is not to penalize the coworker, but to assist in changing undesirable work habits into good ones, thereby eliminating the potential for injury or damage. 

In order to be effective, the consequences program must be enforced in a fair and consistent manner. The severity of the undesirable act or condition however must be taken into account, along with any previous disciplinary problems, and the attitude of the coworker found in violation.

Coworkers are advised to know the safety requirements before commencing each task, and if there are any questions they are further advised ask their supervisor for help. A simple safety task analysis may be needed to insure that both equipment and procedures are in place to complete the task safely.

Coworkers move from job to job, and work for different supervisors. For this reason the documentation of safety violations must follow the man but the record will be kept in a central location. J&B Erector’s supervisors will forward all disciplinary paperwork to Human Resources to be kept in the coworker’s personnel file.
A points system will be used to track and record all safety violations except for violating tie off:

· One point for each safety rule violation, plus the consequence.
· First Violation:1 Point, plus a written warning.

· Second Violation: 1 Additional Point, plus a meeting with Nick or Project Managers, and some retraining if appropriate.

· Third Violation: 1 Additional Point, plus Termination. Three points in a six-month period will result in immediate termination.

 *Employees will have 1 point deducted after 6 months of zero violations.

Fall Protection Violations

J&B Erectors has zero tolerance for co-workers who fail to properly tie-off when exposed to a fall potential of 6 feet or more. This violation carries more serious immediate consequences.

A Three-Day suspension without pay is the immediate consequence for this violation. Termination is also a possible immediate   consequence.

In addition to the coworker consequence, his Foreman will receive one point if he knew or should have known that the coworker was not tied off.

Injuries

If the employee has a recordable injury (reference attached description of OSHA Recordable Incident), on a project that the employee is responsible for, the employee will receive l point and training related to injury prevention. 

If the employee has two recordable injuries, the employee will receive 1 additional point plus 3 days off without pay.  

Personal Protective Equipment - PPE Policy

Employees are our greatest asset. The health and well-being of our employees is our number one priority and, therefore, our goal is to minimize injuries and illnesses. In this regard, we shall provide safe equipment, proper training and safe methods and procedures. We shall comply with applicable government regulations. No job is so important that it cannot be accomplished without injury. The first line of defense to injuries is Personal Protective Equipment, or PPE.

· Employees are required to wear their PPE at all times where hazards exist.

· If in doubt, contact the immediate supervisor for PPE and any other safety equipment that may be required.

· Employees must request replacement equipment as it becomes worn, broken, or otherwise fails to provide the needed protection.

· Employees are required to sign off for all PPE received and shall return the equipment in acceptable condition at the end of their employment.

· Employees are to wear their hard hat at all times on the jobsite unless traveling in a personal vehicle or working in an office.

· Always wear protective footwear while on a jobsite. Footwear must have a hard sole and protective toe. 

· Approved hearing protection is required in areas where noise levels are above 90 decibels (8-hour time weighted average).

· Approved eye protection as defined under OSHA 1926.102 shall be worn whenever there is a danger of material coming into contact with one’s eyes (e.g. hammering, grinding, sawing, cutting, welding). Contact lenses are prohibited on jobsites. Because J & B Steel recognizes that some employees wear corrective lenses we have established a Safety Glasses Corrective Lens Program that is addressed in that policy.

Safety Harness & Lanyards 

To insure that J & B Steel Erectors, Inc. receives all safety and/or any other equipment the following rule will apply.  When any equipment is issued to an employee, that employee will be responsible for the return of the equipment at the end of the job or at the time of a layoff, termination, etc.  If the equipment is not returned, the cost of the equipment will be withheld from the employee’s last check.

Handling Scrap and Unused Metals/Materials 

All scrap and unused metals/materials are the property of J&B Steel. No employee is allowed to remove any scrap or unused material from a job site unless permission is given from the General Foreman, supervising the job, or Project Manager. No employee is permitted to earn any income from selling any scrap or unused material. If the General Foreman, supervising the job, gives an employee permission to remove any scrap or unused material, then a record will be kept noting the employee's name, the type and quantity of the scrap or unused material, the name of the person giving permission, the reason for the employee's request, and the date the scrap left the site. Employees will only be given permission to take scrap or unused material if it is for their own use. No scrap or material is to be taken for a later sale to someone else. This plan will be incorporated into the site-specific orientation and clearly communicated to all employees.

On all projects and at all sites the Project team is to estimate the types and quantities of scrap and unused materials that will be generated, and they will estimate the approximate value of the scrap and unused materials. They will also develop a system for tracking scrap that is generated and the unused materials which might be left over. This system will also track all of the scrap which is sold to scrap dealers from the site. In this way we can make sure that all of the scrap is being paid for, and that all of the scrap income will be credited to the Project.

All checks from scrap yards should be made payable to J&B Steel.  These checks are to be coded with the employee’s job number and cost code to which the check is to be credited, and sent to the J&B Steel 9430 Sutton Place Hamilton,  OH 45011. There should never be cash sales of scrap or unused material. If a scrap yard will only deal in cash and will not issue a check, contact the project manager or General Foreman and he will instruct the employee on what to do.

Finnis Bonner


J & B Steel Erectors


9430 Sutton Place


Hamilton, Ohio  45011


Phone:  513-874-1722








0
10
H:\1_Administration\Policies\Policies\Policy\Offical Draft PP Manual\Official Draft PP Manual.doc

