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Management Safety Policy Statement  

  

  Welcome to Marion Construction, you are now a critical member of our Safety Team.  We, at Marion, take 

pride in our exceptional record of keeping people safe from harm and returning them to their families each day. 

Each of you are required to uphold safe work practices at all times to remain employed by Marion Construction.   

  Before starting work as a new employee, you must review the General Safety Rules and receive required 

training from the Site Supervisor or designated qualified person.  Every task we do at Marion is preplanned to 

mitigate potential risks.  Your active participation in pre task planning is critical to your safety.  Communicate your 

past experiences with your fellow crafts people and work together to make an overall safer work environment.  “All 

employees are empowered (and expected) to report unsafe conditions or work practices, or stop work in a 

situation where imminent danger is observed.”  

 Our commitment to you is the support of our Superintendents with information, equipment, training and policy to 

help them manage a safe work place.  We are fully committed to a safe and healthy work place for all employees.   

Superintendent’s Responsibilities  

  Marion Construction’s project Superintendent is fully responsible for the overall safety on the jobsite. 

Superintendents are held accountable for maintaining a high level standard of safety performance.   Superintendents 

are expected to:  

1. Plan work practices of all tasks with safety being the highest priority.   

2. Assess training needs of all employees, train employees and document training.   

3. Coach Foreman on communicating Marion Construction’s dedication towards a safe workplace.   

4. Orientate every new employee with MCC safety policies and assure they have training for specific task 

assignments.   

5. Lead and document weekly tool box meetings.   

6. Perform formal site inspection weekly of jobsite.   

7. Oversee the pre task plan meeting process lead by site Foreman.    

8. Coordinate expert or qualified outside training, as needed, for site conditions.   

9. Maintain a current OSHA 10 or better.   

10. Remain current on safety requirements, equipment and techniques.   

11. Develop a site specific fall protection plan.  

12. Ensure that all employees are completing daily inspection of PPE.   

13. Report within 1 hour all accidents and contribute to accident investigations.  

14. Report (Document) incidents or near miss within 24 hours.   

15. Post mandatory posters.   

16. Maintain fully stocked first aid kits.   

17. Keep current first aid / CPR certification.  

18. Ensure tools and equipment on site are working correctly.    

19. Lead by example the importance of safety and never sacrifice safety for any reason. 

 

          

Mike Parkin                                             Jeff Schmidt                                      Jeff Goertzen 
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THE POLICIES AND PROCEDURES SET FORTH IN THIS EMPLOYEE HANDBOOK ARE NOT A 

BINDING EMPLOYMENT CONTRACT.  THIS HANDBOOK PROVIDES GENERAL GUIDELINES 

ONLY AND NONE OF ITS PROVISIONS ARE CONTRACTUAL IN NATURE.  ALL EMPLOYMENT 

WITH MARION CONSTRUCTION COMPANY IS “AT WILL,” MEANING THAT EMPLOYMENT 

MAY BE TERMINATED AT ANY TIME, WITH OR WITHOUT NOTICE, FOR ANY REASON OR 

NO REASON, BY EITHER MARION CONSTRUCTION COMPANY OR THE EMPLOYEE.   

  

THIS HANDBOOK IS NOT A CONTRACT GUARANTEEING EMPLOYMENT FOR ANY SPECIFIC 

PERIOD OF TIME.   EITHER MARION CONSTRUCTION COMPANY OR THE EMPLOYEE MAY 

END THIS RELATIONSHIP AT ANY TIME, WITH OR WITHOUT CAUSE, NOTICE OR REASON.  

NO MANAGER, SUPERVISOR OR REPRESENTATIVE OTHER THAN MARION CONSTRUTION 

COMPANY’S PRESIDENT OR VICE PRESIDENT HAS THE AUTHORTY TO ENTER INTO ANY 

AGREEMENT GUARANTEEING YOU EMPLOYMENT FOR ANY SPECIFIC PERIOD OF TIME OR 

TO MAKE ANY WRITTEN OR ORAL PROMISES, AGREEMENTS OR COMMITMENTS 

CONTRARY TO THIS POLICY. FURTHER, ANY EMPLOYMENT AGREMEENT ENTERED INTO 

BY THE PRESIDENT OR VICE PRESIDENT WILL NOT BE ENFORCEABLE UNLESS IT IS IN 

WRITING.   

  

THIS HANDBOOK REPLACES AND SUPERCEDES ALL EARLIER MARION CONSTRUCTION  

COMPANY PERSONNEL PRACTICES, POLICIES AND GUIDELINES. 
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EQUAL OPPORTUNITY POLICY 
  

Marion Construction Company (MCC) provides equal opportunity in all of our employment practices to all 

qualified employees and applicants without regard to race, color, religion, gender, national origin, age, 

disability, marital status, military status or any other category protected by federal, state and local laws.  

This policy applies to all aspects of the employment relationship, including recruitment, hiring, 

compensation, promotion, transfer, disciplinary action, layoff, return from layoff, training and social, and 

recreational programs.  All such employment decisions will be made without unlawfully discriminating on 

any prohibited basis.  
  

MCC will make employment decisions so as to further the principle of equal employment opportunity.  MCC 

will ensure that promotion decisions are in accord with principles of equal employment opportunity by 

imposing only nondiscriminatory requirements for promotional opportunities.  MCC will also ensure that all 

personnel decisions and actions, including but not limited to compensation, benefits, transfers, promotions, 

layoffs, returns from layoff, discipline, terminations, training, education, and social and recreation programs, 

will be administered without regard to race, color, religion, national origin, sex, age, sexual orientation, 

disability or any other status protected by law.  

  

All employees are expected to comply with our Equal Employment Opportunity Policy.  Managers, 

superintendents and supervisors who are responsible for meeting business objectives are expected to 

cooperate fully in meeting our equal employment opportunity objectives and their overall performance will 

be evaluated accordingly.  
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ATTENDANCE POLICY  
  

Punctuality and regular attendance are essential functions of each employee’s job at Marion Construction 

Company.  Any tardiness or absence causes problems for fellow employees and supervision.  When an 

employee is absent, his or her work must be performed by others.  

  

Employees are expected to report to work as scheduled, on time, and prepared to start work at the 

scheduled time.  Employees also are expected to remain at work for their entire work schedule, except 

for break periods or when required to leave on authorized Company business.  Late arrival, early 

departure, or other absences from scheduled hours are disruptive and must be avoided.  

  

In all cases of absence or tardiness, employees must provide their supervisor with an honest reason or 

explanation.  Documentation of the reason may be required.  Employees also must inform their 

supervisor of the expected duration of any absence.  Absent extenuating circumstances, an employee 

must call in advance of his or her regular starting time on any day on which the employee is scheduled 

to work and will not be reporting to work.   

  

Excessive absenteeism (excused or not) may be grounds for discipline up to and including termination of 

employment.  Each situation of excessive absenteeism or tardiness will be evaluated on a case-by-case 

basis, and the Company will not retaliate against an employee who has taken or is taking a leave of 

absence covered by law.  However, even one unexcused absence may be considered excessive, 

depending on the circumstances and will be evaluated in accordance with leave laws.  

  

Any employee who fails to report to work without notification to his or her supervisor for a period of three 

consecutive days or more will be considered to have voluntarily terminated the employment relationship.  

  

WORK HOURS  

The following start time will be observed company-wide on jobsites.    

1/1 through 2/10:  7:30 am   

2/11 – 3/8 (or time change):  7:00 am  

3/9 (or time change) – 3/22:  7:30 am   

3/23 – 10/10:  7:00 am   

10/11 – 11/1 (or time change):  7:30 am  

11/2 – 11/16:  7:00 am  

11/17 – 12/31:  7:30 am  
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BREAK POLICY  
  

Paid rest periods of at least 10 minutes must be provided during each four-hour work period or major part 

thereof. The rest period is to be taken approximately in the middle of each work segment.  When work is 

underway that doesn’t make the break feasible in the middle of the 4 hour period (i.e. in the middle of a 

concrete pour), the break may be taken as soon as is practicable.  Let your supervisor know if you were not 

able to take your break.    

  

Rest periods may not be added to the meal period or deducted from the beginning or end of the work period 

in order to reduce the length of the work period.  Rest periods may not be waived or used to adjust working 

hours.  

  

Lunch hours are a half hour long midway through the work day.  Skipping lunch hours to shorten the 

workday will not be allowed.  Please notify your supervisor if you are not able to take your lunch hour and 

they will arrange for you to take it.    
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WORK ETHICS  
  

A strong work ethic is vital to a company achieving its goals. Every employee, from the Owners to entry 

level workers, must have a good work ethic to keep the company functioning at its peak. A work ethic is a 

set of moral principles an employee uses in his or her job. Certain factors come together to create a strong 

work ethic.  

  

INTEGRITY  

Integrity stretches to all aspects of an employee's job.  An employee with integrity fosters trusting 

relationships with clients, coworkers and supervisors.  Coworkers value the employee's ability to give 

honest feedback.  Clients trust the employee's advice.  Supervisors rely on the employee's high moral 

standards, trusting him not to steal from the company or create problems.  

  

SENSE OF RESPONSIBILITY  

A strong sense of responsibility affects how an employee works and the amount of work he or she does. 

When the employee feels personally responsible for his or her job performance, he or she shows up on 

time, puts in his or her best effort and completes projects to the best of his or her ability.  

  

EMPHASIS ON QUALITY  

Employees with a strong work ethic care about the quality of their work.  They do their best to produce great 

work, not merely churn out what is needed.  Each employee's commitment to quality improves the 

company's overall quality.  

  

DISCIPLINE  

It takes a certain level of commitment to finish your tasks every day.  An employee with good discipline 

stays focused on his or her goals and is determined to complete his or her assignments.  These employees 

show a high level of dedication to the company, always ensuring they do their part.  

  

SENSE OF TEAMWORK  

Most employees have to work together to meet a company's objectives.  An employee who works as part of 

a team meets goals and delivers quality work.  These employees respect their peers and help where they 

can, making collaborations go smoother.  



 

Marion Construction Company    Rev 03/2014  

  

SKILL ADVANCEMENT AND TRAINING 
  
Marion Construction Company provides financial support to employees who participate in externally 
sponsored educational/training courses which receive the appropriate approval.  Such support is intended 
to enhance employees' professional development and their skills and knowledge related to our business.   
  
ELIGIBILITY  
Active employees who are classified as "full-time" (regularly scheduled to work 30 or more hours per week) 
with at least twelve months of continuous service immediately prior to the start of the course are eligible to 
apply for reimbursement for qualified tuition expenses. (For purposes of this policy, "active" means 
employees who are not on a leave of absence at the time of taking the course.)  
  
Eligibility ceases upon notice of termination of employment. No reimbursements will be made to former 
employees, to employees who have given notice of resignation, or who have been notified that they will be 
involuntarily terminated. This includes situations in which approval of such reimbursement was previously 
provided and/or the course was satisfactorily completed prior to the date of termination.   
  
Assistance, when approved, is given in the form of tuition reimbursement after successful course 
completion. Successful completion of a course shall be evidenced by a report from the school showing a 
passing grade of at least "C-" or better. If grades are not normally awarded, a statement of satisfactory 
completion must be presented; for instance, this may include a pass/fail situation.  
  
Courses taken at accredited academic institutions and those offered through the construction industry may 
be eligible for consideration.   
  
For eligible employees classified as "full-time," reimbursement for eligible expenses is available, upon 
approval, of up to 100% of tuition expenses.  
  
As a condition of tuition reimbursement, in those instances where the Company determines it will pay 
before completion, the employee must agree that if he or she voluntarily or involuntarily leaves Marion 
Construction Company or fails to pass the class, the employee will repay Marion Construction Company the 
full amount of any tuition expended by Marion Construction Company.  
  
RESTRICTIONS  
In addition to any limitations or restrictions noted above, the following will apply:  
  

 No commitment shall be made or inferred regarding job change, transfer or promotion upon 
completion of any coursework or degree program.  

 The cost of wages, parking, travel, meals, lodging or other expenses related to the course is not 
reimbursable.  

  
PROCEDURES  
To qualify for and receive tuition reimbursement, the employee is required to:  

 Obtain and retain written managerial consent prior to the beginning of the course.   

 Enroll, pay the tuition and complete the course.  

 Obtain evidence of satisfactory completion of the course as well as a statement/receipt reflecting the 
amount of the tuition paid (such as a tuition statement or receipt of payment for tuition).  

 Submit the evidence of satisfactory completion of the course as well as the grade report and a 
statement/receipt reflecting the amount of the tuition paid (such as a tuition statement or receipt of 
payment for tuition) to the main office. Paperwork should be submitted within 90 days of course 
completion.  
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Date: ____________________  

  

  
Training Reimbursement  

  

  
Student Name: _______________________________  

  
Course Title: _________________________________  

  
Course Schedule: _____________________________  

  
Course Total Cost: ____________________________  

  

  
Approved for Reimbursement on Successful Completion by: ________________________  
                                                                                                     Jeff Schmidt  

  

  
1. Student to complete form and get approval for class prior to registration (Scan and email to 

jeff@marionconst.com).   
2. At successful completion of class attach verification and send to jeff@marionconst.com for reimbursement 

approval.   
3. Accounting to pay costs at approval.    

  

  

  

  

  

  

  
Verified Successfully Competed and approved for reimbursement by: __________________________  
          Jeff Schmidt 
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AUTOMOBILE FLEET SAFETY PROGRAM 
  

PURPOSE  
The purpose of this policy is to set forth the requirements applicable to all drivers of Marion Construction 
Company owned, leased, rented or borrowed vehicles. This policy is intended to safeguard people, protect 
equipment, and reduce the frequency and severity of accidents.  
  
Driving a Marion Construction vehicle is a privilege and Marion Construction reserves the right to deny or 
revoke the driving privileges of any driver in the event that the driver does not meet the requirements of this 
policy.  Further every employee has the moral responsibility to exercise safe conduct and common courtesy 
toward the general public, motorists and pedestrians, in the operation of a fleet vehicle.  
  
SCOPE AND APPLICATION  
This policy applies both to drivers of company owned vehicles as well as employees using personal 
vehicles in the course of Company business.  
  
DEFINITIONS  
MVR - Motor Vehicle Record  
Violation - Any motor vehicle driving violation  
Company Vehicle - Any vehicle owned, leased or rented by Marion Construction for Company business. 
Personal Vehicle - any privately owned vehicle that is used in the course of Company business.  
  
DRIVER REQUIREMENTS  
Marion Construction may grant the right to drive a Company vehicle or a personal vehicle for Company 
business to an employee only if the driver meets all of the criteria set forth in this policy.  Marion 
Construction may revoke a driver's right to drive a Company vehicle or personal vehicle in the event that 
the driver does not meet the criteria outlined in the policy or fails to follow the requirements of this policy.  
  
All drivers of Company vehicles or personal vehicles must comply with the following:  

1. Have a valid driver’s license which was issued at least three years ago.  
2. Immediately notify their supervisor or management if their driver's license is suspended, revoked, or 

has any limitations or restrictions.  The supervisor should notify the Human Resources Director in 
these instances.  

3. Meet the insurability standards set forth by Marion Construction's insurance carrier as defined in this 
policy.  

4. Any personal vehicle driven by a Marion Construction employee must be insured by the owner of 
the vehicle and said insurance will be the primary insurance and Marion Construction's insurance 
will be secondary.  

5. Observe all applicable federal, state, and local motor vehicle laws, ordinances and regulations.  
6. Report all incidents in accordance with established Marion Construction procedures and cooperate 

in any investigation of the incident and any subsequent proceedings.  
7. Wear a seat belt at all times and ensure that all passengers wear their seat belts as well.  
8. Submit a completed MVR consent form to the Human Resources Director authorizing Marion 

Construction to check the driver's MVR.  
9. Maintain a MVR that satisfies the standards for an acceptable MVR as set forth in this policy.  

  
PROCEDURES  

A. Before Marion Construction grants the privileges to drive a Company vehicle or personal vehicle, 
Marion Construction must determine that the individual meets the requirements of this policy, 
including having an acceptable MVR.  

B. In order to determine that the driver has an acceptable MVR, the prospective driver must submit the 
completed MVR Consent Form to the Human Resources Director authorizing Marion Construction to 
obtain and review the driver's MVR.  The MVR Consent Form can be found in the New Hire 
Packets.  
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C. Marion Construction may at any time review a driver's MVR to determine if the driver has an 
acceptable MVR in accordance with the Company criteria.  Marion Construction expects to review a 
prospective driver's MVR upon receipt of the Consent Form and annually thereafter.  

D. Once the MVR has been obtained from the appropriate state, it will be evaluated using the criteria 
outlined below:  

  

MVR  Criteria  

Key to Types of Violations  

Type A Includes (but is not limited to) driving under the influence of alcohol or drugs; driving while 

impaired; refusing substance test; reckless driving; manslaughter; hit & run; assault arising out of the 

use of a vehicle; attempting to or eluding a police officer; any felony; drag racing; failure to stop/report 

an accident; making a false accident report; license suspension or revocation; and driving while 

license suspended or revoked.  

Type B Includes all at-fault vehicle accidents, and speeding violation of 26 miles per hour or more 

over the posted speed limit.  

Type C Includes all moving violations not classified as Type A or Type B (Speeding 25 miles per  

hour or less; improper lane change; failure to yield; running red lights or stoplights, etc.) Type D 

Includes all non-moving violations (illegal parking; vehicle defects; etc.)  

  

If a driver has been cited for or involved in the following violations, the driver will no longer 

have an acceptable MVR and will have their company driving privileges suspended for a 

period of 1 year:  

One or more Type A Violations in the preceding 36 months, or 

Two or more Type B Violations in the preceding 36 months, or 

Three or more Type C Violations in the preceding 36 months, or  

One Type B Violation and two Type C Violations in the preceding 36 months.  

  

If a driver has been cited for or involved in the following violations, the driver will no longer 

have an acceptable MVR and will have their company driving privileges suspended for a 

period of 1 year:  

Two Type C Violations in the preceding 36 months, or  

Three or more Type D Violations in the preceding 36 months.  

  

A driver may only be placed on probation twice.  Any violation of any type following two probationary 

periods, will lead to permanent revocation of driving privileges for three years.  

  

E.  In the event a driver's MVR is found to be unacceptable, the Human Resources Director will notify the 

supervisor and employee in writing.  

  

REVOCATION OF DRIVING PRIVILEGES  

Marion Construction may revoke driving privileges, seek full reimbursement and/or terminate an employee 

as a result of gross or willful negligence by the employee entrusted with the care, custody and control of a 

Company vehicle.  

  

Gross or willful negligence will have occurred in the following events, among others, whether or not the 

employee was operating the vehicle at the time, if it is determined the operator of the vehicle committed 

any of the following violations:  

 Driving under the influence of alcohol or drugs  

 Homicide or manslaughter involving the use of a motor vehicle  

 Operating a Company Vehicle without a valid driver’s license  

 Leaving the scene of an accident (hit and run)  

 Misrepresenting the facts concerning an accident  
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 Reckless or careless driving  

 Operating a Company vehicle in an unsafe condition, while having prior notice of such  

 

AUTOMOBILE OPERATING POLICIES  
Marion Construction owns several automobiles; vehicles are rented as needed and considered part of the 

vehicle fleet for purposes of this policy and procedures.  This fleet is operated to enable us to better 

service our customers.  Company vehicles may be assigned to an individual, a department or an office, 

depending upon the company's needs.  

  

Only authorized employees are allowed to operate Marion Construction's fleet of vehicles.  In all instances, 

fleet vehicles are for company business only.  Persons other than Marion Construction employees (e.g. 

spouses, dependents, etc.) are not permitted to operate Marion Construction’s vehicles unless expressly 

permitted to do so in writing.  

  

When authorized in writing by the Vice President of Operations, Marion Construction owned vehicles may 

be used by employees for commuting to and from work, but if done, the individual will incur a tax liability 

that will be reported as taxable imputed income tax to the IRS. The current value of this benefit is 

maintained by the Accounting Department.  

  

Otherwise, no personal use of a company vehicle is allowed, by any employee unless specifically 

authorized in writing by the Vice President of Operations.  

  

Employees are not allowed to operate vehicles while under the influence of alcohol/drugs, or while impaired 

by alcohol/drugs.  "Under the influence" or "while impaired" means that an employee is adversely affected 

by alcohol or a drug, or the combination thereof.  The symptoms of influence and/or impairment are not 

confined to those consistent with misbehavior, or to obvious impairment of physical or mental ability such 

as slurred speech or difficulty in maintaining balance.  An employee will be presumed to be impaired and in 

violation of this policy whenever the presence of drugs or alcohol exists in levels that would equal or exceed 

those levels prescribed by the appropriate state law for driving under the influence or driving while impaired.  

  

Our employees are instructed to obey all traffic regulations at all times.  Any violation of traffic laws and 

fines resulting from citations are the responsibility of the individual receiving the citation.  

  

Our employees are required to use vehicle-equipped restraining devices (any/all seat belts and shoulder 

straps) while driving any motor vehicle (including rental or borrowed vehicles and personal vehicles used 

for company business).  

  

ACCIDENTS  

Marion Construction employees and Company vehicles are occasionally involved in accidents.  We 

consider these accidents unfortunate since our employees' health is at risk and the company's assets 

compromised.  

  

Marion Construction has a standard reporting procedure to notify the Human Resource Director, and the 

insurance carrier, in the event a Marion Construction employee or vehicle is involved in an accident.   

  

1. The employee shall comply with all local laws governing such accidents.  

2. The employee shall properly document the accident using the report forms supplied with each 

vehicle.  

3. The employee shall immediately (in person or via telephone) report the accident to the Human 
Resource Director as soon as possible; written notification to the Human Resource Director 
shall follow as soon as possible.  
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4. The Human Resource Director shall report the accident as soon as possible to our insurance 

carrier representative.  
  

VAN TRAINING  

In order for an individual to be eligible to drive a Marion Construction passenger van, the individual must 

meet all of the requirements outlined in this policy as well as successfully complete the van driver training 

course. The van driver training course is available by contacting the Human Resource Director.  A copy of 

the test results will be retained in the employee's personnel file.  

  

VEHICLE MAINTENANCE  

We want to keep our Company Vehicles in top notch, clean condition.  Assigned drivers are responsible 

for the care of company owned vehicles.  Follow the manufacturer's recommended intervals for oil 

changes, filters, lubrications, tune-ups, etc.  Replace the tires as necessary, and use snow tires when 

appropriate.  

  

Always follow established procedures for recording company vehicle maintenance.  

  

ENFORCEMENT OF POLICY  

Failure to meet the conditions of this policy, including maintaining an acceptable MVR, may result in 

revocation of driving privileges, reassignment to a non-driving position, as well as disciplinary action up to 

and including termination of employment.  
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COMPANY OWNED PROPERTY 

  

No employee should expect any privacy except that which is given by law.  Marion Construction has the 

right to monitor any communications that utilize company networks in any way, including data, voice mail, 

telephone logs, Internet use, network traffic, etc., to determine proper utilization and retains the right to do 

so at any time.  Furthermore, no employee shall knowingly disable any network software or system 

identified as a monitoring tool.   

  

The intent of this policy is to ensure that all property maintained by Marion Construction is kept in the best 

possible working condition and to ensure proper utilization. Property shall be defined as any piece of 

equipment, tools, furnishing, vehicle, building or supply leased, owned, donated or otherwise in the 

custodial care of Marion Construction.   

  

GENERAL CONDITIONS   

It is the responsibility of each employee to maintain his or her work environment in an orderly fashion and 

follow all guidelines to ensure proper use and maintenance of Company property.  Should any employee 

have knowledge of any misuse, he or she must notify a supervisor immediately.  

  

Any employee found to neglect or misuse Company property will be disciplined, up to and including, 

termination. If the neglect is determined to be gross, the Marion Construction will expect remuneration for 

part or all of the replacement cost.  

  

No employee shall use Company property for personal use unless specific permission has been granted by 

the Vice President of Operations. This includes, but is not limited to, computers, cellular phones, copiers, 

faxes, Internet services, etc.  Should permission be granted, the employee is responsible for the return and 

care of the loaned property. Special care should be taken to identify any concerns regarding its condition 

before the property is removed and/or used.  

  

Misappropriation of Company property is grounds for immediate termination and possible criminal action.   

  

ELECTRONIC DEVICES   

Electronic devices shall be defined by example.  Examples of such items may include, but are not limited to, 

computers, laptops, cellular phones, printers, fax machines, Internet connections, e-mails, televisions, etc.  

  

As stated above, personal use of these items may be only with specific permission.  

  

  

  



 

 

 

CELL PHONE USAGE  
  

Employees may not use personal cell phone on jobsites.  Employees are to keep their personal cell 

phones in their vehicles or in their lunchboxes while working on jobsites unless approved by 

management.  

  

All employees are expected to follow applicable state or federal laws or regulations regarding the use of 

cell phones or PDAs at all times.  

  

Employees whose job responsibilities include regular or occasional driving and who are issued a cell 

phone or PDA for business use are expected to refrain from using their phone to receive or place calls, 

or to take pictures or video while driving.   In no case shall an employee text, surf the web, email or 

instant message while driving.   

  

Use of a cell phone or PDA while driving is not required by the company. Safety must come before all 

other concerns.  Regardless of the circumstances, including slow or stopped traffic, employees are 

required to use hands-free operations.  If that is not possible, employees are required to pull into a rest 

area or parking lot and safely stop the vehicle before placing or accepting a call or, refrain from 

discussion of complicated or emotional matters and keep their eyes on the road.   

  

Special care should be taken in situations where there is traffic, inclement weather or the employee is 

driving in an unfamiliar area.  Hands-free equipment may be provided with company-issued phones 

and PDAs to facilitate the provisions of this policy.  

  

Employees who are charged with traffic violations resulting from the use of their phone or PDA while 

driving will be solely responsible for all liabilities that result from such actions.  
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CONTRABAND AND WEAPONS  
  

No contraband will be allowed in any office, work location, or facility of Marion Construction.  

Contraband includes, but is not limited to illegal drugs and paraphernalia, alcoholic beverages, 

firearms, weapons or explosives.  

  

Violation of this policy will lead to disciplinary action, up to and including, termination.  
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DRUG AND ALCOHOL POLICY AND        

PROCEDURES 
PURPOSE  

Marion Construction is committed to being a drug-free and safe workplace.  Our employees must be 
physically and mentally fit to perform their duties in a safe and efficient manner.  Therefore, no 
employee shall work or perform work while under the influence of alcohol, illegal drugs, or that would 
affect his/her ability to perform the job in a safe and efficient manner.  
  
To this end, the following has been adopted and will be enforced.  
  
DEFINITIONS  

Accident - any event resulting in injury to persons or property to which Marion Construction Company 
believes an employee either directly caused or to which he or she indirectly contributed.  

Alcohol - ethyl alcohol (ethanol), hydrated oxide of ethyl, or spirits of wine, from whatever source or by 
whatever process produced.  References to use or possession of alcohol include the use or 
possession of any beverage, mixture or preparation containing alcohol.  

CIDFWP - Construction Industry Drugfree Workplace Program.  
Contraband - includes, but is not limited to the following:  Drug paraphernalia, firearms, unauthorized 

explosives, unauthorized weapons, drugs or alcohol.  
Drug - any substance (other than alcohol) capable of altering the mood, perception, pain level or 

judgment of the individual consuming it, or any “controlled substance” or “controlled dangerous 
substance” as defined by federal and state statutes.  “Illegal drug” means any drug or controlled 
substance the sale or consumption of which is illegal under state and/or federal law, and including 
legal drugs used illegally.  

Drug Paraphernalia - any article for the use, storage or sale of drugs.  

Employee - any individual who actually performs work for Marion Construction Company.  
Employee Assistance Program (E.A.P.) - a program that provides counseling services to any employee 

that has a drug or alcohol dependency.    
Incident - an event which MCC determines has all the attributes of an accident, except that no harm 

was caused to persons or property.  
Last Chance Agreement - a rehabilitation agreement between employee and MCC that stipulates 

reinstatement conditions when recovering from a drug or alcohol dependency problem.  
MCC – Marion Construction Company.  

MCC Premises – All facilities, job sites, vehicles and equipment that are owned, leased, operated or 
utilized by MCC or its employees for work-related purposes, including parking areas and driveways, 
as well as lockers, toolboxes or other storage areas used by the employees.  It also includes other 
public or private property, facilities, vehicles and equipment located away from MCC facility if the 
employee is present on such property for a work-related purpose.  Industry education and training 
assigned by the employer shall be considered a work-related purpose.  

MRO – Medical Review Officer determined by the CIDFWP.  

Testing Facility - a hospital, clinic, physician's office or laboratory where specimens can be collected 
and tested according to recognized professional standards under the CIDFWP.  

Working Hours:  The term “working hours” means all the time during which employees are engaged in 
work duties or subject to the control of MCC, and also includes scheduled breaks (including meal 
periods) and travel to work or from one workplace to another.  

  
POLICY    

MCC will utilize every reasonable means to maintain a drug-free work environment for its employees, 
including implementing substance abuse testing of employees and job applicants to detect use of illegal 
substances.  Employees on MCC premises may be subject to search as provided herein. Applicants 
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and employees will be required to consent to drug/alcohol testing as outlined herein at those projects or 
workplaces designated by MCC.  MCC will not discriminate against applicants for employment because 
of a past history of drug abuse.  It is the current use of drugs that is prohibited. This is a zero tolerance 
policy.  
 
In the event that any portions of this policy shall be in conflict with any federal or state law or regulation, 
such portions shall be severable and void, but such legislation shall not invalidate the entire program, 
and all other provisions not in conflict with the legislation shall remain in full force and effect.  
  

PROHIBITED CONDUCT    
The following conduct is a violation of this Policy:  for any employee to use, possess, sell, trade, offer 
for sale, or offer to buy illegal drugs or otherwise engage in the illegal use of drugs on or off the job; for 
any employee to report to work under the influence of illegal drugs or alcohol; and for any employee to 
use prescription drugs illegally.  However, nothing in this Policy precludes the appropriate use of 
prescription or non-prescription medications.  

  
In rare instances, approved functions may include alcohol during work hours, but must be pre-approved 
by Corporate Officers and be in accordance with state and local laws.  
  
Violations of this Policy are subject to disciplinary action up to and including termination.  

  

EMPLOYEE DRUG TESTING - GENERAL PROCEDURES  
MCC has adopted testing practices to identify employees who use illegal drugs on or off the job.  It shall 
be a condition of employment for all employees to submit to drug testing under the following 
circumstances:  

1. Pre-Employment:  After a conditional offer of employment has been made, all new hires will be 
required to submit to a drug test unless the applicant can produce a CIDFWP drug card that is 
less than six months old.  Applicants who refuse to submit to the required testing will not be 
considered for employment.  

2. Random:  All employees are subject to random testing.  Employees will be notified if they have 
been randomly selected for substance abuse testing.  Employees must provide a specimen by 
midnight the date of notification.  

3. Reasonable Suspicion:  The following circumstances could cause reasonable suspicion:  
a. Observable phenomena while at work such as direct observation of drug use or of the 

physical symptoms or manifestations of being impaired due to drug use;  
b. Abnormal conduct or erratic behavior while at work or a significant deterioration in work 

performance;  
c. A report of drug use provided by a reliable and credible source;  

d. Evidence that an individual has tampered with any drug test during his or her employment 
with  

MCC; or  
e. Evidence that an employee has used, possessed, sold, solicited, or transferred drugs while 

working or while on the company's premises or while operating the company's vehicle, 
machinery, or equipment.  
   An employee reporting to work visibly impaired will be evaluated under the Reasonable 
Suspicion Procedures.    

   An employee being asked to undergo reasonable suspicion drug testing must report to an 
approved drug testing facility within two (2) hours of being directed by MCC.  An employee 
who has been asked to undergo reasonable suspicion drug testing may be relieved from duty 
at the company's discretion, pending the results of the testing.  Should the results of the 
reasonable suspicion testing be negative, employee will be paid for the days employee was 
relieved from duty.  
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   If MCC has a reasonable basis for suspecting that prohibited drugs or alcohol have been 
used at a particular location (e.g. drug paraphernalia found on site), but MCC cannot 
determine which employee(s) have used such prohibited drugs or alcohol, then MCC has the 
right to request that all employees at the site be tested within a twenty-four (24) hour period.  

4. Post Accident:  A post accident test will be required when any employee has caused or 
contributed to an on-the-job injury that resulted in a loss of work time for an employee or damage 
to property.  Loss of work time means any period of time during which an employee stops 
performing the normal duties of employment due to the accident or incident.  The employee must 
report for testing  
within two (2) hours after receiving medical attention or two (2) hours after being directed to test 
by MCC, if no medical attention is required.    

5. Follow Up Program:  As a part of a follow-up program of treatment for drug abuse.  
6. Re-test:  If an initial Pre-Employment, Random, Reasonable Suspicion, Post Accident or Follow-

up Program test is returned dilute or temperature failure, employee must provide a specimen 
within twelve (12) hours from the time of notification.   

7. Refusal to Test:  Refusal to test includes failure to cooperate with the testing process in a manner 
which does not allow the test to be conducted, leaving the testing location before a test is 
completed, refusal to offer an adequate specimen without a valid medical explanation, refusal to 
submit a new specimen within the specific time period; failure to immediately report to the 
collection location when requested, adulterating, substituting or tampering with a specimen, 
temperature failure or other behavior that interferes with the testing process.  Consequences of 
refusals to test will lead to disciplinary action, up to and including termination of employment.  

8. Shy Bladder:  An employee unable to provide an acceptable urine sample in a three (3) hour 
period after arrival at the testing location may be deemed as “refusing to test.”  If the employee is 
able to demonstrate that the “shy-bladder” situation is due to a qualified medical condition, MCC 
will reverse the “refusal” and consider the test as a negative test result.  The employee claiming a 
medical condition will automatically be placed on unpaid administrative leave for up to five (5) 
working days after the shy-bladder situation to obtain a written report prepared by a physician 
who has medical expertise in the condition the employee claims is the reason for the shy-bladder.  
For the purpose of this paragraph, a medical condition does not include unsupported assertions of 
“situational anxiety” or dehydration.  If the employee has not presented a physician’s report that is 
acceptable to the CIDFWP MRO at the end of the five (5) day period, the employee will be 
terminated from employment.  

9. Dilute Specimen:  An employee that provides a dilute specimen by the CIDFWP standards must 
retest (see section A.6 above).  Failure to provide a new specimen shall constitute a Refusal to 
Test.      

10. Temperature Failed Specimen:  An employee that provides a temperature failed specimen by the 
CIDFWP standards must retest (see section A.6 above).  Failure to provide a new specimen shall 
constitute a Refusal to Test.      

11. Invalid Specimen:  An employee that provides an invalid specimen by the CIDFWP standards 
shall be considered a Refusal to Test.      

12. Confirmed Positive Retest:  Employees with a confirmed positive test result may, at their option 
and expense, have a second confirmation test made on the same specimen. An employee will not 
be allowed to submit to another testing.  An employee will be suspended without pay pending the 
results of the second confirmation test.  

  
A current CIDFWP Card is a valid substitute for pre-employment testing if the card was issued within 
six (6) months.  It is not a substitute for any other type of testing listed above in section A.  A Drug and 
Alcohol Card from another Contractor or testing facility will not suffice to substitute for pre-employment 
testing.  
  



 

Marion Construction Company    Rev 03/2014  

 
 

VOLUNTARY NOTIFICATION  
We strongly encourage all of our employees to seek help on an ongoing and voluntary basis, if needed.  
Addictions are treatable.  The most effective way of approaching this problem is through education and 
concerned intervention.  This policy is intended to promote treatment and rehabilitation as well as a 
safe and secure work environment.  

  
If an employee wishes to seek treatment on his/her own, prior to being tested through the CIDFWP, 
and notifies either the Chief of Operations or the Human Resource Director of the intent to seek 
treatment on his/her own, arrangements may be made to ensure reinstatement upon completion of the 
treatment.    
  

REQUIRED NOTIFICATION  
Under the Drug Free Workplace Act, an employer who works for a government contract or grant must 
require its employees notify the employer if an employee has a criminal conviction for drug-related 
activity that happened at work.  Because MCC has, and may, work for a government contract or grant, 
if an employee has a criminal conviction for drug-related activity that happens at work, you must report 
the conviction to MCC within five (5) days of the conviction.  Failure to do so will lead to disciplinary 
action, up to and including termination.  
  

POSITIVE TEST  
An employee who tests positive (fails) for the first time with MCC for any of the substances identified for 
testing by the CIDFWP will have two options:  
  
Option 1:  INELIGIBILITY:  The individual will be ineligible to work on any MCC premises and/or 
projects. Option 2:  REHABILITATION:  In lieu of ineligibility, the individual may choose to fully comply 
with the CIDFWP Rehabilitation process.  
  
MCC encourages any employee struggling with drug or alcohol abuse to seek counseling.  
An employee that chooses Option 2, may be eligible for reinstatement upon completion of the 
rehabilitation program provided an opening exists and upon signing a last chance agreement with 
MCC.      
  
An employee who tests positive (fails) for the 2nd time with MCC within a twenty-four (24) month period 
for any of the substances identified for testing by the CIDFWP will be ineligible to work on any MCC 
premises and/or projects.  
  

ALCOHOL ABUSE  
A.  An employee who is under the influence of alcohol, as defined in subpart B, at any time while on 
MCC business or at any time during the hours between the beginning and ending of the employee's 
work day, shall be guilty of misconduct and is subject to discipline up to and including termination.  B. 
 An employee shall be determined to be under the influence of alcohol if:  

1. the employee's normal faculties are impaired due to the consumption of alcohol; or  

2. the employee has a blood alcohol level of .05 or higher.  
  

PRESCRIPTION DRUGS  
Notwithstanding any other provision in this Policy, use of prescription and non-prescription medication 
is not a violation of this Policy if that medication is taken in accordance with a lawful prescription or 
standard medical dosage recommendation.  Any employee using a prescribed or recommended drug 
that will affect his/her ability to do his/her job, must immediately report the potential side effect only (not 
the drug or the underlying condition) to his/her supervisor to determine if he/she should report to work, 
be reassigned, or excused from work.    
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An employee using a prescribed or recommended drug may be asked to provide a release from the 
attending physician stating that the worker can perform his/her duties without impairing the workers 
safety, or the safety of others.  For the safety of all employees, MCC may place persons using such 
drugs on temporary medical leave until released as fit for duty by the prescribing physician.  MCC 
reserves the right to obtain a confirming medical opinion before returning the employee to duty.  
  
The use of marijuana, which is a Schedule I controlled substance under federal law (Controlled 
Substances Act, 21 USC §812), is expressly prohibited under this Policy even if its medical use is 
authorized under state law, except to the extent required by the applicable federal and state disability 
laws.  If you have a medical marijuana card issued under state law, then you must advise the MRO of 
this, and the CIDFWP will advise.  

  

CONFIDENTIALITY  
MCC shall take reasonable measures to safeguard the privacy of the employees in connection with this 
Policy, including maintaining the confidentiality of employees who come forward to discuss alcohol or 
drug abuse affecting them before any testing or disciplinary action.   The results of any positive test will 
not be released to any third party or outside agency unless required by law or with written permission of 
the employee.    
  
Notwithstanding anything herein, MCC may release such information to respond to a complaint, 
grievance, charge, lawsuit, or other proceeding initiated by the employee challenging the test, the 
results, the testing program, administrative rules or disciplinary action.    

  

RIGHT TO SEARCH  
MCC has the right to search any personal effects, vehicles, lockers, baggage, lunch boxes, etc., for 
contraband.  An individual who has notice of this rule and enters MCC Premises is deemed to consent 
to this search procedure.  Searches will be conducted on an “as needed” basis as determined after 
consultation with Management.  There will be an employee representative and/or other witness to all 
searches conducted by MCC.  
  
An employee who refuses to submit to a search as described in this Policy is subject to disciplinary 
action including immediate discharge.  An employee on MCC Premises, facility or workplace in 
possession of contraband is subject to disciplinary action including immediate termination.  
  

EMPLOYEE ASSISTANCE PROGRAM (E.A.P.)  
The Laborers and Carpenters Union may cover the expense for an employee to seek counseling for a 
drug or alcohol dependency.  Please check with union trust plan administrator.  
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HARASSMENT AND DISCRIMINATION 

PROHIBITED 
PURPOSE  

Marion Construction strives to maintain an environment free from discrimination and harassment, where 
employees treat each other with respect, dignity and courtesy.  
  
This policy applies to all phases of employment, including but not limited to recruiting, testing, hiring, 
promoting, demoting, transferring, laying off, terminating, paying, granting benefits and training.  This policy 
applies not only to conduct of a supervisor toward a subordinate, but also to conduct between coworkers 
and acts of non-employees, such as suppliers, customers, or the like.  
  
PROHIBITED BEHAVIOR  

Marion Construction does not and will not tolerate any type of harassment of our employees, applicants for 
employment, or our customers.  Discriminatory conduct or conduct characterized as harassment as defined 
below is prohibited.  

  
The term harassment includes, but is not limited to, slurs, jokes, and other verbal or physical conduct 
relating to a person's gender (including pregnancy), race, color, religion, national origin, age, disability, 
military status, marital status, juvenile records that have been expunged, genetic information or any other 
protected category under federal, state or local law that unreasonably interferes with a person's work 
performance or creates an intimidating, hostile work environment.  
  
Sexually harassing behavior in particular includes unwelcome conduct such as: sexual advances, requests 
for sexual favors, offensive touching, or other verbal or physical conduct of a sexual nature. Such conduct 
may constitute sexual harassment when it:  
  

 is made an explicit or implicit condition of employment;  

 is used as the basis for employment decisions;  

 unreasonably interferes with an individual's work performance; or  

 creates an intimidating, hostile or offensive working environment.  
  
The types of conduct covered by this policy include: demands or subtle pressure for sexual favors 
accompanied by a promise of favorable job treatment or a threat concerning employment. Specifically, it 
includes sexual behavior such as:  
  

 repeated sexual flirtations, advances or propositions;  

 continued and repeated verbal abuse of a sexual nature, sexually related comments and joking, 
graphic or degrading comments about an employee's appearance or displaying sexually suggestive 
objects or pictures including cartoons and vulgar e-mail messages;  

 addressing an individual with a term of endearment or nickname not of that individual's choosing;  

 leering at a person's body;  

 displaying sexually explicit or offensive pictures or materials in the work place;  

 pressuring an employee for a date or sexual activities; and  

 any uninvited physical contact or touching, such as patting, pinching or repeated brushing against 
another's body.  

  
Such conduct may constitute sexual harassment regardless of whether the conduct is between members of 
management, between management and staff employees, between staff employees, or directed at 
employees by non-employees conducting business with the Company, regardless of gender.  
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Do not assume the behavior of the kind listed above will be acceptable to another employee.  Be aware of 
how people respond to what you do and say.  If an individual objects to your behavior toward him or her, 
listen to and heed the objections.  
  
It is important that you report sexual harassment and other kinds of discrimination.  We cannot do anything 
to remedy the situation if we do not know it exists.  
  
HARASSMENT BY NON-EMPLOYEES  

Marion Construction will also endeavor to protect employees, to the extent possible, from reported 
harassment by non-employees in the workplace, including customers, clients and suppliers.  
  
COMPLAINT PROCEDURE AND INVESTIGATION  

Any employee who believes that he or she has been sexually harassed or subject to other discrimination 
should take the following actions:  
  

 Tell the offender firmly that you do not like his or her behavior.  

 Report the incident immediately to your supervisor or the Human Resources Director.  The 
employee always has the option of reporting the conduct directly to the Human Resources Director, 
if he or she prefers.  

 If you are harassed by a non-employee, notify your supervisor or the Human Resources Director 
immediately.  

 If you are uncomfortable reporting the incident to your supervisor or the Human Resources Director, 
please report it to the company President, or any other company manager or supervisor you feel 
comfortable with immediately.  

  
Any supervisor or managerial employee who observes sexual harassment or receives a report of sexual 
harassment or other discrimination from an employee must report it to the Human Resources Director, no 
matter how insignificant it may seem to the employee, manager or supervisor.  No employee will be 
disciplined or otherwise retaliated against for complaining about sexual harassment or other discrimination.  
  
Marion Construction will conduct a prompt investigation as confidentially as possible under the 
circumstances.  Employees who raise concerns and make reports in good faith can do so without fear of  
reprisal; at the same time, employees have an obligation to cooperate with Marion Construction Company in 
enforcing this policy and investigating and remedying complaints.  
  
Any employee who becomes aware of possible sexual harassment or other illegal discrimination against 
others should promptly advise your supervisor or any other appropriate member of management.  
  
If it is determined that sexual harassment or other discrimination has occurred, management will take 
immediate and appropriate corrective action to end the problem and prevent its recurrence.  Employees who 
have engaged in harassing or discriminatory conduct will be subject to appropriate disciplinary action, up to 
and including termination.  The employee making the complaint will be advised that the investigation has 
concluded, and if warranted, that appropriate correction action has been taken to end the problem and 
prevent any reoccurrence.  If disciplinary action is taken, it will be discussed only with the individual 
receiving the disciplinary action and his/her supervisor.    

  
RETALIATION  

Any employee who files a complaint of sexual harassment or other discrimination in good faith will not be 
adversely affected in terms and conditions of employment and will not be retaliated against or discharged 
because of the complaint.  
  
In addition, we will not tolerate retaliation against any employee who, in good faith, cooperates in the 
investigation of a complaint.  Anyone who engages in such retaliatory behavior will be subject to appropriate 
discipline, up to and including termination.  
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ON THE JOB INJURIES  
  

If you need to see a doctor for a work related injury or illness, you must notify your supervisor 
immediately of the injury or illness and the circumstances surrounding it.  In addition, you will be 
expected to do the following:  
  

1. Complete the Incident Report and the Report of Occupational Injury or Disease (Form 801) for 
filing with Marion Construction’s Workers Compensation carrier.  
 

2. Maintain a positive attitude and desire to return to work quickly which will aid you in your 
recovery.  You must be an active participant in your recovery which includes communicating 
with your doctor about your injury and recovery as well as your Superintendent and the Safety 
Director.  
 

3. It is your responsibility to see that your doctor completes a Work Status Report.  These will be 
provided to you in the Injury Packet you will complete.  You must keep us informed of your 
progress and work restrictions.  
 

4. Should your doctor authorize time-loss, there is at least a three-day waiting period before time-
loss benefits will begin.  To avoid loss of wages, inform your doctor that modified duty is 
available and have your physician complete the Work Status Report.    
 

5. Immediately report back to work after seeing the doctor with your progress or findings after each 
subsequent physician’s visit or other treatment.   The Work Status Report should be completed 
at each physician visit and returned to your Superintendent.   You must report to your next 
scheduled shift once the doctor releases you to work (part-time, temporary, modified or regular).  
 

6. If your doctor authorizes time off of work, you must call in to the main office and speak with the 
Human Resource Director each week on Friday between the hours of 8:00 am and 3:00 pm.  
You must speak with the Human Resource Director directly and may not leave a message.  
 

7. Follow your doctor’s instructions.  If your doctor releases you to modified work with work 
restrictions, you understand what those restrictions are and agree to stay within those 
restrictions.  
 

8. Return all calls from your Workers Compensation Adjuster immediately so your claim can be 
processed appropriately.  Ask questions and make sure you understand your rights and 
responsibilities.  
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SAFETY PLANNING 
 
Planning is the most critical element in development of a safe and productive project.  A tool to facilitate this 
is the project safety plan and Pre Task Plan.  
  
PROJECT SAFETY PLANS  

The Project Safety Plan is a guideline to anticipated hazards, exposures and planned controls that may be 
anticipated on a project.  Through the development of a Project Plan, the Project Team will be able to plan 
ahead to minimize potential delays, costs, quality issues and safety concerns.  
  
On some of our larger and/or more complex projects the Owner, General Contractor and/or Construction 
Manager may require a site specific safety plan.  When requested, the site specific safety plan will be 
developed by the Project Management Team and approved by Marion’s Vice President prior to submitting to 
the client.  The Site Specific Safety Plan will be in a narrative form which identifies project specific concerns 
and potential exposures as well as steps the Marion Project Team has planned to mitigate these hazards.  
  
For ALL projects a Site Specific Safety Plan will be developed and approved by Marion’s Vice President, 
prior to work being allowed to progress.  The length and complexity of each site specific safety plan will 
directly correlate to the size and complexity of the project.    
  
Consideration must be given to working with our clients in order to develop project specific protocols when 
necessary. Protocols should emphasize interaction with, and lack of disruption to, facility personnel and 
operations.  Examples:  Hospitals, Schools, Airports, High Tech, Owner Occupied.  
  
DAILY PRE TASK PLANS  

On all Marion Construction projects, a daily Pre Task Plan (PTP) is required for every crew.  For some 
projects this may be required by the Owner, General Contractor and/or Construction Manager.   
Coordination for submittal, review and approval will be completed prior to mobilization.  PTP’s may need to 
be modified to address the specific hazards and/or protocols for various projects.  Sub-Contractors to 
Marion Construction are required to complete a daily PTP.  Subs are encouraged to use their own PTP.  
PTP’s must be updated daily AND when “something changes” (i.e. new crew member, new area, new 
equipment/tools). The PTP must be completed by the site foreman/lead and reviewed with all employees 
(and where appropriate our client) prior to work beginning.    
  
Every Marion Construction employee is expected to participate in the pre planning process at a minimum by 
listening at the Daily PTP pre-shift meeting.  Every foreman/lead is expected to include the safety of: fellow 
employees; the public; the facility; and the environment in their project planning, setup and mobilization, and 
to take adequate steps in mitigation of anticipated hazards and exposures.   
  
LOW FREQUENCE HIGH HAZARD TASKS  

Some tasks we are involved with happen infrequently but have a higher level of exposure to our employees, 
our clients and the environment.  In these cases, a “Task Specific” plan will be developed by those involved 
(may include the Client, sub-contractors, consultants, vendors, etc.).  These plans will be “task” specific.   
The task WILL NOT be allowed to proceed until the plan has been reviewed and approved by Marion’s Vice 
President.  At a minimum the following tasks will be considered within this category of special plans 
required: erection, jumping and dismantle of tower cranes; erection, jumping and dismantle of man-lifts; high 
shoring; pile driving; shoring; and tilt-ups.   
  
AUTHORITY, RESPONSIBILTY and ACCOUNTABILITY   

Each and every employee has the “Authority” to stop work if they feel there is an unsafe condition or act.  
Each employee is “Responsible” to follow company, regulatory, manufacturer and regulatory 
rules/operating instructions.  Every employee will be held “Accountable” for their actions as well as their 
inactions in implementing and supporting the company’s safety program and safety efforts. 
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GENERAL SAFETY RULES 

The following general safety rules apply to all Marion Construction Company Projects and all persons 
(including subcontractors) working on Marion Construction projects. Additional rules may be added 
based on Project Specific Hazards or Protocols.  
  
It is important to remember that rules cannot be created to cover all conditions on the construction site. 
The most important element in prevention of injuries is a positive safety attitude.    
  

1. Follow all Marion Construction project safety rules.  
2. Fall protection required over 6 ft.   
3. Never violate any warning signs or barricades.  
4. Correct (if possible) and report unsafe conditions to a supervisor immediately.  
5. Attend and sign-in at all weekly safety meetings.  
6. Report all injuries to your supervisor immediately. If for any reason you are unable to perform 

assigned tasks safely on this jobsite, you have a responsibility to notify your immediate 
supervisor.   

7. Compliance with Alcohol and Drug Policy is mandatory on all jobsites.  
8. If you are taking any medication that could cause physical or mental impairment, or if you have 

a domestic or other problem that may reduce your ability to concentrate on work, notify your 
supervisor.  

9. No fighting, horseplay, stealing, or running.  
10. Wear appropriate work clothing (long legged pants, shirts over the shoulder) and Personal 

Protective Equipment (PPE) as appropriate.  
11. Report daily to your foreman prior to beginning work. Contact your Superintendent if you are 

unable to report for work prior to your scheduled work time.  
12. If you are not sure how to perform your assigned task safely, stop and contact your immediate 

supervisor.  
13. Help promote good housekeeping. This includes proper disposal of lunch bags or other 

personal items brought to the job.  Eat and smoke in designated areas only.  
14. Throwing of materials from elevations is prohibited.  
15. Operate only the equipment that you have been trained and authorized to use.  
16. Always use equipment in accordance with the manufacturers’ specifications.  
17. Become familiar with all, Marion Construction and project specific, safety rules. These will be 

explained to you during your orientation period with the Company.  
18. Do not walk or stand under suspended loads.  
19. Each and every employee has the “Authority” to stop work if they feel there is an unsafe 

condition or act.    
20. Each employee is “Responsible” to follow Company, regulatory, manufacturer and regulatory 

rules/operating instructions.  
21. Every employee will be held “Accountable” for their actions as well as their inactions in 

implementing and supporting the Company’s safety program and safety efforts.  
 

Failure to abide by the safety rules and procedures will be subject for disciplinary action, up to and 
including, immediate termination, and/or removal/debarment from the jobsite, whichever is applicable.  

FOLLOW THE SAFETY RULES 
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    COMPANY & OSHA SAFETY INSPECTIONS 
 
A company safety survey or OSHA inspection is one method to monitor the effectiveness of the safety 
program. Other methods include:  tracking numbers of injuries, costs of those injuries, and participation of 
personnel in the safety program.  
 
It is critical to the success of the safety program that hazards that may occur are identified and corrected 
immediately before anyone gets hurt. This includes physical hazards such as a missing guardrail but also 
unsafe work practices such as standing under a suspended load.  
 
In most cases the Superintendent, Company Safety Director or an OSHA Inspector should not have to point 
out unsafe conditions on the job. If, and when this happens, progressive disciplinary actions should follow.  
 

SAFETY IS THE RESPONSIBILITY OF EVERY PERSON ON THE PROJECT. 
 
The Superintendent will make at least one comprehensive project survey each day. Any unsafe conditions 
or acts will be corrected immediately and if warranted written down on a project in the jobsite daily log.  
These reports will be maintained for review by the:  Operations Manager, Safety Director, and OSHA. 
Should no hazards be observed, a note to that effect should be documented.  
 
Periodic Project reviews/safety surveys will be conducted by the Marion Safety Department. Results of this 
survey will be submitted in writing to the Superintendent. The Superintendent will date and initial that all 
corrective actions have been implemented and keep a copy in the jobsite file.  
 
Results of all safety surveys should be reviewed at weekly safety meetings.  
 
General Foreman and Foreman are to tour their work areas with the Superintendent weekly for evaluation of 
safe conditions in their work areas. The Superintendent is to document these self-inspections.  Of specific 
importance are levels of cleanliness, unsafe acts and unsafe conditions.  Corrective action should be taken 
immediately.  Every foreman is to inspect their area prior to any work and throughout the shift.  Unsafe 
acts/conditions should be corrected, as appropriate, and documented in the daily log and/or PTP.  
 
The Vice President of Operations is to tour the project with the Superintendent and when possible with the 
General Foreman at least once per month.  Before tour, monthly accident reports and records of 
Superintendents’ previous walk-thru‘s should be reviewed. These inspections should be documented. 
 
OSHA INSPECTIONS 
OSHA Representatives may inspect our projects. There are several types of OSHA inspections:  Routine, 
Compliant, or Accident Investigation. In the event of an OSHA inspection, the Marion Safety Department 
should be notified immediately.  The project Superintendent should accompany OSHA during their 
inspection. If they document a hazard, you should take a photo of the item noted. The problem should be 
corrected immediately and a photo taken of that as well. If we do have an alleged violation, be sure to have 
personnel and yourself explain our safety program requirements to them. It will be very important to 
demonstrate to OSHA how we:  Orientate, Train, Pre-Plan, Monitor, and take progressive disciplinary action 
to control safety on our projects.  
 
The use of regulatory consultant (i.e. OSHA, Fire Marshal, and EPA) is encouraged. Consultants should be 
used during pre-planning and during construction.  All letters documenting visitation should be copied to the 
corporate Safety Department.  
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INCENTIVES 

 
Marion’s Foreman and crews are the key members to the success of our safety results.  Foreman 
through their proper preplanning, leading by example and execution of a safe project plan will lead 
Marion Construction to our goal of Zero Injuries and Zero Impacts.  We cannot build without the skills 
and professionalism of our craft employees.  To that end every member of the Marion Construction 
team is responsible for every aspect of project safety, accountable for their self and others in their work 
environment and has stop work authority for safety.  
 
We ask our construction teams to go above OSHA’s safety minimum, as identified throughout the 
Marion Construction’s Safety Manual.  Following our program, we will achieve our Zero Injury/Zero 
Impact goals.  When all safety program elements are met and safety results have been achieved the 
project Superintendent may, at his/her discretion, request from the Vice President of Operations that 
the project team be recognized.  The Vice President of Operations will review results with the Marion 
Safety Department and project team.  Based on their review, and if recognition is appropriate, different 
forms of appreciation may be authorized (i.e. crew lunches, Marion Construction apparel, gift cards, 
etc.).    
 
In addition, the Project Superintendent and the Vice President of Operations may authorize “Spot 
Awards”.  A Spot Award is where a crew and/or individual are identified as going “Above and Beyond” 
in their safety efforts.  Spot Awards will take the form most appropriate for the action(s).  

 
ALWAYS REMEMBER 

 Each and every employee has the “Authority” to stop work if they feel there is an unsafe 
condition or act.    

  

 Each employee is “Responsible” to follow Company, regulatory, manufacturer and regulatory 
rules/operating instructions.  

  

 Every employee will be held “Accountable” for their actions as well as their inactions in 
implementing and supporting the Company’s safety program and safety efforts.  
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PROGRESSIVE DISCIPLINE PROGRAM  
 
The Marion Construction Progressive Discipline Program was developed to help create a greater individual 
awareness and responsibility for safety on our projects. The Discipline Program works together with the 
Safety Incentive Program.  
 
INDIVIDUAL DISCIPLINE ACTION POLICY  
Individuals and/or groups of individuals (i.e., foremen and crew members) violating project safety rules will 
be subject to progressive discipline action. If other crewmembers or foremen are aware of an unsafe act or 
condition and do not immediately take corrective action, they can be held responsible as a group.  If an 
individual violates the rules of the Safety Program and others are not aware of this action, then that 
individual will be held solely responsible.  
  
Individual and/or groups of individuals who violate federal, state or local safety regulations or the Company’s 
safety policy or safety practices will be subject to discipline which could include a verbal warning, written 
warning, suspension, termination/debarment, or result in a permanent ban from employment/debarment with 
Marion Construction or on any Marion Construction project in the future.  
  
Written Safety Violation Notices will be written by the project Superintendent and/or the corporate Safety 
Director.  This does not mean that the Superintendent must personally observe the violation.  Any person on 
the project may report an unsafe act or condition to their direct supervisor or the project Superintendent at 
any time.  It is important to take immediate action if a serious hazard has been identified.  The chain of 
command should be followed in this event.  An individual should point the hazard out to another individual. 
Personnel should make their foreman aware of the hazard immediately.  If no corrective action is taken, the 
project Superintendent should be notified immediately.  
  
While it is not possible to outline all possible offenses or penalties, the following are general guidelines:  
  
Oral warnings may be appropriate for minor offenses related to items that would not cause a serious injury.  
  
Written warnings will be issued for violations that could result in serious injury or damage. Serious injury 
would be defined as those that could cause loss of use of body part and/or death or modified work type of 
injury.  
  
Serious violations will follow the outlined schedule of progressive disciplinary actions and incentive program 
guidelines.  
  
First Written Violation individual receives a written warning letter. Based on the severity of the violation 
and at the discretion of the project Superintendent, it may be warranted that the individual, be ineligible to 
work for a certain number of days on any Marion Construction project.  
  
Second Written Violation, if within 1 year of the first, renders the individual ineligible to work on a Marion 
Construction project for 1 year.  
  
Immediate termination and/or removal from the jobsite, whichever is applicable, may result when the nature 
of the violation or when repeated violations make retention of the violator unacceptable. Willful disregard for 
serious safety hazards will result in immediate termination and/or removal/debarment from the jobsite, 
whichever is applicable, of individuals directly responsible. Examples: fall protection, lockout/tagout, 
confined space, trenching.  Violations involving these types of work could result in serious injury or death to 
one or more person. If at any time you are unsure of safety conditions or procedures, stop immediately and 
contact your direct supervisor.  
  
Permanent ban:  An individual or subcontractor personnel is subject to permanent ban [ineligibility for future 
employment] if he/she has committed conduct which in the opinion of the project’s Superintendent and the 
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corporate Safety Director or their designees is sufficiently serious to present a risk of serious injury or 
otherwise compromise the Company’s compliance with the law or enforcement of its policy. In general, an 
individual acts in such a fashion if he/she demonstrates through word or deed a willful, conscious, intentional 
or repeated disregard of the law, official regulations or Company policies; causes or contributes to, or has 
the potential to cause or contribute to, a workplace fatality, worksite catastrophe or large number of injuries; 
demonstrates bad faith in the performance of his/her duties under the law or Company policy or engages in 
conduct that is so egregious as to undermine the effectiveness of the Company’s safety program or 
compliance with the law.  
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To:       Attn:       
(Employer)       Worker’s Direct Supervisor:       

Date:       

From:         , Superintendent on the       Project 

SUBJECT:  VIOLATION OF MARION CONSTRUCTION COMPANY SAFETY PROCEDURES 

WRITTEN SAFETY VIOLATION NOTICE 

 

This correspondence is forwarded to inform your firm that  ______________________ (last 4 S.S. N.); an employee of your  

company was seen performing the unsafe act noted below at approximately (date/time)     . 
 

 

 (If this box is checked, a document is attached with more details about the nature of the unsafe act). 

 (If this box is checked, a description of earlier verbal warning and/or training (safety meetings, daily logs, etc.) is included in the attached documents). 

 

MARION CONSTRUCTION COMPANY has a safety program with the goal of providing an accident free workplace. This program includes a PROGRESSIVE 

DISCIPLINE PROGRAM (PDP) that was developed to create greater individual awareness and responsibility for safety on Marion Projects. 

This progressive discipline program is addressed at job orientations and is also included in the job orientations with a signed receipt at that time. This 

program includes various levels of safety warnings and identifies procedures for debarment from Marion projects for repeated safety violations and any 
Willful and/or Serious Violations of Safety Protocol on Marion Construction Company Projects. 

 

Accordingly, due to your employee's observed unsafe act you are receiving the Safety Violation Notice indicated below (check one): 

 1ST WRITTEN WARNING VIOLATION (This letter constitutes the Warning for the above Safety Violation). 

 1ST WRITTEN WARNING VIOLATION WITH DAYS INELIGIBLE TO WORK ON PROJECT: Based on the severity of the 

violation, it is warranted that the individual is ineligible to work for ____ days on any Marion Project. (This letter constitutes the 

Warning for the above Safety Violation). 

 2ND WRITTEN WARNING VIOLATION. (A violation of this nature within 1 year of an earlier 1st Written Warning Violation renders 

the named worker ineligible to work on all Marion Construction Company Projects for a period of 1 year). 

 WILLFUL AND/OR SERIOUS VIOLATION OF SAFETY PROTOCOL. (This constitutes grounds for immediate removal and 

debarment from all Hoffman Projects for a period of 1 year. 

 PERMANENT TERMINATION OR PERMANENT DEBARMENT: (The nature of the violation and/or behavior was so egregious 

that permanent termination/debarment is warranted. The onsite project superintendent as well as the corporate safety director must 

agree on permanent termination/debarment.) 

As identified below, this notice constitutes the     specific safety deficiency notice that this employee of your firm has received while working 

on this Project. 

 VERBAL WARNING by_________________, Title __________________, on       . 

 WRITTEN WARNING by ________________ , Title _________________,on       . 

 NOT APPLICABLE - due to this Safety Violation being a Willful and/or a Serious Violation of Safety Protocol. 

Please understand the support of your organization in stressing the importance and seriousness of safety in the workplace will make our joint 
efforts successful. Should you have any questions on this matter please call the undersigned through the project offices or the Marion Corporate 
Safety Director at. 

 Project Superintendent: 

 

 Project Name:       

 Job Number:       
 Job  

      
 Address: 

 Job Phone:       Job Fax:       

__________________ 
cc:   Identified Worker Print Name 
        Worker’s Direct Supervisor  

        Corporate Safety Director (Original)  

        Project Operations Manager Signature 

Andi
Rectangle

Andi
Typewritten Text
Marion
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CRISIS MANAGEMENT PROGRAM 
 

The goal of the Marion Safety Program(s) is to eliminate hazards.  If our prevention efforts fail and we 
do have an incident the Incident Reporting Program is to be followed.  In the very unlikely event of a 
major crisis the below is a protocol to be followed until a Marion Corporate Officer is available to 
provide direction. On some larger projects with some owners/GC/CM, Marion Construction may be 
required to developing a site-specific crisis management plan.  If this is required, the Safety Department 
will assist the project team. The project team should become familiar with this before a crisis as they 
will not have time once a crisis happens. Consider the following while developing site specific Crisis 
Management Program: after-hours contacts, phone numbers, a backup if project Superintendent is not 
available, and language barriers.  
 
IN THE EVENT OF A SERIOUS INJURY OR DEATH  

1. Determine the extent and nature of the injuries. Inform local Emergency Response System 
(911).  Ensure responding emergency vehicles have direction to project and direction from 
street to incident site.  Contact the Human Resource Director (do not rely on left messages – 
talk to someone in person).  

2. Ensure that the incident site is left intact as much as possible until given clearance / guidance 
from the Human Resource Director or a Corporate Officer (involved tools, equipment, etc. is left 
in place and undisturbed).  Take pictures of the accident scene.  An incident investigation will be 
coordinated by the Marion Safety Department.   

3. Find out immediately where the person is being taken (medical facility).  
4. Depending on the type and/or extent of the injuries, the Marion Human Resource Director will 

notify the family. They will inform spouse there has been an incident and that a cab is on the 
way to pick them up. Identify if there is a family friend on the project.  If deemed necessary, that 
person may accompany the Human Resource Director to the family’s home.  In no instance is 
someone from the jobsite to notify the family over the telephone.  

5. For subcontractor’s personnel, gather same information. Do NOT release any information to 
anyone without direct approval from a Marion Corporate Officer.  

6. Contact a member of the Safety Department.  Do not rely on leaving a message on a recorder, 
talk to an individual.  

  
COMPANY SPOKESPERSON  
1) Whenever possible inform media that a representative from the main office is on the way (if 

possible give ETA) and that person will answer their questions.  
2) Statements that can be used to buy you time while you wait for the Company Spokesperson  

a) We are aware of the situation and are investigating the details. We will keep you informed as 
the situation progresses.  

b) The cause is not known at this time. The investigation is continuing.  
c) Due to the rush of the emergency, information is not yet complete.  
d) We have no information as to the extent of the emergency at this time, but we will contact you 

as soon as the details are known.  
e) ALWAYS MENTION that safety is your #1 priority and it is your goal to never have an 

accident, your main concern is your people.   
3)  Depending on the project contract arrangements and if media attention results, the Human 

Resource Director will need to coordinate releases with the owner, general contractor, construction 
manager and/or subcontractor.   
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SAFETY MEETINGS 

The agenda of the Marion Construction Safety Meetings (OR OSHA 437-001-0765) includes:   

 All available employees attend weekly safety meetings 

 Project Superintendents or Managers with authority to make hazard corrections lead meetings  

 All employees are invited to discuss concerns with workplace safety or health concerns  

 Any new accident investigations will be discussed, including causes and suggested corrective 

measures  

 Review companywide safety topic of the week  

 Document the meeting with meeting date, attendees names and all issues brought up at the 

meeting  

 The meeting minutes are to be kept in file for 3 years.  

  

Along with weekly Monday morning safety meetings daily Pre-Task plan meetings are held at each 

jobsite to discuss the day’s activities and a safe work plan. All employees are to participate and be 

part of the solution to providing a safe workplace.   

  

On the corporate level, an overview of current safety practices is done annually. A complete audit by 

senior management to assure our safety systems are all in place and protecting employees. Also a 

review of safety personnel along with key employees responsible for safety. Throughout the year slight 

changes will be made by senior management to improve safety as needed.    
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ACCIDENT PROCEDURES 
The goal of the Marion Safety Program is the prevention of accidents. However, should an accident occur on 
the job, we must be prepared to handle it effectively to minimize and control further injury.  An Emergency 
Medical Plan must be filled out and posted in the project office.  
  
The main objective of the incident investigation process is to gather the facts surrounding the incident. Thus, 
the “Marion Report of Incident” form should include only facts. No opinions or estimations are appropriate. 
The form is a process tool to ensure that on-site management has reviewed the incident and the necessary 
action(s) required to reduce the possibility of any future, similar occurrences.  
  
Depending on the severity of the incident and/or frequency of like occurrences, the on-site management 
team should consider holding a review to ensure that all root causes have been properly identified, in 
addition to identifying the corrective action. Vital participants to this process should include:  Project 
Superintendent; Project Manager; Vice President of Operations; Safety Department Representative, and /or 
OSHA/insurance consultant.  
  
In the event of a serious incident on the project, the following procedures must be followed (The Crisis 
Management Plan may need to be implemented):  

1. Immediate first aid treatment must be provided. Stabilize the victim and call for help.  
2. Contact the emergency medical transportation and hospital listed on the Project Emergency Medical 

Plan. A plan will be developed specifically for each project and list a pre-arranged emergency 
medical provider.  

3. Clear a path and direct emergency vehicles to the appropriate areas.  
4. Secure the accident area for a thorough investigation (pictures, witness statements, maps, etc.).  
5. Immediately notify the Marion Safety Department. New rules require notification of OSHA within 8 

hours of any serious and/or fatal accident and within 24 hours if an overnight hospital stay is 
required. The Marion Safety Department will notify OSHA.    

6. The Superintendent or Foreman will accompany or follow the injured worker to the hospital.  
7. The Foreman and Superintendent will complete an accident report form (801) and Marion Report of 

Incident form. These forms must be submitted to the Marion Human Resource Department by the 
end of that shift. This includes accidents or serious injuries to subcontractors’ personnel and any 
incident involving a member of the public.  

8. Arrangements should be made by the Foreman to secure the injured worker’s tools and personal 
belongings.  

9. Work will not continue in the area of work that was involved in the accident until the cause of the 
accident has been identified and corrective action to prevent a reoccurrence has been taken.  

10. The project Superintendent will notify appropriate family members of the accident victim.  
11. All significant incidents will be investigated by the Marion Safety Department.  

  
Injuries that are not as serious as to require emergency medical services from 911 but that require 
professional medical attention will also be investigated. The goal of incident investigation is to identify the 
cause(s) of the accident and take corrective action. All recordable injuries (i.e. loss of consciousness, 
modified work, stitches, broken bones, etc.) must be recorded on the OSHA 300 Log.  
  
Other incidents that have the potential to cause loss to Marion Construction (i.e. vehicle; equipment; 
property damage; impact to owners operating facility; impact to utility lines; etc.) should also be reported to 
the main office no later than end of shift.  Various additional incident reporting forms are available from the 
Marion Safety Department.  If an incident occurred “near” a Marion Construction operation a report of the 
incident and Marion Construction’s involvement (or just an important lack of involvement) should also be 
reported either on an incident report or at a minimum on the Project Daily Log.  
  



 

Marion Construction Company    Rev 03/2014  

 
 

ENVIRONMENTAL AND RECYCLING 
 

Under normal working conditions, Marion Construction uses no chemicals that pose significant impact 
to the environment or our employees.  With that said every employee will use, store and dispose of any 
/ all chemicals and chemical containers as identified/directed within the Safety Data Sheet.  If there is 
any question about disposal contact the project superintendent.  No chemicals will be transported 
unless in approved containers and adequately secured to ensure accidental spill during transport.    
  
Under typical working conditions Marion Construction operations will not generate waste that is 
considered hazardous chemicals.  Identified waste product should be, whenever possible, recycled.  
General waste can be disposed of in general trash.  If the employee or supervisor has any question on 
waste disposal contact the project superintendent prior to disposal.     
  
With some limited Marion Construction contracts we may be involved with the removal of product that 
may be considered hazardous (i.e. PCB, mercury, contaminated soils, etc.).  The 
identification/classification, storage and disposal of these products are the responsibility of the client.  
When dealing with any chemical and most important potential hazardous materials, employees MUST 
be trained in the precautions of working near/with these contaminates.  The project daily log should 
identify where and with whom the “possible” contaminates were stored for client removal/disposal.  
Every effort should be made to leave this product in a safe secured location.  The location should be at 
the direction of the client.  No work with or near potential hazardous chemicals should be allowed 
without pre planning with the Marion Safety Department.  
  
RECYCLERS  
Most major facilities and most metropolitan areas have recycling requirements. These requirements 
should be included in the contract specifications. Often local metropolitan governments have recycling 
programs that distribute “recycling toolkits”. These information brochures (or web pages) will direct 
contractors to local facilities and/or programs. For information on recycling: In Oregon see   
www.metro-region.org/recycling; nationally: www.building-reuse.org/; in Washington see:  
www.metrokc.gov/dnrp/swd/construction-recycling/index.asp.  
  
FORM OIL  
Every attempt should be made to order the correct amount of form oil needed for the project.  Every 
effort should be made to use excess form oil on a different Marion Construction project.  If form oil has 
been declared not useable, every attempt should be made through local municipalities to have the form 
oil recycled.  If there is no possibility of reuse nor recycle, the project Superintendent is to coordinate 
with the Marion Safety Department for correct classification, transportation and documentation of 
disposal.       
  
MERCURY-CONTAINING LAMPS  
Mercury containing lamps (fluorescent lamps) contain small quantities of mercury and other metals that 
are harmful to the environment and human health. The Department of Environmental Quality (DEQ) 
has included mercury-containing lamps to the list of waste subject to Universal Waste Management 
standards. Depending on the volume generated at a facility, restrictions and requirements for properly 
handling waste lamps will apply to the generator.   
  
In properly managing mercury-containing lamps, it is important to remember the following:  

 Mercury-containing lamps become waste on the date it is discarded.  

 Breaking lamp tubes may expose workers to harmful levels of mercury.  

 Waste mercury-containing lamps can be handled as a Universal Waste.  

 Universal Waste does not count towards generators monthly accumulation totals.  
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 Waste lamps in amounts greater than 1,000 kg (2,200 lb.) require additional notification and 
recordkeeping procedures.  

 Training of personnel responsible for handling waste lamps should be conducted to ensure 
proper handling procedures are met.  

 A preferred method of disposing of lamps is to have them recycled. Tubes must be received at 
the recycling facility intact for proper handling. Intact lamps do not expose personnel to 
potentially harmful levels of mercury. Estimated cost of recycling is 5-10 cents per linear foot.  

  
PCBs  
Polychlorinated biphenyls (or PCBs) are a group of colorless oils that were used in capacitors, 
transformers and ballasts in the 1950s - 1970s.  Because of the toxicity and environmental concerns 
regarding PCBs, only trained and authorized persons shall remove or handle materials containing 
PCBs.  Prior to renovation or demolition activities, all equipment that could contain PCBs should be 
identified.  If it is unknown whether equipment contains PCBs, it should be assumed that the material 
does contain PCBs.  In the event of a release of PCB oil, the area should be secured and the Marion 
Superintendent notified.  All equipment containing PCBs must be properly labeled, stored in a 
designated location and disposed of per state DEQ/EPA requirements.      
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PUBLIC PROTECTION 
  
Marion Construction is committed to protecting the public on, and around, our projects.  
  
Prior to starting construction operations, an evaluation of the potential risks of such operations to the general 
public must be considered and included within the Project Specific Safety Plan.  
  
No work shall proceed on any building or structure adjacent to a public access or publicly occupied area until 
adequate means have been implemented to protect the public.  
  
Public protection is provided by having adequate pre-job planning. Preliminary project safety plans must 
address this issue. The following may need to be included in the plans:  

 When appropriate, the project sites must be surrounded with a secure fence to preclude 
unauthorized or inadvertent access to the project site. If fencing is not appropriate, then this is a 
decision that should be made jointly among the project Superintendent, Vice President of 
Operations, and where appropriate the client.  Site access should be discouraged through the use of 
barricades, cones, flagging tape, warning signs, etc.  Protocols for keeping gates closed and 
barricades in place, especially near to or adjacent to public areas are to be developed.  Towards the 
final completion of the project, there exists the possibility the public could believe the project site is 
open to the general public. Therefore, barricade, fence and post signs, etc., accordingly. When there 
is potential for loose materials or debris to pass through the fence additional precautionary measures 
should be taken. Tight weave mesh or solid sheeting should be installed (be cautious of wind loading 
fences).  

 All gates and/or entrances should have proper warning signs posted. The type, size and location of 
these warning signs should be evaluated during the Project Pre-Planning Meeting. When the 
elevation and proximity of a project may create overhead hazards canopies should be installed. 
Canopies must have 8 feet of headroom and use a minimum of 2 inch solid planking. Fences must 
be installed on either side of the canopy.  

 Various types of fabric fence material are available and should be used in conjunction with guardrail 
systems to control debris and loose materials at upper perimeter floor and form systems.  

 Debris nets attached to the building may be utilized in some instances.  
 Work should be scheduled to reduce/eliminate the need to fly loads over people (public and craft). 

When conditions require flying loads over occupied areas, extra precautions must be taken. These 
precautions (at a minimum) include: critical lift planning, spotters, and special emphasis on rigging, 
bracing and pick points.  

 Boom lengths and swing radius will be considered in project safety planning so as not to interfere 
with any adjacent structures or utilities.  

 Municipalities shall be contacted for special permits for cranes and street closures.  
 All sub-contractors (specifically demolition and excavation) must submit a detailed safety plan 

outlining steps they will take to protect the public.  
 Housekeeping, lighting, traffic control, noise and hours of operation all should be addressed in the 

project safety plan and ongoing coordination meetings.  
 Crime prevention and neighborhood relations are critical elements of public protection and should be 

continuously addressed in coordination meetings. Public should be addressed within every Daily 
PTP.  

 For work within: in any building or structure; adjacent to a public access; and/or publicly occupied 
areas, supervisors and crews will be expected to take adequate means to protect the public.  If there 
is any question as to public safety the work is to stop and the foreman/employee is to contact the 
Marion project Superintendent.   
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HAZARD COMMUNICATION 
 
The Hazard Communication Standard [CFR 1910.1200 and 1926.59] is a law enacted by OSHA to protect 
personnel against chemical exposures at the workplace. The intent of the law is to reduce health risks by: 
(1) use of safer chemicals; (2) use of safety equipment and; (3) training and informing personnel of the 
potential hazards.   
  
It is the responsibility of each supervisor and craft professional to work within these OSHA guidelines and to 
protect their own personnel/persons.  During the project and/or task planning the chemical, usage, storage, 
disposal, possible exposure to public and other contractors in the area, as well as the environment shall be 
evaluated and adequate controls put in place.  
  
Under normal Marion Construction operations, very few chemicals are used that have not been thoroughly 
trained to employees in the apprentice program and re-addressed in the New Employee Orientation.  With 
that said, all employees must be trained as outlined below.  This can be achieved during the various Marion 
Construction safety training programs and/or on site if new chemicals are introduced.  During the review of 
the PTP the Foreman should ensure all employees have been trained as outlined below in the proper use, 
storage, PPE and disposal of all chemicals used for task.  
  
It is the employee’s responsibility to inform their supervisor of any chemicals they are not familiar with.  It is 
the responsibility of the supervisor to ensure all employees are adequately trained with any and all 
chemicals they will work with on or near on site.  This may include chemicals used by the client and/or other 
contractors.   
  
Documentation of site specific training can be achieved on the project daily log, work orders and/or PTP.  
  
The basic requirements of the Hazard Communication Standard:  
  
Training:  Personnel are to be informed and trained on the standard.  

o Location and availability of the Marion Construction written plan (located in the Main office).  
o Physical and health effects of the hazardous chemicals, in their environment.  
o How to reduce or prevent exposure to these hazardous chemicals in the workplace (i.e. reduction of 

exposure through administrative controls, engineering controls, or the use of P.P.E., etc.).  
o SDS’S:  Safety Data Sheets (SDS) will be available for all products used in the workplace.  SDS’s 

will be kept at the Marion main office. SDS training will include: How to read labels and SDS to get 
appropriate safety/health information; and emergency procedures to follow if personnel are over 
exposed to these chemicals. (Contained on SDS-First Aid section.)  

  
Labeling:  All containers are labeled to identify the product contained in them.  

o Labels on original containers of hazardous materials are not to be removed or defaced.  
o Secondary containers must also be labeled. At the minimum, this label must include product 

identification and hazard warnings.    
  
P.P.E.:  When required, personnel will be furnished with and craft will be trained in the use, limitations and 
storage of Personal Protective Equipment (PPE). PPE is required to be used when personnel are exposed 
to a potentially hazardous product (See SDS, PPE section) and the exposure cannot be eliminated through 
engineering and/or administrative controls.  
  
Additional training may be appropriate for the methods and observation techniques used to determine the 
presence and release of hazardous chemicals in the work area.  Proper spill and cleanup response 
procedures shall be included in personnel training.  
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CONFINED SPACE 

Under normal Marion Construction work activities, Marion Construction employees should not have to enter 
into a permit required confined space.  If any of the project team question if a space is a confined space they 
should contact the Marion Safety Department and/or reference the flow chart within this program.  The 
purpose of the Confined Space program is to assure that all personnel are properly trained, equipped and 
supervised when entering a confined space.  Most confined space accidents are caused by personnel not 
recognizing work areas as confined or hazardous.  It is important to remember that the majority of confined 
space accidents are fatal.  Personnel attempting to rescue personnel, account for 60% of these fatalities.  All 
spaces will be classified as Full Permit, C5 Permit require training, permits, rescue consideration, air 
monitoring consideration, thus it is important to understand and follow the confined space programs.  
Depending on the contract/owner coordination (permission) may be required before entry into a confined 
space from the project owner (host employer).  
  
A Confined Space area is defined as:   

1. An area that has limited or restricted means for entry and exit; and  
2. An area not normally intended for human occupancy; and   
3. An area that is large enough and so configured that a person can bodily enter to perform assigned 

work.  
  
Traditional confined spaces include: tanks; manholes; vessels; cooling towers; scrubbers; excavations; and 
elevator shafts. However, there are many other confined spaces that exist or may be created on a 
construction project. Rooms and areas with ventilation systems that are incomplete and not operational can 
be a hazard during the construction phase and may constitute confined space protocol are followed.  If ever 
in question work should be stopped and the Project Superintendent and/or Marion Safety Department 
consulted.  
  
It is important to remember that a space may be safe to enter initially. The space can become a confined or 
hazardous area depending on the work being performed. There are three classifications of confined space 
that are addressed below.   
  
A Full Permit Required Confined Space means any confined space that has one or more of the following 
characteristics:  
  
       Hazardous Atmospheres  

An atmosphere which exposes personnel to a risk of death, incapacitation, injury or acute illness 
from one of the following causes:  
1. A flammable gas, vapor, or mist in excess of 10% of its lower flammable limit (LEL);  
2. An airborne combustible dust at a concentration that obscures vision at a distance of five feet or 

less;  
3. An atmospheric oxygen concentration below 19.5% or above 23.5%;  
4. An atmospheric concentration of any substance for which a permissible exposure limit (PEL) or 

other established exposure criteria (e.g. in Material Safety Data Sheet) exists (e.g. hydrogen 
sulfide or carbon monoxide) and could result in personnel exposure in excess of the limit; or  

5. Any atmospheric condition recognized as immediately dangerous to life or health (IDLH).  
  
       Engulfment Potential  

The confined space contains material that is a liquid or a flowable solid substance that has the 
potential for engulfing an entrant.  

  
      Internal Configuration  

The confined space has an internal configuration such that an entrant could be trapped or 
asphyxiated by inwardly converging walls or by a floor that slopes downward and tapers to a smaller 
cross section.  
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     Job Introduced Hazards  

A job inside the confined space involves:  
o Welding, cutting, grinding, burning, heating or any other source of ignition within the confined 

space.  
o The use of flammable or toxic cleaning solutions.  
o Other serious safety or health hazards.  

  
A “C-5” Permit Required Confined Space means any space that has only an actual or potential 
hazardous atmosphere. Through monitoring and inspection, the confined space is evaluated to demonstrate 
that continuous forced ventilation (positive if possible) and continuous air monitoring alone is sufficient to 
maintain safe entry.  
  
A Non-Permit required Confined Space means any confined space that does not contain or, with respect 
to atmospheric hazards, have the potential to contain any hazards capable of causing death or serious 
physical harm. As an extra precaution, the internal atmosphere may be tested before entry by any 
personnel.   
  
Marion Construction has developed a “Confined Space Entry Plan” (Full Permit & C-5 only). This form 
must be completed by an individual qualified to work in confined spaces.  The form must also be signed by 
the project Superintendent prior to any work being performed inside the confined space (see Confined 
Space Entry Permit Form).  A permit form shall be completed for Full Permit Required Confined Spaces and 
C-5 Permit Required Confined Space entries.  For Non-Permit Required Confined Space entries no form 
shall be completed, but a “Testing Record” shall be documented on the foreman’s daily log.  All Confined 
Space Permits and supplemental safety plans shall be retained in the permanent job site file. The Confined 
Space Entry Program and related procedures shall be reviewed annually by the Corporate Safety Director.  
  
When required and/or appropriate, the project Superintendent shall coordinate entries with the project owner 
(host employer) and involved subcontractors.  
  
Additional permits may be required for the work that is being performed (i.e. hot work, lock-out, chemical 
use). The plans must be approved by the project superintendent prior to any work being performed in the 
confined space.  
  
The project Superintendent shall ensure that all personnel involved in the job have been trained in confined 
space entry.  The project Superintendent shall ensure that all personnel are trained explicitly their assigned 
confined space responsibilities and whenever there is a change in those responsibilities (i.e. entry 
supervisor, attendants, entrants, rescue person {if applicable}).  The project Superintendent shall certify that 
the training has been accomplished.  The certification shall include at a minimum the names of the 
personnel that received the training, the signature of the trainer(s) and the date of the training.  The project 
Superintendent shall provide training/duties for the authorized entrants, attendants and entry supervisors. 
Additionally, verification with local rescue/emergency services must be made for their availability.  Minimum 
training/duty requirements shall include the following:  
  
Authorized Entrants  

o Know the hazards  
o Know how to use all equipment - testing & safety/rescue  
o Understand the necessity of communication with attendant to monitor entrant status for monitoring 

and evacuation purposes  
o Understand the necessity to alert the attendant whenever conditions change in the confined space  
o Understands evacuation procedures and emergency response procedures  

  
Attendants  

o Know the hazards  
o Know behavioral effects that entrants may be exposed to in the confined space  
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o Maintain responsibilities of attendant remaining outside the confined space until relieved  
o Understand necessity to maintain communication with entrants for monitoring and evacuation 

purposes  
o Understand activities in and out of the confined space to ensure that there are no physical or 

hazardous exposures  
o Understand evacuation procedures, emergency response procedures and effective communication 

with the rescue service (normally local fire department).  
o Conduct non-entry rescues  

  
Entry Supervisors  

o Know the hazards  
o Understand permit procedures  
o Understand all activities in and out of the confined space  
o Understand entry procedures  
o Understand monitoring procedures  
o Understand safety rescue procedures  
o Understand emergency response procedures  
o Coordinate entries with project owner and subcontractors  

  
  
Any questions or doubts regarding confined spaces should be immediately referred to the project 
Superintendent and/or the Marion Safety Department.  
  
Remember: A mistake about confined spaces could cost you your life or that of a co-worker.  
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Confined Space Area  
 

 

Is the space large enough and so  
configured that an employee can bodily  

enteritandperformwork? 

Does the space have a limited or  
restricted means for entry or exit (for  

example, tanks, vessels, silos, storage  
bins, hoppers, vaults and pits are spaces  
that may have limited means of entry)?  

Is the space designed for continuous  
employee occupancy?  

Not a Confined Space  

Is a confined space. 

Does the space contain material that has  
the potential to engulf an entrant?  

Does the space have an internal configuration  
such that an entrant could be trapped or  
asphyxiated by inwardly converging walls or by  
a floor that slopes downward and tapers to a  
small cross-section.  

No  

No  

Yes  

Yes  

Yes  

No  

Continue  

Yes  

Yes  

No  

Full Permit  
Required  
Confined  

Space  

No  

Contains any other recognized serious safety  
or health hazards (i.e. job introduced  

tagout/lockout, electrical, piping, flushing,  
etc ) ?  

Can physical  
hazards be  

eliminated from  
outside the  

confined space?  

Does the space contain or have the potential to  
contain a hazardous atmosphere?  

Yes  

No  

C-5 Permit  

Required  

No  
Non-Permit Required  

Confined Space   

Is continuous  
forced air  
ventilation  
sufficient to  
maintain the  

space safe for  
entry? 

Yes  

No  

Yes  

Yes  

No  
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 Project Name:       

 Job Number:       
 Job  

      
 Address: 

 Job Phone:       Job Fax:       

FULL PERMIT REQUIRED CONFINED SPACE ENTRY PLAN 

CONTRACTOR:       DATE:       

SPECIFIC WORK AREA:       DURATION:       
 

SPECIFIC WORK PROCEDURE:       

 
 

METHOD OF MONITORING THE ATMOSPHERE:       
 

1 SAFETY PLAN SUBMITTED TO HOFFMAN CONSTRUCTION SUPERINTENDENT PRIOR TO BEGINNING 

OF WORK. 

Yes  No  

2 MSDS & CHEMICAL USE PLAN SUBMITTED AND APPROVED PRIOR TO ENTRY (Whenever atmospheric or 

other chemical hazards are introduced) 

Yes  No  

3 RESCUE EQUIPMENT AND PROCEDURES IN PLACE Yes  No  

4 LOCK-OUT/TAG-OUT SYSTEMS IN PLACE PER HOFFMAN PROCEDURES Yes  No  

 

ATMOSPHERIC TESTING RESULTS 
 

SUBSTANCE 
PERMISSIBLE 

ENTRY LEVEL 

PRE-

ENTRY 

 

TEST 1 

 

TEST 2 
RESULT 
TEST 3 

& TIMES 

TEST 4 

 

TEST 5 

 

TEST 6 

 

TEST 7 

OXYGEN 19.5 - 23.5%                                                 

LEL 10%                                                 

HYDROGEN SULFIDE 10 PPM                                                 

CARBON MONOXIDE 25 PPM                                                 

OTHER TOXIC                                                       

TIME                                                       

CONDUCTED BY                                                       
 

METHOD OF VENTILATION:  
VOLUME RATING (CUBIC FEET PER MINUTE) 
OF VENTILATION EQUIPMENT:  

VOLUME (CUBIC FEET) OF  
SPACE TO BE ENTERED:  

EMERGENCY RESCUE METHODS & EQUIPMENT:  
PERSONNEL PROTECTIVE EQUIPMENT (PPE):  

PROCEDURES 
1 ATMOSPHERIC TESTING COMPLETED PRIOR TO ENTRY  Yes  No  
2 BUMP TEST OF ALARM SETTING PRE-FORMED  Yes  No  
3 VENTILATION SYSTEM IN OPERATION (positive pressure if possible)  Yes  No  
4 CONTINUOUS AIR MONITORING OF WORK SPACE WHILE WORK IS BEING PERFORMED.  Yes  No  
5 USE OF EXPLOSION PROOF EQUIPMENT/NON-SPARKING TOOLS (WHEN APPLICABLE)  Yes  No  
6 FIRE EXTINGUISHING MEDIA AVAILABLE  Yes  No  
7 CLEAR COMMUNICATION BETWEEN ENTRANT & ATTENDANT  Yes  No  
8 APPROPRIATE PPE FOR PERSONNEL; APPROPRIATE PPE ESTABLISHED BY AIR MONITORING FOR PPM 

LEVELS PER NIOSH AND MSDS. 
 Yes  No  

9 OTHER ANTICIPATED HAZARDS:        Yes  No  
10 IN EVENT OF EMERGENCY:         Yes  No  

 
AUTHORIZED 

ENTRANTS: 
                           

ATTENDANT(S)                            

ENTRY SUPERVISOR AUTHORIZING ENTRY UNDER FULL PERMIT:  

PRINT NAME  SIGNATURE  DATE 

 

MUST BE POSTED AT ENTRY AND/OR IN POSSESSION OF ATTENDANT 

          

PRINT NAME  SIGNATURE  DATE 
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RESPIRATORY PROTECTION PROGRAM 
POLICY  
It is the policy of this company to provide its employees with a safe and healthful work environment.  The 
guidelines in this program are designed to help reduce employee exposure to occupational dusts, fumes, 
mists, gases, and vapors.  The primary objective is to prevent excessive exposure to these contaminants.  
This is accomplished as far as feasible by accepted engineering and work practice control measures.  When 
effective engineering controls are not feasible, or while they are being implemented or evaluated, respiratory 
protection may be required to achieve this goal.  In these situations, respiratory protection is provided at no 
cost to the employees.  
  
RESPONSIBILITIES  
 
Management  
It is management’s responsibility to determine what specific applications require the use of respiratory 
protective equipment.  Management must also provide proper respiratory protective equipment to meet the 
needs of each specific application.  Employees must be provided with adequate training and instructions on 
all equipment.  
 
Supervisors  
Superintendents on each job are responsible for ensuring that all personnel under their control are 
completely knowledgeable of the respiratory protection requirements for the areas in which they work.  They 
are also responsible for ensuring that their subordinates comply with all facets of this respiratory protection 
program, including respirator inspection and maintenance.  They are responsible for implementing 
disciplinary procedures for employees who do not comply with these respiratory requirements.  
 
Employees  
It is the responsibility of the employee to have an awareness of the respiratory protection requirements for 
their work areas (as explained by management).  Employees are also responsible for wearing the 
appropriate respiratory protective equipment according to proper instructions and for maintaining the 
equipment in a clean and operable condition.  
  
PROGRAM ADMINISTRATION  
The administration of the Respiratory Protection Program will be that of the company’s Safety Director.  This 
person will be responsible for identifying contaminants and their levels, selection and issuance of 
respirators, training, overseeing the medical evaluation process and fit testing process and working with the 
field supervisor in coordinating engineering practices and controls.    
  
The field supervisor will be responsible for requiring employees to follow all aspects of the Respiratory 
Protection Program.    
  
Medical evaluations will be provided by Keizer Permanente Occupational Health. The Program Administrator 
will oversee these evaluations and their finding with the effected employees.   
  
A safety supply company specified by the Program Administrator will administer fit testing and supply of 
respirators and cartridges/filters, or the Program Administrator will perform the fit testing and keep the 
records the appropriate length of time.  
  
MEDICAL EVALUATION  
Every employee who is being considered for inclusion in the Respiratory Protection Program must 
participate in a medical evaluation.  A determination of the employee’s ability to wear a respirator while 
working is made prior to the task requiring the use of a respirator.  Future evaluations are made when there 
is a change to a job classification requiring respiratory protection (changing the type of work performed) or 
change in physical condition of the employee.  Examples of these include significant weight gain or loss or 
extensive dental work.    
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The responsibility for requesting a new medical evaluation based on significant changes in the worker’s 
physical characteristics may be shared between the supervisor and the worker.  
  
The medical evaluation requires that each employee fill out a medical questionnaire which will be reviewed 
by an Occupational Health Physician (see form).  The questionnaire will be mailed by the employee directly 
to the physician to maintain employee confidentiality.  If the physician deems it necessary, the employee will 
receive a medical examination.  The purpose of the questionnaire and the examination is to assure that the 
employee is physically and psychologically able to perform the assigned work while wearing respiratory 
protective equipment.  If the physician denies approval, the employee will not be able to perform any task 
that requires the use of a respirator.  
  
RESPIRATOR SELECTION  
Respirators are selected and approved for use by the Program Administrator.  The selection is based upon 
the physical and chemical properties of the air contaminants and the concentration level likely to be 
encountered by the employee.  A respirator will be made available to each employee who is assigned to a 
job that requires respiratory protection.  Replacement cartridges/filters will also be made available as 
required.  Only NIOSH-approved respirators are allowed to be used.  
  
The selection of the respirator will be made by using the following table.  
 

Work Task  Respirator  Cartridge/Filter  Replace  

Cartridge/Filter  

Sweeping, cleanup with 

common nuisance dust  

Dust Mask  N 95 3m or 

equivalent  

As needed  

Rubbing and Sacking 

Concrete  

Dust Mask  N95 3m or 

equivalent  

As Needed  

Drilling/Chipping Concrete,  

Outdoors, plenty of ventilation  

Dust Mask  N95 3m or 

equivalent  

As Needed  

Drilling/Chipping Concrete, 

Indoors or poor ventilation  

½ mask* check 

with administrator  

N99 Dust Filter  As needed  

Grinding Concrete with 

Ventilation  

½ Mask* check 

with administrator  

N99 Dust Filter  Once Daily Or As 

Needed  

Grinding Concrete In A 

NonVentilated Enclosure  
½ or Full Face 
*check with 
administrato 
r  

N99 Dust Filter  Once Daily Or As 

Needed  

        

Chlorinating Water Reservoirs  Dust Mask    As needed  

Spray Painting  ½ Mask  Chemical Cartridge  

(Organic Vapors) 

With  

Pre-Filter  

Break Through is  

Detected or As  

Needed  

 
Check with your Supervisor or the Program Administrator as there may be other controls that could be used 
that may not require the use of PPE while performing these tasks.  Engineering and administrative controls 
are always being developed and implemented as discovered and the above table is the most current as of 
1/2013.  
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RESPIRATOR FIT TESTING  
Employees will be properly fitted and tested for a face seal prior to use of the respirator.  Fit testing will be 
repeated every 12 months thereafter.  
 
Fit Testing Procedures  
Each time a respirator is put on and prior to the initial fit testing procedures, the wearer should conduct a 
negative pressure fit check to ensure that the respirator is seated correctly against the face.  
  
The negative pressure fit check is performed on any respirator with a tight fitting face piece.  For cartridge 
respirators, the test consists of covering the air inlet lightly and inhaling lightly, then holding the breath for a 
few seconds.  If a leak exists, the air can be felt as it enters.  The common leak areas are around the nose 
and chin.  
  
Before a person can use a respirator, a fit test must be performed.  The following method may be used to 
determine if the respirator wearer can achieve a basic fit with the respirator style and size selected.  The test 
used with dust filters is the irritant smoke test.  
  
This test uses a smoke tube that gives off a strong odor that will be detectable if the respirator is not fitted or 
sealed properly. Follow the instruction on the how to perform a fit test/and on the last page fill out Respirator 
Fit Test Record completely, and file it with each employees respiratory program information.  
  
The following fit test procedures are simplified to inform the user of the basic steps.  Refer to OSHA 
standard 1910.134, Appendix A for complete fit testing procedures.  
  

1. Put on the respirator  
2. Conduct negative pressure fit checks to see if the respirator is seated.  
3. Hold the broken tube close to the sealing surface of the respirator.  
4. Have the wearer move his head up and down and to the side, and speak out loud to ensure that the 

fit is maintained during activity.  
5. If no taste or smell is detected, then the individual has an adequate fit.  
6. If a taste or smell is detected, then the individual needs to be refitted in another size or style face 

piece until fit can be achieved.  
  
RESPIRATORY PROTECTION PROGRAM TRAINING  
The objectives of this program are to help reduce employee exposure to occupational dusts, fumes and 
gases.  The primary objective is to prevent excessive exposure to these contaminants.  As with any other 
safety issue, exposure to these hazards should first be reduced or eliminated by means of engineering 
controls.  
  
The respirator must be the correct type, fit properly and properly maintained in order to protect the wearer.  If 
any of these are not met, over exposure of hazardous substances can occur to the wearer.  Only NIOSH 
approved respirators can be used.  
  
Each respirator and cartridges/filters have their limits.  Air purifying respirators (the kind with a cartridge) 
only filter out the contaminant, they do not supply oxygen to the wearer.  Be sure the area where you are 
working contains a sufficient level of oxygen (21% oxygen is desirable).  Be sure you understand the abilities 
and limitations of your respirator before entering a contaminated area.  (See table on back for mask and 
filter selection.)  
  
A correct fit of the respirator is essential for the respirator to protect you from the contaminated environment.  
Each time a respirator is worn, the wearer should conduct a positive and negative pressure fit check to 
ensure that the respirator is seated correctly against the face.  

o For the positive pressure check, close off the exhalation valve (by placing your hand over it) and 
exhale gently into the face piece.  The face fit is considered satisfactory if a slight positive pressure 
can be built up inside the face piece without any evidence of outward leakage of air at the seal.  
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o The negative pressure fit check consists of covering the air inlet lightly and inhaling lightly, then 
holding the breath for a few seconds.  If a leak exists, the air can be felt as it enters.  The common 
leak areas are around the nose and chin.  

  
Maintenance is also very important. The mask must be inspected prior to each use to insure the safety of 
the user.  If the mask is stored for long periods of time, monthly inspections should be performed.  During 
inspections, the following items need to be checked:  

o No rips, cracks, or warping is allowed in the rubber face piece.  Pull the rubber back to be able to 
inspect the entire inside as well as the outside.  

o Make sure both inlet and outlet diaphragms are in place and in good condition.  
o The straps must not be frayed or permanently stretched out.    

Part of the maintenance is the daily cleaning of the mask.  Conduct the following steps to properly clean and 
disinfect your mask.  
 
Procedures for daily cleaning of respirators  

1. Remove filters/cartridges.  
2. Wash respirator in warm water with mild soap.  
3. Rinse respirator thoroughly in clean warm water.  
4. If water is not available, use a benzalkonium chloride antiseptic towelette to wipe inside and outside 

of respirator.  
5. Respirator should be hand dried or air-dried then stored in a zip lock storage bag.  

  
When a respirator is to be shared by employees or transferred from one employee to another, the respirator 
shall be disinfected by washing it in a hypochlorite solution made by adding one tablespoon of laundry 
bleach to one gallon of warm water.  
  
The proper storage of the respirator is very important.  Keep the respirator in a dust proof container, like a 
zip lock baggie or a large coffee can.  The respirator also needs to be stored in a location where it will not be 
damaged.  Avoid storing respirators in places like pickup truck floors, toolboxes, gang boxes, etc.  
  
Replacement of filters/cartridges  
Filter/cartridges need to be replaced whenever increased breathing resistance is encountered, or when the 
contaminated atmosphere can be detected within the mask.  Reference the table below for change out 
periods.  
 
Types of dust filters  
 

Filter Series  Filter Type Designation  Minimum Efficiency  

N Series  

Limited to non-oil based 

particulates  

N100  99.97% (HEPA)  

N99  99%  

N95  95%  

R Series Contain time 

use limits  

R100  99.97% (HEPA)  

R99  99%  

R95  95%  

P Series No time 

use limits  

P100  99.97% (HEPA)  

P99  99%  

P95  95%  
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Respirator Usage Information Form  
  

  
  

  

Name:         Date:        

Position:        SS# (last 4)       
  
Type of respirator:   

  Filter mask, non-cartridge             Supplied air  

  Half- or full-face piece                              Self-contained breathing apparatus  

 Powered air purifying  

  

Duration and frequency of respirator use:         hours/day,         days/week  

 

Activities performed during respirator use:  

       

  

  

  

  

Environment during respirator use (i.e., extremes in temperature or humidity):  

       

  

  

  

  

Exposures encountered:  

       

  

  

  

  

Any additional protective equipment worn:  

       

  

  

  

 

THIS FORM IS TO BE COMPLETED AND SENT WITH THE EMPLOYEE TO THE 

DOCTOR’S OFFICE FOR DOCTOR’S USE IN EVALUATION.                                                  
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 yes    no  

If “yes,” what type(s):      

Project Name:       

Job Number:        
Job   

      Address:  
Job Phone:        Job Fax:        

OSHA Respirator Medical Evaluation Questionnaire 
(Mandatory)  

  

Instructions: Complete form and give to doctor performing the examination. You and the doctor 

performing the examination are the only people to see this form. Doctor to send summary of 

approval/denial to Marion Corporate Office, Attn: Safety Dept.  

 

(Please check yes or no)  

Can you read?          yes   no  

  

Your employer must allow you to answer this questionnaire during normal working hours, or at a time and place 

that is convenient to you.  To maintain your confidentiality, your employer or supervisor must not look at or 

review your answers, and your employer must tell you how to deliver or send this questionnaire to the health care 

professional who will review it.   
  

Part A. Section 1.  

  

1 Today’s date:        

2 Your name:      

3 Your age (to nearest year) : 

4 Gender (check one):  

5 Your height:  

6 Your weight:  

7 Your job title:  

8 A phone number where you can be reached by the health care 

professional who   reviews this questionnaire (include area code):  

9 The best time to phone you at this number:  

10 Has your employer told you how to contact the health care 

professional who will review this questionnaire (check one):  

11 Check the type of respirator you will use (you can check more than 

one category):  

a. N, R, or P disposable respirator (filter-mask, non-cartridge type only)    

b. Other type (for example, half- or full-face-piece type, powered-air 

purifying,  supplied air, self-contained breathing apparatus)   

12 Have you worn a respirator before? (check one)    

      

          

          

    

Male     Female        

  ft    in.    

  lbs.      

    

  

 yes   no  

  

  

  



 

Marion Construction Company    Rev 03/2014  

 
 

  Part A. Section 2.        

  (Mandatory)        

  Questions 1 through 9 must be answered by every employee who has been selected to use any type 

of respirator. Please check yes or no.  

          

1 Do you currently smoke tobacco, or have you smoked tobacco in the last month?   

          

2 Have you ever had any of the following conditions?    

a. Seizures (fits)     

b. Diabetes (sugar disease)    

c. Allergic reactions that interfere with your breathing    

d. Claustrophobia (fear of closed-in places)    

e. Trouble smelling odors    

          

3 Have you ever had any of the following pulmonary or lung problems?  

a. Asbestosis     

b. Asthma     

c. Chronic bronchitis   

d. Emphysema    

e. Pneumonia     

f. Tuberculosis    

g. Silicosis     

h. Pneumothorax (collapsed lung)    

i. Lung cancer    

j. Broken ribs     

k. Any chest injuries or surgeries    

l. Any other lung problem that you’ve been told about    

 

4 Do you currently have any of the following symptoms of pulmonary or lung illness?  

a. Shortness of breath 

b. Shortness of breath when walking fast on level ground or walking up a slight hill or incline 

c. Shortness of breath when walking with other people at an ordinary pace on level ground 

d. Have to stop for breath when walking at your own pace on level ground 

e. Shortness of breath when washing or dressing yourself 

f. Shortness of breath that interferes with your job    

g. Coughing that produces phlegm (thick sputum)    

h. Coughing that wakes you early in the morning    

i. Coughing that occurs mostly when you are lying down    

j. Coughing up blood in the last month   

k. Wheezing     

l. Wheezing that interferes with your job    

m. Chest pain when you breathe deeply    

n. Any other symptoms that you think may be related to lung problems    

        

5 Have you ever had any of the following cardiovascular or heart symptoms?      

a. Heart attack  

YES  /   NO 
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b. Stroke     

c. Angina    

d. Heart failure   

e. Swelling in your legs or feet (not caused by walking)    

f. Heart arrhythmia (heart beating irregularly)    

g. High blood pressure     

h. Any other heart problem that you’ve been told about   

          

6 Have you ever had any of the following cardiovascular or heart symptoms?      

a. Frequent pain or tightness in your chest    

b. Pain or tightness in your chest during physical activity    

c. Pain or tightness in your chest that interferes with your job   

d. In the past two years, have you noticed your heart skipping or missing a beat   

e. Heartburn or indigestion that is not related to eating   

f. Any other symptoms that you think may be related to heart or circulation     
     
          

7 Do you currently take medication for any of the following problems?      

a. Breathing or lung problems    

b. Heart trouble     

c. Blood pressure    

d.    Seizure (fits)     

          

8  If you’ve used a respirator, have you ever had any of the following problems?               

  (If you’ve never used a respirator, check here and skip to question 9):   

     

a. Eye irritation     

b. Skin allergies or rashes      

c. Anxiety    

d. General weakness or fatigue    

e. Any other problem that interferes with your use of a respirator    

          

9.  Would you like to talk to the health care professional who will review this            

  questionnaire about your answers to this questionnaire?         

          

Questions 10 to 15 below must be answered by every employee who has been selected to use either a  

full-face piece respirator or a self-contained breathing apparatus (SCBA). For employees who have 

been selected to use other types of respirators, answering these questions is voluntary. 

          

10 Have you ever lost vision in either eye (temporarily or permanently)          

          

11 Do you currently have any of the following vision problems?      
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a. Wear contact lenses     

b. Wear glasses     

c. Color blind     

d. Any other eye or vision problem  

   

12     Have you ever had an injury to your ears, including a broken ear drum?      

          

13 Do you currently have any of the following hearing problems?      

a. Difficulty hearing      

b. Wearing a hearing aid    

c. Any other hearing problem    

        

14 Have you ever had a back injury?     

          

15 Do you currently have any of the following musculoskeletal problems?   

  

I authorize my prospective/current employer and designated medical facility to perform an evaluation as deemed necessary or 

requested by my prospective/current employer to determine my suitability for respirator use. In addition, I authorize the release 

of the results of this evaluation to my prospective/ current employer to enable an evaluation of my current medical condition 

and suitability for respirator use. I understand that misstatement or omission of information could endanger my health by 

promoting a misinformed medical determination to my prospective/current employer. I further understand that this evaluation 

is specific for my use of respirators and is not meant to take the place of routine medical health evaluations.  

  

SIGNATURE:    DATE:   

 

  

  

  

a  

b  Back pain  

Difficulty fully moving your arms and legs  c  

Pain or stiffness when you lean forward or backward at the waist  d  

Difficulty fully moving your head up or down  e  

f  Difficulty fully moving your head side to side  

g  Difficulty bending your knees  

h  Difficulty squatting to the ground  

i  Climbing a flight of stairs or a ladder carrying more than 25 pounds  

j  Any other muscle or skeletal problem that interferes with using a respirator  

 yes   no  

 yes   no  

 yes   no  

 yes   no  

 yes   no  

 yes   no  

 yes   no  

 yes   no  

 yes   no  

 yes   no  

Weakness in any of your arms, hands, legs, or feet  
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SILICA INFORMATION SHEET 
 

Crystalline silica is the basic component of sand, quartz and granite rock.  This form of silica is obtained 
from the earth’s crust through mining.  
  
Silicates exist in fibrous and non-fibrous forms.  Examples of non-fibrous forms include Portland cement, 
talc, mica, soapstone and clays.  Asbestos is an example of a fibrous silicate, but is dealt with as a separate 
health risk.  
  
In the construction industry, employees have the potential to be overexposed to respirable crystalline silica 
when performing work activities such as; chipping, grinding, cutting, drilling, blasting or dry sweeping of rock, 
concrete or masonry products.  
  
When workers inhale particles of crystalline silica, the smaller particles can become deposited in the lower 
lungs.  Crystalline silica has a toxic effect that leads to the development of fibrotic nodules and scarring 
around the deposited silica particles.  This fibrotic condition of the lungs is called “silicosis.”  
  
Exposure to respirable crystalline silica dust can lead to chronic airway obstruction and bronchitis, 
tuberculosis and possibly lung and/or stomach cancer.  
  
You can limit your exposure to silica dust by planning ahead to eliminate or control dust at the source.  
Awareness and planning are keys to the prevention of silicosis.  
  
When performing abrasive blasting, do not use silica sand or other substances that contain more than 1% 
crystalline silica.  Substitute for less hazardous materials.  
  
Use engineering controls and containment methods to control hazard and protect adjacent workers from 
exposures.  For example; use exhaust ventilation, vacuum equipment hand tools or wetting methods.  If 
these methods are ineffective or inadequate, wear respiratory protection and other appropriate personal 
protective equipment.  
  
Post warning signs to mark the boundaries of work areas, warning others of the hazard.  
  
Practice good personal hygiene and wear disposable or washable protective clothing at the worksite.  
  
If possible, shower and/or change into clean clothes before leaving the worksite to prevent contamination of 
cars, homes and other work areas  
  
 
 
I have read, understand and know the potential hazards of silica.  
  

                                                                                                                  

Name:  (Please Print)                   Date  

 

 

                
Signature    
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FALL PROTECTION 
 

The intent of fall protection is to prevent personnel from exposure to or suffering injury from a fall from 
elevation.  Due to the seriousness of fall injuries, personnel must exercise extreme caution.  If for any 
reason an individual is uncomfortable working at heights, they should notify their supervisor immediately. 
Whenever there is exposure to a fall, the use of fall protection systems and/or equipment is mandatory on 
our projects.  Any personnel found in violation of Marion Construction’s Fall Protection requirements are 
subject to disciplinary action.  
 
A "Fall Protection System" means that some physical means/methods are provided to eliminate a fall 
exposure to personnel. This may be accomplished by means of:  
   

Ladders, Scaffolds, Lift Units, Guardrails, Static Lines, Nets,    
Vertical Safety Lines, Retractable Lanyards, Full Body Harness,    
Standard Lanyards and other Fall Protection Equipment.  

 
Fall protection on our projects is accomplished by thorough analysis and pre-planning before the work 
begins.  Whenever practical, the fall hazard should be “engineered out” or eliminated.  “Engineering out or 
planning out the fall exposure should be included at all levels within Marion Construction, from estimating, 
project management, project superintendents and General Foreman as well as crew foreman. Equipment 
and systems must be designed and implemented based on the project safety plan and manufacture’s 
specifications to ensure that fall protection is provided to all personnel.  
 
Marion Construction may work with subcontractors as appropriate to develop fall protection systems that will 
be designed, implemented, and coordinated to work well for all contractors on the project.  As appropriate, 
primary structural contractors will install a perimeter fall arrest system approved by the Marion project 
Superintendent.    
 
Marion Construction will develop and have installed fall protection systems in areas normally protected by 
standard guardrails.  This will protect the majority of contractors on our projects.  However, our systems may 
not be the most effective for all subcontractors.  It is important to remember that it is the responsibility of 
each subcontractor to train their personnel and provide them with effective fall protection.  
 
Marion Construction projects require a positive means of fall protection when work process exposes 
personnel to a fall hazard of more than 6 feet.  No more than 4 feet of free fall distance into any fall 
protection system is permitted.  
 
It is important to know the difference between fall restraint and fall arrest. If there is potential for a fall then a 
fall arrest system must be utilized.  Fall arrest systems require the use of a full body harness.  A standard 
safety belt may only be used in a fall restraint application.  If and when a static line system is utilized, 
documentation will be required to demonstrate the effectiveness of that system.  
 
On some projects (i.e. Washington State and/or some owners) work with fall exposures that exceed 6 feet, 
requires a fall protection safety plan designed specifically for that task. The plan, when required, must be 
submitted to the project Superintendent for approval prior to any work on the project.  
 
All leading edge work requires positive fall protection. Marion Construction does NOT recognize “Safety 
Monitoring Systems, Controlled Access Zones or Fall Protection Plans” as defined by OSHA, adequate for 
fall protection.  Whenever fall protection is in use a fall protection rescue plan should be included.  
All fall protection equipment must be inspected prior to use and used in accordance with manufacturer’s 
guidelines.  Any fall protection equipment that is subject to in-service loading must be removed from service 
immediately.  This “used” fall protection equipment is to be returned to the manufacturer for recertification or 
destroyed.  
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Questions regarding fall protection requirements, effectiveness, or systems should be referred to the Marion 
Project Superintendent and/or the Marion Safety Department.  Always use Fall Protection equipment in 
accordance with manufacturers’ specifications.  
All fall protection equipment must be inspected prior to use by the individual using the fall protection 
equipment.  Any damaged equipment will be sent to the Yard Manager for inspection/repairs.  The Yard 
Manger will be responsible to ensure manufacture required inspections are completed prior to being sent to 
any project. 
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     PERSONAL PROTECTIVE EQUIPMENT (PPE) 
 

Personal Protective Equipment (PPE) is exactly what the term implies.  It is equipment designed and 
intended to provide for individual personnel’s protection at the workplace.  PPE should be the last protective 
measure behind re-engineering and administrative controls to reduce employee exposure.  
  
Marion Construction has evaluated our typical work site and assignments and have identified that the below 
PPE will be available at all times to employees. All employees at New Employee Orientation will be trained 
in the PPE’s proper use, storage and limitations.   
  
PPE to be available/trained to:  Eye Protection, Gloves, Hard Hats, Hearing Protection, Fall Protection and 
reflective clothing.  
  
Under typically Marion Construction operations no additional PPE is typically required.  For such times 
additional PPE is required the employee and direct supervisor is to contact the Marion Safety Department 
for direction on acquisition and training.  Such PPE may include: respirator protection, full face protection; 
and air supplied respiratory equipment.   
  
Each Marion Project Office will be equipment with: Eye Protection, Gloves, Hard Hats, Fall Protection and 
Hearing Protection.  Marion Construction will not supply or loan PPE to subcontractors or their personnel.  It 
is the individual employee’s responsibility to inspect and maintain the PPE in a safe condition.  
  
If any personnel have a question about the adequacy of their level of PPE while working on our project they 
should contact their immediate supervisor. On some projects the GC and/or Owner may have site specific 
PPE requirements that will be reviewed during mobilization.  
  
EYE PROTECTION  
All personnel shall wear eye protection appropriate for the tasks being performed. The type of eye protection 
required should be determined during the pre-job and pre-task planning.  On all Marion Construction 
projects eye protection will be carried on person 
.  
FALL PROTECTION  
Occasionally the use of PPE for fall protection will be required.  When employees are working over 6 feet fall 
protection must be planned/provided.  This may take many different forms such as handrails, nets, and 
bump lines.  Again PPE should be the last resort to protect employees.  All employees will be trained, prior 
to using PPE as fall protection in the: usage, maintenance, inspection, care-of and limitations of PPE fall 
protection including: anchor point; retractable reels, lanyards, and harness.  It is the employees 
responsibility to inspect “ALL” fall protection prior to use.  ANY PPE identified with ANY potential damage is 
to be removed from service until inspected/approved for use by the Marion Safety Department and/or 
authorized individual.  
 
HEARING PROTECTION  
Marion Construction has a mandatory hearing protection policy for our personnel.  When ambient or local 
noise levels exceed 85 dba hearing protection is required to be used.  Normally this is in the form of 
earplugs or muffs, which will be available on the project.  Your foreman will show you how to use them 
properly.  Always use clean earplugs.  In addition to offering earplugs, other type of protection will be offered 
(e.g. muffs or head band plugs) as alternatives.  Personnel are encouraged to use earplugs as they offer the 
highest level of protection.  After the noise level in the work environment has been established, the type of 
hearing protection required to be used should be determined by using the noise reduction rating, listed on 
the hearing protection device, to lower exposure to 85 dba.  PPE should be used only after practicable 
engineering controls, to reduce the noise levels, have been evaluated / implemented.  
 
RESPIRATORS  
Under normal work conditions, Marion Construction personnel should not need a respirator. The site specific 
planning should first attempt to remove the need for respirators by eliminating the hazard.  For special work 
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process such as grinding, demolition and sweeping, dust masks will be appropriate. These will be available 
on the project. Reference the SDS when/where respirators may be required. Medical exam and personal 
fitting is required when the task requires the use of a respirator.  No Marion Construction employee  
will be allowed to / required to wear a respirator until authorized and trained by / through the Safety 
Department. 
  
HARD HATS  
Hard Hats that are ANSI approved are mandatory for personnel on a Marion Construction projects.  At the 
discretion of the Marion Superintendent, certain areas of the project may be exempt from this policy (i.e. 
travel paths to/from project, areas around the project office, etc.).  This exemption is only allowed when 
personnel working in this area have no exposure to falling objects.  When personnel are allowed not to wear 
their hard hats the area must be well identified.   
 
GLOVES  
Gloves should be worn when work process involves handling of metal or sharp objects.  They are mandatory 
in demolition work.  For special work process that may involve use of chemicals the SDS should be 
referenced for type of gloves required.  If and when work around sharp objects authorized only approved 
gloves (PPE) may be used.   
 
FOOT WEAR  
Work shoes are required on all Marion Construction projects.  A work boot is defined as having a minimum 
of six (6) inch high leather ankle support which is measured from the heal.  Soles shall be of slip 
resistant/no-skid and provide good traction upon the surfaces personnel would be expected to work (rubber 
soled or treated boot sole).  The use of athletic shoes is not allowed. At the discretion of the Marion Safety 
Department, some specialty work may relax this requirement.   
 
HIGH VISIBILITY  
High visibility outer garments are required when exposure to large equipment such as cranes, trucks, earth 
moving equipment and vehicular traffic.  The specific type of garment will be identified by the Marion Safety 
Department.  High visibility garments are required when working on or near public streets (the specific level 
of DOT high visibility garments will be identified on the Traffic Control Plan.  On all Marion Construction 
projects, the use of bright identifying colored outer clothing is required.  Various examples can include: 
red/orange/green tee shirts/sweatshirts; reflective vests; reflective coats/jackets and other outer wear 
approved by the Marion Safety Department.  
  
Some Personal Protective Equipment will be issued to new employees at their orientation.  It will be 
provided in a safe and clean condition.  It is the employees’ responsibility to inspect and maintain 
the equipment in a safe condition.  If there is any concern as to the condition of the PPE the 
employee is to stop work and notify their supervisor.   
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LADDERS, SCAFFOLDS & AERIAL LIFT UNITS  
  
Ladders, Scaffolds & Lift Units are pieces of equipment seen and used frequently on construction projects. 
They are all intended to provide safe access to work at elevations.  When used correctly, they are safe and 
efficient.  Incorrect use of the equipment can cause serious injury.  Always use equipment per the 
manufacturer's specifications.  It is important to plan ahead and select the most effective type of equipment 
for the job to be performed at elevation.  The primary hazard when using these types of equipment is falling.  
  
LADDERS  
1. Inspect all ladders to insure they are in safe working condition before each use. If the ladder isn't safe 

immediately remove it from service and mark it as unsafe.  Remove it from the project before the next 
shift.  

2. Ladders must be secured against accidental movement when in use. This means:  
a. If it is an access ladder, it must be tied off at top and secured from displacement at the bottom. 
b. It must be set on a stable base.  
c. It must be set at a safe climbing angle.  A safe climbing angle is about 75°.  A ‘Rule of Thumb’: 

when standing on the first rung and extending arms out straight in front you, grab the rungs.  
The base of the ladder should be positioned 1/4 of the height from the vertical plain.  

d. While climbing a ladder your hands may only be used for that purpose.  Approved climbing 
methods are hands placed rung to rung or sliding the side rails.  

e. For short duration use (one person - one short task) it is not required that the ladder be tied off. 
However, it must be set in a secure position, with an additional person to hold its base.  

f. When working from a ladder, if your work position requires that your shoulders are outside the 
side rails you are in an unsafe position.  Move the ladder or get another type of equipment to do 
the job.  

g. Side rails shall extend at least 36” above the landing. If this is not practical, grab rails must be 
provided.  

  
3. Gang ladders should not be used to access levels over 24 feet. Stair towers should be used in high 

traffic areas. Job site-made ladders cannot exceed 30 feet.  
4. Ladders used for access must extend at least 3 feet above the top landing.  
5. All work done over 25 feet from the ground/floor that requires the use of both hands will require the use 

of a full body harness and lanyard.  
6. Any work that requires wearing eye protection, respirators, or handling of pressure equipment shall not 

be performed from a ladder more than 25 feet above the surface.  
7. Ladders need to be secured with 9 wires (or larger). The anchorage for the ladder must be structurally 

sound. When securing at top, tie at side rails around beam, not in middle of rung.  
8. When working from ladders near or above a window, wall opening or guardrail, fall protection equipment 

may be necessary.  
9. Always face the ladder at all times.  
10. Stepladders must be used in the open position with braces in the locked position.  
11. When using a stepladder, never stand above the second rung from the top.  
12. If using a ladder in a high-traffic area or a blind spot, consider using a barricade around the work area.  
  
SCAFFOLDS  
1. Any scaffold that will exceed 20 feet requires approval of the Marion Safety prior to erection. Drawings or 

scaffold plan will be submitted for review.  
2. Scaffold erectors will be required to follow Marion Construction's fall protection procedures. When 100% 

fall protection is not feasible, a fall protection plan must be submitted to the Marion Superintendent. (Any 
exceptions will be discussed and authorized by the Marion Superintendent.)   

3. All scaffolding will be erected and maintained in accordance with state and federal OSHA standards.  
4. Never erect a scaffold within 10 feet of high voltage power lines (50 volts or less). For over 50 volts, 

minimum clearance shall be 10 feet plus 0.4 inch for each 1,000 volts.  
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5. Use of a scaffold by multiple contractors must be approved by the Marion Superintendent.  Each 
contractor will be responsible to inspect and insure the scaffold is in safe condition prior to any of their 
personnel working on the scaffold.  These types of systems should be erected by a scaffolding company 
and inspected daily by the Marion Superintendent.  

6. Scaffolding will be inspected for safe conditions on a daily basis by a competent person.  The contractor 
responsible will maintain a daily inspection log on the project.  

7. A safe means of access must be provided to upper levels of the scaffolding.  Access to scaffolding 
should follow the OSHA standards.  

8. All suspended scaffolds require independent safety lines for each person.  Personnel must use a full 
body harness when working from any suspended scaffold.  

9. Scaffold towers, single section, or rolling scaffolds must not exceed a 4 to 1 base to height ratio. Nor 
shall any section of the scaffold exceed a 4 to 1 ratio without structural bracing.   A 3 to 1 ratio is 
required for aluminum.  

10. Cantilevered or outrigger scaffolds must have documentation to demonstrate safe loading conditions.  
11. Mobile scaffolds at perimeters will require additional fall protection.  
  
FORKLIFTS & PLATFORMS  
1. Forklifts may only be operated by trained and authorized personnel. Operators must carry an operators 

card with them at all times.  Capacity of forklift must be attached to the forklift.  
2. Only approved personnel platforms may be used with forklift.  When lifting personnel using a forklift and 

while personnel are elevated, operator must remain at the controls.  No travel with personnel in the 
platform is permitted other than minor positioning.  

3. All platforms must be secured to the forklift unit(s).  
4. All pinch points must be guarded.  
5. Personnel must tie off when working on the platform.  All individuals must have fall protection while 

working from the platform.  
6. The operator must remain at the controls (or within OSHA allowable distance) at all times when 

personnel are inside the platform.  
  
MANBASKETS & CRANES  
1. OSHA guidelines must be followed when and if man baskets are intended to be used as lifting devices.  
2. Any contractor intending to use a crane and man basket must have prior approval for this process from 

the Marion project Superintendent and the Marion Safety Department. A crane lift plan must be 
submitted and approved prior to any personnel lifting condition.  

3. Always follow the manufacturer specifications when using lift platforms.    

  

AERIAL LIFT UNITS  
Only trained and authorized personnel are permitted to operate aerial lift platforms.  Both General and 
Familiarization (Make / Model specific) training for every operator must be completed prior to operating any 
lift.     
 
A qualified person should conduct personnel training.    
  
Documentation is required to demonstrate at least the following basic operator requirements.   
Documentation may be in the form of a wallet sized operators card or on a Marion Safety Meeting form.   
  
OPERATOR SAFETY CHECKLIST  
1. Read and understand the manufacturer's operating instructions and safety rules and be trained by a 

qualified person on the contents of the manufacturer’s instructions and safety rules.  
2. Read and understand all decals, warnings and instructions.  
3. On a daily basis prior to use the unit must be inspected for:  

a. Any defects such as cracked welds, hydraulic leaks, damaged control cable, tire damage and 
missing or damaged parts.  

b. Test controls for proper operation.  
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Note:  If any damage is noted a thorough inspection of the unit must be performed by a 
qualified and authorized service person. Any unsafe items identified must be corrected 
prior to further use.  

4. Survey the work area for hazards such as: Utility lines: Electric, (10 Ft. clearance for overhead lines); 
Gas or Chemical lines; uneven, un-compacted or unstable soil conditions; holes; obstructions; debris; 
other work process in the area; etc.  

5. Whenever possible, the machine should be in the lowered position for travel. When this is not practical, 
an additional check for any potential overhead or surface obstructions should be conducted.  

6. Assure that the unit is not to be overloaded by work process.  
7. Assure adequate guardrails are in place and used.  
8. Do not use railings, planks, ladders or other devices to gain additional platform height.  
9. Only full body harnesses and lanyards must be used when working from any aerial lift unit that requires 

personal fall protection. Lanyards must only be connected to approve anchor points.  
10. Fuel tanks must not be filled while the engine is running.  

11. Batteries are set for re-charge at the end of shift. This must be done in a clean, free of flame and well-
ventilated area.  
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CRANES & RIGGING 
  
The intent of Crane & Rigging Safety Procedures is to insure all crane operations are performed in a safe 
manner. All crane work must be pre-planned to assure the safety of the process.  
  
It is the responsibility of the operator; sub-contractor and/or crane equipment supplier to assure every crane 
they bring on the Marion Construction project is in safe working condition. The crane must comply with all 
applicable State or Federal OSHA standards as well as manufacture specifications. Documentation must be 
supplied with the crane and reviewed by the project superintendent prior to any work by the crane on the 
job.  
  
Documentation required for safe crane operation is as follows:  

1. The crane must be inspected and maintained in accordance with the manufacturers specifications. 
2. The crane must comply with all applicable State, Federal or special requirements of the project. 
3. The Crane Operators Manual must be available in the cab of the crane. 
4. The crane has a current thorough annual inspection by a person qualified to inspect and certify 

cranes.  
5. The crane meets (PSCA) load-bearing specifications.  
6. Inspection logs for daily, weekly and monthly work (as per Manufacturer’s specifications) is located 

in the crane cab or project office for inspection. See owner/operation manual(s) for crane specific 
inspection criteria.  

7. The operator of the crane has a crane operator’s card (or other like training verification) verifying 
the operator’s qualifications to operate this specific type (Make/Model/configuration) of crane.  

8. At no time will a crane be operated with computer systems or limit switches in a non-functioning or 
override condition.  

9. The weight of the load must be known (not estimated) or means taken to accurately weigh the load 
before any pick.  

10. All Outriggers must be fully extended and set on stable ground and/or adequate solid cribbing 
before any lift.  

11. All rigging gear is inspected before each use by a qualified rigger.  Damaged equipment must be 
immediately taken out of service and tagged “out of service”.  All rigging gear must be rated for a 
safe capacity for that lift.  

12. Any multiple crane pick requires a written plan and pre-approval from the project Superintendent.  
13. Cranes, Rigging & Loads are not permitted within 10 feet of high voltage power lines (50,000 volts 

or less).  For lines over 50,000 volts, minimum clearance shall be 10 feet plus 0.4 inch for each 
1,000 volts.   

14. Use of dedicated bellman/signalman shall be identified in project planning.  Bellman/signalman will 
be qualified by the Marion project Superintendent and/or Marion Safety Department.  

15. Tag lines should be utilized to maintain control of loads.  Taglines should be of non-conductive 
material and be at least 7 feet long and well secured to the load.  

  
Due to the seriousness of crane safety procedures any operator or supervisor who violates these 
procedures will be subject to immediate disciplinary action up to and including termination or 
debarment from all Marion Construction projects whichever is appropriate.  
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DEMOLITION 
On occasion Marion Construction and/or our sub-contractors may be involved with demolition.  Potential 
hazards, impacts, and controls for demolition work must be considered when developing a project safety 
plan. On large and/or difficult demolition projects, a demolition specific pre-job planning meeting should be 
conducted. The project Superintendent; Subcontractor Representative; Marion Safety Department 
Representative, and/or Vice President of Operations should be present at this meeting. There are several 
key issues to consider when approaching demolition.  
  

1. Structural Considerations:  
Are the areas or elements to be demolished of structural integrity?  Original plans should be 
reviewed and if there is any doubt a structural engineer should be contacted for a professional 
opinion.  

  
If demolition is of a structural nature a specific plan must be developed based on the 
recommendations of a professional engineer.  

  
2. Public Protection:  

Considerations should be made and precautions taken to protect the public from any demolition 
process that could endanger them.  At a minimum, the following should be evaluated: noise, 
vibration, dust/mists, traffic control, site access and sidewalk superintendents.  

  
3. Owner Occupied:  

Considerations must be taken to protect building occupants from any potential demolition hazards.  It 
is critical that the building representative be directly involved in pre-planning meetings.  Additional 
precautions must be taken and coordinated with facility manager for maintaining live safety systems 
(i.e. fire detection, fire suppression, emergency lighting, etc.).  

  
4. Airborne Contaminants:  

A survey should be conducted of the planned demolition areas to identify any potential asbestos, 
lead or other potentially harmful products that could create an airborne contamination potential.  

  
Marion Construction does not want to take ownership of nor dispose of any hazardous material on 
behalf of the owner/client.    

  
5. Energy Sources:  

Potential sources of live or stored energy must be considered prior to demolition activities. This 
could include electrical, mechanical, kinetic and/or chemical Energy.  A survey must be conducted to 
determine if there are any energy sources that could be harmful to personnel and/or property.  If 
such sources are identified, methods must be planned and initiated to control them. Lockout/tagout 
procedures should be followed in that case.  Again, a building representative must be involved in: 
identification, location and control of all energy sources.  Clearly marking energy sources (and 
utilities to be left in place) prior to demolition should be coordinated with the demolition 
crew/subcontractor.  

  
6. Personal Protective Equipment:  

Demolition activities present a high potential for eye, hand, foot and respiratory type of injuries. 
Special attention should be given to providing and assuring wearing of adequate PPE during 
demolition work process.  Additional respiratory protection may also be required.  

  
7. Housekeeping and Fire Protection:  

Housekeeping is very important during the demolition work process. Methods should be developed 
for effective flow and control of waste materials.  Consideration should be given to recycling of 
materials as an environmental and cost effective issue.  Fire protection must also be considered.  If 
cutting and burning is a method of demolition, the use of Hot Work Plans should be evaluated.  
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     TRENCHING & EXCAVATION PROCEDURES  
  
The purpose of Marion Construction Trenching & Excavation Procedures is to prevent an injury or accident 
from occurring during this work process.  
  
A pre-planning meeting must be held with any contractor that will be performing trenching or excavation 
work at depths in excess of 4'.  
  
The following procedures are to be considered general safety guidelines for work on any Marion  
Construction project.  They are not intended for use in lieu of but in conjunction with State or Federal OSHA 
standards.  These standards must be strictly adhered to at all times.  
  

1. Locate and identify all underground utilities on the project.  This should be coordinated with local 
utility agencies and/or facility representatives.  An excavation work plan should be completed prior to 
any trenching (or) excavation work process.  Note:  If at any time unidentified or non-located utilities 
are found, stop all work immediately and contact the Marion Construction Superintendent.  Prior to 
start of excavation it is good practice to take pictures of existing conditions and “locate markers” 
placed by utility/locate services.  

2. A “Soils Report” for the project should be reviewed prior to beginning any dirt work.  This report will 
provide a professional analysis of the soils and ground conditions that will be encountered.  In the 
event a soils report hasn't been prepared, the dirt work contractor will have to arrange for a qualified 
individual to do a soil analysis.  NOTE: Soils reports are often limited in scope, thus the excavation 
contractor should be prepared for unanticipated changes in soil conditions – stopping work and 
updating their plan as needed.  The soils report should not only identify the types of soils but also if 
there are in hazardous materials within the soil.  

3. All sloping or shoring of trenches or excavations must be in accordance with the OSHA standards.  
4. For all work in excess of 10 feet in depth or in any class C soils the subcontractor must submit a 

shoring safety plan designed specifically for the project to Marion Construction for Superintendent 
approval prior to beginning work.  

5. Shoring equipment used for work in excess of 20 feet in depth will require stamped engineering data 
that verifies its adequacy for various depths and types of soil.  This plan must be on the jobsite. This 
data must be submitted with the safety plan.  

6. Any work that involves entry into live storm or sewer lines should be considered as a permit required 
Confined Space Entry.  Marion Construction’s Confined Space Entry forms must be filled out prior to 
this work process.  Project team and/or Subcontractors should have available on the project 
specialized confined space entry equipment such as atmospheric testing equipment, rescue 
equipment and ventilation.  

7. Excavations five (5) feet (4 feet in WA) in depth or deeper MUST have cave-in protection shoring, 
sloping or benching.  

8. Individuals must always work within and access via the confines of the shoring system.  
9. A means of egress must be available so that an employee does not have to travel more than 25 feet.  
10. An excavation “competent person” must be on site when employees are working within an 

excavation.   
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ELECTRICITY 
  
No personnel or equipment may work within 10 feet of High Voltage Power Lines (50,000 volts or less).  
For lines over 50,000 volts minimum clearance shall be 10 feet plus 0.4 inch for each 1,000 volts over 
50,000 volts.  Only licensed and authorized personnel may work on electrical systems.  
  
The Marion Construction’s Lockout/Tagout and as appropriate Electrical Hot work Procedures must be 
followed for work on electrical equipment.  Never make an assumption about electricity; it could kill.  If you 
are not sure contact your supervisor immediately.  
  
Electrical Hot Work:  
Never should Marion Construction employees be involved with nor participate with any electrical hot work.  
On rare occasion, an electrical sub-contractor “may” be required to work a system hot.  As with all safety 
concerns, first attempt to eliminate hazards by engineering and/or administrative controls.  If the hazard 
cannot be “engineered out”, the Lock-out/Tag-out procedures are to be implemented as the primary means 
of protection, if possible.  This program is not to be used as a convenience.  The goal is to eliminate, or at a 
minimum reduce, the risk when performing electrical hot work on our projects.   
  
All electrical hot work must be authorized by the onsite Marion project Superintendent. On some projects, 
owner authorization must also be obtained prior to performing electrical hot work.  Authorization will be 
allowed only after an electrical hot work plan has been completed and reviewed.  
  
Electrical hot work is defined as “any work by hand, tool or implement that would infringe on the plain of the 
panel or box”.  
  
The PPE, training, supervision, and permit system/form will follow IBEW/NECA guidelines (Portland, OR 
chapter).  Following these guidelines and Federal/State regulations are minimum expectations and must be 
pre-authorized by the Hoffman Superintendent prior to the start of work.  
  

ELECTRICAL EQUIPMENT PROGRAM 
  
Every employee is required to inspect any and all electrical equipment and/or cords prior to use to ensure all 
electrical equipment is in safe working condition.   If any damage is identified or suspected the tool/cord shall 
be taken out of service and tagged “out of service” until repaired by an authorized individual.    
  
Marion Construction requires GFCI protection on all power sources. 
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Lock-Out/Tag-Out Procedure 
  

Under normal operations, Marion Construction employees should have little need for LockOut Tagout 

protocols.  Because of our infrequent usage of lockout/tagout procedures, prior to every LO/TO the project 

Superintendent MUST approve all applications including: training; correct locks and tags; system has been 

walked down; release of secondary / back-up energy identified; system/facility interruption identified; 

coordination with owner and/or other contractors; etc.  Depending on the situation additional permits may be 

required such as the Construction Incident Prevention Plan.  

 
The purpose of Lock-Out/Tag-Out Safety Procedures is to prevent an injury or accident while working on 

tools, equipment or systems that may be energized or have stored energy that could seriously injury an 

individual if the energy was inadvertently released.  It is very important to remember that Lock-Out/Tag-Out 

procedures apply to more than just electrical energy systems.  

 

Serious injury could occur from energy stored in other types of equipment or systems such as mechanical, 

piping and gravity. It is important to blank out or disconnect pipe systems and block up equipment that might 

fall if it isn't blocked up.  

  

The basic idea of Lock-Out/Tag-out Procedures is to ensure that each individual is protected while in a 

hazardous location.  Accidental release of energy from that system can be prevented by having a lock and 

tag placed at the source of the energy of that system.  

  

This could be as simple as disconnecting the plug of a saw while changing the blade or as complicated as a 

plant systems review with the facilities systems coordinator. The rule is:  While working, take steps 

necessary to assure that energy cannot be released that would harm anyone or damage equipment, 

processes and/or tools. This can be achieved by utilizing physical locks or by disconnecting from the power 

source.  Do not assume that another individual or someone from the plant has made the system safe.    

  

After a system has been locked out, always test the system by opening a valve or pushing the start or on 

button and/or by usage of testing equipment such as a voltage meter.  Make sure all personnel are clear of 

potential harm when checking to see if there is stored energy left in the system.  

  

Due to the threat of potential injury, any individual(s) who violates lock-out/tag-out procedures will be subject 

to immediate termination and/or debarment, whichever is appropriate.  

  

Questions regarding the safety of equipment or systems on the project should immediately be referred to a 

direct supervisor.  If the supervisor has any doubts the project Superintendent and/or Marion Safety 

Department should immediately be contacted.  

   

When working at an existing facility, lockout procedures will be reviewed with the facilities manager.  Any 

lockout applied may need to be in conjunction with the facility lockout procedures.  Project specific 

lockout/tagout protocols may need to be developed.  When developing site/facility specific protocols for 

lockout/tag out, the Marion Safety Department will coordinate with the project and owner representatives. 

Site specific lockout/tagout protocols will include at a minimum all OSHA requirements and at least: how 

shift work lockout/tagout will be controlled/monitored and procedure for removing locks/tags if/when person 

placing lock/tag cannot be identified or located.  

  

When locking out systems, the Marion Construction Lockout/Tagout plan must be utilized and approved by 
the Marion project Superintendent or his/her designee. The Marion reviewer is to ensure that involved 
personnel are appropriately trained in the lockout/tagout program.  Marion Construction recognizes 
lockout/tag out to be performed only by trained competent individuals utilizing the process of “one lock, one 
key, one person”.  As appropriate, each Marion Construction employee will be assigned a personal lock(s).  
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If an individual’s lock is missing or lost, do NOT use others lock.  Contact the project Superintendent for 
direction.  All employees must apply their own personal lock and tag if they will be working on a system.  
Sharing of lock/tags is not allowed. 
 

If a lock must be removed and the individual cannot be located whose name is on the tag, the following must 

be followed:  Try again locating the individual; walk down the system that was locked out with the Marion 

Superintendent and all individuals involved with the system; ONLY after the above is completed then ONLY 

the Marion Superintendent may cut the Lock; a tag (stating the lock was removed) must be placed until the 

original individual can be “directly” informed their lock was removed; every attempt should be made to 

contact the original individual before they are back on site.  

  

There are many different styles of lockout tags. All tags must include at a minimum the following: contractor 

company name, individual name placing lock and tag, supervisor name and contact information, date lock 

tag placed, date to be removed, and in case of emergency contact information.  Tags are required with 

every lock.  Tags are available from the Marion Construction main office.  
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FIRE PROTECTION & HOT WORK PLAN  
                 (WELDING-CUTTING-BURNING)  

A fire on any of our projects could be devastating. The intent of fire protection is to prevent the potential for a 
fire. If a fire should start we need to know how to minimize potential damage.  
 
Fire prevention is a function of planning, organization, housekeeping and safe work practices by all 
personnel.  
 
A fire cannot occur unless 4 conditions exist:  

o Combustible Materials  
o Heat Source  
o Oxygen  
o Chain Reaction  

 
Combustible materials, heat sources, and oxygen are always present on a construction site. To prevent or 
extinguish a fire one of these four conditions must be removed.  
 
The most important element under our control is good housekeeping. Keep combustible materials picked up 
and stored in dedicated areas away from ignition sources.  Loose materials or debris will not be tolerated on 
the project.  Maintaining a clean and well organized job site is everyone's responsibility.  
 
The next element under our control is ignition sources.  Work that could be an ignition source such as 
welding and cutting may require a "HOT WORK PLAN."  
 
Depending on the work environment, hot work may require atmospheric monitoring.  The purpose of 
atmospheric monitoring is to ensure that the oxygen level remains between 19.5% and 23.5% and that the 
combustion level does not exceed 10%.  At the minimum, atmospheric monitoring is required while 
conducting hot work in the following conditions:  confined spaces; space where airflow is limited and 
enclosed spaces where multiple hot work activities are being conducted.  
 
Fire extinguishers will be provided by Marion Construction in “general areas” throughout the project under 
our control.  Subcontractors who create an ignition source are required to provide an adequate number, size 
and type of portable fire extinguishers.  Personnel should be trained to identify and use the appropriate fire 
extinguisher and when to call for professional assistance.  
 
Emergency Fire and Medical Services Procedures will be posted at the project office.  All personnel should 
be familiar with these emergency procedures.  Generally (unless on a large facility) calling 911 in case of fire 
and/or medical emergency is always prudent.  
 
Local Fire Service providers should be contacted during the initial phase of the project.  They should be 
familiar with the location of the project.  They will pre-plan for: access into the job site, types and quantities 
of combustibles on site and any other information critical to their efforts.  In most cases the fire department 
will also provide emergency rescue and medical services.  
 
If a fire occurs: one person will attempt to extinguish and control while the second person will call for help.  
 
When working in existing facilities, project safety plans and protocol specifically relating to the project must 
be developed in conjunction with facilities personnel.   
 
If working within or near operating facilities, it will be critical to maintain required levels of fire protection to 
the facility including emergency access, fire detection / alarms and sprinkler systems.  Again, the use of a 
CIPP may be needed. 
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HEARING CONSERVATION PROGRAM 
 

The intent of Hearing Conservation Program is to prevent personnel from over exposure to loud noise or 
suffering injury from short term and / or long term exposure to noise.    
  

What is noise?   Noise is unwanted sound. It is measured on a decibel scale.  Noise levels for some 
familiar sounds include:   
  
Whisper - 30 decibels   
Normal conversation – 60 decibels  
Lawnmower – 90 decibels  
Chainsaw – 110 decibels  
Gunshot – 140 decibels   
  
Hearing loss, unlike other hazards on a construction site, is caused typically from exposure to sound or 
noise over long periods of time.  This includes noise sources at work as well as at home.  Some hearing loss 
is also caused by short term high noise producing events (i.e. operating chain saws; gunshot; pile driving; 
etc.).   Due to the seriousness of noise loss and its long term effect, personnel must exercise caution.  
Personnel are encouraged to wear hearing protection while on site (as well as at home) when near tasks 
that generate any level of noise.  Hearing protection will always be available in the project job shack and/or 
from the on-site project Superintendent.  Some tasks that Marion Construction undertakes will require 
hearing protection (see below).  Any personnel found in violation of Marion Construction’s Hearing 
Conservation Program requirements are subject to disciplinary action.  
 

Monitoring Procedures:  Marion Safety Department and/or 3rd party consultants will conduct noise 
monitoring on Marion Construction projects on different tasks to identify tasks/procedures that generate 
higher levels of noise and to identify positions assignments that may exposure employees to over 85 dba’s 
over an 8 hour time weighted average.  These records will be maintained by the Safety Department and 
updated surveys will be conducted at least annually.  
 

CONTROLS: At Marion Construction, our first goal is to “engineer” out the hazard.  Marion  
Construction’s Safety Department will conduct noise surveys of various tasks.  Based on these results, 
Marion Construction will, wherever feasible, implement engineering controls (i.e. different tools, cabs on 
equipment, keeping equipment in proper working order, etc.) to reduce noise levels to acceptable levels.  
Where engineering controls are not feasible, the feasibility of administrative controls will be evaluated and 
implemented (i.e. reducing the number of hours an individual can perform a certain task, conducting noisy 
tasks off normal shift, etc.).   
 

Hearing Conservation Program: Where the noise cannot be reduced below 85 dba on an 8 hour time 
weighted average either through engineering and/or administrative controls, a Hearing Conservation 
Program must be implemented.  Each Marion Construction employee “over” exposure will be required to 
take an initial Audiometric test to establish a baseline.  Employees taking the baseline should have at least 
14 hours of no exposure to work place noise prior to the testing.  Annual audiograms will be required for 
each year after the initial tests.  If an employee has a standard threshold shift (STS) they will have to be 
notified in writing within 21 days.  The employee is to be retested within 30 days including hearing protection 
will need to be re-evaluated and/or refitted. The employee may be required to have a medical exam. If the 
employee is retested within 30 days with no STS then the STS is not recorded.  If employee still has an STS 
in the specified ranges then it must be recorded on the OSHA 300 log.  
 

Personal Protective Equipment: Where required, employees will be offed at least two different types of 
hearing protection (typically two different types of ear “plugs” and one type of ear “muffs”).  There will be no 
cost to employees for any hearing PPE.  
 

Training:  The hazard of noise and noise protection will be included in the New Employee Orientation as 
well as a least annually during Marion Construction on going trainings at our Weekly Safety Meetings.  
Documentation of this training will be sent to the Marion Safety Department. 


