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Safety Rules and Disciplinary Program 

The purpose of safety rules is to thoroughly acquaint each employee & subcontractor with a set 
of safe working rules and procedures that will help us to provide a safe workplace. It is well 
understood that employees and their families are the beneficiaries of a good safety program. 

No safety program, however complete, can cover all conditions that might arise; therefore, it is 
necessary for employees to use their best judgment along with the observance of established job 
safety practices. It is the desire of l\Ierritt Propelties to establish the safest working conditions 
by using the safest protective devices and equipment available, and to promote a good 
housekeeping program. 

It is necessary to have the cooperation of employees & subcontractors in order to promote 
workplace safety. If employees do not completely understand all ofthe job procedures and 
safety rules, they should ask their foreman for an explanation prior to starting work. It is 
management's responsibility to provide employees with equipment and methods that result in 
safe work performance. However, it is the employees' responsibility to work according to 
established procedures. Accidents are caused; they do not just happen. Employees prevent 
accidents by putting forth their best daily efforts and giving their complete cooperation in 
accomplishing the assigned tasks. 

General Construction Rules 
Compliance with the following safety rules and guidelines are required ofall employees as a 
condition ofcontinued employment with the Company. These rules are minimum requirements 
and are only intended to cover average conditions. Employees shall use good judgment in 
dealing with conditions not covered in these rules and, if there are any doubts, consult their 
supervisor. 

1. 	 Employees shall use care in the performance oftheir duties and act in a manner that will 
assure maximum safety to themselves, fellow employees, other contractors and the 
pUblic. 

2. 	 Report all injuries and illnesses, no matter how slight, to their supervisor. This will 
prevent today's minor injury form becoming tomorrow's major injury. Obtain first aid 
for minor injuries. Ifthe injury is more severe, treatment from a physician may be 
necessary. 

3. 	 On-the-job illness, excessive fatigue and any other impairment shall be reported to the 
supervisor so that possible accident situations can be avoided. 

4. 	 Work areas, vehicles and the inside and outside access ways ofbuildings shall be kept 
clean. 

5. 	 Ifemployees see something unsafe, they should report this to their supervisor and, it they 
can safely do so, correct it. Do not wait for an accident to happen and then be told to 
correct the problem. 
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6. 	 Employees should do their fair share and keep their work area clean and orderly. They 
should take pride in their work. 

7. 	 Use the right tool for the right job. Keep tools in good, clean condition. If replacement 
parts are needed, employees shall ask their supervisor for the necessary parts. 

8. 	 Use, adjust and repair only tools and equipment for which they have been trained and 
authorized to use. 

9. 	 Employees shall follow any and all Company written and oral instructions to safely 
perform their jobs. 

10. Employees shall give special instructions and assistance to new employees who are not 
familiar with the work. 

11. Loose or ragged clothing shall not be worn while @#ih~ ";;",ud ilfMjiiiiz5r.lln.~it 
p 	 t. 02 hellor 

12. Rings and/or other jewelry should also be removed while working with machinery or 
when working near electrical equipment. 

13. Observe and obey all posted ''No Smoking" areas, offices and buildings .. 
14. Learn the location ofemergency phone numbers, first aid kits, fire extinguishers, 

emergency equipment, fire alarms and emergency evacuation routes. 
15. Use good manners and common sense. 
16. Avoid distracting others. 
17. Use the sanitation facilities, keep them clean and do not abuse them. 
18. Learn to lift correctly -	 with the legs, not the back. If the load is too heavy, GET HELP. 

Twenty Percent (20%) ofall construction-related injuries result from lifting materials. 
19. Running on the job is prohibited, except in obvious extreme emergencies. 
20. Employees shall observe and obey all caution and danger signs, barricades, and safety 

permit tags that are placed on the jobsite or in the shop. 
21. Good housekeeping is always necessary in order to prevent accidents. Waste materials 

shall be disposed ofpropedy and shall not be allowed to accumulate in a work area. 
22. Employees shall not use compressed air, or other compressed gasses especially oxygen, 

for dusting or cleaning offtheir body or clothes. 
23. Gasoline shall not be used for cleaning purposes. Contact the supervisor for an approved 

safety solvent. 
24. Participate (get involved) in the Company and industry sponsored safety program. 
25. Attend all "tool box" and "tail gate" safety meetings, as required. 
26. Unauthorized tampering with any machinery or equipment is not allowed. 
27. Carrying firearms, explosives or unlawful weapons on Company property or in Company 

vehicles is prohibited and grounds for dismissal. 
28. Sabotage, theft or willful destruction ofCompany property is grounds for immediate 

dismissal and prosecution. 
29. Horseplay or practical jokes shall not be permitted in Company vehicles or Company 

property before, during or after work hours. Fighting on the job is grounds for dismissal. 
30. The use, abuse, transportation, concealment, sale or dispensation of illegal, unauthorized 

drugs (including detectable amounts in employees' systems while working) or alcoholic 
beverages on Company property, jobsites or work areas shall be grounds for dismissal. 

31. Insubordination by the refusal to perform work assigned or company with written or 
verbal instructions from the supervisor which the employee may be reasonable expected 
to perform will not be permitted. 

3 



32. Additionally, all workers are required to follow specific safety rules and regulations 
which are prescribed for employee safety in Occupational Safety and Health Act and 
other applicable federal, state and local statutes, standards and regulations. Employees 
shall also be responsible for any specific subsidiary, construction owner, project, office or 
department safety rules that have been distributed to them in writing by their supervisor 
as a condition ofemployment or continu=yment. 

33. Wear an ANSI approved hard hat ViSO!1i on the jobsite, do not wear a metal hat, 
always wear a plastic one. Bump caps are not approved. 

34. Wear proper eye and face protective equipment as required when hammering, chipping, 
burning, grinding, etc ... 

35. Wear a.pproved hearing protection when working on job with high noise levels. 
36. A respirator must be worn in dusty conditions or when exposed to gasses or fumes. 

Make sure it is the right type for the exposure. Refer to label sand M SDS' s. 
37. Wear hard-soled, ankle-high, steel toe, work shoes or boots in good condition. Work 

shoes are required at all time when employees are performing work duties. Wearing light 
weight canvas or athletic type shoes is prohibited unless operations dictate and special 
approval has been given (Subcontractors working on a steep pitched roof shall be given 
special consideration). 

38. Wear comfortable clothes that are in good repair and appropriate for the work being 
done. 

39. Shorts or short pants are not permitted. 
40. Company uniforms are required to be worn as noted in the company policies. 
41. Wear gloves when rough-edged or abrasive materials are handled. 
42. Use a safety harness for any operation where there is exposure to a fall of six (6) feet or 

more, and there is no protection by any other suitable means. 
43. All scaffolding must be provided with appropriate decking, toeboards, midrails and 

handrails as required. 
44. Gasoline shall be stored and transported in labeled, self-closing, safety cans. Plastic gas 

cans are not permitted. Engines must be shut offwhen refueling. No smoking around 
flammable liquids. 

45. Tools shall only be used the purposes for which they are designed. 	 The employee is 
responsible for checking the tool's general condition prior to use. 

46. All tools shall be kept in good working condition. Defective tooVequipment shall not be 
used. Report all defective tools/equipment to the supervisor. 

47. All ladders shall be inspected by the employee prior to use. 	No defective ladders shall be 
used. Straight ladders shall be placed on secure footing at a 4 to 1 pitch (75 degree 
angle), with at least 3 feet extending above the work: surface. The ladder shall also be 
tied off at the top. Folding ladders shall be used only in the open and locked position and 
the two top steps shall never be used. Only non-conductive ladders should be used when 
working on or near electrical equipment. 
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48. Unless double insulated, an electric power tools and equipment shall be grounded and 
connected to grounded power cords and receptacles. Power extension cords shall be 
protected from crushing, cuts and other damage. Ground fault circuit interrupter 
protection should be used in all wet or damp areas. 

49. Employee shall not operate any machine unless they are trained and authorized to use the 
equipment. All !,'Uards and safety devices must be in place and in operating condition. 

50. All compressed gas cylinders shall be chained in an upright position to the wall or 

another stationary object. 


51. Only trained/authorized persons shall conduct welding/cutting operations. Precautions 
shall be taken to protect personnel and equipment nearby from burns, flying sparks, and 
hot metal. 

52. Riding on leads, fenders, running boards, sideboards and gates with legs dangling over 
the sides ofthe trucks will not be tolerated. 

53. Do not use power tools and equipment until employees have been properly instructed in 
safe work methods and become authorized to use them. 

54. Be sure that all guards are in place. Do not remove, dis-place, damage or destroy any 
safety device or safeguard furnished or provided for use on the job, nor interfere with the 
use thereof 

55. Do not enter an area which has been roped offor barricaded without prior approval. 
56. Keep sources of ignition away from flammables. Fire extinguishers are provided for 

emergency use. Do not tamper with or move extinguishers without authorization. 
57. Boom equipment shall not be operated within ten (10) feet ofoverhead power lines. (The 

only exception to this work being performed under the OSHA Power Transmission and 
Distribution Regulations). When operating dump trucks or crane, check for power lines 
prior to raising booms or dumps. 

58. Safe work practices are to be developed and implemented for operations and tasks 
expected to be undertaken at each construction project as required. 

General Office Safety Rules 

1. 	 Drawers ofdesks and file cabinets shall be kept closed when unattended. 
2. 	 Caution shall be exercised when walking around blind comers. 
3. 	 Only one drawer ofa file cabinet shan be pulled out at a time in order to avoid tipping, 

unless the cabinet is securely fastened to the wall or other cabinets. 
4. 	 The floor shall be kept free oftripping hazards such as telephone cords, extension cords, 

loose papers, cartons, etc ... 
5. 	 Materials shall be stored on shelves in a manner to prevent falling. Heavy objects shall 

be placed on middle shelves at the optimum "knuckle to shoulder" height. 
6. 	 Unsafe electrical cords, faulty electrical equipment and any other hazards shall be 

reported to the supervisor immediately. 
7. 	 Broken glass and sharp objects shall not be placed in waste paper containers. 
8. 	 Cigarettes and other burning material shall not be placed in waste paper containers. 
9. 	 Employees shall not use ventilation fans unless they belong to the Company and are 

properly guarded (openings no larger than W'). 
10. Portable heaters are not to be used unless authorized by the area supervisor. 
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I\ferritt Properties safety rules, regulations and procedures are illustrative and should not be 
viewed as an exclusive listing to encompass situations not specifically mentioned. Management 
reserves the right at all times, when circumstances warrant it, to promulgate new rules or modify 
existing one in order to insure a safe, healthy and productive work environment for all 
employees, contractors or visitors. Any conflict between these guidelines and those of any 
applicable state regulations will mean that the applicable state regulation will supersede. 

Disciplinary Program Options 

The purpose ofa disciplinary program is to provide a method for ensuring compliance with rules 
concerning operation, personnel safety, security and other regulations adopted by I\I('rria 
Propel1ies All employees induding, otlice, supervisory, personnel, management and 
subcontractors - will be subjected to this program. 

Persons authorized to enforce or administer the disciplinary program will be determined by 
]'vferritt Properties and will include supervisors, management, and safety committee members. 
The final determination ofthe degree ofdisciplinary action taken for the violation ofa regulation 
will be made by the Safety Coordinator who is responsible for administration or enforcement of 
that regulation. 

NOTICE 
All of the Merritt Prorel1ies written policies, guidelines, procedures and safety rules shall be 
strictly enforced. Subcontractors who refuse or otherwise fail to comply with these established 
safety policies, program and implementing procedures shall be subject to consecutive 
disciplinary action anywhere from a written warning, fine, suspension, up to and including 
discharge from all future projects for f\lerritt I'ropcI1ies for serious infractions as follows: 

Disciplinary Actions 
Unacceptable behavior, which does not lead to immediate dismissal, may be dealt with in the 
following manner: 

Verbal Warning 
First Written Warning 
Dismissal 

Written warnings will include the reasons for the manager's dissatisfaction and any supporting 
evidence. You will have the opportunity to defend your actions and rebut the opinion ofyour 
manager at the time the warning is issued. Disciplinary actions may also include fines, 
suspensions or other measures deemed appropriate to the circumstances. 

All pertinent facts will be carefully reviewed, and the employee will be given a fill opportunity 
to explain his or her conduct before any decision is reached. The president or another senior 
member ofmanagement will give a second opinion concerning the unacceptable behavior before 
dismissal occurs. 
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Dismissal 
Employment and compensation with IVlerritt Properties is "at will" in that the employee can be 
terminated with or without cause, and with or without notice, at any time, at the option ofeither 
l\ferritt Propclties or the employee, except as otherwise provided by law. 
Ifyour performance is unsatisfactory due to lack ofability, failure to abide byl\-territt Propeliie" 
rules, or failure to fulfill the requirements ofyour job, you will be notified ofthe problem. If 
unsatisfactory change does not occur, you may be dismissed. Some incidents may result in 
immediate dismissal. 

Violation Notices 
Written Violation notices will include a reference to the rule or regulation that was violated. The 
employee or subcontractor committing the violation and his immediate supervisor are required to 
sign the notice. One copy of this notice will go to the employee, one to the individual's project 
manager, and one remains on the project with the Merritt Propel1ies supervisor issuing the 
notice. 
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