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Policy Changes Disclaimer

A. Reservation of Rights

Quality Electric Inc. reserves the right to administer the requirements of this manual and the attached
programs and policies and to interpret the requirements set forth at its sole discretion. In addition, Quality
Electric reserves the right to change and/or rescind the requirements in whole or in part at its sole discretion.

In addition, Quality Electric maintains the right to update ESHS site policies and procedures.

B. Severability

If any portion of this manual and/or the attached programs and policies or the application of any portion to any
person or circumstance is held invalid, the remainder of the manual and/or the attached programs and policies
shall remain in effect without the invalid portion or application.

C. Annual Review

The requirements in this manual will be reviewed for effectiveness of safety and health protection at least

annually. The annual review will be conducted in April of each year.

This manual was last reviewed on:
April 28, 2021

This manual is due for its next review i
April 28, 2022
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Safety Director Announcement

| am pleased to announce that Samantha Erickson has been appointed to the position of Corporate Safety

Director for Quality Electric.

We are asking the Corporate Safety Director to give you all the assistance possible to help provide a safe
environment for all employees and the general public. The Corporate Safety Director has the full authority to
implement our safety program, so please refer any questions or comments regarding the safety program to

this person.

We will expect all employees to abide by the guidelines of the safety program and to cooperate with the

Corporate Safety Director in all safety related matters.

JayHintze V V
President
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Quality Electric Safety and Health Policy

At Quality Electric Inc., protecting the safety and health of our employees is the most important aspect of our execution
during all phases of construction. Our Environmental, Health and Safety Manual describes the policies, procedures, rules,
and guidelines established in agreement with state and federal laws, as well as regulations. These are then coupled with
contract requirements and recognized industry standards that set expectations for the completion of work and the
implementation of safety and health standards. The Environmental, Health and Safety Manual is foundational to our safety
culture and sets expectations for our business. As one of our core values, safety involves “The Quality Way” and is not
semething conducted separately but is integrated into the design and execution of every task.

Responsibility for safety and health resides at every level. These responsibilities are made clear in two ways. First, our
Safety Responsibility and Accountability Guideline establishes behaviors and expectations for every employee. Second,
specific responsibilities are [aid out for key personnel as related to specific scopes and phases of construction. We believe it
is important for a clear vision of these responsibilities so that we can plan for and provide management appropriate safety
strategies. Understanding these responsibilities enables our company to assign necessary resources at all levels.
Additionally, it is essential that we provide training that gives our supervisors the needed skills and knowledge to be
competent in their duties. As well as invest in our employees, so that they also understand and perform their duties in
harmony with the behaviors that are vital to our safety culture.

Quality Electric’s Environmental, Health and Safety Manual is connected to and supports our planned goals and is the
foundation of our core values of “The Quality Way”, We measure our performance on every project by tracking both
leading and lagging indicators and then using this information to guide action plans and potential trends. Measuring and
tracking our performance guarantees that we have a joint effort amaong our leaders, employees, and clients of our
dedication to achieving safety distinction. Quality Electric managers, at all levels, are accountable for workplace safety and
health with reliable and strong leadership. With this said, our employee participation and engagement are also key
components to our success.

Quality Electric is committed to the following principles:

e A safety attitude that is centered on actions, performance, and beliefs that our goals of achleving zero incident and
injury projects is an integral part of our “Core Values”

*  Qur safety culture encourages achieving our corporate objectives of being a cructal business partner by facilitating
a safe and healthful work environment and providing unmatched service to all our clients and stakeholders.

e Our safety culture is based on coaching, teaching and mentoring leaders, employees, as a cohesive team on safety
processes and behaviors.

* A prevention-based risk management approach focused on removing damaging impacts to safety and heaith and
mitigating hazards to an appropriate level.

e Transparency through safety communications that notifies employees of our policies, trends, and cost impacts.

e  Atraining program that ensures employees have the knowledge and skills needed to work safely

e A safety culture based on performance where leaders and employees are held accountable for their actions,
decisions, and behavior.

= Collaboration between our Office and the Field for safety and health planning and decision-making

e  Deliberate and methodical processes to assess and audit our safety and health management system to guarantee
compiiance to all associated requirements and to promote continuous improvement of our culture,

*  Toinvestigating alf incidents in a timely manner and providing clear and concise corrective actions and lessons
learned

¢  Environmental practices and processes that ensure zero harm to the environment.

s
d

Jay Hintze N 'C} ]
President
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Core Values and “The Quality Way”

Quality Electric is dedicated to providing a quality product and service, with a set of core values as the foundation for
everything we do.

A. Mission Statement:

Quality, it is not just a name, it is what we do. We connect people, partners, products, and performance to the “Quality
Way”.

B. Vision Statement:

To be the benchmark for Quality in the electrical industry through our values, our people, our partnerships, and our
service.

C. Core Values

e Qur People
o  Qur Customers
e Our Community

e Committed

e Add Value

e Results Delivered

e Exceed Expectations
e Support

“The Quality Way”
The Backbone of Our Values

Quality Employees

Fun Loyalty

Safety Respect

Leadership Community
Integrity Trust

Teamwork Generational
Family Innovation

Accountability
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Section 1: Injury Free Workplace

A. Intent Statement
The intent of this section is to provide a consistent safety management approach committed to eliminating all
occupational injuries and incidents.

B. General Requirements

1. Quality Electric Inc. promotes and adheres to all regulatory Environmental, Safety and Health policies and
procedures. Quality Electrics’ objective is to provide the best service while maintaining a safe and healthy work
environment.

2. Roles & Responsibilities - Specific Roles and Responsibilities defined in Quality Electric’s Responsibility and
Accountability Guideline and the execution of Safety Activities.

a) Quality Electric Project Manager/Department Manager - Leads Injury Free execution effort. Works to
define injury free execution strategy for the scope of work defined. Ensures adequate resources dedicated
to the project (manpower, dollars, etc.). Remains committed and are visible in driving project safety to
achieve the Injury Free goal.

b) Quality Electric Safety — Works with Project Management to define Injury Free scope of work and works to
ensure appropriate dollars are placed in project budgets to accommodate all aspects of the Health and
Safety Plan. Works with Project Management to develop training and workshops, provides feedback for the
project, schedule for project staff, including subcontractors, as necessary. With project management in the
lead, coordinates lunch and learn exercises.

c) Quality Electric Superintendents - Works with Quality Electric Safety Manager, Quality Electric employees,
and trade partners to ensure compliance with all aspects of the Injury Free Workplace concept. Leads the
Injury Free trainings and lunch n learn schedules.

d) Trade Partner(s)/Sub-tier Trade Partner(s) — Work in conjunction with Quality Electric Inc.

3. Company to ensure compliance with all aspects of the Injury Free Workplace concept. Shall attend and
participate in scheduled Injury Free Workshops and Lunch and Learn exercises. Trade partner management
shall ensure employees participate in IFW efforts including but not limited to Safety Perception Surveys, Site
Wide All Hands meetings/announcements, etc. Trade Partners Safety Representative attends monthly safety
committee meetings.

C. Indicators
Leading Activities:
o # of employees on site,
e # of Risk Planning and Control,
e # of Operational Planning,
e # of Operational Controls,
e # of Inspections / Observations / Audits,
o # of Weekly Took Box Talks
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e  Employee Training Hours
Lagging Indicators: injuries by type (ex. First aid, recordable only, restricted / job transfer, lost workday cases)

1. The project scorecard has been established to accurately collect, record, and track leading activities and
lagging indicators. All projects are required to update project scorecards on a weekly basis and discuss during
Project Reviews. This allows for optimal safety performance in a project and sets the framework for a strong
safety culture.

2. Both leading and lagging indicators must be managed by the PM and Project Teams. This is done through the
execution of safe work processes following a prescribed list of safety activities along with recording project
man-hours and injuries which were incurred inside of the project.

3. These indicators are required to be populated weekly through each project’s website.

4. Ona monthly basis, indicators must be reviewed by the Project Manager to ensure the project is meeting the
intent of the safety management system and measurement of performance is continually exceeding
expectations.

D. Key Responsibilities
1. Employer Responsibilities:

a) Provide the necessary leadership and problem-solving skills to jobsite supervision.

b) Provide positive recognition.

c) Be fair and consistent with enforcement.

d) Promote an effective training plan.

e) Treat all employees in a respectful and dignified manner, acknowledging contributions to a successful
project.

f) Promote and foster an environment free of recognized hazards.

g) Each project shall collect, document, and submit to Quality Electric safety performance data based on
leading and lagging indicators monthly. This includes manpower, man-hours worked, first aid cases,
recordable cases, # of JHA's, # of operational controls, # of training hours conducted on site, # of weekly
toolbox talks, # of special risk plans, # of disciplinary actions, # of positive recognition / reinforcement taken.
These are safety prevention requirements which must be submitted and are required by each department.

2. Employee Responsibilities:

a) Actively participate in daily stretch and flex.

b) Attend, support, and participate in daily JHA's.

c) Perform work in a manner which prevents incident and accidents to themselves, fellow workers, the public,
and property.

d) Cooperate and participate in investigations, as necessary.

e) Beresponsible for your safety as well as your fellow-workers.

f)  Arrive to work every day fit for duty and on time.

g) Respect and obey employer and customer rules and policies.

h) Be proactive and focused keeping distraction and inactive time to a minimum.

i)  Wear and maintain required PPE.

j) Inspect tools and equipment before use to ensure proper working condition.

16
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k) Attend and participate in toolbox talks.

I) Hazard Recognition — see it, fix it, report it

m) Report all accidents, incidents and near misses.
n) Never walk past or leave an unsafe condition; make it safe or report it immediately to your supervisor.
o) Ensure work area is free of all safety hazards.
p) Be respectful and have a positive attitude.

g) Follow safe, reasonable, and legitimate management directives.

r) Adhere to starting and quitting times, including lunch and break periods.

Annexes

1.

Forms and Permits:
e Safety Scorecard
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#1 SAFETY SCORE CARD o

QUALITY ELECTRIC INC, .
April 23, 2021

Assessment Tool

Environmental health and safety issues impact each Department in Quality Electric. Actions you may take to create and maintain a
safe work environment and reduce your environmental footprint can materially impact your department. The steps to a sustainable
environmental health and safety program include committed management, engaged employees, feasible business strategy, gap
analysis and plan, and integration of environmental health and safety practices into the core values and daily activities of Quality
Electric.

The following questions should help you develop or expand on an environmental health and safety strategy. Starting, running, and
growing an environmental health and safety sustainable program takes significant time, resources, and financial commitment. The
more “yes” answers you select, the more prepared your department should be to improve your health and safety performance and
reduce your environmental footprint. If you need assistance in interpreting the questions or findings, please contact the Safety
Department at Qualitv Electric.

Instructions

This tool has been created in Excel to accept your responses and automatically calculate and graph your results. To enter your
responses, simply select a Yes or No GREEN cell, enter an "x" and hit “enter.” In the event you want to go back and change your
response, select the cell, enter the new response and hit “enter.” You can delete the questions that are not relevant to your
department and add questions that are pertinent.

A. Management Commitment and Employee Involvement

How can your department integrate EH&S into the day-to-day business operations?

YES NO

. Are employees aware of their Supervisor's commitment to health, safety, and environmental protection?

. Does management communicate their commitment to the safety and health program?

. Have program goals and expectations been established and communicated to all employees?

. Are there dedicated EH&S staff, committed and working in the department?

. Is EH&S performance included in the employee’s personal development and evaluation process?

. Is there a safety budget to address outstanding financial outlays for EH&S matters?

. Are employees encouraged to report health and safety concerns?

. Do workers have access to safety and health information?

V|| N|Oo|l|R|WIN] -

. Are workers involved in all aspects of the safety and health program?

10. Are employees held accountable for not following work rules designed to promote safety?

MANAGEMENT COMMITMENT AND EMPLOYEE INVOLVEMENT TOTALS

B. Worksite Analysis

Is there an ongoing process to identify and prioritize hazards?

YES NO

. Are there procedures in place to manage health and safety hazards and environmental impacts?

. Are there systems in place to identify and keep current with legal and other requirements?

. Have Job Hazard Analysis (JHAs) been completed and are they up-to-date?

. Have PPE Hazard Assessments been completed and are they up-to-date?

. Is proper clothing attire being worn?

olulbh|lwWIN|EF

. Are spill kits fully stocked?

7. Are self-inspections being conducted to identify new hazards and are existing hazards being tracked to resolution?

8. Are hazards being evaluated for severity of outcome, likelihood of occurrence, and the number of workers exposed?

9. Are hazards associated with emergency and non-routine work being evaluated?

10. Are employees reporting practices and conditions that look dangerous or out of place?

WORKSITE ANALYSIS TOTALS
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C. Hazard Prevention and Control

Is there an ongoing process to correct and prevent hazards from reoccurring?

YES NO

. Are safe work procedures set-up based on the analysis of the work environment?

. Where feasible, are hazards being engineered out of the work environment?

. Is personal protective equipment (PPE) being used and maintained properly?

. Are Preventive Maintenance programs established and functioning?

. Is an up-to-date emergency plan in place and routinely tested during table top and field drills?

. Are medical personal readily available for advice and consultation?

. Are emergency medical procedure in place?

. Are routine walk-throughs of the worksite conducted?

Olo|N|Jo|lU]B_|lWIN]|F

. Are root-cause incident investigations being conducted?

10. Are EH&S issues resolved in a timely manner?

HAZARD PREVENTION AND CONTROL TOTALS

D. Training for Employees, Supervisors, and Managers

Does the staff know about the hazards in their work environment and how to control them?

YES NO

. Do the employees have a basic understanding of the program's structure, plans, and procedures?

. Are the employees being trained on their roles and responsibilities in the safety and health program?

. Are workers being trained on hazard identification, hazard analysis, and controls?

. Is training being done when work procedures or personnel change?

. Is training being provided in a language and at a literacy level that all workers can understand?

| h|lWIN]| -

. Is training being documented to verify that training was conducted and the employee understood the training and his or
her role and responsibility?

7. Are individuals trained in emergency preparedness (e.g., spill kits) and response?

8. Are lessons learned communicated to employees and affected parties?

9. Do supervisors understand all the hazards faced by their employees and how to reinforce training?

10. Does Administration understand their responsibilities and how to hold subordinates accountable?

TRAINING FOR EMPLOYEES, SUPERVISORS, AND MANAGERS TOTALS

E. Program Evaluation and Improvement

Is there a process in place to evaluate hazards and track metrics to identify whether the program is effective?

YES NO

1. Have metrics been established to indicate whether the program is effective?

2. Has a baseline been completed of the overall program followed by periodic reviews to identify hazards and opportunities
for improvement?

. Are injuries, illnesses, incidents, hazards, and concerns being reported?

. Are injury and illness records being reviewed to identify trends (lagging indicator)?

. Are the number of hazards identified decreasing during inspection walk-arounds (leading indicator)?

. Is management conducting safety walk-arounds on a frequent basis (leading indicator)?

. Are maintenance activities conforming to planned preventive maintenance schedules (leading indicator)?

. Have objectives and targets been established to address high risk EH&S practices and conditions?

Ol N |Jojlu]ls~|lw

. Have the program's core elements been fully and effectively implemented?

10. When issues are identified, is prompt action taken to correct the problem and prevent recurrence?

PROGRAM EVALUATION AND IMPROVEMENT TOTALS
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OVERALL ASSESSMENT RESULTS

B YES

0.6 -

CONO

0.4 -

0.2 +

0 —_—

Commitment
and Involvement

—_— = r—— —_— 0
T T T T

Worksite Prevention and Employee Program Overall
Analysis Control Training Evaluation Assessment

TOTAL SCORES

YES NO

Commitment and Involvement

Worksite Analysis

Prevention and Control

Employee Training

Program Evaluation

Overall Assessment

One Approach to Interpreting Your Department's Overall Results

40-50:

30-39:

29 and below:

20

Your department is well on its way to reducing your health, safety, and environmental risks.
Review each category and see what you can do to address your “no” answers. Use the Action
Plan Worksheet to identify and record your next steps. Contact the QEI Safety Office if you need
assistance.

Your department has some work to do in order to reduce your risk profile. Look at the
categories and see where you selected the most “no” answers. Consider what your department
can do to make those responses “yes.” Use the Action Plan to identify and record your next
steps. The QEI Safety Office may be able you further translate your ideas into a plan for a
successful risk reduction strategy.

Review each category to determine where to concentrate your department's efforts. Do you
need to be more prepared before taking on more initiatives? Do you need to focus on a
different programs? Use the Action Plan Worksheet to identify and record your next steps. The

QEI Safety Office may provide the structured assistance needed to transform your ideas into a
criecessfil nlan
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Notes

Section/Number ID

Observations
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Section 2: Safety Accountability and Responsibility Guideline

A. Intent Statement
The intent of this section is to establish minimum roles and responsibilities by position and provide a framework for
safety accountability.

B. Responsibilities and Duties
1. Management
a. Responsibilities
e Safety begins with management commitment and participation.
e We will set goals, establish accountability, and become involved.
e A poor safety record is an indication that there is a management issue.
e Establish, implement, and maintain the company safety program.
b. Duties
e Communicate the importance of safety commitment and policies.
e Attend company safety functions.
e Review accident reports and safety activities.
e Make needed appropriations.
e Be the leading example for Safety.
2. Safety Director
a. Responsibilities
e |s responsible for the safety of the organization in its totality.
e Coordinate, administer, and enforce intensive training programs that are safety related.
e Ensure employees and employers within the organization comply with safety programs that
guide the industry in which the organization operates.
¢ In the event of accidents, they respond by carrying out evaluation of current modes of operation
and practices within the organization and then recommend changes or adjustments when
necessary.
e Establishing policies that maintain a healthy workplace.
b. Duties
e Develop written safety policies and procedures.
e Coordinate activities with safety committee.
¢ Inform management of proposed safety and health recommendations.
e Compile and distribute safety and health information to employees.
e Provide safety training for employees, supervisors, and managers.
e Arrange for training of new employees.
e Conduct routine workplace safety inspections.
e Complete and analyze accident investigation reports.
e Monitor and evaluate the effectiveness of safety and health programs.
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3. Supervisors

e Assure compliance with government regulations.
e Prepare progress reports on programs for management and safety committee.

a. Responsibilities

e Supervisors have a direct responsibility for a working group.

e They will help build safety into the work process and be alert for safety and health problems.
e Knowledge of Industry Standards.

e OSHA 30 Safety Trained.

¢ |In depth knowledge of NFPA 70E, Energized Electrical Work Permitting and Arc Flash PPE.

b. Duties

23

e Schedule the training of new employees by either conducting the training themselves or
working with the Safety department in the shop.
e Schedule re-training of present employees when retraining is deemed necessary due to
scheduled training time frames, safety violations, or new tasks in need of training.
e Make department inspections.
e Prepare accident reports.
e Enforce safety rules.
e Correct unsafe acts and conditions.
e Aware of and ensure a safe work environment .
e Ensure crew abides by area safety requirements (hearing protection, hard hats, Tyvek, etc.).
e Understand QEI Electrical Safety Program.
o Referto QEl's Safety Manual.
o Referto appendix H for Micron Electrical Safety Program.
e Ensure egress routes, work and staging areas are open, clean, and free of clutter.
o Ensure team members use cones, bars, caution tape, danger tape with signage to control
work area.
e Contact Safety Manger for signage needs.
Counsel/Discipline team members for safety violations.
o Follow QEI’s disciplinary policy for all safety violation.
o Disciplinary form can be found in the QEI safety manual.
e Ensure JHA’s are filled out prior to work being performed on projects/work orders and are
reviewed and signed by team members daily.
o JHA’s are required for all projects.
o Consult with Safety Manager for any questions or concerns.
e Ensure EEWP’s are properly filled out by team members prior to performing energized
electrical work.
o Contact Safety Foreman if work is required on a system classified as a CAT4 or greater.
o An EEWP is not required for testing voltage or amperage.
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4. Employees

e The appropriate PPE identified for that system shall be worn.
e Ensure crew wears appropriate PPE identified on Arc Flash sticker.

o Anytime a team member is exposed to live electrical parts, such as opening a panel door
where the dead front is attached to the door, the required PPE identified for that panel

shall be worn.

a. Responsibilities

e Workers must learn the hazards of their jobs and abide by safety rules, the program requires

the wholehearted support of those it was designed to protect.

b. Duties

Abide by safety rules. Report hazardous conditions or concerns.
e Communicate safety to fellow employees.
e Make suggestions to help improve safety.
e Report any work-related injuries immediately to your supervisor.

c. Attendance

e Consider impact to projects when scheduling time off.
e Do not abuse break and lunch times.

e Ready to work at scheduled start time and works until scheduled stop time.

e On time for scheduled meetings and training classes.
e Adhere to Union attendance guidelines when scheduling time off.

d. Job Knowledge and Skills

e Understands and applies NEC requirements.
e Understands and follows Micron procedures, policies, and protocol.
e Correctly uses and maintains tools and equipment.

e Ability to read and understand blueprints, schematics, diagrams, and schedules.

e. Safety

e Properly use PPE.
e Aware of and insures a safe work environment.

Abides by area requirements (Wears hearing protection where required, etc.).

e Keep egress routes, work, and staging areas, open, clean, and free of clutter.

e Wears appropriate PPE identified on arc flash stickers.

f. Communication

24

e Express concerns and problems with tact.
e Verbally communicates well with others.
e Listens and understands what others have to say (takes notes).

Fills out a JHA at the beginning of each workday “NO JHA, NO WORK”.
Properly fill out energized electrical work permit (EEWP) before hot work begins.
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e Keeps Foreman informed of pertinent information.

e Fully explains projects and expectations to apprentice(s).

e Responds to communications in a timely manner.

g. Dependability and Initiative

¢ Willing to work overtime, weekends and odd hours as needed.

e Stays focused on work and always looking out for QEl and customers best interest.

e Completes assigned tasks on time.
e Seeks out new assignments.

e Keeps busy, do not wander from the job, and looks for ways to be more productive.

e Turns in all paperwork after project/work orders are completed (Reused Material Sheets, QC

Checklists, JHA, EEWP, Panel Schedules, etc.).

h. Quality
e Jobs are done in a professional manner (straight, plumb, and square).

e Do not leave a job unfinished (testing, supports, covers, documentation complete, etc.).

e Job is well thought out with little to no rework or scrap.

e Promotes quality of work within the crew.

e Maintains a high level of quality without sacrificing productivity.

i. Productivity and Time Management

e Able to set realistic goals.

e Can be counted on for accurate assessment of time schedules.

e Able to keep in front of the project with information, material, and labor.

¢ Do not use QEI time for personal reasons.

Teamwork

e Maintains good working relationship with customer and trades.

e Keep supervisors informed of schedules, time off, training, project needs, etc.

e Consult with other trades and Foreman regarding impact issues.

¢ Willingness to accept changes in routine and flexible in moving to other areas.

k. Organization

e Keep work area clean and organized (staging areas, electrical rooms, etc.).

¢ Keep all tools clean and orderly (Customers and Personal).

e Return tools to tool crib within the allotted time requested.

e Organizes projects/work orders accordingly (scheduling, layout, material, special order items,

etc.).

e Cleanup work area at shift end (store ladders and material in appropriate areas).

e Keep personal paperwork and information organized.
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|.  Leadership

o Effectively sets objectives, establishes priorities, and anticipates future requirements.
e Maintain control of costs and attempt to avoid or reduce waste.

e Motivates and influences others by setting a good example with a positive attitude.

e Voluntarily shares knowledge and information (provide direction and encouragement).
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Section 3: Subcontractor Management Plan

A. Purpose
The purpose of this program is to ensure that we verify our subcontractor’s competencies, establishes
oversight methods and monitoring of their work in order to ensure safe and environmentally compliant work
is performed at all times.

B. Scope
This program applies to all Quality Electric locations that use subcontractors.

C. General Requirements
The use of subcontractors must be pre-approved by Quality Electric in accordance with this program.
Subcontractors will be pre-qualified by reviewing their safety programs, safety training documents, safety
statistics, current W9 on file, current Workman’s Compensation Insurance on file, and current Liability/Auto
Insurance on file.

D. Subcontractor Relations Requirements
1. Competency Requirements

A verification process must be conducted to ensure that on-site subcontractors are competent and capable of
performing their assigned duties in a safe and environmentally sound manner. The Quality Electric supervisor
hiring any subcontractor is accountable for obtaining pre-approval of the subcontractor per the Subcontractor
Management Plan prior to any work being performed by the subcontractor. This includes a review of the
subcontractor’s safety history, safety program, OSHA 300 A, and EMR by our Safety Director, and insurance,
license, and W9 information by our Purchasing Manager.

E. Communications Requirements
Prior to the start of work Quality Electric and any subcontractor will establish clear lines of communication
that includes an effective reporting relationship. The aim of this process is to improve HSE performance by
facilitating the interface of Quality Electric activities with those of the client, other contractors, and
subcontractors. Pre-work or project kickoff meetings shall be held before work starts and be documented to
ensure the subcontractor is completely aware of the reporting and communications requirements between
Quality Electric, its client, and the subcontractor.

F. Emergency Planning
Prior to the start of work Quality Electric and any subcontractor will communicate the emergency response
procedures and capabilities. Quality Electric should contact all subcontractors to ensure their roles in
emergency response plans are known. Subcontractors must follow emergency planning requirements for any
Quality Electric client location.
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G. Oversight
An appropriate level of oversight and monitoring must and will be put in place to verify subcontractor
performance for the life of the contract. Quality Electric should periodically review the HSE performance of all
subcontractors and verify compliance with regulatory and work-specific requirements, safety key performance
indicators and other agreed upon requirements.

Quality Electric and each subcontractor shall meet no less than once a year and at the end of the project
to formally evaluate the subcontractor’s regulatory and work-specific compliance and performance. The
meeting shall be documented and if the client wishes to attend an invitation will be sent to the appropriate
client representative.

In addition, subcontractors are required to follow or implement the work practices and systems described
below while performing work at Quality Electric or client work sites:
e Attend all safety orientations, included in any pre-job meeting or kick-off meeting provided by Quality
Electric or client prior to any work beginning.
e Monitor its employees for substance abuse and report nonconformities to Quality Electric.
e Beincluded in Quality Electric toolbox safety meetings, job safety analysis or hazard assessments and
on the job safety inspections.
e Perform a pre-job safety inspection that includes equipment.
e Report all injuries, spills, property damage incidents and near misses.
e Comply with Quality Electric and client safety and environment rules, policies, guidelines, or
procedures.
e Implement Quality Electric safety practices and processes as applicable.
e (Clean up and restore the work site after the job is over.
e Ensure compliance with regulations at all times.
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Section 4: Records Management

A. Policy Statement
The records management policy has been established to provide an effective company-wide system to
(1) Maintain, identify, retrieve, preserve, and destroy safety related records.
(2) Ensure records are adequately protected.
(3) Ensure records are destroyed at the appropriate time.
(4) Comply with all local, state, and federal laws and regulations.

B. Definitions

1.

Record - A business related document (hard copy or digital) that records or provides the history of business
dealings (All safety related business records must be retrievable until a specified date so that the companies’
dealings can be accurately reviewed as required by law or other business need).

Non-record - Informational material that has no retention value or need to be kept for a specified time-period
(Safety related Non-records do not contain unique business information that require retention beyond their
immediate need or duration of the specific project jobsite completion).

Record Retention Period - The length of time for which a record shall be retained in accordance with the record
retention schedule.

Record Retention Schedule - The attached table listing the required retention period for listed records.

C. General Requirements

1.

The project team or the creating party of all safety records shall ensure that each record is saved or filed in its
appropriate storage location as spelled out in the record retention schedule. No business-related records shall
be permanently stored in personal computer drives, storage device, or files.

Care should be taken to protect the security and confidentiality of all safety related records that contain
personal information or other protected information (such as information protected by the HIPPA act.) Each
record shall be stored in a way to protect unauthorized access and protect against physical damage.

No records shall be destroyed prior to their specified record retention period. Any record involved in litigation
may not be destroyed without the prior approval of the Quality Electric Inc. legal department.

Non-records, unless specifically specified by the record retention schedule, may be destroyed after use.

Any relevant record directly related to an accident, incident, or medical case shall be retained for the specified
record retention period as noted for incidents in the record retention schedule. (This may be longer than the
time specified for individual specific record.)

D. Annexes

1.

Guidelines:
e Record Retention Schedule
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Section 5: Planning for Safety

A. Intent Statement
Proper planning is critical to success. The intent of this section is to outline the responsibilities and processes for risk
planning prior to the start of all Quality Electric projects.

B. Definitions
1. JHA (Job Hazard Analysis) — A list of all projects specific hazards related to activities within a scope of work.
The JHA is required as part of the pre-installation meeting for each major scope.
2. PTP (Pre-Task Plan) — A list of the hazards related to the daily work plan and the safety measures that will be
implemented to control these hazards. Each crew is required to complete a PTP form and conduct a PTP
meeting daily.

C. General Requirements
1. Responsibilities

a) The Head Estimator is responsible for preparing the estimate. The PM will collaborate with the
Safety Director to discuss and agree upon realistic funds to support the safety plan and staff
requirements in with conditions, company safety policies, Federal and State Safety and Health
Regulations, owner, and other regulatory agency requirements.

b) Itis the responsibility of the Project Manager and Superintendent to develop and implement a Project
Specific Safety Plan. Responsibilities also include providing the necessary planning, supervision, training,
and documentation to execute the plan effectively. The safety department shall review the plan to
ensure all recognized hazards are addressed. They shall also be responsible to monitor the plan to
ensure changes are made to reflect changed conditions or statutes.

c) The safety department shall assist the Project Manager and Superintendent in achieving the safety goals
and objectives for the project. They will also regularly audit the program to ensure compliance with all
rules and requirements.

2. Pre-planning safety meeting
a) The purpose of this in-house meeting is to determine the components of the project specific safety
plan. The meeting shall be conducted with a representative of the safety department to discuss
company safety policies, project specific and/or owner mandated safety requirements, and local issues
or concerns that may affect overall safety of the project.

3. Project Specific Safety Plan Components

The key components of a project specific safety plan, including but are not limited to:
a) Project pre-planning safety meeting to address site specific requirements of the project.
Prevention through the use of the hierarchy of controls should be evaluated and assessed to
mitigate and eliminate risks throughout the life cycle of the project.
b) Utilization of safety tracking by management to track leading / lagging activities and
indicators.
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c) Identification of medical clinic and hospital for emergencies.

d) Pre-installation meetings with Trade Partners for all major or high-risk scopes of work.
e) Safety orientation.

f) Job Hazard Analysis (JHA) for each scope of work.

g) Pre-Task Plans (PTP) for each task and process (perform daily).
h) Safety audits.

i) Safety walks.

j) Review the site-specific program to address changed conditions.
k) Emergency Action Plan.

I) Records management.

m) Identify required safety equipment and supplies.

n) Schedule Kick Off meetings.

D. Risk Planning at the Start of Major Scopes or Tasks
1. Project team review of the Project Specific Safety and Health Plan must include:
a) Review risks associated with the project.
b) Check status of safety equipment ordered.
c) Identify changed conditions from original risk assessment.
d) Confirm coordination complete with utility companies, railroads, airports, and other government
authorities and all permits and/or licenses have been obtained.

2. Safety Inspection of Equipment
An inspection must be performed on all equipment upon delivery to ensure all company safety requirements are
met.

a) The purpose of this meeting is to identify safety issues inherent with the type of work being
performed and to provide workable solutions ensuring employee safety.

b) The Superintendent and Project Manager must conduct a detailed Pre-Installation Meeting for all
major scopes of work. Planning for this meeting will include collaboration with the safety
department.

c) The jobsite Foreman and Project Manager shall be present at the Pre-Installation Meeting. The
Foreman is responsible for ensuring compliance with all applicable Federal, State, and local safety
and health regulations on the project as well as full compliance with the Quality Electric safety
program. In cases where a lower tier Trade Partner is involved, a field representative should be in
attendance and/or all minutes from the Pre-Installation Meeting should be forwarded to the lower
tier Trade Partner.

3. Contact with the Insurance Carrier
The Safety / Risk Management department will notify claims and loss control offices of the project start date. The safety
department will secure forms, posters, training literature, and a list of approved doctors for medical treatment. Arrange
for loss control visits including a pre-start visit to study plans and make recommendations.
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Engineering / Consultation / Peer Reviews

1. Adequate factors of safety shall be included when designing/selecting temporary structures, rigging, cranes,
material hoists, shoring/bracing and other devices. (Refer to the manufacturer’'s recommendations and
Federal, State Safety and Health Regulations for specific requirements). Consult manufacturer literature for
load limits.

2. Engineers shall be consulted to review/approve:
a) The use of equipment or material placements on temporary or partially completed structures
b) Allowing equipment to work next to adjacent buildings or structures
c) Excavations or soil retention systems used when OSHA guidelines concerning such excavations cannot be
followed
d) When system design may be affected by environmental conditions.

Public and Property Protection

1. Only authorized persons shall be allowed on the jobsite.

2. Visitors must sign in at the project office and sign a release of liability statement. They will be supplied
appropriate personal protective equipment to wear during the visit and will be escorted.

3. Athird-party preliminary survey of the adjacent/surrounding property is highly recommended to document
existing conditions of structures and surrounding area. Photographs or videotapes should be taken to clearly
establish the pre-existing conditions.

4. Atemporary construction security fence shall be installed. The determinations and location of this
requirement shall be made by the project superintendent, project manager, and safety director at the
beginning of the project.

5. Requirement for off site protection of public property and pedestrians shall be in accordance wit