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Chapter 2 

GENERAL SAFETY RULES 
& WORKING ALONE ON THE JOBSITE 

The following is a list of Hight Construction general safety rules. This is general list only and you are advised 
to refer to later chapters of this manual for more detailed and definitive guidelines. Safety rules, guidelines 
and policies are periodically reviewed and updated as necessary. General safety rules include: 

GENERAL RULES AND COMPANY POLICY: 
• ALL Employees will know and follow the company’s written safety rules. There are no exceptions.
 Supervisors and subcontractors must enforce rules and regulations and promote safe work practices

to ensure the protection of all workers and the public. Deliberate or willful failure to follow safe work
procedures and practices is cause for disciplinary action or dismissal.

 Check in and out with your supervisor for each shift. Never leave the job during the shift without
notifying your supervisor.

 Workers must follow safe work practices and
procedures at all times. Every effort must be made to
ensure safe operation of equipment. Immediately report
to foreman or supervisor all unsafe conditions or
practices.
 All workers must carry out their work in a way
that will not create a hazard to their safety and health or
the safety and health of other workers.
 No one will knowingly be permitted or required
to work while his ability or alertness is impaired by
fatigue,  illness  or  other  cause  such  that  he  might

unnecessarily expose himself or others to injury. 
 If you do not know (or are in doubt) how to do your job safely, ask your foreman or supervisor for

guidance. Pleading ignorance of safety rules and practices after the fact is not a valid excuse for
violating safety policy.

 Attend project-mandated safety meetings. Please participate as your input is valued and needed to
maintain a safe worksite.

‘All workers have the right to refuse work which 
would create an undue health and safety hazard for 
themselves or others working on the job site.’ 
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 Before beginning any task or operation, assess the possible danger to yourself or other persons on the 
job site and then employ safe work practices and procedures. Guard or properly barricade all 
openings. 

 Horseplay, gambling or fighting is not tolerated and will result in dismissal. 
 Only drink from potable water sources. 
 Use proper lifting techniques and body mechanics to avoid sprains, strains and back injuries. 
 Inform others if you are going to work above or below them. Work cannot proceed unless appropriate 

safe guards are in place to protect workers from overhead hazards. 
 Music/radio devices (i.e. MP3 players, I-pods, head phones, walk-mans, etc) and/or loud, distracting 

music are NOT permitted on the worksite. 
 Cell phones must be switched off and silent during 

work hours. 
 Pets are not permitted on worksite or in company 

vehicles/equipment. 
 Should the situation arise, any individual failing to 

heed instructions from security personnel (when 
present) or law-enforcement officers is subject to 
immediate detention, suspension or termination at 
the discretion of the Project Manager. As 
appropriate, authorities will be notified and action 
taken. 

 When required on a specific project, Hight Construction maintains a New Employee Recognition 
Program. Some guidelines for this program include: 

o Any person employed 6 months or less is required to be labeled as a new employee in the 
form of a sticker on a hard hat or a different colored vest for safety and training purposes 
(new employees of subcontractors are also required to be labeled). 

o Any person employed 6 months or less must have an on-site supervisor. 
o All workers are to help new or inexperienced workers by pointing out potential hazards and 

explaining preventive procedures (e.g., hazardous materials or conditions, housekeeping 
practices, height hazards, vessel entry precautions). 

 
SMALL TOOLS, EQUIPMENT OPERATION & VEHICLE USE: 

 Employees should always perform work and operate equipment in a manner as to eliminate or 
minimize any potential hazards. 

 Inspect all tools and equipment before using. Do not use, report and take out of service defective tools 
and equipment. Return tools to their proper place when the job is finished. 

 Check to be sure all safety guards are in place on machinery before starting. 
 Use tools ONLY for the purpose for which they were designed.  Never overload equipment. 
 Chains, bracelets, rings, loose objects, or other jewelry should not be worn on the job. 
 Review motor vehicle manuals for correct operation of company vehicles. 
 Never leave power tools lying on the floor to be walked on or tripped on. Electrical cords to 

equipment should be covered/protected when in place for extended periods. 
 All new employees must be trained by a field mentor/supervisor before using heavy 

equipment/tools. 
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 Operate only the equipment you are authorized, certified or licensed (as required) and 
trained/competent to use. 

 Shut down and lock out equipment/machinery before oiling, adjusting, repairing or maintaining. 
Walk around to assess hazards before starting/moving. 

 Do not alter or tamper with safety equipment. It must 
conform to the manufacturer's original specifications. 
 When operating any company vehicle, obey all posted 
signs and speed limits. Inspect vehicles periodically to ensure 
they are in correct and legal working order. 
 Know the location of all stop/start switches for the 
equipment in your area. Be sure everyone is clear before starting 
any equipment. 
 Ensure all guards and protectors are in place before 

starting up equipment or removing lockout devices. 
 Be aware of moving machinery in your area; keep clear. 
 When drilling or welding material of any kind, make sure it is securely clamped or held in position. 
 Always purge, vent and test for flammable or explosive atmosphere before cutting into metal 

container or vessel. 
 Always stage and climb ladders, scaffolding and staging with caution and care. 

 
WORKER RESPONSIBILITIES REGARDING SAFETY 
Summary of Worker Responsibilities Regarding Safety and Accident Prevention: 

 Will know and follow safe work practices and procedures. Will carry out work in a way that will not 
endanger yourself or other workers. 

 Will report unsafe acts and conditions and to cooperate with fellow workers and supervisors, 
including correcting unsafe conditions, to create a safe workplace. 

 Will use personal protection equipment and gear appropriate to the task. 
 Will comply with company, client, worksite and government rules and regulations. 
 Will promptly seek first aid treatment for any injury sustained on the jobsite. 
 Will report any injury, incident (including near misses) or accident to your supervisor immediately 

and to complete and file any documentation required. 
 Will be willing to do Light Duty/Modified Work should the need arise and appropriate work is 

available. 
 Will refuse to do unsafe work. 
 Will attend and participate in safety meetings. 
 Will take required and/or mandated training courses (OSHA, HAZMAT etc.) and to use the training 

and information provided to ensure the safety and health of yourself and fellow workers. 
 Will take notice of and obey all signs and warnings posted on the worksite. 
 Will ask questions and to seek assistance when unsure of how to do assigned tasks safely. 
 Will assist new workers in learning the safe way to perform assigned tasks.  To set a good example. 
 Will know and abide by company Drug & Alcohol, Harassment and Workplace Violence Policies 

(zero-tolerance for non-compliance) reviewed during Orientation. 
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 Will listen carefully during the site/job orientation because the information is provided (e.g., 
workplace hazards) to help ensure your health and safety. 

 Will only use and operate equipment for which you are trained, certified and/or licensed (zero- 
tolerance). 

 Remember, by accepting employment you have made a commitment to know and understand the 
rules and regulations of the workplace and to work as safely as possible at all times. 

 
The Right To Refuse Unsafe Work 

 All workers have the right to refuse work which 
would create an undue health and safety hazard for 
themselves or others working on the job site. An 
undue hazard is one which is not normal for that 
particular task or occupation or a working condition 
which the worker is not normally exposed to while 
carrying out his work. 

 The following summarizes the process and associated 
responsibilities for handling the worker's right to refuse 
unsafe work: 

o No worker must carry out or cause to be carried out any work task/procedure, or operate or 
cause to be operated any tool, appliance or equipment which would create an undue hazard. 
The worker has a responsibility to himself and his fellow workers to refuse to do unsafe work. 

o Workers must not be disciplined for exercising this right. 
o Workers who exercise their right to refuse unsafe work must immediately report the problem 

to their supervisor. 
o The supervisor must investigate the problem and either correct it or explain to the worker why 

his concerns are not valid. The worker has the right to request input or assistance from the 
Project Safety Coordinator and/or Vice President, Corporate Safety, and/or a worker 
representative. 

o If the situation cannot be resolved at this point, the supervisor must re-investigate the problem 
in the presence of the worker, the worker's representative and the Project Safety Coordinator 
or Project Manager. 

o If the situation still cannot be resolved, the supervisor must call Hight's corporate safety 
representative, (if not already involved) and request his assistance. Unresolved safety 
problems must ultimately be referred to Occupational Health and Safety or equivalent who 
will conduct an investigation and issue orders if necessary. 

o Workers must be temporarily assigned to alternative work at no loss in pay until the matter is 
resolved. 

 
Unsafe Acts & Conditions 
Reasonable measures must be taken to prevent unsafe acts and conditions from occurring on Hight projects. 
In the event an unsafe act or condition is observed, it must be corrected or reported to your immediate 
supervisor for action. It is imperative to eliminate these threats to worker safety and well-being and to follow- 
up all corrective actions to ensure they have been implemented and are being observed. Pre-job planning, 
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ongoing project hazard assessment and abatement, safety awareness training and monitoring, are the best 
way to prevent these dangerous situations before they happen. 

 
Unsafe Acts and Conditions to be aware of are: 
 Operating without authority; failing to implement lockout procedures; failing to warn; failing to shut 

off equipment not in use or being refueled. 
 Operating or working at unsafe speed or with inadequate help; careless handling; working when 

overtired or impaired; working without adequate training or guidance. 
 Using hands instead of equipment or using equipment in an unsafe manner; using unsafe or defective 

equipment; making safety devices inoperative. 
 Loading, arranging, mixing, or combining materials in an unsafe manner; failing to do adequate 

housekeeping; failing to provide adequate facilities or arrangement and organization of work 
processes. 

 Exposing oneself or other workers to overhead dangers; taking an unsafe position or posture. 
 Failing to comply with safe work permit or entry procedures. 
 Repairing or cleaning moving or dangerous equipment without proper authority and training; getting 

on or off moving equipment. 
 Distracting, teasing, abusing, quarreling, fighting or startling. 
 Failing to use personal protection equipment or clothing; failing to adopt good personal habits (e.g., 

secure hair, proper clothing, etc.). 
 Failing to properly guard openings or equipment. 
 Failing to report defective equipment. 
 Providing insufficient lighting or ventilation. 
 Obvious failing or flaw of design by architect or engineer (do not attempt to correct; bring immediate 

attention to supervisor). 
 

Working Alone 
To "work alone" means to "work alone at a work site in circumstances where assistance is not readily 
available in the event of an injury, illness or emergency." Readily Available means, "Visual contact between 
workers must be maintained." In many jurisdictions legislation has been enacted which specifically addresses 
this situation although the requirements from a construction perspective are not that different from before. 
Specifically, contractors must: 

 Conduct a written hazard assessment to identify existing or potential safety hazards in the workplace 
associated with working alone; 

 Implement safety measures to reduce the risk to workers from the identified hazards; 
 Ensure workers have an effective means of communicating with their employer, immediate 

supervisor or another designated person in case of an emergency situation; 
 Ensure workers are trained and educated so they can perform their jobs safely; 
 Investigate all incidents and ensure measures are taken to reduce the risk of reoccurrence; 
 Evaluate their safety program on a regular basis to ensure safety measures are effective under existing 

work conditions. 
 Contractors can eliminate the risk to workers by simply choosing to organize work schedules and 

procedures to eliminate the need for workers to work by themselves. However, if this is not possible, 
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it is essential to take appropriate steps to identify and minimize the risks. Ensure a written procedure 
is in place. Workers also have a responsibility to refuse unsafe work conditions. Refer to the Safety 
& Loss Prevention Manual for further details and procedure forms. 

 Note: The buddy system is the only acceptable control method for confined space entry work. Any 
time the buddy system is utilized as a control method, the second person's presence is required at all 
times. For medium and high risk work areas, both workers must not be exposed to the hazard 
simultaneously. The second person must be in sight or in constant contact, but safely removed from 
the immediate danger area. 

 
Housekeeping Protocol & Jobsite Safety 
It is Hight policy to ensure site housekeeping standards meet or exceed all regulations set forth by 
Occupational Health and Safety or equivalent. A neat and orderly work place is fundamental to efficient, 
accident-free performance of job tasks. Poor housekeeping on a site is usually indicative of poor overall 
performance and will not be tolerated. Good housekeeping safe work practices include but are not limited to: 

 Maintain all materials in neat stockpiles for easy 
access. Keep required materials to a minimum 
(this also applies to "laydown areas"). 

 Clearly identify aisles, walkways and stairways. 
Keep them and scaffolds clear of loose material, 
trash, tools, cords, hoses and other equipment. 

 Clean up loose materials and trash immediately. 
Designated dumping areas should be clearly 
identified and marked. Provide suitable 
receptacles for waste and scrap. Ensure all 
materials are piled neatly. 

 Do not allow empty bottles, containers and trash 
to accumulate where lunches are eaten on the job 
site. Place refuse in the container provided for their disposal. 

 Eliminate slipping and falling hazards caused by oil, grease or liquid spills by immediately removing 
or sprinkling with the appropriate absorbent. 

 Immediately remove all boards, planks, blocks, debris and other material with protruding nails from 
the job site or place in orderly piles where workers to not stumble or fall on them. Bend over or 
remove protruding nails. Stack cleaned lumber in orderly piles. Workers removing such material must 
wear heavy gloves and puncture-proof (steel plated) shoes which meet legislated requirements. 

 Store combustible waste, such as oily rags, paper, etc., in covered metal containers and dispose of 
regularly. Give special attention to the removal and disposal of paint cans and containers which may 
have held flammable liquids. 

 Grade, separate, identify and store rebar in a way that to not limit easy access or ease of handling but 
protects workers and the public from accidental contact. 

 Keep change rooms and restrooms clean. 
 Keep bolts, nuts, etc., in containers or remove from the work area when no longer needed. During 

bolting operations, continuous monitoring of the area must be a regular practice. 
 Return all tools and other equipment to their proper place after use. 

 



13 | P a g e  

Hight Construction Safety & Accident Prevention Handbook – September 2017 
 

 Remove welding rods and rod stubs from the floor, ground and gratings. 
 Keep cables, hoses, wire and cords to the sides of walkways and keep them orderly and rolled up 

when not in use. Protect cables, hoses, etc. from accidental damage and secure to minimize the 
tripping hazard when they cross or encroach on walkways. 

 Ensure firefighting equipment is in its proper place. Inspect monthly and certify annually to ensure 
equipment is in good condition and fully charged for use. 

 As needed, protect stored materials from the environment. 
 Scaffolding must not unnecessarily obstruct the area; remove when the task requiring the scaffolding 

is complete. 
 Erect barricades on roadways and around all hazardous areas; keep in good repair and illuminate as 

needed. 
 Keep all trailer floors, equipment and furniture clean. 
 Keep paint on all surfaces (walls, ceilings, etc.) in good condition. 
 Ensure all signs (e.g., hazard warnings, traffic control, etc.) are legible and clean. 
 Grade all unpaved roads and walkways to allow safe and reasonably smooth passage. 

 Do not store or allow materials and garbage to 
accumulate in company owned or leased pickup trucks or 
other vehicles or equipment. 
 Housekeeping is an ongoing, daily task; once per week 
is not good enough. 
 Always remember to plan ahead: A planned material 
storage area is more orderly than one developed haphazardly. 
 Integrate housekeeping and cleanup into the daily 
routine. This will eliminate a large cleanup at the end of the 
job and make the work site safer. 
 Maintain the program: You can keep your actual 
housekeeping time to a minimum, without interfering with 
the  flow  of  work,  when  you  make  good  housekeeping a 

standard work practice for every phase of construction. Good housekeeping contributes directly to 
worker safety and to the efficiency of our operation. Failure by subcontractors to maintain good 
housekeeping conditions may force the Company to arrange for or do the cleanup. The responsible 
subcontractor will be charged for this cleanup expense. 

 The above guidelines document good housekeeping practices but should not be considered a complete 
list. Let your project and construction conditions guide you. 
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Safety Meetings 
• Regularly scheduled safety meetings are important to a well-run job site. Not only are they required 

by government regulation but also they provide a valuable opportunity to provide task-specific 
training and instruction in safe work practices. 

 Toolbox safety meetings are to be held at the beginning of each work week and involve all tradesmen
under the direct supervision of a foreman. They are used to make workers aware of site and task
hazards, safe work practices and procedures. As well they provide a forum for workers to voice their
safety concerns and to ensure corrective action is taken as needed. Attendance at Toolbox meetings
and monthly safety meetings at the office is mandatory.

• A company Safety Committee should be formed with management and worker representation from 
all employers on the work site. The prime objective of the Safety Committee is to take a proactive 
approach to safety in order to prevent accidents. The Committee must meet regularly, with no less 
than one meeting per month. The agenda of these meetings must include a review of safety inspection 
results, discussion of unsafe conditions and practices, review of accidents or incidents and 
implementation of corrective action. Members of the Committee are responsible for setting a good 
example, submitting safety concerns for discussion, assisting in safety inspections and accident 
investigations and encouraging coworkers to make safety suggestions. 

 Tailgate meetings may be necessary at the beginning of each
shift due to the hazards of the work site or task or a client
requirement. The meeting provides an opportunity for a
review of specific hazards related to the day's tasks/work
procedure and a discussion of relevant permits.

• A close out or end of shift meeting is a useful tool for wrap-
ping up the day. It provides workers with an opportunity to
tell supervision about any incidents that may have occurred
during the day (e.g., near miss, minor first aid) and ensures
timely reporting. It also provides an opportunity to discuss any changes in procedures or work plans 
in preparation for the next day. 

 For all safety meetings, minutes must be taken and an attendance sheet must be signed by all present.
Post minutes as appropriate or required.

‘OSHA has learned firsthand that voluntary, cooperative 
partnerships with employers, employees, and unions can be a 
useful alternative to traditional enforcement and an effective 

way to reduce worker deaths, injuries, and illnesses. 




