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This employee handbook does not constitute a contract for employment between Buky Construction, Inc. and its employees.  Employees of the Company are considered "at-will", and therefore, either the employee or the Company may terminate the employment relationship at any time with or without cause or notice.  No person other than the President has authority to enter into any agreement for employment for any specified period of time and any such agreement must be in writing.  The Company reserves the right to modify the provisions of this handbook at any time.

Equal Opportunity Employer

It is a fundamental policy of Buky Construction, Inc. (“Company”) not to discriminate on the basis of race, color, religion, sex, national origin, age, handicap or disability, with respect to recruitment, hiring, training, promotion and other terms and conditions of employment

It is the policy of the Company to base decisions on employment solely upon an individual's qualifications relating to the requirements of the position for which the individual is being considered; recruit, hire, and promote the best qualified persons for all jobs without regard to race, color, religion, sex, sexual orientation, marital status, national origin, age, handicap or disability.  

Ensure that all personnel actions such as compensation, benefits, transfers, layoffs, Company-sponsored training, promotions, terminations and disciplinary actions are applied equally.

Duration Of Employment

Buky Construction, Inc. does not require employees to commit to employment for any specific duration, and the Company does not commit to employees that their employment will last for any specific duration.  Consequently, all employment by the Company is considered at will.  This means that Buky Construction, Inc. may terminate your employment at any time for any lawful reason and likewise you are free to resign your employment at any time.  Only the Company President can modify this relationship and, even then, only in writing. 

If your employment is terminated because of economic conditions or lost business, the Company will provide as much notice as possible, if any. 

The Company requests that employees give a two-week notice of resignation.

Upon termination, you will be paid all earned wages by your next regularly scheduled payday.  Within 30 days of termination of employment, you will be paid all earned, unused vacation at your base (salary) or routine/normal (hourly) rate of pay.

Harassment Policy

It is the policy of the Company to prohibit any form of sexual harassment.  Improper interference with the ability of employees to perform their expected job duties will not be tolerated and should be reported to the appropriate supervisory personnel.

 

Under federal law and regulations, unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute unlawful sexual harassment when either: (1) submission to such conduct is or becomes a term or condition of an individual’s employment or is used as a basis for employment decisions relating in any way to that individual; (2) such conduct substantially interferes with an individual’s work performance; or (3) such conduct creates an intimidating, hostile, or offensive working environment.

Other forms of unlawful harassment are also prohibited by this policy.  Such harassment may include harassment based upon a person's race, national origin, religion, age or disability.  Such forms of harassment may be reported pursuant to this policy.

Any employee found to have engaged in such conduct, or who condones such action on the part of subordinates, will be subject to appropriate disciplinary action up to and including termination of employment. An employee may also be subject to individual liability and penalties as a harasser.

Complaint Procedure

If you experience any job-related harassment or have a related complaint, you should promptly report the matter to your immediate supervisor.  The Company will undertake an investigation ensuring confidentiality to the greatest possible extent. 

The Company expressly prohibits any form of retaliatory action against any employee availing themselves of the benefits of this procedure.  Retaliation is a violation of this policy and may result in discipline, up to and including termination.  No employee will be discriminated against, or discharged, because of a good faith bringing or assisting in the investigation of sexual or other unlawful harassment.   

Open Door Policy

Misunderstandings or conflicts can arise in any organization.  If you have a question or complaint, or are bothered by a job-related situation, you should first speak with your immediate supervisor or manager.  This is usually the best way to seek resolution of problems and is a matter of professional courtesy.  If, however, the issue is not resolved, you are encouraged to bring your concern to the next level of management.

 

Should your concern not be satisfactorily addressed or be one that you would rather not discuss with your immediate supervisor or within your own department, you should contact Greg Buky, President of the Company. He will advise and counsel you on a wide range of issues, as well as clarify and answer questions regarding Human Resources policies, and is responsible for investigating all grievances brought to the Company’s attention.

Code of Conduct 

As an employee, it is important for you to know what personal conduct is expected of you while on the job.  In most instances, your own good judgment will tell you what the right thing to do.

In addition to complying with Company policies and job specific requirements, you are also expected to obey the rules on Buky Construction, Inc. job sites.  If your behavior does not meet company expectations, you may be subject to disciplinary action, up to and including immediate termination, with or without notice, and with or without cause at any time.

The following is a list of conduct strictly prohibited by the Company:

The following are not intended to constitute a complete and exhaustive list of prohibited conduct.  In addition, the Company reserves the right to change the examples listed below at any time with or without notice.  While discipline for standard violations will follow a disciplinary procedure, the Company reserves the right to implement discipline in accordance with the grievousness of the violation.  Violations of these or any other Company policies may subject you to disciplinary action, up to and including immediate termination: 

1. Theft, fraud, embezzlement or other proven acts of dishonesty.

2. Any harassment of another employee (verbal, physical, or visual), including sexual harassment such as offensive gestures, unwelcome advances, jokes, touching, or comments of a sexual nature made to or about another employees, vendor or customer.

3. Obtaining employment or promotion on the basis of false or misleading information.

4. Soliciting or accepting gifts (money, services or merchandise) in connection with Company business.

5. Reporting for work under the influence of alcohol or any illegal substance; or possession, sale or distribution of alcohol or illegal substances while on Company premises/time or abusing such items while representing the Company or conducting Company business.

6. Engaging in unauthorized employment elsewhere while on paid benefits related to illness or while on an extended absence.

7. Assisting anyone whom you know or suspect to be involved in committing any crime or engaging in any conduct that arises to the level of a crime or illegal act.

8. Falsifying Company documents or records, including misuse of timekeeping records, or falsely inputting payment data.

9. Insubordination, meaning refusing to follow legitimate instructions of a superior directly related to performance of one’s job.

10. Disrupting the work environment.

11. Excessive absenteeism or unacceptable patterns of absenteeism.

12. Repeatedly failing to document work time on time card as directed.

13. Job abandonment, meaning the failure to report to work without properly notifying one’s immediate supervisor, or leaving a job assignment prior to completion of your responsibilities.

14. Conduct that is likely to cause another employee, customer or vendor of the Company embarrassment, loss of dignity, feelings of intimidation, or loss of opportunity, including all forms of discrimination and harassment.

15. Unauthorized use of Company or customer supplies, information, equipment, funds, or computer codes/passwords.

16. Knowingly mishandling a customer’s or potential customer’s account.  This includes improper discriminatory practices.

17. Refusing to repay documented overpayment of any compensation.

18. Possessing firearms or weapons while on Company premises or carrying them while on Company business; or threatening the personal safety of fellow employees, customers, or vendors.

19. Committing any act, on or off the Company’s premises, which threatens or is potentially threatening to the reputation of the Company or any of its employees, customers, or vendors.

20. Repeatedly working overtime without the approval of a supervisor or manager.

21. Repeatedly failing to meet job responsibilities, job budget or quality requirements.

Safety Regulations 

The following is a list of Safety Regulations employees are expected to observe in accordance with Company policy:

The following list is not intended to constitute a complete and exhaustive list of safety conduct.  In addition, the Company reserves the right to change the list at any time with or without notice.  While discipline for standard violations will follow a progressive disciplinary procedure, the Company reserves the right to implement discipline in accordance with the grievousness of the violation.  Violations of these or any other Company policies may subject you to disciplinary action as indicated below and/or including immediate termination: 

1.
Appropriate clothing will be worn at all times. Appropriate clothing includes shirt with sleeves, pants and hard sole shoes.

2. Professional and workmanlike conduct is expected at all times. There will be zero tolerance for scuffling or “horseplay” on the job.

3. Proper use of approved warning and instructional signals as required.

4. Begin work once satisfy supervisor that they are competent to perform the duties in a safe manner.

5. Report all accidents, no matter how minor they may be deemed by any individual to Supervisor immediately.

6. Use all equipment with proper guards and in the manner prescribed.

7. Observe correct and proper lifting procedures at all times. This includes bending knees appropriately, locking the back into the lordotic curve before lifting and obtaining assistance when needed.

8.  Observe rule of no riding or working under loads that are being lifted by cranes.

9. Observe rule that every employee has a responsibility for the care, security and preventive maintenance of all equipment while in their use.

10. Observe rule that if a safety violation occurs, the employee involved will receive an oral warning and consultation with their Supervisor. A second violation will consist of a two- (2) day suspension without pay. A third violation will result in the employee’s immediate termination.

Craftworker Responsibilities

General Safety Rules

The employee and the Company have separate but dependent responsibilities with respect to achieving a safe and healthful working environment. Every employee of Buky Construction, Inc. shall comply with occupational safety and health standards and all rules, regulations and orders issued which are applicable to his or her own actions and conduct. These include but are not limited to the following:

1. Obtain full instructions from the Supervisor on the scope of the work to be performed before beginning the job.

2. Park automobiles in designated parking areas away from equipment and materials. If this policy is not adhered to the Company shall assume no responsibility for damage to private vehicles.

3. Prior to beginning work, employees shall conduct a thorough search of their work area including company vehicles and equipment for observation of any unusual occurrences, (vandalism, damaged equipment, etc.). Any noted occurrences shall be reported the supervisor immediately.

4. Do not operate any equipment, machinery or power tools unless you have been properly instructed in its use and are familiar with all details of its operation.

5. Be familiar with the location of the first aid kit, fire extinguisher and know the identity of the first aid person on the job.

6. Notify your supervisor if your work activities require you to do a task alone or around an isolated or hazardous location.

7. Hard hats are to be worn at all times as well as any other issued safety equipment as instructed. Safety shoes (steel toe) are recommended for all jobs. Shirts must be worn at all times. Sunburn is not considered to be a job -related injury.
8. All accidents, near accidents, and injuries are to be reported to your supervisor immediately. It is every employee’s responsibility to ensure prompt medical attention is given to all injuries, no matter how minor they may be perceived by any individual at the time of the incident.
9. Professional and workmanlike conduct is expected at all times. There will be zero tolerance for inappropriate conduct while on the job.
10. No smoking is allowed while working around flammable liquids. Proper disposal of cigarette butts is required and at no time will they be disposed of by throwing them from vehicles or equipment.
11. The use of good and safe tools, vehicles and equipment shall be used at all times on the job. It is each employee’s duty to report any noted deficiencies in tools, vehicles and equipment to the Supervisor.
12. If an employee’s shoes are greasy, muddy or in any way slippery, it is the responsibility of the employee to properly clean them prior to climbing up or down any ladder, equipment or any surface.
13. The proper placement of hoses, cables and chains, etc. is expected by each employee to ensure a safe working environment.
14. Safety is paramount to Buky Construction, Inc. To ensure optimal safety, employees are to keep hands, arms and legs away from moving fans or fan belts and/or any other moving parts of equipment.
15. The correct and proper lifting procedures will be consistently adhered to. This includes the following: (1) locking back into position and bending knees (2) carry load close to body (3) turning body with load (4) setting the object down in the same manner without putting strain on the back (5) knowing when to get help if the load is too heavy to lift comfortably or too bulky to carry and/or he or she is unable to see where they are going.
16. Know or ask for the safest method of doing your job. When in doubt, always ask before proceeding. Think first - then proceed safely! Each employee is responsible for their own safety as well as the safety of others.
17. Exercise due diligence and care in the use of Company property and only use such property for the intended and authorized purpose.
18. Any unauthorized use or removal of Company property is a direct violation of Company policy and may subject you to disciplinary action up to and including termination.
19. Any employee reporting for work under the influence of alcohol or any illegal substances; or possession, sale or distribution of alcohol or illegal substances while on the Company premises or abusing such items while representing the Company business may be subject to disciplinary action up to and including immediate termination.

Emergency Procedures – Electrical / Gas

1.
Never touch a person or a piece of equipment in contact with an energized line. Use a dry board or a dry rope to pull the person or object free from contact with the wires. CALL 911 IMMEDIATELY FOR HELP!


2. If a power line is touched the operator should lower the boom or back the crane or other equipment away to break contact.

3. If contact with a line is made the operator is usually safe if he remains in the cab. STAY PUT. If it becomes necessary to leave the cab because of fire, etc. be sure not to touch any part of the unit, either while leaving or after reaching the ground. No personnel should be allowed to touch the equipment.

4. If wires are torn loose, or fall following contact, no personnel should be allowed to touch them.

5. Regardless of what the consequences of the contact, either serious or minor, the utility company should be called immediately.

6. If you make contact with a gas line causing a leak you should: shut down all equipment, if you are unable to shut down diesel engine equipment due to gas leak, and it starts over-revving, evacuate equipment immediately. EVACUATE THE AREA AND CONTACT THE GAS COMPANY.

7. Should a gas leak ignite, you should let it burn. Do not attempt to extinguish it yourself. Contact the Fire Department.

IT IS IMPOSSIBLE TO COVER ALL OF THE HAZARDS INVOLVED IN THE CONSTRUCTION INDUSTRY. THEREFORE, THE BEST PHILOSOPHY TO FOLLOW IS THE CONSISTENT USE OF COMMON SENSE

Safety Rules For Equipment Operators

 1.
All operators are required to inspect their equipment at the beginning of each day.


a.

Check oil level, water or anti-freeze, tires, exhaust system, windshield wipers, etc.


b.

Check for loose wheelnuts, oil, water, fuel or air leaks.


c.

Check for proper vision, clean windshield, adjust your seat, mirrors, etc.


d.

Check safety equipment assigned to your vehicle.


e.

Check all instruments.


f.

Check air and/or hydraulic pressure.


g.

Start equipment and make sure all controls are operating properly.


h.

Report all equipment deficiencies to your supervisor.

 2.
Make sure there are no obstacles or co-workers in the area before putting equipment in motion.

 3.
When mounting or dismounting vehicles or equipment, face the equipment using hand holds, steps or ladders to prevent slips and falls.

 4.
Start and operate equipment only from the operator's station.

 5.
Use seat belts while vehicle or equipment is in motion.

 6.
Check the clearance in the work area, including overhead power lines before starting your operation.

 7.
When excavating, if you believe that you may have come in physical contact with utility, stop immediately and contact your supervisor.

 8.
Keep steps, ladders and cabs clean and free of oil, grease, fuel, mud, etc.

 9.
Do not allow riders on mobile equipment unless approved seating and protection is provided.  No one is allowed to ride in the bucket or on crane hooks.

10.
When leaving equipment unattended, make sure the bucket, boom, blade, bed, etc. are lowered to a down position or blocked and apply brake locks.

11.
Observe a safe speed on haul roads.  Adjust your speed to road and weather conditions.  You must have your vehicle under such control at all times as to be able to bring it to a complete stop within the assured clear distance ahead.  Give the right of way to loaded vehicles.

12.
Never approach a machine from the blind side; make sure the operator is aware of your presence.

13.
Follow traffic patterns; obey signals, signs and flagging.

14.
In push-pull operations, make sure contact between equipment is made in a safe manner.

15.
Never coast with any type of equipment.  Always keep power on and equipment in gear when operating.

16.
The operator is required to wear a safety belt when operating earth-moving equipment with “Roll Over Protection Structure” (ROPS) cabs.  Report any deficiency in safety belt to your supervisor immediately.

17.
Avoid side travel when working on a slope.  Drive up and down a slope.  Select proper gear speed before starting down grade.

18.
Never transport a load with bucket fully raised when traveling long distances; a loaded bucket should be carried as close to ground level as possible.

19.
Signal your intentions before moving or operating your equipment when other workers are in or near the working area.

20.
Handle only loads that are safely arranged.  Do not over load.

21.
Do not start or stop quickly when transporting a load.

22.
At the end of your shift, secure and lock equipment.

23.
When involved in tree clearing operations, make sure your equipment is equipped with ROP cab.

24.
Do not change blades, cutting edges, or attachments unless equipment is properly blocked.

25.
DO NOT CHECK FLUID LEVELS IN PRESSURIZED SYSTEMS UNTIL PRESSURE HAS BEEN RELEASED.

Safety Rules For Laborers:
 1.
Before using any power tool you are to be thoroughly instructed by a competent person.

 2.
Before beginning work on a clearing operation, you are to receive clear instructions from your supervisor on the proper use of chain saws and tree clearing.

 3.
Keep your work area clean and safe.

 4.
Use tools for the purpose for which they were intended.

 5.
Use all handholds, ladders and steps to properly mount and dismount equipment.

 6.
When loading or unloading material, watch for pinch points and/or falling material.

 7.
Wear and use all assigned protective equipment and clothing.

· A HARD HAT is to be worn at all times.

· RUBBER BOOTS are to be worn in water and concrete.

· EYE PROTECTION must be worn when chipping, sawing, grinding or drilling.

· HEARING PROTECTION shall be worn when working near machinery and when instructed by your supervisor.

· ORANGE VEST is to be worn while flagging, grade checking or working on traveled portion of roadway.

 8.
Always allow adequate space between yourself and another employee when using a pick, shovel, hammer or ax.

 9.
Never approach moving equipment from the blind side.  The operator should always be aware of your presence.

10.
Stand clear of saw blade when starting or operating a chain or concrete saw.  The guards are to be in place before operating such saws.

Substance Abuse Policy

Buky Construction, Inc. has a vital interest in maintaining a safe, healthy and efficient workplace for the benefit of its employees, clients and the public. The use of performance impairing drugs can cause avoidable injuries to employees, damage to property and productivity losses.

Statement of Policy:

To ensure a safe and productive work environment, employees are prohibited from:

A. Unlawfully manufacturing, distributing, dispensing, possessing, or using controlled substances or misusing or abusing prescribed or over the counter drugs.

B. Having present in their bodies detectable levels of illegal drugs during working hours.

C. Violating any Federal or State law relating to drugs.

D. The exception to this policy is the authorized possession, use and transportation of drugs prescribed by a Physician and used according to prescription instructions, unless such use would pose a safety risk to the employees, other employees or the public.

Employee Responsibilities:
As a condition of employment, each employee must:

A. Abide by this Substance Abuse Policy and

B. Notify the Company of any criminal drugs statute conviction for violation of Federal or State law relating to drug use, possession or dealing no later than five (5) days after such conviction.

C. Employees who are required to submit to reasonable suspicion or post accident testing agree to accept, at the Company’s discretion, transportation to a location where the test will be conducted and to their residence.

Penalties:
Any employee who violates this Substance abuse Policy shall be subject to discipline up to and including termination. Nothing in this policy changes the at-will employment relationship and employees may be terminated at any time with or without cause or notice.

Definition:
Any substance that has known mind or function altering effects on a person, including psychoactive substance prohibited or controlled by Federal or State controlled substance laws.

Prescribed Drugs:

Any substance prescribed for use by the employee by a licensed medical practitioner

Drug Testing Policy

Pre-placement testing

1. Each applicant for a position in the Company will be subject to the Company’s Substance Abuse Policy.

2. All offers of employment to applicants will be contingent upon the applicant passing a drug test in accordance with the Company’s policy.

3. An applicant who refuses to submit to pre-employment testing when requested, or refuses to sign the Company’s Substance Abuse Policy consent form, will not be employed by the Company.

4. If an applicant’s test is positive for any prohibited substance, the Company will not employ the applicant.

Random/Periodic Testing

1. The Company, at its discretion, may institute a program of random testing of current employees. This program may include testing of all personnel at a job site or a random selection program of individuals throughout the year.

2. If selected for a random test, the employee must go immediately to the collection area and submit a sample for drug testing.

3. Refusal to submit a sample or to properly complete documentation for a random test will be considered a refusal to test, which will require discipline up to and including termination.

Post Accident Testing

1. Employees involved in a work related injury, regardless of severity, that requires professional medical treatment, will be subject to a drug test.

2. Employees involved in an accident or safety related incident of any kind while in a Company vehicle or while on Company time or on Company property, will be subject to a drug test.

3. The Company may require an employee who contributed to an accident be tested, if there is reasonable cause to believe that the accident may have resulted from use of drugs.

Confidentiality

Only those persons authorized to receive results from the laboratory will be allowed to discuss these results with the supervisor or the employee. Individuals within the Company will be notified of the results on a limited need-to-know basis.

No test results shall appear in a personnel folder. 

Drug test results will be released to a decision maker in a lawsuit, grievance or other proceeding (such as for a Worker’s Compensation or Unemployment Insurance Claim) initiated by or on behalf of the donor.

Use of Prescription Drugs

In the event an employee is under the care of a physician and is taking prescribed medication that might impair the ability to perform a job safely, the employee must notify management in advance of starting work. It is at management’s discretion as to whether the employee may continue to perform the normal assigned duties or be designated non-safety sensitive duties (if available) until the employee provides a physician release to perform normal duties.

EMPLOYEE AGREEMENT TO USE

PERSONAL PROTECTIVE EQUIPMENT

AND TO COMPLY WITH SAFETY RULES AND REGULATIONS

All employees of Buky Construction, Inc. performing work shall realize that doing the job safely is as much a part of job performance as technical knowledge.  Safety rules and laws are for the protection of the workers and for their own welfare.  Compliance with safety requirements and laws is mandatory for ALL EMPLOYEES.

FAILURE TO COMPLY WITH THE COMPANY’S SAFETY POLICY WILL RESULT IN TERMINATION.
As an employee of this Company, you will from time to time, be exposed to environmental hazards, which cannot be controlled at the source.  Under these circumstances, you will be required to wear suitable personal protective equipment as instructed by your supervisor and furnished by the Company.

I Acknowledge receipt of the Company’s Safety Policy.

I have received instructions as to how and when to use the personal protective equipment issued me by the Company.  I understand that I am required to wear my hard hat at all times while working on or near any machinery.  I will comply with the safety rules and regulations of the Company.  I understand that failure to do so will be cause for termination.

Signed  ____________________________________

Date _____________________________ Supervisor __________________________
Return to Your Supervisor

Company Policy for Hourly Employees

Work Week:    
A regular workweek begins at 7:30 a.m. on Monday and ends at 4:30 p.m. on Friday with one half hour break per day for lunch.  In the event weather prevents the Company from working during the regular week, work on Saturday may be required.

Overtime:
Time and a half is paid after an employee exceeds forty (40) hours worked during a regular workweek.  

Pay Schedule:
For the purpose of pay, a regular pay week is from Monday through Sunday with payday being on Wednesday of the following week.

Vacation:
All full time employees are eligible for one week’s paid vacation, which at the Company’s discretion, shall be taken each year during the week following Christmas and before New Years.  The Company closes during this period of time and each employee shall recognize this time as their one-week’s paid vacation. In order to be eligible for this benefit you must be an active full time employee for a period of at least 180 days.

Holidays:
The following paid holidays are observed when it falls on a regular workday:

· New Years Day

· Memorial Day

· Independence Day

· Labor Day

· Thanksgiving Day

· Christmas Day

Each year the dates to observe these holidays are posted.  In the event the workload designates the Company must work on one or more of these holidays, each employee that volunteers to work will be paid holiday pay plus the hours worked.

Health Benefits:

Full time employees are provided health insurance coverage, which is paid 100% by the Company. If an employee elects family coverage the employee is responsible for 100% of the cost for any additional family members. There is a sixty (60) day waiting period to be eligible for health insurance benefits.

Company Purchases:



Credit Cards: All purchases on Company Credit Cards must be limited to Company use only.  All receipts from purchases must be turned into the office with the reason for purchase written on the receipt, i.e. job - ”The Village”; equipment - “Parts, D4”; etc.

On Account: When a purchase is charged to a Company Account the receipt must be turned into the office with a description of the purchase written on the receipt as described above.

Cash:  If a purchase is paid in cash, to receive reimbursement the employee must turn the receipt into the office with the description of the purchase written on the receipt as described above.

Worked Performed While On Out-of-Town Jobs:  

An “Out-of-Town Job” is described as a job that is not within normal travel distance from home to the work-site and therefore requires the Company to remain over-night in order to accomplish/complete the project.




Work Week:  The normal workweek is as described above.  





Overtime:  Overtime is treated as described above.

Pay Schedule:  For the purpose of pay, the pay week runs the same as described above.

Travel:  Travel is paid to and from the job site only when an 

employee is driving heavy equipment.

Accommodations:  Lodging accommodations are furnished at the Company’s expense at an approved motel.

Food Allowance:  A food allowance of $15 per day is paid on work performed on out-of-town jobs.  The only exception being when the Company is on a Government Scaled Project, no allowance is given.




Retirement Plan:
For each calendar year, The Company will contribute a matching contribution to each eligible employee's SIMPLE IRA equal to the employee's salary reduction contributions up to a limit of 3% of the employee's compensation for the calendar year.

I have read and fully understand the above policy for Buky Construction, Inc.

________________________________



__________________

Employee Signature





Date

I have signed a current W-4.

_________________________________


__________________

Employee Signature





Date

______________________________________


___________________

Company Signature 





Date

HAZARD COMMUNICATION PROGRAM

Introduction or Policy Statement

Buky Construction, Inc. has development a Hazard Communication Program to ensure that all employees and subcontractors' employees are informed of hazardous substances knows to be at the jobsite. We will make every effort to provide our employees and all workers on our jobsites a reasonably safe place in which to work. It is also the intent of Buky Construction to instruct our people of the proper techniques for handling these substances.

A copy of Buky Construction, Inc.'s Hazard Communication Program will be on file at every jobsite, and copies are available to employees, subcontractors and representatives of the Department of Labor from our Hazard Communications Program Coordinator upon request.

Hazard Communication Program Coordinator (HCPC)

Gregory D. Buky has been designated as Buky Construction, Inc.'s Hazard Communication Program Coordinator (HCPC). Every jobsite will also have a jobsite coordinator who will be the field foreman and his safety designee. The jobsite coordinator will be responsible for:

1.
Notifying each site contractor and subcontractor about the applicability of this procedure.

2. Advising and verifying contractors and subcontractors on site that a hazardous material will be introduced to the site.

3. Provide SDS data to employees if requested.

4. Ensure that all Buky Construction, Inc. employees have been trained in the proper use of hazardous materials during work tasks.

5. Verify that all Buky Construction, Inc. employees under their supervision have been informed of the hazards while working with the material.

Hazard Determination Procedure

We will rely on the manufacturer to evaluate the various hazards of the chemicals that are being used on the jobsite.  The HCPC will accept the information provided on the Safety Data Sheet.

If information is missing, the HCPC will request it from the supplier in writing. The HCPC will file a complaint with the OSHA area office if the supplier has not responded within a thirty- (30) day period.

List of Hazardous Chemicals

A list of hazardous chemicals used at the jobsite will be posted on the bulletin board in the general contractor's office, and an updated list will be distributed at the job progress meetings.  A copy will also be supplied, upon request, by the jobsite Hazard Communication Program Coordinator.

Labels and Other Forms of Warning 

Since chemical manufacturers are required to label their containers of hazardous chemicals, we will use these labels as our primary means of labeling.

The HCPC and the jobsite coordinator are responsible for ensuring that all containers are labeled.  If a label is missing or is illegible, notify the jobsite HCPC immediately. The temporary label to be used is the SDS, and this will assist the employees in identifying the product involved with less chance of error. Labels are not to be removed from any container or defaced in any manner.

We are not required to label portable containers into which hazardous chemicals are transferred from labeled containers and which are intended only for the immediate use of the employees who perform the transfer.

Safety Data Sheets (SDS) 
The original copies of the SDS data will be retained in the office located at 522 Bethel Church Road, Mt. Washington, KY. Copies of SDS for materials used on a specific jobsite may be obtained by requesting the same from the office of the HCPC.

Each foreman will monitor the employees under their direct supervision for proper training and proper precaution prior to the material's introduction to the jobsite. The SDS will be the primary source of information.

If a subcontractor has not provided a SDS to Buky Construction, Inc.'s job foreman prior to its introduction to the site, the subcontractor will be required to produce it immediately or cease work.

Employee Information and Training
Training relative to the Hazard Communication Standard 1926.59 CFR is the responsibility of the job foreman or the assigned safety designee. The HCPC will assure that all the requirements are followed in order to be in compliance with this law. At no time will any employee be expected to perform any nonrountine hazardous tasks without proper instruction.

Annual training shall consist of:

1.
The Hazard Communication Standard;

2. Buky Construction, Inc. Hazard Communication Policy

3. Labeling System

4. SDS availability and interpretation

5. Use of personal protective equipment

6. Storage and handling practices.

Training prior to the hazardous material being introduced to the jobsite if the task is nonroutine:

1.
 List of chemicals use on jobsite

2. Symptoms associated with overexposure

3. Personal protection

4. Standard operating procedure

5. Storage and handling practices

6. Emergency procedures.

The annual training will be conducted and affirmed by the HCPC and field foreman. Weekly safety meetings will provide additional training and review of the hazards and precautions associated with various substances. Instructions and information will be provided to employees prior to the introduction of hazardous chemicals for nonroutine tasks. New employees will receive training of the hazardous products in the workplace. This training will be the responsibility of and affirmed by the job foreman.

Methods to Inform Contractors about Hazards 

The Buky Construction, Inc. foreman will request a SDS to be presented seven days prior to the introduction of the hazardous material on the jobsite to assist in evaluating potential exposure and ensure that a contractor's employees are provided with the necessary information. This will also allow the filing of the SDS with our HCPC and inform other contractors when and where the material will be introduced on the site. A list of hazardous materials on the jobsite will be maintained in the General Contractor's office, and it will be distributed at the job progress meetings.  Employee cooperation in this manner is imperative to ensure a safe jobsite and keeping in compliance with the Hazard Communication Standard's requirements.

HAZARD COMMUNICATION STANDARD CHECKLIST

Accomplished            Date
                                                                                                              

	1.  Job superintendent obtains and maintains a copy of the Buky Construction, Inc.’s Hazard Communication Programs
	
	

	2.   Appoint Job Hazard Communication Coordinator
	
	

	3. Communicate in writing and contractually to contractors and subcontractors the applicability of Buky Construction, Inc.’s Hazard Communication Program.
	
	

	4. Develop and maintain a list of all hazardous materials on the jobsite.
	
	

	5.  Inform all employees of Buky Construction, Inc.’s Hazard Communication
	
	

	6. Superintendent and foreman verify that all employees:

a. Have been trained and informed of job hazards before they work with a hazardous material.

b. Wear, use, maintain, and service personal protective equipment that is assigned to each employee

c. Have received information and training for hazardous materials at the time of initial assignment or whenever a new hazardous material is introduced to the work area.
	
	

	7.  Obtain SDS information from subcontractors.
	
	

	8.   Copies of SDS data are maintained on the jobsite.
	
	


Receipt of Guidelines

Buky Construction, Inc.

P.O. Box 1050

Mt. Washington, KY  40047

This is to acknowledge I have received this date a copy of the Employee Guidelines of Personnel Practices, Policies and Procedures and that I agree to read the employee Guidelines of Personnel Practices, Policies and Procedures and that I shall abide by the practices and procedures as outlined in this Personnel Guideline.  I further pledge I will abide by the rules of conduct and safety as listed in this booklet and any other rules of conduct, safety policies, practices, or procedures as may from time to time be posted on the Company bulletin board.  I further agree that after reading this booklet, I will notify my supervisor immediately if I have any questions.

_______________________________________              ______________________

Signature of Employee




Date

________________________________________

Print Employee Name 

RETURN SIGNED FORM TO AMY TRENT
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