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Safety Policy 
1. Safety is as much a priority as production & quality at Harker Heating & Cooling, Inc.  
2. Accidents and injuries are caused by exposure to safety hazards.  By being aware of risky conditions and actions, 

hazards can be avoided.  By the elimination of hazards, safety can be assured. 
3. Through proper assessment, documentation, and removal of potential hazards it is hoped that an ever-changing 

and dynamic safety program will sustain.  
4. It is the responsibility of EVERY employee to: 

1) Assess every task that they conduct for potential hazards 
2) Communicate potential hazards to fellow employees and supervisors when necessary 
3) Report all unsafe behavior conducted by ANY fellow employee or supervisor directly to the company safety 

coordinator. 
4) Report any injury that requires a doctors assistance to the safety coordinator by the END OF THAT WORK 

DAY 
5) Properly use and understand all safety equipment and procedures when conducting any task 

5. It is managementΩs responsibility to ensure: 
1) Safe working conditions for all employees 
2) Proper tools & equipment to complete every task in a safe manner 
3) Proper training & knowledge for all tasks to be completed safely 

6. Each work Site supervisor or foreman shall ensure: 
1) That all employees working on the site are properly assessing hazards 
2) Communication with the general contractor and other companies  to relay & eliminate potential hazards 
3) Communication with Harker Heating & Cooling, Inc. management  
4) That any emerging hazards that may come on a day-to-day basis are properly alerted to all employees. 
5) An environment that allows returning injured employs a place for useful work 

7. It is the responsibility of the Safety Coordinator to: 
1) Maintain an effective safety program that remains up-to-date as the work environment changes 
2) Maintain a proper return to work program after a jobsite injury 
3) Ensure that all employees, new and existing, are aware of and understand the safety policy 
4) Act as a line of communication between all company operations and the appropriate authorities 

(management, OSHA, DNR, insurance carrier) including maintaining all proper documentation and reporting 
all injuries. 

5) Maintain all legal/safety related workplace postings. 
   
It is Harker Heating & Cooling, Inc. intent to foster an accident free work place for every worker at the construction/job site. 

 

_________________________________ 
Luke Heiar 

Safety Coordinator / Co-Owner 
 
 

_________________________________ 
Oscar Wendt 

Co-Owner 

 
 

_________________________________ 
Marcus Nelson 

Co-Owner 
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Purpose 
The purpose of this safety handbook is to be used as a tool in the education of new and existing Harker Heating & Cooling, 

Inc. employees as well as an on-the-job reference. 

SECTION 1 ɀ Documentation  
1. Every injury that requires more than first aid or requires ŀ ŘƻŎǘƻǊΩǎ Ǿƛǎƛǘ Ƴǳǎǘ ōŜ ŘƻŎǳƳŜƴǘŜŘΦ 
2. It is the Safety Coordinators responsibility to organize an efficient system to properly document necessary 

incidents. 
3. It iǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǇǊƻǇŜǊƭȅ ƛƴŦƻǊƳ ǘƘŜ ǎŀŦŜǘȅ ŎƻƻǊŘƛƴŀǘƻǊ ƻŦ ŀƴȅ ƛƴƧǳǊȅ .¸ ¢I9 9b5 hC ¢I!¢ 

DAY and bring proper documentation to the doctor. 
4. The procedure for proper documentation is outlined in Appendix A 

SECTION 2 ɀ Lifting  
1. Start in a safe position 

a) Before you lift a heavy object, think through your task. Decide where you'll place the object and how you'll 
get it there. If an object is too heavy to lift safely, find someone to help you. 

b) To lift an object from the floor, stand as close to the object as possible. Then kneel, resting one knee on the 
floor. Don't lift from a standing position with your waist bent or your knees locked. 

2. Maintain the natural curve in your lower back 
a) With one knee resting on the floor, tighten your core muscles τ including the muscles in your abdomen, 

back and pelvis τ and lift the object between your legs. 
b) Maintain the natural curve in your lower back, and don't hold your breath. 
c) Be careful to hold the object close to your body. Rest the object on your knee as you prepare to stand. 

3. Use your legs 
a) As you stand, maintain the natural curve in your lower back and keep your core muscles tight. 
b) Use your leg muscles τ not your back τ to lift the object. 

4. Avoid twisting 
a) When you're standing and ready to move, continue holding the object close to your body to decrease the 

strain on your lower back. Keep your core muscles tight. 
b) Turn by pivoting your feet, not your back. Avoid turning, twisting and lifting heavy objects above your waist. 
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SECTION 3 ɀ Personal Protective Equipment (PPE)  

General 
1. Lǘ ƛǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŀǎǎŜǎǎ ![[ ǘŀǎƪǎ ŦƻǊ ǇƻǘŜƴǘƛŀƭ ƘŀȊŀǊŘǎΦ LŦ ŀƴȅ ƘŀȊŀǊŘǎ Ŏŀƴƴƻǘ ōŜ ŜƭƛƳƛƴŀǘŜŘ 

personal protective equipment (PPE) is to be used as a last line of defense. 
2. Lǘ ƛǎ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƘŜŎƪ ǿƛǘƘ ǘƘŜ ǇǊƻǇŜǊ ƳŀƴŀƎŜƳŜƴǘ ǘƻ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ŀƭƭ ǊŜǉǳƛǊŜŘ tt9 ƛǎ 

being used on any unfamiliar jobsite. 
3. If the proper PPE is not available, the employee should notify the proper manager and/or the safety coordinator 

and receive the necessary PPE before starting any task that requires it. 
4. It is the responsibility of Harker Heating & Cooling, Inc. to have the proper PPE readily available. 
5. All PPE is to be kept in good working condition and discarded is the integrity of the equipment is compromised. 

Head 
1. Hardhats protect from: 

a) Head Impact 
b) Penetration Injuries 
c) Electrical Injuries 

2. These injuries are often caused by: 
a) Falling or Flying objects 
b) Fixed objects 
c) Contact with electrical conductors 

3. It is also important to cover and tuck long hair to prevent it from getting caught in machinery or tools 
4. If a hardhat has been cracked, dented, or prevented an injury it is to be discarded and replaced. 

Eyes & Face 
1. The type of eye protection necessary in a specific workplace or for a specific task shall be in accordance with the 

nature of the risk. 
2. Persons exposed to an eye hazard from physical objects (i.e. impact hazard), chemical substances (splash or 

vapor hazard), harmful radiant energy, and nuisance dust, must wear eye protection.  Such hazards may include 
but are not limited to the following: 
1) Particles from cutting and sawing 
2) Particles falling from overhead work 
3) Sparks and spatters 
4) Toxic, poisonous, irritating, or corrosive chemicals 
5) Welding flash 

3. Eye protection is to be discarded and replaced if cracked or broken. 

Hands 
1. Proper cut resistant gloves are to be worn anytime material is handled with sharp edges. 
2. If working chemicals, read the label to see if protective rubber or latex gloves are needed. 
3. Be careful of stationary sharp edges that you may rub up against. 

Hearing  
1. When exposed to harmful sound levels over 85 dB wear ear protection provided by your employer.   
2. When explosive or impact noise is expected, ears should be covered with hands. 
3. See Appendix D  for permissible noise level chart 
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Fall Protection  
1. Proper fall protection is to be used whenever a fall of six feet or greater can be considered a hazard 
2. See SECTION 4 ς Heights & Ladders for more information on fall protection 

Breathing  
1. Wear a proper respiratory device whenever exposed to harmful gas, vapors, dust or suspended particulates.  
2. Use Appendix E ς Respiratory Protection Guide in order to determine the proper PPE for the hazard. 

Skin Protection  
1. If working in extreme sunlight for exposed periods of time, use proper sun block. 

2. Do not expose bare skin to extreme colds that may cause frostbite 

Requirements  
1. The following items of personal protective equipment are required to be in the personal possession of each 

employee while at work at a job site.  Such items are to be worn whenever appropriate or required. It is each 
ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ Ƴŀƛƴǘŀƛƴ ǘheir PPE and replace damaged items. 
a) Safety glasses 
b) Cut resistant gloves 
c) Ear plugs 
d) Dust mask 
e) Safety helmet 
f) Knee pads (optional) 

2. Each work site supervisor or foreman shall, in addition, have the following items readily available at the work 
site. 
a) Appropriate fire extinguisher(s) 
b) First aid kit 
c) Atmospheric CO2 content tester (if confined space is involved) 
d) A complete Company Safety Manual 
e) !ƭƭ ŀǇǇƭƛŎŀōƭŜ a{5{Ωǎ 

SECTION 4 ɀ Heights , Lifts & Ladders  

Fall Protection  
1. Fall protection systems should be provided and utilized whenever an employee is exposed to a fall of six feet or 

greater.  These areas could include: 
a) A walking/working surface with an unprotected side or edge, which is 6 feet or more above a lower level, 

should be protected from falling by the use of guardrail systems or personal fall arrest systems 
b) A leading edge, which is 6 feet or more above a lower level, should be protected from falling by the use of 

personal fall arrest systems. 
c) Hoist areas should be protected from falling 6 feet or more to lower levels by the use of guardrail systems or 

personal fall arrest systems. 
d) Walking/working surfaces should be protected from falling through holes, (including skylights) more than 6 

feet above a lower level, by personal fall arrest systems, covers or guardrail systems erected around such 
holes. 

e) Ramps, runways and other walkways should be protected from falling 6 feet or more to lower levels by the 
use of guardrail systems. 
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f) On, at, above or near wall openings where the outside bottom edge or the wall opening is 6 feet or more 
above a lower level and the inside bottom edge of the wall opening is less than 39 inches above the 
walking/working surface, should be protected from falling by the use of guardrail system or personal fall 
arrest system. 

2. Personnel requiring the use of personal fall protection equipment should employ the "Buddy system" or have an 
observer to render assistance when possible. 

3. Prior to tying off to perform the work a means of rescue in the event of a fall must be immediately available. 
4. There are three main components to the personal fall arrest system.  These include the harness, connecting 

devices and the anchorage point.  The system needs to meet the following criteria for each component: 
a) Body Harness 

i. Full body harnesses are required. The use of body belts is prohibited 
ii. The attachment point to the body harness is the center D-ring on the back 
iii. Load Testing should not be performed on fall protection equipment 

b) Connecting devices 
i. This device can be a rope or web lanyard, rope grab or retractable lifeline. 
ii. Only locking snap-hooks may be used. 
iii. Lanyards and vertical lifelines need a minimum breaking strength of 5,000 pounds. 
iv. Lanyards may not be clipped back to itself (e.g. around an anchor point) unless specifically designed 

to do so. 
v. Lifelines need to be protected against being cut or abraded 
vi. Horizontal lifelines will be designed by a qualified person and installed in accordance with the design 

requirements. 
vii. If vertical lifelines are used, each employee will be attached to a separate lifeline. 

c) Anchorage 
i. Structure must be sound and capable of withstanding a 5000 lb. static load/person attached. 
ii. Structure/anchor must be easily accessible to avoid fall hazards during hook up.  
iii. Chafing pads or abrasion resistant straps must be used around sharp edged structures to prevent 

cutting action against safety lanyards or lifelines.   
iv. Choose structures for anchor points that will prevent swing fall hazards. 

Aerial Lifts  
1. Body harnesses must be worn with a shock-absorbing lanyard and must be worn when working from an 

elevated work platform. 
2. ¢ƘŜ Ǉƻƛƴǘ ƻŦ ŀǘǘŀŎƘƳŜƴǘ Ƴǳǎǘ ōŜ ǘƘŜ ƭƛŦǘΩǎ ōƻƻƳ ƻǊ ǿƻǊƪ ǇƭŀǘŦƻǊƳΦ 
3. Personnel should not attach lanyards to adjacent poles, structures or equipment while they are working from 

the aerial lift. 
4. Personnel should not move an aerial lift while the boom is in an elevated working position and the operator is 

inside of the lift platform. 
5. Personal fall arrest systems are not required on scissor lifts if: 

a) Guardrails are in place 
b) Door or chain is closed 
c) You stay on floor level and do not exit the lift 

6. Common safety guidelines when using scissor lifts: 
a) Never stand on the guardrails 
b) Always use on a stable surface 
c) Have a clear path of travel. Check for debris, holes, electrical equipment, workers, etc. 
d) Move lift slowly 
e) Know equipment limitations 
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f) Remove key when not in use 

Ladders  
1. When setting up a straight or extension ladder, use the following procedures to avoid injury:  

a) Brace the base of the ladder against a 
stationary object so it cannot slip.  Get 
help if you need it 

b) Grasp the top rung with both hands 
c) Raise the top end over your head and 

walk toward the base of the ladder, 
moving hands to grasp the rungs in the 
center to maintain stability 

d) When the ladder is erect, move it to 
the desired location and lean it forward 
against the resting point 

e) Footing should be firm and level.  
Precautions should be taken to secure 
the ladder if slippery conditions exist 

f) Extension or straight ladders used to 
reach an elevation platform or roof 
should extend at least 36 inches above 
the landing 

g) A straight ladder should be placed so 
there is one foot at the base for every 
four feet of length to the top support 
(i.e. 4 feet out for 16 feet elevation) 

h) When adjusting an extension ladder, be 
sure the locking device is fully secured 
and hooked over the rungs before 
using the ladder. 

2. All ladders should be tied, blocked, or otherwise secured to prevent movement.  They should not be located in 
front of doors unless the door is blocked open, locked, or guarded. 

3. Keep rungs and steps of ladders free from grease, oil, paint, snow, ice, mud or other slippery surfaces. 
4. For a stepladder, be sure it is fully open and spreaders locked before using.  Never climb higher than the step 

ōŜƭƻǿ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎǘŜǇƭŀŘŘŜǊΦ  bŜǾŜǊ άǿŀƭƪέ ŀ ǎǘŜǇƭŀŘŘŜǊ ǿƘƛƭŜ ǎǘŀƴŘƛƴƎ ƻƴ ƛǘΦ 
5. Both hands must be free when climbing or descending.  Material should be hoisted to the work level. 
6. Face ladders when going up or down. 
7. Do not over-reach when on a straight or extension ladder.  Move the ladder if the work is too far. 
8. Never stand on the top three rungs of a straight ladder. 
9. Two or more persons should not work on a ladder unless the ladder is specifically designed for this use. 
10. Ladders should never be used for braces, skids or gangways. 
11. Wood ladders should not be painted except the top step of stepladders may be painted to indicate that it is not 

to be stepped on.  Wood ladders should be treated regularly a clear wood preservative. 
12. Aluminum ladders should not be used near open wiring since they are excellent conductors of electricity. 
13. Any faulty ladders should be turned into the safety coordinator to be destroyed. 
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SECTION 5 ɀ Motor Vehicles , Forklifts,  & Loading Docks 

Motor Vehicles  
1. ALL motor vehicles used during company hours are to follow ALL traffic laws for each municipality. 
2. Using a vehicle during company hours while under the influence of drugs and/or alcohol is strictly prohibited. 
3. See Appendix F ς Company Vehicle Policy for more information on company vehicles 

Forklifts  
1. Only trained Harker employees are permitted to operate the forklift(s). 
2. Any safety defects (such as hydraulic fluid leaks, defective brakes, defective steering, missing face plate, non-

working horn, missing fire extinguisher, etc.) will be reported for immediate repair or have the Forklift taken out 
of service. 

3. Stop, sound horn, and proceed with caution at doorways and blind intersections. 
4. Do not let anyone underneath the elevated forks. 
5. Know the load limits of the fork lift before operating 
6. Never use a forklift for elevating people 
7. Handle only loads that are stable and safely arranged 
8. Do not maneuver or turn the truck while the forks are in the raised position 
9. Start, stop, & brake smoothly with no sudden, hasty movements 
10. Brace the load the load against the fork carriage (The section of the fork that is attached to the mast.) 
11. Keep your hands, arms, & legs inside the lift truck 
12. ALWAYS PAY ATTENTION 

Loading & Unloading  
1. Evaluate the area around you for hazards such as vehicles, objects, drop-offs, and people 
2. Designate a specific, stable location for the load to be placed and make sure the path is clear 
3. Make sure any vehicle, cart, table, etc. involved is properly  
4. Evaluate the load and make sure there are enough people and/or equipment to safely navigate 
5. Make sure load weight is correctly distributed 
6. See Section 2 ς Lifting  

SECTION 6 ɀ Power Tools  
1. Employees are to follow ALL manufacture safety guards and procedures on ALL power tools. 
2. If employee is unsure of the proper safety procedures for a power tool they should call the office and receive 

the proper documentation. 
3. If training is required, only properly trained employees are allowed to operate the tool. 
4. Think ahead while drilling. Make sure no hazards exist beneath the surface. 
5. Personal protection is always a priority when using a power tool. Do not over lean or twist. Do not sacrifice your 

own safety for the sake of the tools. 

SECTION 7 ɀ Cranes, Hoists & Aerial Lifts  
1. Proper training must be completed before operating or directing any type of lifting equipment. 
2. Specific documentation of such training must be turned into the safety coordinator. 
3. No person shall be allowed to be positioned under a suspended load. 
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4. ¢ƘŜ ƳŀƴǳŦŀŎǘǳǊŜǊΩǎ ƛƴǎǘǊǳŎǘƛƻƴǎ Ƴǳǎǘ ōŜ ǳƴŘŜǊǎǘƻƻŘ ŀƴŘ ƻōŜȅŜŘ ōŜŦƻǊŜ ǿƻǊƪƛƴƎ ǿƛǘƘ ƻǊ ŀǊƻǳƴŘ ŀƴȅ ǘȅǇŜ ƻŦ 
lifting equipment 

SECTION 8 ɀ Fire Protection  

General 
1. Know the locations of every FIRE EXIT, FIRE ALARM and EXTINGUISHER. 
2. Keep fire exists, aisles and fire extinguishers clear and accessible. 
3. Shut off engines of vehicles and other equipment before adding fuel. 
4. Do not use flammable liquids or solvents such as carbon tetrachloride, benzene, acetone, gasoline and paint 

thinner without supervisory approval. 
5. Keep solvents and other flammable/combustible materials in approved and properly labeled containers, and 

stored in a proper location. 
6. Keep sparks, flames or excessive heat away from flammable materials. 
7. Store or dispose of oily, greasy or paint soaked rags and towels only in securely covered metal containers. 
8. {ƳƻƪŜ ƻƴƭȅ ƛƴ ŀǇǇǊƻǾŜŘ ŀǊŜŀǎΦ  hōŜȅ άbƻ {ƳƻƪƛƴƎΥ ŀƴŘ άbƻ hǇŜƴ CƭŀƳŜέ ǎƛƎƴǎ or policies. 
9. Report all fire hazards immediately. 

Fire Extinguishers  
1. Know the proper type of fire extinguisher for the proper type of fire. See Appendix G. 
2. Know the location of all the fire extinguishers in your work area and know how to operate each kind of 

extinguisher. 
3. All fire extinguishers are to have a proper tag for inspection. 
4. A certified professional is to inspect every fire extinguisher once a year. Please contact the safety coordinator if 

any fire extinguisher is near-due or is missing a tag. 

In Case of Fire 
1. Warn others on the job ς yell for help if needed. 
2. Try to put out small fire ς with the proper extinguisher. 
3. If the fire is large, call 911. 
4. LŦ ƛǘΩǎ ŀƴ ŜƭŜŎǘǊƛŎŀƭ ŦƛǊŜΣ ǎǿƛǘŎƘ ƻŦŦ ǘƘŜ ŜƭŜŎǘǊƛŎŀƭ supply before trying to put out the fire. 

SECTION 9 ɀ Electrical Protection  

General 
1. 5ƻƴΩǘ ǇƭǳƎ ƛƴǘƻ ŀƴȅ ŎƛǊŎǳƛǘ ǳƴƭŜǎǎ ƛǘ ƛǎ ǇǊƻǘŜŎǘŜŘ ōȅ ŀ ƎǊƻǳƴŘ Ŧŀǳƭǘ ŎƛǊŎǳƛǘ ƛƴǘŜǊǊǳǇǘŜǊ όDC/LύΦ (See Image) 
2. No employee shall work near live parts of an electrical circuit unless protected by one of the following means: 

a) De-energizing, tagging out and grounding such part 
b) Effectively isolating the part by electrical insulation 
c) Other proven effective means of protection 

3. Use barriers or other means to ensure that space for electrical equipment is not used as a passageway. 
4. Maintain clearance from electric lines. 
5. Lamps for general illumination must be protected from damage. 
6. Do not plug into an outlet that is not properly installed. 
7. Inspect all electric tools before use for faulty electrical wiring or grounding. 
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Extension Cords 
1. Follow all manufactures instructions and warnings 
2. Use only the three-wire type extension cords 
3. Protect cords from damage by traffic, sharp corners, projections and 

pinching (in doors, windows or elsewhere). 
4. Do not fasten cords with staples, hang from nails or suspend with 

wire. 
5. Do not unplug or move a tool by pulling on the cord. 

 

SECTION 10 ɀ Hazardous Materials  
1. DO NOT EVERY use any chemical that is not familiar 
2. Follow all direcǘƛƻƴǎ ϧ ǿŀǊƴƛƴƎǎ ƭŀōŜƭŜŘ ƻƴ ŀƴȅ ŎƘŜƳƛŎŀƭΩǎ ŦŀŎǘƻǊȅ ǇǊƻǾƛŘŜŘ ŎƻƴǘŀƛƴŜǊ 
3. If the factory provided container is not available or the directions are incomplete or hard to read, contact the 

site supervisor or the safety coordinator for a Material Safety Data Sheet (MSDS) 
4. See Appendix H for the National Fire Protection Agency  (NFPA) labeling system 

SECTION 11 ɀ Office Safety 
1. Keep your desk and file drawers closed when not being used. 
2. Leave the repair of electrical equipment to qualified technician. 
3. Know the location of fire extinguishers and exits.  See Section 8 ς Fire Safety 
4. 5ƻƴΩǘ ƭŜŀǾŜ ŎƘŀƛǊǎΣ ǿŀǎǘŜ ōŀǎƪŜǘǎΣ ŎƻǊŘǎΣ ŜǘŎΦ ǿƘŜǊŜ ǘƘŜȅ may become a tripping hazard.  
5. Keep your work area neat. 
6. Office equipment including computers should be kept away from edge of desks. 
7. Use proper lifting techniques when needed. See Section 2 - Lifting 
8. Smoking is prohibited in the office. 
9. Store heavy objects closer to the ground.  
10. Do not use more than one splitter or surge protector per electrical outlet.  

SECTION 12 ɀ Firearm Safety/Policy  
1. Harker Heating & Cooling, Inc. prohibits employees from wearing, transporting, and/or storing; firearms or other 

dangerous weapons in our facilities, on our property, and in company owned or leased vehicles. 
2. 9ȄŎŜǇǘ ǿƘŜǊŜ ŀƭƭƻǿŜŘ ōȅ ƭŀǿ ƛƴ ŀƴ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊǎƻƴŀƭ ǾŜƘƛŎƭŜΣ IŀǊƪŜǊ ǇǊƻƘƛōƛǘǎ ŀƴȅ ŜƳǇƭƻȅŜŜ ŦǊƻƳ ǇƻǎǎŜǎǎƛƴƎ 

a firearm or other dangerous weapon while in the course of his or her employment. 
3. An employee licensed to carry a concealed firearm or other dangerous weapon in his personal vehicle, who 

parks his ǇŜǊǎƻƴŀƭ ǾŜƘƛŎƭŜ ƻƴ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ǇǊƻǇŜǊǘȅΣ ƻǊ ǳǎŜǎ Ƙƛǎ ǇŜǊǎƻƴal vehicle in the course of employment, 
is required to keep any weapon and/or firearm, and ammunition located inside the vehicle, hidden from view 
from outside the vehicle. 

This is one type of CFCI 
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4. Employees violating the Harker firearms policy will face disciplinary action including termination. 

SECTION 13 ɀ Violation of Rules  

Disciplinary Measures  
This section is intended to lay out the disciplinary measures that management will use when administrative & safety rules 

and policies are violated. Harker Heating holds the right to give any level of disciplinary measure where ever deemed 

suitable. Violating the safety rules and policies will lead to one of the following disciplinary actions (listed from least to most 

severe): 

1. Soft Verbal Warning 

a) Often informal and not recorded.  

b) Usually given on a first offence when no major damage was cause or risked 

c) Employee was unaware of rule before violating or hazards were too obscure to be properly identified 

d) Assume all verbal warnings are soft unless otherwise noted. 

2. Strong Verbal Warning 

a) Direct and to the point.  

b) Employee was aware of rule before violation 

c) May be recorded in employee file 

d) May be accompanied with a few days off 

e) Manager/Employer will make it clear when a strong verbal warning is given. 

3. Written Warning 

a) Only ONE written warning will be given to an employee for a violation. A repeat breach of the same policy 

will lead to immediate termination.  

b) A meeting will be scheduled with the manager, employee, and a third party (another manager/owner) when 

handing out a written warning. 

c) Written warnings are given when an employee commits major misconduct with major or potentially serious 

damage to person, property, and/or business . 

d) The employee is aware they were doing something wrong or dangerous 

4. Termination 

a) The employees employment with Harker Heating is terminated 

b) Can be given at anytime for gross miss-conduct that leads to an actual or potentially severe situation. 

c) The only step taken after a written warning for a repeat violation 

d) Will be given if none of the above disciplinary measures are effective 

Vehicle Citations  
1. Employees are to report ALL vehicle related citations to their manager immediately. 

2. Employees are responsible to pay all personal and vehicle citations unless:  

a) They are deemed work related 

b) Were given instructions from a manager to do so (Illegal parking etc.) 

3. If an employee fails to report a citation to Harker management and late fees are assessed, it will be the ŜƳǇƭƻȅŜŜΩǎ 

responsibility to pay the late fees even if the ticked matched the criteria described in this section. 
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SECTION 14 ɀ Educatio n & Training  
1. All employees are expected to improve through continual training while employed at Harker Heating 
2. Employees are responsible for the material they learn and are expected to use their new skills to improve 

performance. 
3. There are 3 types of training: 

a) Required (Fully paid) 
b) Strongly Recommended (Partially Paid) 
c) Optional (No pay) 

4. Training is to be scheduled by either the supervisor or safety coordinator 
5. Every session of training is to be documented.  Supervisors who schedule the training are to provide the 

attending employees with APPENDIX I. This form is to be filled out, signed, and turned in to the safety 
coordinator in a timely fashion. 

6. It is the safety coordinators duty to keep a log of all employee training for future reference. 

SECTION 15 ɀ OSHA Inspections 

Crew Supervisor or Forman  
1. The Company and/or the subcontractor have the right to demand a warrant prior to entry and inspection of a 

premise or work site.  If no warrant is demanded, consent to inspection is automatically granted.  As a sub-
contractor it is vital that the Company be informed as soon as it is known that an OSHA inspector is on site.  
(Subcontractors must recognize that is may be difficult to intervene if the Company, the general contractor or 
construction manager has given approval for the inspection.) 

2. Check first with the Company or the general contractor to be sure that the presence of the OSHA inspector is 
known. 

3. The Company has the right to have a representative accompany the OSHA inspector.  Similarly, each 
subcontractor has the same right in the area of its operations.  Both should exercise such right. 

4. Thus, the crew supervisor or foreman at the work site shall, upon arrival of an OSHA inspector: 
a) Request identification and the purpose of the visit 
b) Immediately advise the Company or the general contractor 
c) Obtain specific instructions before beginning of any inspection 

5. It is advisable to halt any work in progress and stop any mechanical operations until approval is given by the 
Company or general contractor to proceed, but workers should not leave the site. 

6. Employees are to show respect for the inspector at all times and answer questions relating to safety and health. 

The Companies Representative  
1. Prior to the beginning of an inspection the inspector should conduct a conference to explain the reason for and 

the nature of the visit.  This may involve all contractors at the construction site.  (The inspector will provide his 

own personal safety equipment, and must comply with the project safety program.) 

2. During the inspection Company and subcontractor representatives shall observe the following: 

a) Do not permit unneeded employees to linger near the inspection party 

b) Do not intimidate or otherwise show disrespect for the inspector 

c) Carefully protect any trade secrets.  (OSHA requires its inspectors not to share any knowledge of trade 

secrets.) 

d) On a clip board or notebook keep a chronological record of where the inspector goes, how long he talks to 

employees, whether he returns to a location already inspected, etc.  
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e) If a picture is taken, inquire about what violation is suspected, make a record of it and, if possible take a 

separate picture for the subcontractor and the Company. 

3. When the inspection is completed, the inspector should either hold a general meeting or meet with individual 

ŎƻƴǘǊŀŎǘƻǊǎΦ  ¢ƘŜ /ƻƳǇŀƴȅΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ǿƛƭƭ ǘǊȅ ǘƻ ŀǘǘŜƴŘ ŀƭƭ ǎǳŎƘ ƳŜŜǘƛƴƎǎ ƛƴ ƻǊŘŜǊ ǘƻ ǊŜŎƻǊŘ ŜŀŎƘ 

ŎƻƴǘǊŀŎǘƻǊΩǎ ŀƭƭŜƎŜŘ ǾƛƻƭŀǘƛƻƴǎΦ  όbŜǾŜǊ ŀŘƳƛǘ ǊŜǎǇƻƴǎƛbility for a hazard or offer to correct it if created by 

others.) 

4. During the inspection the inspector may take photographs, samples of materials and measurements as they 

relate to the inspection.  He may also privately interview employees for purposes of enforcing laws, but may not 

unduly disrupt work.  He may have access wherever he may wish to inspect, and obtain copies of literature, 

documents or contracts as they relate to safety or industrial hygiene. 

Citations  
If as a result of an inspection a citation/penalty is issues, the following is required: 

1. Post copies of the citations near the cited area (s) for three working days or until corrections have been made, 
whichever is later. 

2. Within 15 days either accept the citation or contest it.  Failure to respond means acceptance of the citation and 

a guilty judgment.  

3. Each subcontractor, as well as the Company, can have an informal conference with the OSHA area director to try 

to resolve any problems.  If this does not work out, the subcontractor, or the Company, may call for a hearing.  

This would be before an administrative law judge.  (Preferably the aggrieved party should be represented by an 

attorney.)  In the event of an adverse ruling, the case may be appealed to the OSHA Review Commission. 

SECTION 16 ɀ Misc. 

Safety Bonus 
1. At the end of every year a Safety Bonus will be handed out to each employee who regularly works: 

a) On jobsites 

b) In the shop 

c) On the road 

2. !ƴ ŜƳǇƭƻȅŜŜΩǎ ŦƛǊǎǘ ȅŜŀǊ Ƴǳǎǘ ƘŀǾŜ ŀǘ ƭŜŀǎǘ мрлл ƘƻǳǊǎ ǿƻǊƪŜŘ ƛƴ ƛǘ ǘƻ Ŏƻǳƴǘ 

3. Each qualifying employee will be given a multiplier based on the number of safe years they have worked at Harker. 

(If you worked here for 6 years and had an OSHA recordable injury in 2 of them your multiplier would be 4) 

4. Every injury that gets recorded has a dollar value placed on it by the insurance company. Something in the eye or a 

few stitches run $100 - $500 or so. Infections and back injuries can be well over $20,000.  

5. .ŀǎŜŘ ƻƴ ǘƘŜ ŎǳǊǊŜƴǘ ȅŜŀǊΩǎ ǘƻǘŀƭ ŘƻƭƭŀǊ ǾŀƭǳŜ ŦƻǊ ǘƘŜ ŜƴǘƛǊŜ ŎƻƳǇŀƴȅΣ ŀ ŘƻƭƭŀǊ ŀƳƻǳƴǘ ǇŜǊ ǎŀŦŜ ȅŜŀǊ ƛǎ Ǝiven from $5 

to $60. 

6. If we as a company had a very safe year overall, the employee in the above example would receive 4 x $6 = $240. If 

we had some major injuries that year, that same employee would get 4 x $5 = $20 

7. The safety bonus is separate from the Christmas bonus although they are often handed out at the same time. 



Harker Heating & Cooling, Inc. - Safety Handbook 
 

Updated December 9th, 2011 Page 16 
 

Safety Recognition  
1. Any employee who meets the Safety Bonus criteria is eligible to be recognized of having worked 5 and/or 7 

consecutive years without a single OSHA recordable injury 

2. Successful employees will be recognized on their respective 5-Year and/or 7-Year plaque 

3. !ƴ ŜƳǇƭƻȅŜŜΩǎ ŦƛǊǎǘ ȅŜŀǊ Ƴǳǎǘ ƘŀǾŜ ŀǘ ƭŜŀǎǘ мрлл ƘƻǳǊǎ ǿƻǊƪŜŘ ƛƴ ƛǘ ǘƻ Ŏƻǳƴǘ 

Safety Rating 
1. Lǘ ƛǎ ǘƘŜ ǎŀŦŜǘȅ ŎƻƻǊŘƛƴŀǘƻǊǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ƪŜŜǇ ǘǊŀŎƪ ƻŦ IŀǊƪŜǊΩǎ ǎŀŦŜǘȅ rating 

2. This rating is not recognized by OSHA or the D.O.L. however is an easy way to track injuries 

3. The Harker Safety Rating is calculated for a given month as:  # of injuries/(Total  hours worked/2000) 

4. This safety rating is to be posted monthly 
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Appendix  A ɀ Post Injury & Return to Work Procedures  

In ALL Emergencies Call 911 

In non-emergency situations use the following directions: 

Employee Safety Coordinator 

1. Grab drug testing envelope from any company truck. 
2. Get proper medical attention at nearest Concentra if 

possible (see addresses below). Hand the doctor the 
άReturn to Work (RTW)έ documentation.  

3. Contact safety coordinator and complete a post-
injury report BEFORE THE END OF THE DAY. If they 
are not available contact one of the company 
owners. 

4. Go to nearest Concentra (if not already there) and 
receive proper drug and alcohol screening. The 
proper paperwork should be in the glove 
compartment of any company truck. 

5. Return to work on date provided by doctor with 
proper restrictions if given. 

6. If additional visits to the doctor are required, stop by 
IŀǊƪŜǊ IŜŀǘƛƴƎ ǘƻ ǇƛŎƪ ǳǇ ŀƴ ŀŘŘƛǘƛƻƴŀƭ άaƻŘƛŦƛŜŘ 
5ǳǘȅ wŜǘǳǊƴ ǘƻ ²ƻǊƪέ ŦƻǊƳ ŦƻǊ ŜŀŎƘ ǾƛǎƛǘΦ 

7. Employee is to return completed form to Harker 
immediately after each subsequent visit unless 
circumstances prevent it. 

1. Receive notification from employee 
2. /ƻƳǇƭŜǘŜ ŀ άtƻǎǘ LƴƧǳǊȅ wŜǇƻǊǘέ  
3. Give employee directions to closest Concentra 
4. Call 877-242-2544 and file the claim. Some payroll 

information will be required. You will receive the 
Name and info of the claim consultant. 

5. Fax/E-Ƴŀƛƭ άtƻǎǘ LƴƧǳǊȅ wŜǇƻǊǘέ ǘƻ ŎƭŀƛƳǎ Ŏƻƴǎǳƭǘŀƴǘ 
given to you during step #4 

6. DǊŀō ŀƴ ŜƳǇǘȅ άIŀǊƪŜǊέ ŜƴǾŜƭƻǇŜ ŀƴŘ ŜƴŎƭƻǎŜ ǘƘŜ 
following forms: 

a. Return to Work Documentation 
b. CDS Consent & Release Form 
c. Forensic Drug Testing 

7. Give envelope to the proper project manager to be 
handed to the employee who drives the truck that 
will need a new envelope. 

8. Turn all related medical documentation into claims 
consultant. 

 

Concentra workplace Urgent Care & Drug Screening 

Madison West Madison East 

358 Junction Rd. 
Madison, WI 53717 

(Take either Mineral Pt. Rd or Old Sauk Rd. west of the 
Beltline to Junction Rd.) 

1619 N. Stoughton Rd. 
Madison, WI 53704 

(Just north of the intersection with E. Washington Ave.) 
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Appendix B ɀ Post Injury & Investigation Report (PIRI )   

To be completed by the safety coordinator after a reported workplace injury or close-call 
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Appendix  C ɀ Return to Work Documentation  
To be completed by the attending physician after a reported workplace injury 
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Appendix D ɀ Noise Level Chart 
 

Environmental Noise  Daily Permissible Exposure 

Normal Conversation 30 dB Hours per Day Sound level 

Telephone Dial Tone 80 dB 8 90 dB 

City Traffic (inside car) 85 dB 6 92 dB 

Truck Traffic 90 dB 4 95 dB 

Snowmobile / Motorcycle 100 dB 3 97 dB 

tƻǿŜǊ ǎŀǿ ŀǘ оΩ 110 dB 2 100 dB 

Loud Rock Concert 115 dB 1.5 102 dB 

Pain Begins 125 dB 1 105 dB 

tƴŜǳƳŀǘƛŎ ǊƛǾŜǘŜǊ ŀǘ пΩ 125 db 0.5 110 dB 

Loudest permissible 
exposure WITH hearing 

protection 
140 dB 

0.25 or less 115 dB 

Gun Blast 140 dB   

Death of Hearing Tissue 180 dB   
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Appendix E ɀ Respiratory Protection Guide  
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Appendix F ɀ Company Truck Policy  
This policy is to be followed by all Harker Heating & Cooling Employees whenever they are using a truck owned by the 

company regardless of being on the clock or not. This policy is to be given to and understood by:  

1. Every new employee 

2. Whenever an existing employee gets a truck to take home 

3. Employees who have lost truck privileges and are in the process of getting them reinstated 

All Drivers  
1. Follow all traffic & parking laws including posted speed zones. 

2. Any fines, including parking tickets, are to be reported to Harker management immediately. See Section 13 ς 

Violation of Rules: Vehicle Citations 

3. Driving a company vehicle while under the influence of illegal drugs or alcohol is strictly prohibited and may lead to 

immediate termination. Follow the label of άover the counterέ & prescription drugs as to whether or not it is safe to 

drive 

4. Drivers shall conduct themselves in a professional & courteous manner while driving company trucks. Aggressive 

driving is not allowed. 

5. ¢ƘŜ ŘǊƛǾŜǊΩǎ ŀǇǇŜŀǊŀƴŎŜ ǎƘŀƭƭ ōŜ ǇǊŜǎŜƴǘŀōƭŜ ŀǘ ŀƭƭ ǘƛƳŜǎ 

6. A valid driverΩs license is required to operate any vehicle for any amount of time 

7. Non-employee and non-business passengers are prohibited from riding in company vehicles 

8. It is prohibited to use a cell phone (hands-free or not) in any vehicle that requires a commercial drivers license to 

drive. 

9. Any damage done to the vehicle or other property caused by a collision should be reported to Harker management 

immediately. 

10. Any theft from or vandalism to a company vehicle should be reported to the local authorities and Harker 

management immediately. 

11. Many company vehicles have global positioning systems (GPS) installed for tracking. Any suspicious behavior will be 

subject to questioning. 

12. The truck should be kept clean both inside and out. 

a) When you are done using a truck pick up any garbage whether it is yours or not 

b) Take note of any exterior defects such as dirt or rust. Report them to the fleet manager 

Privileged Vehicle Drivers  
Having a work truck to take home is a privilege. The ownership feels that the employee, and therefore the company, will 

operate more efficiently by handing over a truck for the employee to take home. Ownership holds the right to take away any 

or all truck privileges for whatever reason they see fit. 

1. Lǘ ƛǎ ŜȄǇŜŎǘŜŘ ǘƘŀǘ ŜŀŎƘ ǾŜƘƛŎƭŜ ǿƛƭƭ ōŜ ǇǊƻǇŜǊƭȅ ƳŀƛƴǘŀƛƴŜŘ ϧ ŦǳŜƭŜŘ ƻƴ ǘƘŜ ŘǊƛǾŜǊΩǎ ǇŜǊǎƻƴŀƭ ǘƛƳŜΦ tƭŀƴ ŀŎŎƻǊŘƛƴƎƭȅ 

2. All repair slips, gas charges, and oil change receipts are to be kept and turned in at the end of each month with the 

άDŀǎΣ hƛƭ /ƘŀƴƎŜ ϧ wŜǇŀƛǊέ slip. See fleet manager for these slips. 

3. Trucks & Vans are to be kept organized and easy to access from all doors 
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Appendix G ɀ Fire Extinguisher Use Chart  
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Appendix H ɀ National Fire Protection Chemical Labeling  
 

 

The bottom white diamond is used for special symbols such as: 

 

Water Reactive 

Ox Oxidizing Agent 

 

Radioactive 

 

Poison 
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Appendix I ɀ Training Documentation  
Instructions: Please fill out and have this form signed by ALL employees who attend ANY training session. This form is to be 

filled out regardless of who puts on the training or where the training is held. After form is completed, turn in to the safety 

coordinator to be filed and recorded. 

Training Topic:  

LƴǎǘǊǳŎǘƻǊΩǎ bŀƳŜΥ  

LƴǎǘǊǳŎǘƻǊΩǎ /ƻƳǇŀƴȅΥ  

Date(s) of Training:  

Location of Training:  

Items Covered: 1. 

Additional items can be listed 
on the back of this sheet 

2. 

3. 

4. 

5. 

6. 

7. 

 

I was at the above training and consider myself competent and knowledgeable in the above topics. 

EmployeeΩǎ Name:  

EmployeeΩǎ Signature:  Date: 

 

I confirm that the above employee attended the training specified on this form. 

{ǳǇŜǊǾƛǎƻǊΩǎ Name:  

{ǳǇŜǊǾƛǎƻǊΩǎ Signature:  Date: 

 


