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ATTACHMENT:

Contractor Safety Booklet

	High Performance Extrusions EHS Contact List

	Facility EHS Steering Committee

	Name/Title
	Phone (work)
	Phone (cell)
	Phone (home)

	Kevin D. Kempa/Facility Manager
	(662) 281-3351
	(662) 801-1555
	 

	Walker Cole/Operations Manager
	(662) 281-3358
	(662) 801-3720
	 

	Susan Massey/HR Manager
	(662) 281-3359
	(662) 801-7639
	(662) 281-1290

	Neshan Small/Environmental Manager
	(662) 281-3388
	(662) 801-7637
	 

	Heath Franklin/Environmental Coordinator
	(662) 281-3423
	(662) 801-7634
	(662) 414-5125

	Sherry Black/Health and Safety Coordinator
	(662) 281-3356
	(662) 801-7640
	(662) 413-4344

	Robert Muse/Business Manager
	(662) 281-3420
	(662) 801-0108
	 

	Sherry Keel/Facility Nurse
	(662) 281-3381
	(662) 202-2983
	 

	Corporate Contacts

	Corporate Security Command Center
	(800) 806-6832
	(309) 675-0079
	(309) 675-0780

	Corporate Industrial Hygiene
	(309) 675-1321
	
	 

	Corporate Industrial Hygiene
	(309) 675-5315
	
	 

	Corporate EHS Director
	(309) 675-4130
	
	 

	Corporate Environmental Engineer
	(309) 675-1658
	
	 

	Corporate Security
	(309) 675-8084
	(309) 446-3002
	(888) 907-8426

	Corporate Safety
	(309) 675-5629
	
	 

	Corporate Public Affairs
	(309) 675-6058
	
	(309) 675-2730

	Corporate Legal
	(309) 675-6374
	
	 

	 
	
	
	 

	Outside Contractor Contacts

	Chemical Management Site Manager
	(662) 281-3360
	
	(662) 709-0211

	Maintenance Service Site Manager
	(662) 281-3418
	
	(662) 801-7219

	HEPACO
	(800) 888-7689
	
	(800) 888-7689

	 
	
	
	 

	Consultants

	National Response Center (Spill Reporting)
	(800)424-8802
	
	 

	OSHA Hotline
	(800) 321-OSHA
	
	 

	MS Emergency Management Agency (MEMA)
	(800) 222-6362
	(601) 352-9100
	 

	MS Department of Environmental Quality (MDEQ)
	(601) 961-5171
	
	 

	Mississippi OSHA
	(601) 965-4606
	
	 

	Oxford Fire Dept.
	911 or (662) 232-2411
	
	 

	Lafayette County Fire Dept.
	911 or (662) 234-5313
	
	 

	Oxford Police Dept.
	911
	
	 

	Baptist Memorial Hospital
	(662) 232-8100
	
	 

	 
	 
	 
	 


1.0 Contact Quick Reference

2.0 Record of Review and Changes

This Program will be reviewed and updated annually and whenever necessary to reflect new or modified regulatory standards.  Updates will be logged electronically through the QSI database.  If the hard copy is reviewed or changed those changes will be logged in the following table. 

Record of Review and Changes

	Reviewed by
	Title
	Date Reviewed
	Resulting Changes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3.0 Purpose

The Contractor Safety Program is designed to meet employee, environmental and transportation safety requirements to protect company and contractor employees, facilities and equipment from injury, accident or loss. Contractors are defined as non-company individuals or businesses that are retained by Caterpillar to provide specific labor or services.

Examples of Contractor Employers are: 

· Construction Companies

· Utility Service or Repair Companies

· Janitorial Services

· Pest Control Services

· Food Service and Vending Groups

· Transportation & Shipping Services

· Raw Product Suppliers

Contractor compliance is a condition of doing business with HPE. Specific compliance is required in the following: 

· Local, State & Federal Safety, Environmental and Transportation Regulations

· Fire & Building Codes

· Minimum Liability & Workers Compensation Insurance Requirements

 

4.0 Responsibilities
4.1 Management: 

· Ensure contracts for bids contain appropriate information concerning the Contractor Safety program including all requirements

· Provide access to MSDS material upon request of contractors

· Monitor all contractor activity at their location

· Ensure the area in which the contractor employees are working are maintained safe and free of hazards,

· Provide contractors with specific safety program requirements
4.2 Contractors 

· Conduct daily safety inspections of all assigned areas

· Identify and correct hazards

· Provide contractor employees with requires personal protective equipment

· Ensure Contractor Employees have the proper training for assigned tasks

· Coordinate with HPE’s Health and Safety Manager and/or Health and Safety Coordinator for safety related issues

· Maintain required insurance coverage

· Establish and maintain an effective Safety and Health Program

· Establish and maintain an effective Housekeeping Program
 

5.0 Minimum Insurance Requirements
Contractors and Vendors are required to meet minimum Insurance Requirements according to the following schedule:

Coverage Minimum Per Occurrence Limits 

· Automobile Liability 

· General Liability 

· Products Liability 

· Completed Operations Liability 

· Workmen's Compensation

5.1 Commercial General Liability

Commercial General Liability Insurance (Occurrence Coverage) including products, completed operations; contractual liability coverage of indemnities contained in this agreement (if applicable) and Contractor’s contingent liability of subcontractors with a minimum combined single limit of liability of $1,000,000 per occurrence for bodily injury or death and property damage.

Major Contractors must provide a minimum limit of $2,000,000 per Occurrence for Commercial General Liability (CGL) or they may provide $1,000,000 per occurrence Coverage for CGL with an umbrella (Excess Liability) of $1,000,000.

5.2 Certificates of Insurance
As proof of Insurance Coverage and Per Occurrence Limits, the Contractor must provide HPE a Certificate of Insurance. The Certificate must list Caterpillar, its Divisions and Subsidiaries as a Certificate Holder with notification of cancellation or non-renewal. Without the Certificate, Caterpillar may have to assume the liabilities and responsibilities for the Contractor.

6.0 Training
Information and training is to be made available to contractors in the form of copies of written safety programs. Written programs from the Required Training list should be selected based on exposures and presented to contractors.

6.1 Required Training for Contractor Employees 

· General Safety Rules, including reporting of Unsafe Conditions

· Hazard Communication & Chemical safety

· Lockout- Tagout

· Electrical Safety

· Evacuation Routes, Alarms & Emergency Procedures

· Hot Work Program

· Confined Space Program

· Personal Protective Equipment
7.0 Safety Reviews

To ensure the safety of company and contractor employees, company facilities and equipment, a comprehensive pre-work safety review conference will be conducted for all contractor work that involves: 

· Construction

· Renovation

· Equipment installation & repair

· Utility modifications

· Electrical work

· Work at elevated locations

· Confined space entry

· Use of toxic substances

· Hot work or welding

As a minimum, the safety review participants will consist of a company and contractor safety representative.  All task specific safety concerns shall be addressed and resolved prior to commencement of work by the contractor.

 7.1 Hazardous Chemical/Substance Notification
Contractor must follow the OSHA Hazard Communication Standard requirements including use safe handling and storage of chemicals. Contractors are required to inform -the-Company of all hazardous substances which may be brought on to HPE property, including providing the most current Material Safety Data Sheet for each substance. All spills and leaks of hazardous chemicals must be immediately reported to the HPE Health and Safety Manager

 
7.2 Welding & Hot-Work Permit Program
All hot work and welding operations must be conducted under the control of a Hot Work Permit that has been pre-approved by HPE.

 

7.3 Confined Space Entry
Contractor employees are not authorized to enter any confined spaces on all HPE property unless specifically required by the service or construction contract.

 

7.4 Work at Elevated Locations
Required fall protection equipment shall be used by all contractor employees when working at elevated locations.

 

7.5 Other Policies and Procedures
All contractor employees shall adhere to all other HPE Policies, including but not limited to: access to company facilities, company equipment, use of controlled substances, firearm & explosive restrictions, harassment of other persons, traffic and parking regulations.
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Purpose

This booklet is intended to provide guidelines for contractors whose employees perform work in the facility or other areas occupied by Caterpillar personnel.

Contractors are expected to comply with all facility safety rules, as well as applicable OSHA regulations and other laws.

Each individual contractor must be responsible for the safety of his/her own employees, as well as the safety of those working with or near him/her.

Any questions or comments regarding this booklet should be directed to the Safety Department or Human Resources Department of HPE.  This is an uncontrolled document.  To verify that you have the latest issue, contact one of the aforementioned departments.

Contractor Safety Representative

The contractor shall designate a responsible member of his/her organization who will be available to come to the site of work and whose duty shall be personnel safety and the prevention of accidents.

The contractor through the safety representative is responsible for assuring that all contractor employees comply with the guidelines of this booklet and other applicable governmental or Caterpillar safety standards and the practices brought to their attention.

If several contractors are involved with the project, only one contractor safety representative need be designated.  It is suggested this person should be an employee of the senior or general contractor on the project.

The contractors shall provide the Facility Manager the name of the safety representative.

The Caterpillar Facility Manager shall designate a responsible management employee to assist the designated Contractor Safety Representative.  The employee must have current Safety and Hazardous Material Training complete and on record.

Medical Support

The contractor is responsible for arranging for local emergency services for his/her personnel.  In the event of an emergency, the contractor shall first contact that service, and then notify the Caterpillar Designated Contact so he/she will be able to assist in directing the ambulance to the emergency site.

Be prepared to provide the following information:

· Your name, and a call back number.

· Name of injured person.

· Nature of injury.

· Building location of injured person. Try to obtain a column, aisle, or cubicle location.

Plant Access

Access to the plant by personnel or vehicles is controlled by the Caterpillar designated

contact.
Contact the Designated Contact to arrange access.

Contractors working in the facility for longer than (1) week must have displayed a picture badge

At all times.

Be prepared to give the names of those individuals requesting entry and any special requests.  Driving into a building or parking in a building is an example of a special request.

If several workers are involved with the project, please make arrangements so that the number of vehicles brought onto company property is minimized.

These persons and vehicles are subject to check by Caterpillar personnel upon entry and/or exit.  Removing any Caterpillar material requires prior written approval.

Operating Vehicles In The Plant 

It is the responsibility of each contractor to ensure his or her employees have been trained in the safe operation of powered industrial trucks, and that such training complies with applicable OSHA regulations.  Each contractor must also ensure his or her employees have received training in safe operation of power vehicles not considered powered industrial trucks, such as flatbed haulers or personnel carriers.  

Contractors are responsible for ensuring any powered vehicles brought onto the facility are in safe working order.
The safe operation of equipment in the plant or on company property is required.
Contractor employees must observe all traffic signs.  The speed limit inside the building is governed by conditions (i.e. floor conditions, etc.).  Speeds should be adjusted in consideration of surface condition and congestion.  Outside, the maximum speed is 10 mph for all vehicles.

Extra care must be taken when operating any vehicle in the buildings during shift change or times when there is a great deal of pedestrian traffic.  At these times, it may be necessary to wait a couple of minutes until the pedestrian traffic clears.

Vehicles left unattended in authorized areas must be shut off and have the brakes set.

Propane powered vehicles must have the fuel tank valve closed when parked for extended periods.  

Refueling or changing propane tanks on powered industrial trucks or equipment must take place outdoors.

When it becomes necessary to change a propane tank or refuel a powered industrial truck or equipment inside a building, Safety must be contacted to provide fire protection.  

Gasoline powered equipment used regularly inside the plant must be equipped with approved flame arrestors on the fuel tank filler pipe and an adequate exhaust system.

Fuel for gasoline-powered equipment shall be stored in approved safety cans with the appropriate labels located in the appropriate places.  These safety cans must be removed from the building at the end of the shift.

Drawing fuel (propane, diesel, and gasoline) from any company source is prohibited unless it is part of your contract, and then only at approved location (s).

The use of Caterpillar owned vehicles are prohibited unless written permission is received from the Caterpillar Designated Contact or it is included in your contract.  Each Contractor is responsible for making the appropriate inspections prior to operating a Caterpillar owned vehicle.

The changing of split ring tires inside our buildings is prohibited.

Personal Protective Equipment

Industrial type safety glasses must be worn at all times on every shift.  In addition, safety glasses are required whenever in the plant or when working outside, including the yard storage area.  Safety glasses must comply with ANSI Z87.1-1989.  Safety glasses need not be worn in offices, rest rooms and cafeterias, unless the nature of the task requires.

Sunglasses and tinted lenses may not be worn in the building.

Appropriately shaded welding lenses may be worn while welding or cutting.

Hearing protection must be worn in areas indicating that hearing protection is required.

(NRR of 26 or higher must be worn at all times in the shop.)

Finger rings are not permitted in designated areas within the facility.

Canvas or nylon shoes may not be worn in the facility or yard areas.  Moccasins, open-toed, and backless shoes are also prohibited. Steel Toed shoes shall be worn by contractors working in our facility.

The contractor is responsible for supplying its employees with safety glasses, shoes, hard hats, hearing protection or other personal protective equipment unless it is part of the contractors contract with Caterpillar.

Hazardous Materials

The use of hazardous materials must be approved in advance by the facility HAZMACO committee.

The contractor will give Caterpillar Designated Contact copies of Material Safety Data Sheets (MSDS) for any hazardous materials prior to their use in the facility.
The contractor must also maintain a copy of each MSDS on site at all times.

Anytime material is to be sprayed or large quantities used, the Caterpillar Designated Contact must be notified in advance of use.  This is done so that management and employees in the area can be given information about the material and the process.  Aerosol containers are not permitted without prior approval.

Hazardous materials are to be labeled and stored properly.  All materials and empty containers must be removed from the plant as soon as possible after the job is completed.

In the case of a spill, the Caterpillar Designated Contact must be informed of all proposed cleanup and disposal of hazardous materials.  Any attempt to avoid notifying the Caterpillar Designated Contact will result in a violation due to the impacts of potentially mismanaged cleanup and disposal of hazardous materials.
If a contractor has reason to expect his/her employees may be exposed to materials being used by Caterpillar, the contractor can obtain applicable MSDS’s by requesting them from the Caterpillar Designated Contact.

Pressurized Cylinders

Oxygen, acetylene, propane and similar pressurized tanks must always be secured in an upright position.  This covers tanks in use, storage and transportation.

The protective cap must be on the tank unless gauges are attached.

Cylinders must be transported in a secure manner, with protective caps in place.

Oxygen, acetylene, propane and other fuel gas cylinders must be kept away from flames, sparks and corrosive materials.

Fuel gas cylinders and oxygen cylinders must not be stored next to one another.

When not in use, the oxygen and acetylene hoses must be shut off at the tank.

Exchanging empty cylinders for full cylinders at Caterpillar storage areas is prohibited. 

 Work Area Safety

The Caterpillar Designated Contact will designate what areas within the facility the contractor can use for storage, parking of equipment and the actual work site envelope.  These designated areas are the only areas the contractor can operate within.  If work must be done outside these areas, the contractor should contact the Caterpillar Designated Contact.
Any connection to Caterpillar utilities must be approved and scheduled by the Facility Manager.

Explosives and powder-activated tools must not be used without written authorization from the Facility Manager.

The use of Caterpillar lifting devices is prohibited, unless authorized by the Caterpillar Designated Contact.
Noise, dust, mists and fumes must be kept within applicable permissible exposure limits or other recognized standards.  Noise suppression devices, mufflers, local ventilation, etc. must be provided and used by the contractor.

Weld areas should be screened to prevent weld flash from interfering with shop operations.

Contractor areas must be kept orderly and free from hazards at all times.  All surplus material, rubbish and debris should be removed daily or at more frequent times as determined by the Caterpillar Designated Contact.

All floor openings; open pits or excavations must be properly guarded at all times. 

Walk aisles should be kept clear of material and hazards at all times.  If it is necessary to work in a walk aisle, all hazards should be clearly marked or a spotter may be necessary.  The contractor may want to consult with the Caterpillar Designated Contact about closing the walk aisle during the job.

Aerial Work                                                                                    

The use of Caterpillar portable ladders or scaffolding by the contractor is prohibited unless authorized by the Caterpillar Designated Contact.

The use of Caterpillar owned aerial equipment, forklift trucks, cranes, etc., by the contractor without permission from the Facility Manager is prohibited unless the use of this equipment is granted in the contract.

Prior to working overhead, the contractor must become familiar with the hazards of the area (e.g. electrical, flammable gasses, etc.)

All personnel working above the floor must use fall protection unless on a platform designed as a work area.  

All personnel using extensible boom aerial lifts, such as a Terex, Genie Lift, or Snorkel Lift, must wear full body harnesses, which must be attached to the designated anchorage point on the machine with a shock-absorbing lanyard.

No work is to be performed above the work area of Caterpillar employees without first having the area cleared of personnel and roped off.

Danger signs, danger flags, and/or flashing lights and/or spotters supplied by the contractor must be used where appropriate.

Warning devices must be placed in strategically visible locations.

In addition, where movement into an area would present a hazard, ropes or barricades must restrict access.

When work is done over walk aisles, the aisles should be barricaded in such a way that employees can move around the area.  Typically, this is done with the use of orange plastic cones.

Materials, tools or equipment must not be left on overhead catwalks, platforms or any overhead structure.

Control of Hazardous Energy (Lockout)

The contractor is expected to lockout equipment in which the unexpected startup or the release of stored energy could cause injury to employees.

This equipment must be electrically, pneumatically and hydraulically locked out in a state of zero energy to prevent operation.

This lockout will be done using locks provided by the contractor.  Equipment locked out must be tagged with a written explanation and signed by the person doing the work.
The contractor will notify the Caterpillar Designated Contact of the lockout procedure that will be followed and the Caterpillar Designated Contact will brief the contractor on the facility lockout program.  The contractor’s lockout procedure shall not be inconsistent with the facility’s program.

The contractor will notify the Caterpillar Designated Contact when a piece of equipment is locked out.

At no time will a Caterpillar lock be removed, other than by the person who placed the lock, without following the guidelines found in the facility’s written lockout tagout program.
Confined Space Entry

Caterpillar has attempted to identify and label all permit required confined spaces at the facility.  A permit required confined space entry program has been developed and documented for the facility.  Any contractor at the facility whose work may involve entry into a permit required space must obtain a written copy of Caterpillar’s confined space program.  This will include a list of the permit required confined spaces and their hazards.  If the contractor identifies a space that may be a confined space but is not on the list, the contractor must notify Safety or the Caterpillar Designated Contact prior to entering the space.  A confined space permit must be obtained from Safety or the Caterpillar Designated Contact before entry is made into any confined space.

Contractors performing work involving entry into a permit required confined space shall have a confined space entry program that complies with OSHA standard 29 CFR 1910.146.

The contractor will ensure that confined spaces are safe to enter prior to any employee making entry regardless of the length of time spent in the space.

The contractor will keep a list of all employees that enter the confined space and all materials taken into the space.

No solvents, flammable or combustible material may be taken into the space without prior approval of Safety.

Anytime welding or other hot work is done in a confined space, forced ventilation must be provided.  A hot work permit must be obtained from  the Caterpillar Designated Contact.

The contractor is responsible for testing the confined space for oxygen, level of explosive atmosphere, and level of toxic gasses.  

A permit system must be used to document that safe entry concessions have been met.

When the contractor has completed entry, the Caterpillar Designated Contact will debrief the contractor regarding any hazards confronted or created.

Fire Protection

Fire aisles, roads, access to fire equipment, or walkways must not be blocked without prior approval from the Designated Contact.

Hot work permits must be obtained for every job on a daily basis from the Safety Department  prior to any cutting or welding. Hot work permits are issued for an 8-hour period.  The Safety Department may issue a “blanket” weld permit for a specific area or longer period of time.

“No smoking” areas must be observed.  Dispose of smoking materials properly.
Fires and property damage must be reported to the Facility Manager at once.

Use of fire protection water (for uses other than fires) without previous arrangements with the Caterpillar Designated Contact is prohibited.

Safety Department must be notified any time a fire extinguisher or hose is used.  

Prior to any Hot work permit being issued the contractors must provide an “ABC” fire extinguisher of at least 10 lbs. in size, or a 2-½ gallon pressurized water extinguisher mounted to each welding unit and oxyacetylene torch on site.

The contractor must not disable any fire protection system.  If the contractor’s work requires Caterpillar to disable any fire protection system, the contractor must have Caterpillar disable the system. 
Emergency Signals

The contractor is responsible for training its employees in the recognition of emergency signals and emergency exit routes within the facility.  

Information regarding the emergency signals and emergency exit routes can be obtained from the Safety Department.

Enforcement of Rules

The contractor must enforce these safety, security, and fire protection rules.  Enforcement methods will be up to the contractor.  The contractor or its safety representative may be advised of safety problems, which have come to the attention of Caterpillar, and the contractor will correct such problems.
Safety problems observed by Caterpillar management will normally be reported to the Caterpillar Safety Department or the Facility Manager.  In an emergency situation, however, which could cause a serious accident or injury, the Caterpillar supervisor or manager may stop the work by going directly to the contractor or its safety representative or its employees.

In their contract for the performance of their work, the contractor has agreed to provide and maintain the necessary precautions and safeguards for the safety of all persons on the site.  The contractor also agrees to abide by all applicable OSHA regulations.  Failure to comply could cause a breech of contract by the contractor and affect the awarding of future contracts.

Process Safety

The plant does not have any areas or processes that are covered by the Process Safety Management standard (29 CFR 1910.119).

The provisions of the standard apply to contractors involved in maintenance, repair, turnaround, major renovation or specialty work on or near covered processes.

If you have questions about process safety or any safe work practices in the area you are assigned to work, contact the Oxford HPE Safety Department.

When working in an area covered by the Process Safety Management standard the contractor is responsible for training their employees in safe work practices and documenting that training, assuring that their employees know about potential process hazards, the facility emergency action plan, and safety rules of the facility.

The contractor must also advise the  Caterpillar Safety Department or the Facility Manager of hazards the contract work poses or hazards identified by contract employees.

Workplace Violence

Caterpillar Inc. intends to provide a safe, healthy and secure workplace and to take reasonable steps to protect employees, other workers and visitors from threats to their safety.

Caterpillar will not tolerate threats, threatening behavior or acts of violence against employees, other workers, visitors or other individuals on Caterpillar property, at a Caterpillar function, or during Caterpillar business and will take reasonable steps to prevent violent incidents from occurring.  

Prompt and accurate reporting of any and all threats, threatening behavior or acts of violence, whether or not physical injury has occurred, should be made to the Safety office or the Facility Manager.  Failure to report these incidents could place the safety of the victim, potential victims or others at risk.

Reportable events may occur on or off Caterpillar property.  All reports will be investigated and every effort made to maintain confidentiality.

Caterpillar should be notified immediately when a Caterpillar employee or contract worker applies for a protective or restraining order against an individual.  Caterpillar recognizes the sensitivity of the information requested and will make every effort to maintain confidentiality.  Individuals seeking an order of protection should provide to the Human Resource office or the Facility Manager the following:

· A copy of the petition and declaration used to seek the order;

· A copy of any temporary protective or restraining order which is granted;

· A copy of any protective or restraining order, which is permanent.

It is the responsibility of each employee and contracted employee to help make Caterpillar a safe workplace for all.

Emergency Numbers & Contact Information

MEDICAL EMERGENCIES


9-911 


FIRE







9-911


SPILLS Environmental Engineer   

801-7637

Facility Manager Cell:  



801-1555  

Desk: 281-3351

Desiganted Contacts:

Safety






801-7640

Technical





801-3719

THE NUMBERS PROVIDED ARE NOT INTENDED TO REPLACE THE CONTRACTOR LOCAL EMERGENCY SERVICES TELEPHONE NUMBERS. IN THE EVENT OF AN EMERGENCY PLEASE NOTIFY YOUR DESIGANTED CONTACT AS SOON AS POSSIBLE.





Signed Acknowledgement  Page 

Each contract employee shall individually read and sign to demonstrate knowledge and understanding of the contents of this booklet.

I______________________________________, of___________________________,

do state that I have read and understand the guidelines of this booklet. I agree to abide by those

guidelines at all times.

Contractor’s Name:________________________________

Signature:________________________________________

Company Name:___________________________________

Owner of Company:________________________________

Address: _________________________________________

_________________________________________________

_________________________________________________

Phone:___________________________________________

Supervisor:_______________________________________

Safety Rep:_______________________________________

Date:____________________________________________
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