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NNEESSTTEECC  IINNCC..  SSAAFFEETTYY  MMAANNUUAALL 



  PRESIDENT’S MESSAGE TO EMPLOYEES  

The personal safety and health of each employee is of supreme importance to the management of 

NESTEC, Inc.  The prevention of job-related injury and illness is as important as quality, production 

and cost. As a means of ensuring the physical well being of employees, NESTEC, Inc. has developed 

and put into effect the Safety and Health Program. The policies and procedures described in the Safety 

and Health Program are consistent with governing regulations and the safest practice in the tank 

service industry and as such, are intended to provide and maintain a safe work place that is conducive 

to the health of all NESTEC, Inc.employees.  

NESTEC, Inc.’s Safety and Health Program is designed as an aggressive and proactive program that 

informs and assists employees. Even so, effective implementation of the program depends on every 

NESTEC, Inc. employee.  There are four areas of compliance for which NESTEC, Inc. employees are 

responsible: hazard identification and control, safe practice, job-site training and reporting of unsafe 

conditions.  

Employees are to identify, analyze and eliminate or control all hazards through compliance with the 

rules and regulations of NESTEC, Inc. and its customers, OSHA and state and local government 

agencies.  

Employees of NESTEC, Inc. must observe established safe practices by using the safety equipment 

and devices provided and conducting themselves in a manner that will ensure their own safety as well 

as the safety of other employees.  Employees are to participate in job-site training activities and 

weekly safety meetings and help maintain a safe work place by reporting any unsafe practices, 

procedures, or conditions to their foreman or supervisor.  

James L. Nester; 

President  

NESTEC, Inc.  
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  PRESIDENT’S MESSAGE TO SUPERVISORS  

The safety of our personnel is the highest order for the management of NESTEC, Inc.  No job is so 

important or urgent that we cannot take the time to work safely.  Recognizing the need for a uniform 

source of basic information on safe work procedures, NESTEC, Inc. has written this manual as a 

guideline for our supervisors to use in promoting work safety.  

This manual is a reference and guide for safety in NESTEC, Inc..  Some of this information may seem 

elementary to the experienced supervisor, but nevertheless, it offers a practical checklist of key points 

which are prerequisites for safe operation.    

Our supervisors can help avoid the tragic loss that accompanies an injury through their diligent efforts 

to provide their employees with proper training and supervision.  Since our operations expose 

employees to a great number of hazards, it is impossible to anticipate all situations that will be 

encountered.  Therefore, the ingenuity and resourcefulness of our foremen and workers play an 

important part in preventing accidents.  

Safety is an integral part of quality workmanship.  Constantly striving to achieve our goals will keep us 

at the forefront of our industry. Because of the critical importance of safety and quality, cooperation and 

active participation in our safety program is a requirement for employment with NESTEC, Inc.  

James L. Nester; President             

NESTEC, Inc.  
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  FOREWORD TO EMPLOYEES OF NESTEC, INC.  

No job is so important and no service is so urgent that we cannot take time to work safely.  Safety is a 

part of everyone’s job. An employee’s safe practice is considered as important as quality workmanship 

and is a requirement for continued employment.    

Because NESTEC, Inc performs so many different functions, each exposing our employees to a 

unique set of hazards, it is impossible to foresee all the problems and unsafe conditions that may arise. 

Therefore, proper pre-job planning and situational hazard analysis are essential in preventing 

accidents.  Planning and awareness are the first steps for any job.  Furthermore, each individual is 

responsible for his or her own safety as well as for the safety of others. Our employees are to take no 

unnecessary chances.  Employees must ask their Supervisor for help if they are uncertain of how to 

perform a task or use a tool.  

NESTEC, Inc is dedicated to the safety of its employees and has taken this step to ensure safety in the 

work place.  As determined by the Federal Occupations Safety and Health Act (OSHA) of 1970, 

NESTEC, Inc shall not require its employees to work in conditions that are unsanitary, hazardous, or 

dangerous to their health or safety.  

Proper equipment will be provided for our employees.  If employees find that additional equipment is 

needed or that the equipment issued needs to be repaired or replaced, they must bring it to the 

attention of the Supervisor who will take the appropriate action.  

NESTEC, Inc recognizes the need and importance of providing its employees with pertinent training 

and education for them to use as a basic guide for safe work.  We will provide our employees with a 

Safety Manual, timely safety meetings and properly trained foremen to supervise and instruct.  

Due to the varied types of work that NESTEC, Inc performs, written procedures and previous training 

may not always cover all the situations that develop.  Therefore, if a special need or problem arises, 

Division Management or Safety Director of NESTEC, Inc is always ready to provide an employee with 

additional assistance.  
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COMMUNICATIONS  

The success of your accident prevention efforts depends, to a great extent, on how well you 
communicate with your people.  Your plans for preventing accidents, your ideas for creating a safer 
workplace, and the feedback you get about how to improve operations depend on how well you 
communicate. Good communications are vital to your success as a supervisor – they are essential to 
your accident prevention program.  

Remember that communication involves not only what you send or say but how well you receive or 
listen. Research reveals that most supervisors and managers spend 50 percent more time on the job 
listening then they do speaking.  

A good definition of communication is:  “Sharing information and/or ideas with others AND BEING 
UNDERSTOOD.”  The last three words are especially important.  If there is no understanding, then 
we have failed to communicate.  Remember that the receiver may not agree with what is being said, 
but he or she must understand it for communication to occur.  Once understanding takes place, the 
receiver can begin to accept the message.  

Make sure that the communications you send can be understood, and develop ways to improve your 
understanding of the communications you receive.  Ask questions, clarify wording, or request further 
details of any oral communications or memos you receive to enhance your understanding of the 
message. As you improve your techniques for comprehending the messages you receive, you will 
develop skills in helping others to understand your communications.  

Work diligently to improve your communication skills.  They will be an asset in your accident 
prevention work. Good communication will pay dividends in all aspects of your supervisory job.  

Elements of Communication  

Communication consists of three basic elements:  the sender, the message, and the receiver. 
However, making sure the message is received and understood may not be a simple matter. Problems 
in communicating can result from the method chosen by the sender, the form of the message, or the 
filters or barriers of the receiver.  

Sending the Message  

Communication involves sending messages in a variety of ways.  The simplest form is “one-way 
communication”: one person sends a message and another receives it. This can be illustrated as 
follows:  

SENDER   MESSAGE  RECEIVER  

This type of communication has several problems:  

 1. Information flows in only one direction.  
 2.  The lack of feedback means the sender will not know if the message has been received 
and/or understood.  
 3.  The receiver may not understand the message (e.g. the sender and receiver interpret 
words differently)  



Feedback  

To be effective, a communication system must provide for feedback; it must be two-way. The diagram 
can be expanded to include this:  

 

When you are communicating, whether orally or in writing, always provide for feedback.  This is the 
only way to know if your message got through and was understood by the receiver.  

Communication improves if the receiver has an opportunity to ask questions and to express how he or 
she understands the message.  The sender will then know when a misunderstanding has occurred 
and can adjust the communication accordingly.  In this way true communication is more readily 
achieved. One-on-one, face-to-face, two-way communication is best to use in the majority of situations 
that will arise on the job.  

After giving oral instructions, for example, it is good to say something like, “Just to be sure I’ve covered 
the material completely, can you repeat what I just told you?”  The response you get will tell you how 
well you’ve communicated. It is also wise to provide for feedback in your written communications; for 
example, include a closing sentence such as, “Please call me by Friday to give me your view of these 
proposals.”  

Getting good feedback can enhance understanding.  The feedback and questions you get will also 
help you to improve the future communications you send.  

Communication Filters  

An important factor to consider when “sending” is always to communicate through the receiver’s filters. 
Filters can be barriers to good communications, as shown here:  

 

Some of the most common filters include the following:  

Knowledge. To communicate effectively, we must know something about the receiver’s level 
of knowledge. We can then adapt our communication to the appropriate level – not above or 
below it.  

Bias. People are biased by what has happened to them in the past.  Biases have a definite 
bearing on people’s attitudes and on the way in which they hear and understand 
communications.  In fact, biases may result in a person’s listening to only part of what is being 
said. In extreme cases, people may “tune out” entirely and fail to hear any of the message.  



Mood. A person’s mood can be one of the most serious filters to consider in communications. If 
listeners have something else on their minds at the time your communication is transmitted, 
they may not get the message at all.  This is another reason for obtaining feedback from the 
receiver to determine if your communication has been received and understood.  For example, 
if you are instructing one of your people about the hazards of a task he is about to start, and 
you suspect the individual has something troubling him, ask the person to repeat the hazards 
back to you so you know he understands.  A serious accident could result if you neglect this 
step. Don’t simply ask, “Do you understand?” because the answer is likely to be, “Yes.” Rather, 
ask people to repeat what you have told them.  Similarly, you must not let your problems 
distract you so that you fail to listen to what people tell you about their jobs.  

Your Audience  

Take a moment before communicating a message to consider the needs of your audience. What are 
their concerns, problems, levels of knowledge, age ranges, or other important qualities?  Whether it’s 
oral instructions to one of your people, a safety meeting you plan to lead, or a memo to your boss, 
thinking of your audience (your receiver) can help to improve your communication.  By mentally 
putting yourself in the place of your receiver, you will have a better understanding of how he or she is 
likely to react and respond to your message.  You can then tailor your message to your audience’s 
needs. In turn, your audience is more likely to understand and accept what you have to say. Achieving 
understanding is the key to solid communication.  

Positive Reinforcement  

Another effective use of communication lies in motivating workers.  Many supervisors make the 
mistake of failing to “communicate the positive.”  If workers do something wrong, most supervisors are 
quick to point it out.  Although this is proper, many supervisors fail to point out when a job is done 
correctly. Why not take a minute to praise someone for a job well done?  You will find it pays 
considerable dividends in improved human relations.  People know when they have done good work. 
Your praise tells them you know as well. Giving positive feedback to your people can improve their 
morale. By offering reinforcement, you can make your supervisory work more effective.  Remember 
the old cliché, “Praise in public, reprimand in private.”  

Methods of Communication  

Your choice of a communication method is important:  oral, written, or nonverbal.  In some situations, 
oral communications are appropriate, while in others, you may prefer to write your message.  When 
giving job instructions, you can combine both methods. You may discuss the job procedures face-to-
face, pointing out the hazards and showing the operator the safe job steps.  You may also give the 
worker a D-Plan as a reference and reminder of points covered orally.  Thus, oral and written 
communications reinforce each other.  

Oral  

Oral communications may take the form of a “tailgate” meeting, in which you discuss with several 
people a job they are about to start.  During and after the discussion they can ask questions about the 
job. The questions asked show you how well you explained the operations to them.  If there are no 
questions, don’t assume you’ve explained everything perfectly.  You should then ask questions to 
determine whether they understood what you said.  



Written  

In some circumstances, you may prefer to use written communications.  Generally, this method is 
appropriate when you are dealing with complicated or technical subjects.  Written communications can 
be used as references in the future. However, getting feedback is more difficult using written 
communication than it is using face-to-face communication.  You may want to follow up with verbal 
questions to be sure your receiver has a clear understanding of your written communications.  

A good example of written communication is a Work Order Request sent to maintenance asking the 
department to eliminate a problem you found on a safety inspection.  You will probably want to follow 
up such a request orally to be sure that your message was understood and to determine when the job 
can be performed.  

Nonverbal  

A great deal can be communicated without spoken or written words – through actions.  People watch 
your actions very carefully. Because of this, the example you set as a supervisor is as important as the 
words you speak.  For instance, if people hear you say that wearing personal protective equipment in 
your department is essential but notice that you don’t wear it, they receive a contradictory message.  
Your words say, “Protective gear is important.”  Your actions tell them, “It’s not important to wear 
personal protective equipment.”  People will usually take your actions more seriously than your words.  

Likewise, when operating under pressure, be careful not to pass on those pressures to the people 
reporting to you. If they see that under pressure you take shortcuts and work in an unsafe manner, they 
may do the same.  Serious accidents may result.  As a supervisor, you must realize that your 
nonverbal messages are “read” and understood by workers just as readily as the verbal 
communications you send.  

Effective Listening  

Thus far we have concentrated only on the sending portion of communication. We have emphasized 
the importance of making messages clear so they will be understood.  But no oral communication 
takes place unless someone listens with understanding.  To be an effective leader, you must be a 
skillful listener.  It is difficult to think of a profession that doesn’t require good listening skills.  

Certainly, the first-line supervisor must be a skilled listener.  In addition, each of us plays a number of 
listening roles in our family and social life.  We interact with parents, children, spouses, friends, and 
neighbors. In each capacity, it is important to listen with understanding.  How well do we carry out this 
essential task?  If a supervisor says, “My people just don’t listen to me!” those employees may 
complain, “My boss says she has an open-door policy.  But what good does it do when I go into her 
office, and she doesn’t listen to me at all!”  Fathers say, “My kids won’t listen to me.”  But those 
children may be saying to their teachers, “Will you please listen to me?  My Dad won’t.”  Within the 
many roles we play in life, most of us can improve our listening skills.  



 

Listening can be classified in three ways:  

• On-the-job listening.  Listening to the boss, people who report to us, other supervisors, 
and all others at work.  
• Social listening. Listening we do off-the-job, outside the family circle – listening to 
friends, neighbors, social acquaintances.  
• Family listening. Listening to our spouses, children, parents, and other family members. 

Improving your listening skills in all three areas can help you become a better communicator.  

The Importance of Listening  

How important is listening in your supervisory job?  A manager spends about 70 percent of the 
workday communicating. Studies have classified this communication as follows:  

Writing 9% Reading 16% 
Speaking 30% Listening 
45%  

How well did our educational system prepare you for a job involving communication?  Some parts of a 
12-year education were designed to teach reading and writing.  These two combined represent only 
25 percent of your communication job in business.  You may have had one course in speech. Most 
schools have no courses in listening, but listening is involved in almost half of our communication time. 
It’s not surprising, therefore, that we don’t listen as well as we should; we haven’t had much listening 
training.  

How good a listener are you?  When asked that question, many of us rate ourselves as “average” or 
“below average” listeners.  How much does the “average” listener retain of what he or she hears? 
Tests conducted at the University of Minnesota showed that immediately after hearing a 10-minute 
reading, the average listener retained 50 percent of the material read.  Several days later the retention 
rate dropped to 25 to 30 percent. If we are, in fact, “average” listeners, we are retaining only 25 to 30 
percent of the oral communications directed our way.  We can do a lot to improve our listening, but we 
must work hard to do so.  

Some of us are inclined to say, “I may not listen well all the time, but when something really important 
is being said, I make an effort to listen better.”  This is a mistake.  Few people realize that it is when 
the average listener tries harder to listen that he or she functions at the 25 to 30 percent level. Clearly, 
we all have considerable room for improvement.  

The Cost of Not Listening  

It would be difficult to estimate accurately how many accidents have been caused by poor listening. 
Perhaps the worker was distracted when the supervisor discussed the hazards of a job and how to 
avoid them.  Or perhaps the supervisor did not carefully listen when the worker mentioned a problem 
the last time the work was done.  The fact is that a better understanding of a problem by both 
supervisors and employees can reduce accident potential.  

In addition to accidents, consider the costs of rework or scrap caused by poor listening:  retyped 
letters, poor customer relations, and perhaps even loss of business.  When we consider the costs that 
result when people do not listen, we can begin to appreciate the importance of improving listening 
skills.  



 

Authorities say that we can double our listening ability, but that it will not occur overnight.  If a 
non-runner begins preparing for a 100-mile race, it will take considerable practice to reach even the 
first steps toward the goal. Similarly, we can find ways to improve our listening skills, but it will take 
time and diligent effort.  

Steps in the Listening Process  

There are four distinct steps in the listening process.  By studying each of them, we can start 
improving our listening skills.  

• Sensing. The first step is purely mechanical: Did the listener hear the words that were 
spoken? If he or she can repeat the sense of the words, this step has taken place.  
• Interpreting.  The next step begins to complicate the process.  How did the listener 
interpret or understand the words spoken? Do the words mean the same to both speaker and 
listener?  
• Evaluating.  At this stage the listener determines whether he or she agrees with what 
has been said. Remember that before evaluation occurs, understanding must take place.  
• Responding. In the final step the listener responds to the message. Response may be a 
simple nod or shake of the head or a verbal “I see.”  Before going to a lengthier response, the 
listener should be certain that the speaker has finished a particular point.  

Barriers to Effective Listening  

There are many factors that keep us from listening as well as we should.  By looking at several of 
them, we may be able to determine some ways to improve in this important area.  The barriers fall into 
two areas – words and emotions.  

Word barriers. Hearing certain words can shut off our ability to concentrate on what else is being said. 
People have different “turn-off” words or phrases.  When one of these is spoken, the listener stops 
paying attention to what is being said and focuses on what the “turn-off” words brings to mind. For 
example, the word “death” is a turn-off word for some people because it may remind them of a 
disturbing family tragedy.   When that turn-off word is heard, the listener may stop listening for 15 
seconds to 15 minutes.  For some people, turn-off words include lay-off, panic, grievance, abortion, 
and taxes. (Figure 1).  

What words turn off your listening? To improve your listening ability, you must discover your turn-off 
words, realize why these words affect you, and work to overcome the problem.  When you hear one of 
these words, concentrate on what else the speaker is saying to keep your mind from being distracted 
by thoughts that the turn-off term evokes.  You are the only one who can reduce the effects of turn-off 
words on your listening ability.  

Emotional barriers. The listener’s emotions can also block listening.  For example, when a person 
becomes angry, he or she concentrates on the source of the anger, rather than on what is being said. 
People think of things to say that support their argument and often prepare questions to “trip up” the 
person at whom the anger is directed.  They may try to embarrass that person in front of others. 
During this time they are not listening to what is being said.  



 

Figure 1.  Turn-off words that recall emotional memories Figure 2.  The listener needs to control emotional can interrupt 
your listener’s concentration for 15 seconds barriers in order to hear and understand the entire or even 15 minutes.  Avoid 
using negative words. communication.  

Anger is just one emotion that can be a barrier to listening.  Others include hate, fear, suspicion, 
jealousy, overenthusiasm, and distrust (Figure 2).  Any one of these responses can keep us from 
listening to what is being said.  To improve our listening, we must control our emotional reactions and 
concentrate on what is being said, even though we may be angry at the speaker or suspicious of his or 
her motives. By keeping emotions under control, we can do a lot to improve listening skills. Consider 
how emotions affect your listening during conversations with your people, your spouse, your union 
steward, and others.  

Distractions. Another reason for failure to listen is that we allow distractions to disrupt our thoughts. 
External noises, such as machines or equipment operating, can affect our listening and derail our train 
of thought. Many times a personal problem can be a distraction and interfere with effective listening. 
We must overcome the many distractions from within and without so that we can listen attentively. We 
must keep these facts in mind when setting up communications with our people and try to keep 
distractions to a minimum.  

Heated Discussion Rule  

A good tool to use in situations in which anger may cloud your listening is the “Heated Discussion 
Rule.” Of course, participants must agree to the provisions in advance.  If the speaker in the meeting 
makes a statement with which you disagree, signal that you wish to speak.  When the other person 
has completed her statements, she turns the discussion over to you.  You may then make your 
statements, provided that you can first state the speaker’s position and tell why she feels as she does 
about the matter. If the speaker agrees with your statement of her position, you may continue.  This 
process forces you to listen in order to have a turn to speak.  

When a heated discussion occurs, the points of disagreement often are not as serious as the 
combatants believe them to be. If both people would listen carefully to each other, they may find 
surprisingly little difference in their positions.  When responding in a sensitive situation, it is wise to 
begin by stating the other person’s position.  A good way to start is, “As I understand what you have 
said, you feel this way about the matter.” Frequently, we will find that our own and the other person’s 
viewpoints are not so far apart.  By listening to someone’s supporting comments, rather than thinking 
of a rebuttal, we can do a lot to improve understanding.  



 Five Keys to Improved Listening  

A substantial difference exists between the rate at which people speak and the rate at which they 
listen. Most people speak at a rate of approximately 125 to 150 words per minute. Listening occurs at 
rates in excess of 600 to 700 words per minute.  For some people that time differential interferes with 
good listening. Time is wasted because people think of other topics to bring up or they let their minds 
wander, occasionally returning to the speaker.  Consequently, only 25 to 30 percent of what was said 
is heard and remembered.  

On the other hand, the good listener thinks along with the speaker, mentally outlining the points and 
evaluating his or her credibility.  The good listener will use the time differential to analyze the 
nonverbal messages sent by the speaker to determine if the verbal and nonverbal messages agree.  

You can do a lot to improve your listening skills by making the maximum use of this time differential. It 
can help you to improve your understanding, which is the key to good communications.  Here are five 
general rules to improve your listening:  

1 Stop talking.  You can’t listen while you are talking.  In two-way communications, when 
you are the listener, stop talking so that you can listen to all that is being said.  
2 Empathize. When you put yourself in the other person’s place, you can get a better 
understanding of why he or she feels a certain way.  Remember, understanding is the secret to 
successful communications.  
3 Maintain eye contact. This serves a dual purpose. First, it helps you to concentrate on 
what is being said; second, it shows the speaker that you are listening.  
4 Share responsibility for communication. The “receiver” is just as responsible as the 
“sender” for good communication.  
5 Clarify. When listening, if you do not understand any part of the message, be sure to ask 
questions until the meaning is clear.  

SUMMARY OF KEY POINTS  

To summarize what we’ve covered in this chapter:  

• Good communication is essential for accident prevention.  How well you send messages and 
how well you receive them, by listening and reading, will determine your success.  
• Communication involves a sender, a receiver, and a message that is understood by both.  
Two-way, face-to-face communication is the best way to convey messages on the job. This method 
allows for feedback to let the sender know that the message has been received and understood and 
allows the receiver to ask questions about the message.  
• Because messages can be filtered by the receiver’s level of knowledge, biases, or moods, it is 
important to tailor your message to meet the needs and characteristics of your audience.  Use a 
combination of oral and written communications for technical or complex messages.  
• In communicating with others, make sure your verbal and nonverbal messages are consistent. 
Also, use positive reinforcement as well as criticism and correction.  
• In supervisory work, listening is a key component of good communication.  Supervisors spend 
about 45 percent of their time listening, yet the average person retains no more than 30 percent of 
what he or she hears.  
• Listening can be classified as on-the-job, social, and family listening.  Steps in the listening 
process involve sensing, interpreting, evaluating, and responding to messages.  
• To improve listening skills, supervisors must overcome word and emotional barriers and 
eliminate distractions.  Five general rules to better listening include not talking when others speak, 
practicing empathy, maintaining eye contact, sharing the responsibility for communicating effectively, 
and clarifying the message.  



  
 

THE FOREMAN’S RESPONSIBILITIES  

The Foreman is responsible for enforcing all safety rules. He or she is to ensure that the workers in the 
crew perform all work in a safe and productive manner.  Some of the Foreman’s responsibilities are:  

The Foreman:  

• Performs a Hazard Analysis of each job site before the job begins and each morning thereafter. 
• Discusses with his crew what hazards are present and what is to be done to avoid them during 
his regular Weekly Toolbox Safety Meeting and each day during the 5-minute safety meeting.  
• Monitors the job for unsafe situations and takes whatever corrective action is necessary to 
prevent an accident.  
• Mandates that the safety rules are followed and all equipment is maintained in accordance with 
this Safety Manual.  
• Allow only those employees who are qualified by training and/or experience, to operate 
equipment and machinery.  
• Ensures that each worker is given adequate safety training and is fully qualified for his 
respective job assignment.  
• Verifies that preventive maintenance is performed on tools and equipment on a regular basis.  
• Removes from service and places a warning tag on any tools or equipment found to be unsafe.  
• Does not permit unsafe equipment to be used until it is properly repaired.  
• Reports any unsafe or near miss situations to his immediate supervisor.  
• Reports all on-the-job injuries immediately to the Safety Director after their occurrence.  
• Takes the necessary corrective actions to prevent a reoccurrence.  
• Implements all corrective actions required after a Formal Safety Inspection conducted by a 
member of Management.  
• Disciplines crew members who violate the policies of the Company, according to NESTEC, Inc. 
Disciplinary Action Program.  
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EMPLOYEE’S RESPONSIBILITIES  

Our work covers many different types of potentially dangerous situations so it is impossible to 
anticipate all the hazards that might arise.    

Because of the variety of possible hazards in our work place, alertness and good thinking on the part 
of every employee is an important part of preventing accidents.  To a great extent, each individual is 
responsible for his or her own safety.  

These are basic rules that in any situation will make work safer.  Listed below are some of the rules 
that, if practiced, can greatly enhance the safety and efficiency of the job.  

• Read and follow the rules in the Employee Safety Handbook.  Every employee must have a 
copy of this booklet.  
• Think about what you are doing and about the effects it might have on the others around you.  
• Don’t take chances and don’t try to cut corners. Do all your work the proper and safe way.  
• Ask for help if you don’t know how to do a job, or if you need some assistance.  
• Use the right tools and equipment for the job.  Use them safely. Don’t try to force a tool to do a 
job it was not designed for.  
• Correct or report unsafe conditions. Prevent unsafe conditions by keeping everything clean and 
orderly. Immediately fix or report all unsafe conditions to your supervisor.  
• Get first aid promptly and report all injuries to your foreman immediately.  
• Adjust and repair equipment only when authorized. Do not remove a guard from a piece of 
equipment; it is there for your protection.  
• Don’t bend over at the waist when lifting, bend your knees; get help for heavy loads, read the 
section of this manual entitled lifting.  
•  Don’t horseplay; avoid distracting others.   
•  Report all near-misses to your foreman.  
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FIELD EMPLOYEE ORIENTATION TRAINING PROGRAM  

This guideline defines the Field Employee Orientation Training Program; a specific course used to 
properly orient field employees to the NESTEC, INC. Safety Program and the step by step methods of 
how the field supervisor is to teach the course.   

The Field Employee Orientation Training Program is a method of getting our field employees educated 
to the NESTEC, INC. ways of working safely. This Program utilizes the field supervision to teach our 
field employees the safe methods and practices necessary to avoid the dangers associated with the 
work that we perform. NESTEC, INC. Foreman are key to the successful implementation of this 
program.   
This guideline trains the field supervision in how to use the Orientation Training Program with our field 
employees. By studying this guideline and following its directions, the field supervisor will be prepared 
to successfully deliver the Employee Safety Orientation Training Program.  

This guideline is divided into four main sections:  

1 Introduction: Answers basic questions about the Field Employee Safety Orientation Training 
Program, such as how it fits into the goal of the NESTEC, INC. Safety Program, who is to be trained, 
who is responsible for implementing the training, how long the training sessions last, and what specific 
materials are required to deliver the program.   
2 Preparation: Explains how the field supervision is to prepare for both the initial training session 
and the subsequent follow-up training session. It covers the field supervisor's personal preparation, 
selecting and notifying employees, and the facility/equipment requirements to consider.  
3 Presentation: Details the suggested agenda for both the initial training session and the follow-up 
session.  
4 Resources: Gives additional resource material to make the preparation and presentation of the 
course materials easier.  Employees will be given an Orientation Package containing the Blue Book, 
Safety Checklist, Award Program, Confined Space Program, Safety Quiz and Commitment Letter.  

Responsibilities: It is the responsibility of the Construction Manager, with the assistance of the Safety 
Director, to implement this Safety Orientation Training Program and any other additional policies and 
procedures necessary to ensure all field employees receive proper safety orientation.   

It is the responsibility of the Project Manager and the Jobsite Foreman to utilize this Safety Orientation 
Training Program.  

It is the responsibility of the Safety Director to develop and maintain the Safety Orientation Training 
Program. It is the Safety Director’s responsibility to perform periodic audits to ensure that this Program 
is effective and to update as necessary.   



INTRODUCTION  

Here are several basic questions and answers about the NESTEC, INC. Safety Program and the 
Employee Safety Orientation Program.   

•  What is the overall goal of the NESTEC, INC. Safety 
Program?   

The overall goal of our program is to prevent injury to personnel, harm to the environment, and 
damage to property. This goal is accomplished by means of accident prevention education 
programs, proper engineering, the proper use of safety and other personal protective equipment, 
and vigorous enforcement of the established safety rules and policies.   

•  What is the Employee Safety Orientation Training Program?   

The Employee Safety Orientation Training Program is a program that introduces employees to 
NESTEC, INC.’s commitment to safety, NESTEC, INC.’s safety record, NESTEC, INC.’s safety 
philosophy and gives an overview of the basic NESTEC, INC. safety rules.  

•  How is the Employee Safety Orientation Training Program related to the overall goal of 
the NESTEC, INC. Safety Program?   

The Employee Safety Orientation Training Program is usually the first opportunity to teach new 
employees the importance of safety at NESTEC, INC. and to instruct them about the NESTEC, 
INC. safety rules and procedures. The orientation program is a fundamental part of the NESTEC, 
INC. Safety Program.   

•  What are the objectives of the Employee Safety Orientation Training Program?  

The objectives of the Employee Safety Orientation Training Program are as follows:  

1) To educate the employees to NESTEC, INC.’s commitment to safety.  2) To educate and 
demonstrate NESTEC, INC.’s basic safety rules and policies to employees.  3) To make 
employees aware of their work environment and help them recognize, avoid, and  
prevent potential hazards inherent in the workplace.  4) To introduce employees to the Basic 
Safety Rules For Fabrication, Field Erection And Warehousing Booklet (Blue Safety Book) and give 
them practice using its content.   

•  Who is to receive the Employee Safety Orientation Training Program?  

a) Current/transferred employees  b) New employees c) Former employees 
with a break in employment greater than six months  d) All employees 
directly involved with near-misses or accidents.   

•  When is the Employee Safety Orientation Training Program to be given?   

The initial orientation session shall be given before the employee starts their first work assignment.  

•  Who is responsible to conduct the required training?  

Under normal circumstances, the jobsite foreman in charge of the day-to-day construction activities 
is responsible to conduct the training.  



 
 

What is the agenda for the Employee Safety Orientation Training Program?  

•  Welcome  
• Basic safety rules – Blue Book and Orientation Package  
• NESTEC, INC. Safety Rules for Construction  
•  Open-book test  
•  Close  

•  How much time will each of these sessions require?  

The initial training session will require about 2 hours when given to new employees.  When given 
to current employees, it will require about 1 hour.  

•  What do I have to do to prepare for the presentation of the Employee Safety Orientation 
Training Program?  

To prepare for the Employee Safety Orientation Training Program successfully, simply follow the 
format explained in Instructor Preparation which follows.   

•  How do I grade the test?   

A copy of the test with the correct answers is in your safety manual.  

•  What happens if someone fails the test?  

1 You will inform this person (in private) that they need to get additional training so that they 
can pass the test.  
2 You will give them additional training in their weak areas.   
3 You will give them the same test to retake.  

Instructor Preparation  

The Field Employee Safety Orientation Training Program will not be a success unless the Field 
Supervisor adequately prepares themselves, the employees, and the facilities/equipment. The 
directions below will ensure the success of the program.   

The Initial Training   

If this is the first time the Instructor has given the program, the total time required for preparation of the 
initial training session is approximately 2 hours. Subsequent initial training session planning requires 
approximately 50 minutes to prepare.   

Use the Field Employee Safety Checklist to help you prepare for the training session.  

Use the Initial Employee Training Chart to customize the training session to the equipment and 
operations that employees will experience during the specific project.  

a)  Locate the Initial Employee Training Chart form  
b)  Read down the column near the left of the chart to identify the equipment or operations that the 
employees you are training will experience on your project.  Mark the appropriate items with a check 
mark in the left hand column.  



c)  The middle two columns correspond to the number of a rule listed on the poster NESTEC, INC. 
Safety Rules for Construction or in the Basic Safety Rules for Fabrication, Field Erection and 
Warehousing (Blue Book).  

Completing the Safety Training and Field Employee Safety Checklist  

a) The Safety Checklist serves to document the exact nature of the material that was presented and 
contains the signatures of both the trainer and employee.  

b)  Initial and date the information on the Safety Checklist for each category.  Do not initial and 
date the acknowledgement until the end of each training session.  

c)  All boxes must be initialed and dated.  Complete bottom of form.  

d)  The test contains two parts.  The first part has 32 questions that will help employees review the 
material presented in the initial training session and gain familiarity with the content of the Blue Safety 
Book.  The second part has 10 questions.  

Secure sufficient copies of the booklet Basic Safety Rules for Fabrication, Field Erection and 
Warehousing (Blue Safety Book) and Field Employee Safety Orientation Package.  

Secure sufficient copies of the open-book test and the appropriate number of pencils or pens.  



  

 

NESTEC, Inc. COMPANY SAFETY RULES FOR CONSTRUCTION  

 1.  Approved hard hats, safety glasses with fixed side shields must be worn at all times during 
working hours. Contact lens should not be worn.  Tinted safety glasses will not be worn inside 
closed structures or at night.  
 
2.  Double eye protection (safety glasses with side shields, plus appropriate full face shield) will 
be used for welding, burning, chipping, grinding, power brushing, sandblasting, filling sand pot, 
concrete demolition, handling acids or caustics, etc.  
 
3.  Hearing protection will be used by all personnel during work hours. If generator (unit), 
welding machine, air compressor or any other equipment that generates a noise level over 85 
decibels is not running then hearing protection is not required.    
 
4.  Employees must wear appropriate work gloves, long sleeve shirts, long trousers, and sturdy 
work boots while working. (Steel-toe safety boots are recommended and will be worn where 
required by law or site rules.)  
 
5.  Climbing may be performed only by way of ladders, stairways or other safe means provided 
for this purpose.  Do not carry tools and/or equipment when climbing ladders. Ladders must 
extend 3 feet above the upper landing surface or a grab rail must be provided at 3 feet above the 
landing surface.  
 
6.  Only approved type Bosun’s chairs, suspended scaffolds, and “spider” type buggies may be 
used. All personnel working on these suspended devices will wear a safety harness and be tied-off 
to an independent life line.  
 
7.  All work from crane or derrick suspended work platforms will be done per Crane 
Suspended Work Platform Procedure.  Suspended work platform form will be filled out completely. 
 
8.  Riders are not permitted on moving equipment, rigging or 
loads.  
 9.  Working under suspended loads, loads being hoisted, or between loads being hoisted and 
stationary object is not permitted.  
 
10.  Only Qualified operators are to operate lifting equipment. Only a foreman-appointed, 
qualified signalman may transmit signals to the operator during a lifting operation.  
 
11.  Equipment will not work over or nearer that 15 feet to a power line of 220 volts or higher. 
Power lines over 50,000 volts require greater clearance.  
 
12.  Equipment is not to be used beyond rated capacities.  Capacity charts must be mounted 
on the equipment.  
 
13.  The tail swing area of counterweighted equipment must be barricaded when counterweight 
is less than 7 feet above grade.  
 
14.  Guylines shall be flagged where interference with any operation could 
occur.  
 15.  All openings in the work area (on the ground or on the structure) which personnel, materials, 
tools or equipment may fall into or through must be barricaded or covered.  
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 16.  Protection must be provided over manways and doorways used for access where there are 
overhead hazards. Personnel manways must not be obstructed by equipment.  
 
17.  All loose items on scaffolds or platforms must be secured against falling or stored in 
approved tool containers.  Never overload scaffolds. All bracket post will be pinned to the scaffold 
bracket.  
 
18.  All scaffold boards must be tested before use on each job and visually inspected each 
week. Ends must be bolted or have corrugated steel joint fasteners to prevent splitting.  
 
19.  Double wire rope handlines must be used on all open sides of scaffolds and platforms. 
Handlines must be tightened so that there is no more than 3 inches of deflection between posts. 
The third handline will be installed at scaffold board level on all two-board scaffolds.  
 
20.  Minimum scaffold width requirements are 24 inches and 30 inches (two 12-inch or three 10-
inch boards). Below a tank builder’s scaffold must be barricaded due to not having toe boards.  
 

21.  Bracket straps and approved lifting lugs are to be attached only by qualified welders; 
cleaned, then inspected, circled and initialed by qualified supervision / qualified welder before use. 
Never use blank nuts for lifting.  
 
22.  Follow proper lifting techniques: bend your knees, lift with your legs, and get help with 
heavy loads.  
 
23.  Safety harness shall be used when no other form of fall protection is available.  The 
approved lanyard must be hooked-off as high as possible.  
 
24.  All fuel-powered equipment must be shut down for refueling.  Only approved, properly 
labeled safety cans or refueling equipment shall be used – AND MUST BE BONDED TO UNIT 
BEING FUELED.  
 
25.  Flammables and other chemicals are to be properly labeled, in proper containers, and 
stored in a designated, vented area.  
 
26.  Tools and equipment requiring guards shall not be used unless the required guards are in 
place.  
 
27.  All electrical equipment, fuel tanks, and crew shacks with power must be individually 
grounded or wired to a grounding grid system.  

 29.  Ground Fault Circuit Interrupter (GFCls) will be used on all construction 110/120 volts and 
single phase 220/240 volts power systems.  Assured equipment grounding requirements will be 
met on all other power systems.  
 
30.  No one is to perform equipment or electrical repairs unless specifically trained and 
authorized to do so by the foreman.  All lockout/tagout procedures will be followed during repairs.  
 

31.  Good housekeeping must be maintained on the job 
site.  
 32.  All piping and process lines shall be physically isolated and adequately blinded from vessels 
on which any work is being performed.  
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 33.  Only authorized personnel are permitted on the job site.  All visitors are required to obtain 
permission from the foreman before entering construction area.  All visitors will comply with 
NESTEC, INC. and customer safety rules.  
 
34.  Horseplay, fighting, and equipment abuse are 
prohibited.  
 35.  The use, possession, or being under the influence of illegal drugs or intoxicants is prohibited 
on the job site.  All prescription drug use must be cleared by the site foreman.  
 
36.  Obey all safety rules, safety signs, and 
barriers.  
 37.  It is recommended that long hair or jewelry (including rings and earrings) should not be 
worn. (Site or job conditions may make this mandatory.)  
 
38.  All personnel must comply with the Hazard Communication Program and know where 
Material Safety Data Sheets (MSDSs) are kept.  
 
39.  All personnel required to wear respirators will be clean-shaven, fit-tested, and 
trained.  
 40.  Personnel will not enter a confined space without authorization from the site foreman.  All 
permit conditions and confined space requirements will be followed.  
 
41.  No firearms or other weapons are 
permitted.  
 42.  All accidents, regardless of severity, are to be reported immediately to the site foreman. Get 
first aid promptly.  Report or correct all unsafe conditions.  
 
43.  It is your responsibility to obey the safety rules.  Violations of safety rules is 
cause   
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  DISCIPLINE PROGRAM  

Scope: This guideline defines NESTEC, Inc. Policy (“NESTEC, INC.”) on discipline for safety 
violations. The guideline represents the minimum program allowed for discipline within the company. 
This program applies to all NESTEC, INC. employees, including supervision.   

Introduction: The purpose of the Discipline Program is to change unsafe behavior of employees. It is 
not meant to be a system to threaten or demean employees. Discipline is a constructive learning tool 
designed to help the employee adjust to the company's culture. This positive approach to discipline is 
an essential ingredient that supervisors can use, to further develop our NESTEC, INC. Safety Culture. 
It should be characterized by a high level of trust and employee involvement.   

Failure to discipline unsafe behavior will sooner or later lead to a definite consequence, an accident.  
Remember, "SILENCE IS CONSENT."  

References:  

Steel Plate Fabricators – “Basic Safety Rules” 
NESTEC, INC. Employee Safety Orientation 
Program NESTEC, INC. Safety Rules for 
Construction  
Definitions:  

NESTEC, INC. Safety Culture: The pattern of human behavior in safety, that we at NESTEC, INC. 
adopt and use in our thought, speech, and actions.  The strength of this pattern of behavior is 
dependent on our capacity to transmit to succeeding employees our safety methods and practices 
through proper safety orientation, training, example and enforcement.  

Discipline: A training program that is expected to develop self-control, character, or orderliness and to 
improve employee safety behavior.   

When to discipline: Breaking a safety rule as outlined in references above.  When employee safety 
behavior is subpar and conventional training, coaching and counseling are not adequately improving 
safety behavior.  

Keys to Discipline  

Effective discipline incorporates steps that must be followed in an orderly manner, each and every time 
it is used. These steps include involvement, objective observation of behavior, evaluation of behavior, 
creation of a positive action plan, confirm the commitment and enforcing commitment.  

Involvement  

The supervisor has a meeting with the employee to discuss the individual's unsafe behavior. Items 
discussed during the meeting should be documented by the supervisor with a copy of the minutes 
going into the employee's personnel file. The supervisor should emphasize to the employee that the 
reason for the meeting is to change some unacceptable behavior which is unsafe to the individual and 
co-workers. The supervisor should also emphasize to the employee that the employee has not been 
charged, tried, and convicted prior to the meeting. The seriousness of the situation should be 
emphasized. The main concern is for the well being of the employee.   
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Involvement means that the employee is treated with respect. Involvement requires taking into account 
that people come into the workplace with their own set of problems, home, work, friends, hang-ups, 
talents and fears. The supervisor should address the unsafe behavior and not belittle the individual.  

Objective Observation  

Objective observation involves concentrating on current behavior. The supervisor must focus on the 
problem and not be sidetracked by personal likes and dislikes. The intent is to fix the problem and not 
to place blame.   

Basically, the supervisor is looking at the employee's behavior at one point in time. Has the employee 
been given the required training? Were the safety procedures defined clearly? How realistic are our 
expectations?  

Evaluate the Behavior  

In this phase, the responsibility of the supervisor is to examine the observed behavior and advise the 
employee as to what expectations are not being met. Recommendations should be made by the 
supervisor on what the employee can do to change or modify unsafe behavior. While the supervisor 
should allow an employee time to express the reasoning for his behavior, the supervisor also needs to 
help the employee understand that his behavior is not acceptable and that it has to be changed.   

The employee must be reminded that when he was hired, he made a commitment to work safely and 
obey NESTEC, INC. safety rules, by signing the “Statement of Commitment to Safety” form.   

Creating a Positive Action Plan  

The "positive action plan" is the main purpose of the Discipline Procedure. The plan is to outline the 
process for behavior change. The key to the plan is for the employee to recognize that he is 
responsible for changing his own behavior.   

The action plan should create a series of clear action steps toward the desired results. The plan should 
be developed as a team effort between the employee and the supervisor. Up to this point, the stages of 
constructive discipline have been geared toward creating the worker's internal motivation to work 
safely. The action plan gives the employee an external reference point.   

The action plan can be written on a Weekly Toolbox Safety Meeting Form.  

Confirm the Commitment   

After developing the action plan, the supervisor needs to obtain a declaration of the employee's 
commitment to it. Encourage the employee to take responsibility for his actions. Show him that by 
taking responsibility, he is really showing commitment to his own well-being and that of his coworkers. 
The supervisor's key objective is to obtain a sincere commitment from the employee, rather than an 
agreement that is mere lip service.  

Enforcing Commitment  

The hardest part of discipline is enforcing commitment. Now that the supervisor and employee have 
reached an agreement and developed a plan to correct the unsafe behavior, they must stick to it. The 
agreement is no longer negotiable. If the agreement is broken the consequences must be 
administered immediately.  
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DISCIPLINARY PROCEDURES FORM  

Employee: _________________ Date: ____/____/____ Foreman: ____________________ Check 

Box That Applies  
�  First Incident “Verbal Warning” issued on the following date:  ____/____/____  

Notify Safety by calling.  

�  Second Incident “Written Warning” issued on the following date:  ____/____/____  

Notify Safety, send copy to Safety.   

�  First Flagrant Incident or Third Incident “Written Warning” issued on the 

following  date: ____/____/____  

     Notify Safety, Employee to be suspended the following days  ____/____/____ to ____/____/____  

�  First Serious Incident or Fourth Incident issued on the following date:   ____/____/____  

Supervisors may go to the fourth (4th) stage at anytime, based on the severity of the offense.   

   

____________________________________________________________________________________   

____________________________________________________________________________________  

Employee Signature: _____________________________    Date:____/____/_____ 

Foreman Signature:  ______________________________ Date:____/____/_____  
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ACCIDENT REPORTING PROCEDURES – TRAINING OF SUPERVISORS  

1.  The Foreman/Supervisor on the job notifies the following of the accident:  

•  Safety Director or immediate supervisior immediately.   (It is management’s responsibility 
to notify the customer.)  

THIS INFORMATION IS CONFIDENTIAL  

The information contained in the “Supervisor’s First Reports of Injury” is not to be given to 
or discussed with anyone outside NESTEC, Inc. without the direct permission of the Owner. 

Preliminary information includes:  

• Injured worker’s name, Social Security Number, marital status, and  
• Nature of injury and severity (minor, severe, or fatal).  
• Name, address, and phone number of medical personnel administering treatment.  
•  

•  Brief analysis of the 
incident:  

•  Location of job site.  
•  Where and how incident 
occurred.  
•  Safety equipment 
available.  
•  Any other pertinent 
information.  

• Names of witnesses.   
2.  The Field Foreman or a member NESTEC, Inc. management contacts the Safety Director 
Immediately.  
 After normal working hours the Safety Director is to be contacted.   The Safety 

Director reports preliminary details and status of the injured worker.  
 

3.  The Foreman/ Supervisor completes the “Supervisor’s First Report of Injury” form in 
full.    
No lines are to be left blank.  

The form is sent to the Safety Director via FAX as soon as possible – no later than 24 hours after the 
incident.  

The Safety Department is to review the form for completeness, then the form is sent to the Worker’s 
Compensation immediately upon receipt.  

Note:  Step 3 is to be completed whether it will be turned into Worker’s Compensation or not.  It is on 
file for our records in the event it is needed in the future.  The “First Report of Injury” form must be 
completed fully and accurately to avoid penalties levied against the company.  
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When an injured employee goes to the doctor or emergency room, give the following address for all 
statements and correspondence to be mailed:  

NESTEC, Inc. 
P.O. Box 568 
Douglasville, PA  19518 
Attention: Safety Director  

4.  The Foreman/Supervisor/Safety Director together with eyewitnesses will conduct an on-site 
investigation of the accident and all incidents leading to the accident.  The Accident Investigation form 
is to be signed, dated and turned in to the Safety Director by the end of that day or early the next 
morning.  

The injured worker’s written statement is to be completed within 24 hours, even if 
hospitalized, and submitted to NESTEC, Inc. office.    

5.  The Safety Director will conduct an on-site accident investigation if the injury results in Lost 
Workday Case (LWC).  

Note:  Accident investigations are for fact-finding, not fault finding.  

6.  The Field Manager is to implement changes as needed; the Safety Director will notify other 
regions as needed.  

Note:  In the event that a major injury results in hospitalization for reasons other than for observation 
only (anytime an injury requires an overnight stay in the hospital), the Safety Director should be notified 
immediately.  

The Safety Director and the Field Manager will conduct a formal accident investigation.  

1 The field Manager forwards the attending physician’s report and/or the Doctor’s Release to the 
Safety Director immediately upon receipt, preferably typed.  
2 Refer all calls pertaining to claims to the Safety Director.  
3 For reporting purposes: NESTEC, Inc. P.O. Box 568, Douglasville, PA  19518     
Attention: Safety Director  
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RESPONDING TO ACCIDENTS  

 

  
 

On-site first aid case:  
 
•  Is a minor injury that requires work to stop so that the injured can be treated.  
•  General first aid that does not require outside medical attention.  
 
A near miss:  
•  Is an occurrence that does not harm workers though it has the potential to do so.  
•  Is an occurrence that does not result in destruction of materials or equipment though it has the 

potential to do so.   
 
When an employee requires outside medical attention:  
 
•  Administer first aid  
•  The Foreman and the employee complete a Supervisor’s First Report of Injury.  

the Foreman sends the completed form to the Safety Director.  
•  The Safety Director makes changes as necessary.  
•  The Foreman holds a safety meeting addressing implementation of changes as directed by Safety 

Director.  
•  The Foreman sends the completed Accident Investigation Form to the Safety Director.  
•  The Safety Director reviews the Accident Investigation Form with foreman.  
•  The Safety Director sends a summary of the review to the Division Managers.  
•  The Safety Director notifies other regions as necessary.  
•  The Safety Director certifies implementation of changes in the next regional inspection. 
 
When a near miss occurs:  
 
•  The Foreman makes a Quick Fix to prevent reoccurrence.  
•  The Foreman fills out Near Miss Section of Safety Toolbox Meeting Form and/or Near Miss Form.  
•  The Foreman sends the completed form to the Safety Director.  
•  The Safety Director makes changes as necessary.  
•  The Foreman holds a safety meeting addressing implementation of changes.  
•  The Safety Director sends a summary of the review to the Division Managers.  
•  The Safety Director notifies other regions as necessary.  
•  The Safety Director certifies implementation of changes in the next regional inspection. 
 

 

RESPONDING TO ACCIDENTS  

 
The first steps to follow when an accident occurs are to:  

• Remove the victim from danger if it will not compound injuries or endanger the rescuer.  
•  Make the area safe from further immediate accidents.  
•  Give first aid to the injured.  
•  Evaluate injuries and decide on the level of medical attention required. The first steps to follow 

when an accident occurs are to:  
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FIRST AID AND MEDICAL TREATMENT  

Prior to the start of work at any job site, provisions for First-Aid and prompt medical attention must be 
arranged so that they are available at all times. This may include an on-site emergency service 
provided by the customer. The NESTEC, Inc. Foreman will hold a valid certificate in Standard 
Workplace CPR/First-Aid training equivalent to the American Red Cross course.  The on-site foreman 
is responsible for rendering first-aid.  

Every work site must:  

• Have the “Emergency Numbers and Information” sheet completely filled out and posted by the 
on-site foreman in an easily seen location, usually the Equipment trailer.  
• On-site Foreman to have a cell phone available for emergencies to call an ambulance service.  
• On-site Foreman to have immediate transportation available for non-emergency type injuries.  
• A full and complete First-Aid kit easily accessible will be placed in the Equipment trailer just 
inside the door. Another kit will be in the on-site foreman’s truck toolbox.  Before the start of a new job, 
all employees will be shown the location of the First-Aid kits.  A basket type stretcher will be available 
at each job site.    
• First-Aid Kits will be stored in a weatherproof container and are to be inspected and checked for 
expended items by the foreman on a weekly basis.    

The First-Aid Kit will contain individually sealed supplies per the following list:  

Item and Minimum Size or Volume   Minimum Quantity  

Absorbent Compress, 32 sq. in. x 4 in. 1 Adhesive Bandages, 1 x 3 in. 16 
Adhesive Tape, 3/6 in. x 5 yd. 1 Antiseptic, 0.14 fl. oz. 10 Burn Treatment, 
1/32 oz. 6 Medical Exam Gloves      2 pair Sterile pad, 3 x 3 in. 4 
Triangular Bandage, 40 x 40 x 55 in. 1 Breathing Barrier 1 Cold Pack, 
large 1 Roller Bandage, 2 in. x 6 yd. 1 Eye Wash*, 4 fl. oz. 2  

*Eye wash bottles are to be on hand for flushing of the eyes from dust and flying debris due to the wind 
and grinding at jobsites.  When corrosives are to be used on-site, suitable facilities for flushing of the 
eyes or body shall be provided for in the work area.   
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FIRST AID TRAINING  

Course Objective   

To provide participants with the knowledge and skills necessary in an emergency to call for help, to 
help keep someone alive, to reduce pain, and minimize the consequences of the injury or sudden 
illness until professional medical help arrives.  This course to be taught by a Red Cross Instructor.   

Course Content   

This course will prepare participants to recognize emergencies and make appropriate decisions 
regarding care. At the conclusion of this course, participants will be able to:  

1 Identify life-threatening bleeding, and demonstrate how bleeding can be controlled.   
2 Identify the signals of various injuries and demonstrate how to care for them.   
3 Identify the signals of sudden illness, including poisoning, seizures, and heat and cold 
emergencies, and describe how to care for them.   
4 Describe when and how to move a person in an emergency situation.   

Required Pre-Work  

Training in First Aid requires physical activity. Please contact a physician if you have a medical 
condition or disability that may be affected by practice sessions. Please contact the Safety Director for 
additional information on health precautions and guidelines during training.  First Aid and CPR training 
in the Red Cross system are normally done together the first time a person is trained.  

Suggested Participants  

Personnel who may be the first responder at an emergency. 
Field and Shop Supervision Project Managers  

Class Size  

10 to 15 participants   

Course Duration  

4 to 6 hours.  

Scheduled Dates and Locations  

Classes may be scheduled at management's request following their review of employee training 
requirements. Classes may also be taken at local centers, and hospitals with courses equivalent to 
American Red Cross.  

Additional Course Requirements   

CPR training must be equivalent to American Red Cross Standard Workplace Training Course, require 
recertification annually and require competency test (both written and practical skills).  

First Aid courses must be equivalent to American Red Cross Standard First Aid course, require re-
certification every 3 years, and require competency tests (both written and practical skills).  
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SUBCONTRACTOR’S RESPONSIBILITIES  

It is the responsibility of the NESTEC, Inc. Supervisors and Foremen to see that all subcontractors’ 
work is performed in accordance with local, state, and our customer’s safety and health regulations. 
Additionally, the subcontractor must fulfill the conditions of the contract without direct conflict with 
NESTEC, Inc’s Safety & Health Program.  

It is the responsibility of the NESTEC, Inc’s. Supervisors to enforce these rules and report to their 
respective Manager any subcontractor who violates these requirements.  

• In the event a direct conflict should occur, our supervisory personnel should immediately call it 
to the subcontractor’s attention.  
• In the event a second direct conflict should occur, the subcontractor must reprimand or 
discharge such employee directly responsible for the infraction.  
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COMPLETING THE SUPERVISOR’S “FIRST REPORT OF INJURY”  

THIS INFORMATION IS CONFIDENTIAL  

The information contained in the Supervisor’s First Report of Injury is not to be given to or 
discussed with anyone outside Fisher Tank without the direct permission of the Safety Director. 

PERSONAL INFORMATION  

• Get all personal information from the person that was injured.  Fill this section out 
completely.  
• Call the Safety Department for help if the injured person is unable to give you this 
information.  
• The number of Dependants is required. 
 
  
• The number under 18 years old is also required.  

DATE OF INJURY  

•       The date that the employee claims to have been injured.  

DATE HIRED AND OCCUPATION  

• Date hired, does not have to be exact.  
• List occupation as a Boilermaker, Operator, Laborer, Welder etc.  
• Department involved: Shop, Field, Office  (Circle one)  

TIME OF DAY  

• The approximate hour and minute the employee thinks the injury occurred.  
• Circle AM or PM  

DATE EMPLOYER KNEW OF INJURY  

• Exact date Fisher knew of injury.  

EMPLOYEE RETURNED TO WORK?    

• Check Yes or No  

STARTING TIME  

• Enter time the job or shift started.  

PAY WAGE AT TIME OF INJURY  

• Need amount of hourly wage.  

PAID FOR DATE OF INJURY?  

• Check Yes or No  

PLACE WHERE INJURY OCCURRED  

• The location that the injured employee was working on at the time of the injury.  
•  Need complete address. Lexington, Chester, Cropwell offices or Job site location  
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NATURE OF INJURY OR ILLNESS 

Explanation of Injury  •  
• Use brief sentences.  
• The following information is ok to use.  

Body part 
affected. Right eye 

What was employee doing at the time of the injury?  
Grinding a vert-weld on the third ring of the shell.  He was using a nine-inch grinder.  

How did injury occur?  
Wind was blowing and dust blew in behind employee’s shield.  

WITNESSES  

• Need complete name and phone number.  

HOSPITAL OR CLINIC  

• Need complete address, phone number, fax number (optional)  
•  Doctors name.  

PERSON COMPLETING FORM  

• Person needs to sign form and give phone number.       

THIS FORM WILL BE FILLED OUT COMPLETELY AND FAXED TO THE 
SAFETY DIRECTOR IMMEDIATELY AFTER THE INCIDENT.     
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NESTEC, Inc.  
First Report of Injury or Illness  

Company:  
NESTEC, Inc.  Date: ____/____/____ P.O. Box 568, Douglasville, PA  19518 W/C # ____________________ Job Number: 

_________________ Ph # 610-323-7670 Fax # 610-323-7672  

Employee: _______________________________   SSN # ______/______/_______ Date of birth: _____/_____/_____ 

Address:_________________________________   Phone # ______ -______ -_______ 

_________________________________________ Sex: ____M____F Married / Single (circle one)  

___________________________________________________ Customer Notified: ____Y ____N (if applicable) Number of Dependants: 

____ #Under 18 _____   Date Hired: ____/____/____ Occupation: ____________________ Date & Time of Injury: 

_____/______/______ Dept. Where Employed: Date Employer Notified of Injury:  

_______ am/pm Field /  Shop /  Office (circle one) ______/______/_______ Employee returned to work? ____yes 

____no Normal starting time: Wage at time of Injury: $_________ __________ am/pm Paid for date of Injury? 

___Yes___No Place of Accident (street, city, county, state):  

Body part affected: _____________________________         ______________________________________________  Fatality? 

Yes or No (circle one) Date ____/____/_____  

What was employee doing at the time of the Injury? __________________________________________________________  

How did Injury occur? ___________________________________________________________________________________  

Witnesses? Name Phone #  

Hospital or Clinic:   Emergency room treated?  Yes or No (circle one) Overnight stay?  Yes  or No (circle one) 

_________________________________________________ Doctor: _________________________________ 

_________________________________________________ Phone # _______ -________-________ 

_________________________________________________  Fax # _______-________-_________ Person completing 

report:  Name:________________________________ Phone #_______-________-________   
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CLAIMS AUTHORIZATION TO OBTAIN INFORMATION  

I authorize any licensed physician, medical practitioner, pharmacist, hospital, HMO, other medical or 

medically-related facility, federal, state or local government agency, insurance or reinsuring company or 

Plan Sponsor/Administrator having information available as to diagnosis, treatment or prognosis with 

respect to any physical or mental condition and/or treatment of me, to give any and all such information to 

the NESTEC, Inc to which I am submitting a claim, it’s employees, legal representatives or other persons 

or organizations providing claims management services.  

I understand this Authorization could include information with respect to HIV infection, AIDS, mental 

health and alcohol and substance abuse.  

I understand the information obtained by use of this Authorization will be used by the Company to 

investigate my claim.  Any information obtained will not be released by the Company to any person or 

organization except reinsuring companies, or other companies in which I submit a claim for benefits, other 

persons or organization performing a business or legal service in connection with my claim, or as may be 

otherwise permitted or required by law.  

I know that I may request a copy of this Authorization.  I agree that a photographic copy of this 

Authorization shall be as valid as the original.  

I understand that this Authorization shall be valid for two years from the date appearing below with my 

signature and that I have the right to revoke this authorization at any time by written notification to the 

NESTEC, Inc to which I have submitted a claim.  

If the patient is a minor, the signature found below shall be that of the patient’s authorized 

representative.  

  Signature of Patient or Social Security Number  Authorized Representative of Patient  

Print Name      Date  

P.O. Box 568, Douglasville, PA  19518 PHONE #1-610-323-7670  FAX #1-610-323-7672  
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