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1. Company Safety Policy  

 

 

 



2. Drug Free Workplace Policy  

 

Purpose and Goal 

Southern Staircase is committed to protecting the safety, health and well-being of all employees and other 
individuals in our workplace.  We recognize that drug and alcohol abuse can threaten our goals.  Therefore, we 
have established a drug-free workplace program that balances our respect for individuals with the need to 
maintain a drug and alcohol-free environment. 

 

This policy recognizes that employee involvement with drugs or alcohol can be very disruptive, can adversely 
affect the quality of work and performance of employees, can pose serious health risks to users and others, 
and can have a negative impact on productivity and morale. 

 

This organization has no intention of interfering with the private lives of its employees unless involvement with 
alcohol and other drugs off the job affects job performance or public safety. 

 

As a condition of employment, the Company requires that employees adhere to a strict policy regarding the 
use and possession of drugs and alcohol.  The Company encourages employees to voluntarily seek help with 
drug and alcohol problems. 

 

Covered Workers  

Any individual who conducts business for the Company, is applying for a position or is conducting business on 
our property is covered by our drug-free workplace policy.  Our policy includes, but is not limited to managers, 
supervisors, full-time employees, part-time employees, off-site employees and applicants. 

 

Applicability  

Our drug-free workplace policy is intended to apply whenever anyone is representing or conducting business 
for the Company.  Therefore, this policy applies during all working hours, whenever conducting business, while 
on call, paid standby, and while on Company property. 

 

Prohibited Behavior  



It is a violation of our drug-free workplace policy for any employee: 

 

 To use, possess, sell, trade, offer for sale, or offer to buy illegal drugs or otherwise engage in the illegal 
use of drugs on or off the job. 

 To report to work under the influence of or while possessing in his or her body, blood or urine illegal 
drugs in any detectable amount. 

 To report to work under the influence of or impaired by alcohol.  
 

If the use of a legally prescribed medication could compromise the safety of the employee, fellow employees 
or the public, it is the employee's responsibility to use appropriate personnel procedures (e.g., call in sick, use 
leave, request change of duty, notify supervisor) to avoid unsafe workplace practices. 

 

Notification of Convictions  
Any employee who is convicted of a criminal drug violation in the workplace must notify the Company in 
writing within five calendar days of the conviction.  The Company will take appropriate action within thirty 
days of notification. 

Searches  

Entering the Company’s property constitutes consent to searches and inspections.  If an individual is suspected 
of violating the drug-free workplace policy, he may be asked to submit to a search or inspection at any time.  
Searches can be conducted of any personal belongings brought onto company property, including but not 
limited to pockets and clothing, lockers, wallets, purses, briefcases, lunchboxes, desks, work stations, vehicles 
and equipment. 

 

Drug Testing  

To ensure the accuracy and fairness of our testing program, all testing will be conducted according to 
DHHS/SAMHSA guidelines where applicable and will include a screening test; a confirmation test; the 
opportunity for a split sample; review by a Medical Review Officer, and a documented chain of custody.  
DHHS/SAMHSA guidelines also include the opportunity for employees who test positive to contest the result to 
the Company in writing within five working days after the Company contacts the employee or job applicant 
and shows him the written positive test results as it was received from the laboratory to provide a legitimate 
medical explanation, such as a physician's prescription. 

 

As a condition of employment, each employee will be required to participate in the following types of testing: 
pre-employment (drugs only), post-accident, reasonable suspicion and post rehabilitation testing.  The 
substances that will be tested for are amphetamines, cannabinoids, cocaine, opiates, phencyclidine (PCP) and 



alcohol.  Testing for the presence of the metabolites of drugs will be conducted by the analysis of urine.  
Testing for the presence of alcohol will be conducted by analysis of breath. 

The substances that will be tested for are amphetamines, cannabinoids, cocaine, opiates, phencyclidine (PCP) 
and alcohol.  Testing for the presence of the metabolites of drugs will be conducted by the analysis of urine.  
Testing for the presence of alcohol will be conducted by analysis of breath. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Safety Operations Manual 

Manual is available upon request (SOP #1-38). This is a very large file. 

 
 



4. Hazard Communications / GHS Program 

GUIDELINE PREFACE (SOP 5) 
 
This purpose of this program is to ensure that all Southern Staircase employees are informed of the hazards of 
chemicals with which they work to reduce the risk and the incidence of chemical source injuries and illness on 
the job. 
 
 

A. PURPOSE SOP 5 – 
PAGE 2 
 

B. MANAGEMENT / EMPLOYEE RESPONSIBILITIES SOP 5 – PAGE 2 

 

C. HAZARD DETERMINATION  SOP 5 – PAGE 2 

 

D. CONTAINER LABELING SOP 5 – PAGE 3 

 

E. SAFETY DATA SHEETS (SDS) SOP 5 – PAGE 3 

 

F. INFORMATION AND TRAINING  SOP 5 – PAGE 4 

 

G. NOTICE OF UN-RECEIVED SAFETY DATA SHEETS SOP 5 – PAGE 5 

 

 

APPENDIX 

 
A. CHEMICAL INVENTORY LISTS SOP 5 – PAGE 6 
 
B. HCS PICTOGRAMS SOP 5 – PAGE 7 
 
 
 
 



PURPOSE (SOP 5-A) 
 
1. Hazardous Communication (HazCom/GHS) provides for three vital elements, which when taken 

together, form the basis for a comprehensive Hazard Communication Program, also known as the 
Global Harmonization System (GHS).  These elements are: 

a. The labeling of hazardous chemicals in our stores.  The label provides an immediate warning 
of hazards as a visual reminder of information provided on Safety Data Sheets (SDS). 

b. The maintenance of SDS; maintained in an alphabetical listing. 
c. Southern Staircase employees will be trained in the use of the HazCom/GHS program as well 

as the hazards of chemicals used in their working areas. Training will include methods to 
communicate this program to the Employees. Training will cover the proper use of personal 
protective equipment. 

 
MANAGEMENT / EMPLOYEE RESPONSIBILITIES (SOP 5-B) 
 
1. The Safety Director is the program coordinator who has overall responsibility for the program. 

The Safety Director will review and update the program, as necessary. Copies of this written 
program may be obtained electronically from the corporate network server. 

 
2. All employees, or their designated representatives, can obtain further information on this written 

program, applicable SDS, and chemical information lists from the Safety Director, and from the 
appropriate electronic server. 

 
3. If after reading this program, you find that improvements can be made, please contact the Safety 

Director. We encourage all suggestions because we are committed to the success of our written 
HazCom/GHS program.  

 
4. Each employee bringing chemicals onsite must provide the Safety Director with the appropriate 

hazard information on these substances, including the SDS, the labels used and the 
precautionary measures to be taken in working with these chemicals, as described in the 
appropriate sections contained herein. 

 
HAZARD DETERMINATION (SOP 5-C) 
 
1. Our chemical inventory is a list of hazardous chemicals known to be present in our typical facility, 

mainly in the production and/or warehouse areas. Anyone who comes into contact with the 
hazardous chemicals on the list needs to know what those chemicals are and how to protect 
themselves. That is why it is so important that hazardous chemicals are identified, whether they 
are found in a container or generated in work operations. 

 
2. The inventory will be updated as necessary, whenever it is determined that a contractor has 

introduced a new chemical not on this current list of chemicals. 
 
3. The Safety Director will update the inventory as necessary. 
 
4. The chemical inventory list is located at each of the store offices and on the appropriate 

electronic server, where it is accessible during work hours. 
 
5. Southern Staircase does not manufacture any chemicals and, therefore, does not make any 

hazard determinations. 
 



CONTAINER LABELING (SOP 5-D) 
 
1. The Safety Director in charge of receiving at each facility shall ensure that labels on containers of 

hazardous chemicals entering the workplace from outside vendors are not missing or defaced 
and are in compliance with OSHA standard 29 CFR 1910.1200 F. 
 

2. All hazardous chemical containers shall be labeled with the identification of contents and with 
proper warnings. 
 

3. Pictograms are required on all labels to acquaint foreign nationals and/or workers who can’t read 
or write. 
 

4. Labels must contain a signal word to identify the nature of the hazard: 
 

a. Danger – for more severe hazards 
b. Warning - for less severe hazards 

 

5. Any SDS received with these incoming shipments shall be immediately forwarded to the Safety 
Director for insertion in the HazCom / GHS program binders. 
 

6. The Corporate Safety Director (Rigo Giron) shall be immediately notified of any major change in 
the hazard information contained on SDS from vendors. 

 
7. Rigo Giron is responsible for ensuring that all hazardous chemicals are properly labeled, as 

necessary. 
 
8. The labeling system that should be found on our sites are: 

(a) The original label as provided by the manufacturer, OR 
(b) The employee is required to clearly identify the contents and the hazards associated with 

those chemicals.  The Safety Director will notify the employee of non-compliance, during 
any regular audit. 

(c) If employees transfer chemicals from a labeled container to a portable container that is 
intended only for their IMMEDIATE use, no labels are required on the portable container. 

 
SAFETY DATA SHEETS (SDS) (SOP 5-E) 
 
1. The Safety Director shall be responsible for obtaining and maintaining SDS for all materials 

received. 
 

2. The SDS shall include those for Southern Staircase products, paints, thinners, catalysts, 
concentrates, raw materials, and maintenance supplies, if applicable. 
 

3. When it is learned that a new chemical has been introduced by one of our employees or 
suppliers, the Safety Director shall ensure that the SDS can be procured. 

 
4. A hard copy of the safety data sheets are kept in main isle locations in all our facilities. 

 
5. The procedures to obtain access or copies of SDS from Southern Staircase: 

(a) Employees can obtain access to the SDS by requesting permission from the Safety 
Director, who can access them using the appropriate electronic server or making copies 
from appropriate sources 



(b) Unless extraneous circumstances occur or the Safety Director deems a more formal 
process is required (i.e. written request), the employee will gather and provide copies of 
the SDS from the HazCom/GHS manual in the main office. 

(c) Providing the original SDS in the manual is prohibited. 
 

6. The procedures followed to obtain copies of SDS from employee, i.e. if the SDS is found to be 
not on the Southern Staircase Chemical Inventory: 
(a) Manger will notify the employee that a copy of the product SDS is needed.  
(b) The employee will notify the Safety Director of Non-compliance. 
(c) Upon receipt, the employee will file the SDS copy into the Southern Staircase 

HazCom/GHS Manual under the appropriate section, behind the last SDS. 
(d) The Employee will then record the SDS in the Chemical Inventory List.   
(e) Annually, the Safety Director will gather all entries (copies) and update the master 

inventory list maintained at the main office or computer server, if necessary. The lists will 
then be updated to ensure all store compliance. 

 
7. We do not generate SDS.  No alternatives to SDS are used in this workplace. 
 
INFORMATION AND TRAINING (SOP 5-F) 
 
1. Any employee who works with or is potentially "exposed" to hazardous chemicals will receive 

initial training and any necessary retraining on HazCom/GHS and the safe use of chemicals by 
the Safety Director.  

 
2. All employees must be trained on the new label elements and SDS format by December 1, 2013. 

 
3. Employees will be instructed on the following items: 

a. Requirements for labels on containers of hazardous chemicals and how they coordinate 
with SDS, including: 

i. Pictograms 
ii. Signal words to identify the nature of the hazard 

1. Danger – for more severe hazards 
2. Warning - for less severe hazards 

b. How to read and interpret information contained on SDS (SDS Sample SOP 8-Appendix 
D). 

c. Chemical hazards presented by hazardous materials present in the employee’s work 
area. 

d. Measures which employees can or must take to protect themselves from hazardous 
chemicals, such as use of protective safety equipment. 

e. Specific procedures or controls that have been implemented by the company to protect 
employees from hazardous chemicals. 

f. The contact for questions and answers about hazardous chemicals and SDS. 
 

4. Rosters are signed by employees upon completion of their training and are kept by the Safety 
Director. 
 

5. The Safety Director can provide training as needed to employees.   
 



NOTICE OF UN-RECEIVED SAFETY DATA SHEETS (SOP 5-G) 
 
A chemical/product/material was observed on our worksite that has not been found on our chemical 
inventory list.  The OSHA Hazard Communication Standard requires us to maintain and distribute Safety 
Data Sheets (SDS) for all chemical substances and hazardous materials found on our worksites. This 
NOTICE is to formally advise you that an SDS has not been supplied. 
 
In order for our company and yours to be in compliance with this Standard you must provide us with the 
Product SDS.  Your prompt attention to this matter is appreciated 
 
Product Name:    
 
Vendor Name:    
 
Product Observed at SITE & DATE:    
 
Subcontractor Representative notified:  __________________________________________ 
 
 Maintain this record and copy of attached in SDS binder for this project. 



SOP 16-1 -Appendix A 

Chemical Inventory

  



 

 

 

HCS PICTOGRAMS (SOP 16-1-Appendix B) 

 

 



5. Lock Out / Tag Out Program 
 
 
  LOCKOUT/TAGOUT PROGRAM 
 
Southern Staircase recognizes that during servicing and/or maintenance of equipment, our 
employees have the potential to be involved in a serious or fatal accident caused by the unexpected 
start-up of equipment or the release of stored energy.  This policy has been developed to establish 
procedures for the control of hazardous energy, hereafter called Lockout/Tagout.  This policy is 
intended to comply with the requirements of OSHA standard 29 CFR 1910.147, Control of Hazardous 
Energy (lockout/tagout), and the provisions of OSHA's Electrical Safety-Related Work Practices 
Standards:  29 CFR 1910.331; 1910.332; 1910.333; 1910.334; and 1910.335. 
 
Important Definitions: 
Energy source.  Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or 
other energy. 
 
Energized.  Connected to an energy source or containing residual or stored energy. 
 
Energy isolating device.  A mechanical device that physically prevents the transmission or release 
of energy.  This includes:  locks; hairpins; tongs; lockable valves; clam shell devices for valves; blank 
flanges for piping systems; restraining devices to prevent movement of parts; etc. 
 
Lockout device.  A device that utilizes a positive means such as a lock to hold an energy isolating 
device in the safe position and prevent the energizing of a machine or equipment. 
 
Lockout.  The placement of a lock on an energy isolating device, in accordance with an established 
procedure, ensuring that the energy isolating device and the equipment being controlled cannot be 
operated until the device is removed. 
 
Normal production operations. The utilization of a machine or equipment to perform its 
intended production function. 
 
Servicing and/or maintenance. Workplace activities such as constructing, installing, setting up, 
adjusting, inspecting, modifying, and maintaining and/or servicing machines or equipment.  These 
activities include:  lubrication; cleaning or un-jamming of machines or equipment, and adjusting or 
tool changes where employees may be exposed to the unexpected energization or start-up of the 
equipment or release of hazardous energy. 
 
Cord and Plug Connected Equipment.  Equipment where the only energy source is electrical 
power provided by a plug in connection.   

 
 

 

 



6. Fall Arrest Program 
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