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SAFETY PROGRAM
NEW EMPLOYEE (“TEAM MEMBER”) ORIENTATION
Safety communication begins on a team member’s first day of work. As part of NTS’ orientation program, every
team member receives a copy of NTS’ Basic Safety Guidelines. New team members are advised that NTS works
very diligently to protect them from on-the-job injuries and accidents, and that we all work together to make safety a
habit. Emphasis is placed on safety training and teamwork to achieve safety goals.
Maintenance, landscaping and construction team members also receive an NTS Safety Manual and are required to
sign a receipt for the manual. Each new team member is asked to familiarize himself or herself with NTS’
Basic Safety Guidelines and to read the NTS Safety Manual prior to their scheduled safety training. Team
members are encouraged to ask questions during safety training sessions and to actively participate in NTS’ Safety
Program as empowered risk managers.
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SAFETY TRAINING AND SEMINARS
The success of our Safety Program depends upon effective communication and training. Training starts on your first
day of work and continues throughout the entire period of your employment.
TEAM MEMBER ORIENTATION
 All team members are introduced to NTS’ Basic
Safety Guidelines.
 NTS Safety Manuals are provided to
maintenance, landscaping and construction team
members.
 Team members who will be servicing more than
one property are provided with safety equipment
packs. Team members who will be servicing one
property are shown where the safety equipment
is stored for their location.
 Team members are introduced to their work
location(s), work conditions and fellow team
members.
 Team members are shown where to locate the
following: Material Safety Data Sheets (MSDS),
the NTS Emergency Preparedness and Disaster
Management Manual, personal protective
equipment, first aid supplies, a telephone,
emergency phone numbers, NTS Incident Report
Forms and other safety materials.
 Team members are given written job
descriptions,
which
outline
specific
responsibilities and performance expectations.
ON-THE-JOB TRAINING
Every team member deserves to know what NTS
expects. Your supervisor will discuss your specific
duties with you, explain why each duty is necessary,
and describe how it fits into our overall operation.
Your supervisor will also provide practical examples
of how your work is to be performed and explain
when your work must be done. Your day-to-day
performance will be observed to determine if correct
and safe performance methods are utilized.
Supervisors will review our Basic Safety Guidelines
and our Safety Manual with you. There will be
adequate time allowed to discuss issues and
questions. Your supervisor will also discuss the
purpose and use of safety equipment.
NTS cares about your safety and well-being. Each
property works very hard to have the safest work
record possible. On-going safety counseling and
training is provided for all NTS maintenance,
landscaping and construction team members.
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TOOLBOX SESSIONS
Safety coordinators will prepare and conduct
“informal” toolbox sessions to discuss safety issues.
It is recommended that toolbox sessions be conducted
on a quarterly basis
and as needed for
minor changes in
work
conditions
and
practices.
These sessions are
normally for small
groups and last
approximately 15
to 30 minutes.
Topics may include on-the-job safety, automotive
safety and off-the-job safety. Toolbox sessions are
also appropriate to discuss any operating activity that
may involve a hazard.
SAFETY SEMINARS
NTS also conducts or sponsors safety seminars for
larger groups of team members. Outside speakers
(police officers, fire department personnel, first aid
instructors, civil defense instructors, personal
protection instructors, etc.) may be utilized to give
variety and depth to safety seminars.
Team
members who have suggestions concerning
specific safety topics are encouraged to contact the
Risk Management Administrator or the Director
of Human Resources.
TRAINING DOCUMENTATION
All NTS training and certification programs are
documented. You will be asked to complete a
Training Acknowledgment Form for each training
session. The information you provide on this form is
very important. Not only does it document your own
skill development, it also provides useful feedback
about our training programs. Our goal is to develop
training programs that are both interesting and
informative for you.
SAFETY MATERIAL
Your Risk Management Administrator can provide a
variety of sources for safety videos, films and
brochures. The National Safety Council and various
state safety councils and agencies can also provide a
wealth of information on safety issues. OSHA’s
website www.osha.gov is an excellent resource and
has links to all of the states’ OSHA programs as well.
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DUTIES OF TEAM MEMBERS
Safety is everyone’s concern. Each team member should be concerned about his or her own safety and the safety
of fellow team members, residents and tenants, guests, vendors and contractors working on NTS properties.
Commitment to safety is an important responsibility of each team member.














Always follow NTS’ Basic Safety Guidelines.
Use common sense.
Perform your job as you were trained.
Concentrate on the job at hand.
Be certain you know a safe procedure for accomplishing each job.
Do not take short cuts.
Utilize personal protective equipment.
Take precautions to ensure your safety and the safety of others.
Submit safety suggestions to management whenever appropriate.
Immediately advise your supervisor if you discover a safety hazard.
Maintain cleanliness and good personal safety habits.
Actively participate in NTS’ Safety Program.
Report all injuries (no matter how slight) to your supervisor immediately.
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DUTIES OF SUPERVISORS
It is the responsibility of each supervisor to provide thorough training so that every NTS team member is familiar
with our Basic Safety Guidelines, our Safety Manual and our Emergency Preparedness and Disaster Management
Manual. Safety orientation should minimally include the following steps:
 Tour work and maintenance shop areas with the
team member. Point out potential hazards and
precautions to be taken on the job.
 Provide instruction about the use of personal
protective equipment such as safety glasses,
earplugs, respirators and masks, gloves, hard
hats and bump caps, back support belts, etc.
Advise team members that the use of personal
protective equipment is not optional. Inform all
team members that consistent failure to wear
personal protective equipment will result in
termination of employment. Review guidelines
concerning safety equipment packs.
 Provide instruction about the proper use of
emergency equipment such as fire extinguishers,
first aid equipment, fresh air equipment, eye
wash solutions, etc.
 Review NTS’ Basic Safety Guidelines with the
team member.
 Review the NTS
Safety Manual with
the team member.
Supervisors must
ensure that NTS’
safety standards are
clearly understood
and applied when
handling
day-today responsibilities. Take time to discuss issues
and to answer all safety questions.
 Require team members to become familiar with
NTS’ Emergency Preparedness and Disaster
Management Manual. Every team member must
know where to find this manual in the event of
an emergency or disaster.

 Encourage team members to submit safety
suggestions
to
improve
operations.
Supervisors are required to respond to each team
member who submits a signed Safety Action
Suggestion Form. Safety action suggestions
must be channeled to the Risk Management
Administrator or Director of Human Resources
for evaluation.
 Provide ongoing safety education for your team
members.
NTS’
Risk
Management
Administrator or the Director of Human
Resources can provide a variety of safety
booklets, videos and speakers for staff meetings.
 Supervisors should establish an ongoing
dialogue with team members concerning safety
issues.
 Lead by example. You are expected to adhere
to all NTS’ Basic Safety Guidelines and to
follow all established policies and procedures.
Avoid shortcuts and always practice safe work
habits. Your team will adopt your attitude
toward job safety. At all times demonstrate your
concern for team member safety and the priority
you place on it. Your policy must be clearly
established. Only you can show its importance
through your own actions.
 Supervisors should consistently remind team
members to apply safe work practices.
Accident and injury prevention is realized by
continuous alertness and caution. For example,
if a team member is observed hammering nails
without proper eye protection, the supervisor
should stop the work until the team member
secures proper eye protection. If minor safety
violations continue, counseling and progressive
discipline are appropriate.

In the event of an accident, supervisors should thoroughly investigate all aspects of the incident in order to develop
information that will help to determine the cause. The purpose of your investigation is not to assign blame. It is to
determine how we can prevent a similar accident from occurring in the future. Always take appropriate corrective
action immediately. If the accident or injury was caused by equipment, identify and save the equipment so it
can be inspected and replaced.
An NTS Incident Report Form and an Accident Investigation Report Form must be submitted to the Risk
Management Administrator. The NTS Incident Report Form must be submitted within 24-hours of the
incident. The Accident Investigation Report Form must be submitted within three business days following the
incident.
January 2008
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INJURY AND ACCIDENT REPORTING
All injuries and accidents are to be reported immediately to the responsible supervisor. It is the supervisor’s
responsibility to contact the Risk Management Administrator immediately after the injured team member has
received appropriate medical attention. The supervisor must complete an NTS Incident Report Form and
forward to the Risk Management Administrator within 24-hours.
It is the responsibility of the Risk Management Administrator to contact NTS’ Workers Compensation insurance
carrier within three days of the accident or injury and forward any forms or paperwork to the insurance adjuster
assigned to the claim.
Thereafter, all associated medical bills and legal documents must be forwarded to the Risk Management
Administrator for processing.
There will typically be a waiting period before any injured team member receives benefits. Not all injuries and
circumstances are the same so contact the Risk Management Administrator with any questions regarding your injury
and benefits.

January 2008

S-7

NTS SAFETY MANUAL

PERSONAL PROTECTIVE EQUIPMENT
TEAM MEMBER SAFETY EQUIPMENT
NTS is highly concerned about your safety and well-being. The primary goal of our Safety Program is to keep our
team members safe and well by minimizing the frequency and severity of injuries and accidents. In order to achieve
this goal, we must work together. Make safety a personal habit. View yourself as a risk manager.
NTS provides each maintenance, landscaping and construction team member who services more than one property a
safety equipment pack containing personal protective equipment and first aid supplies. This ensures team members
will always have safety equipment available to them even when traveling from site to site. Team members who will
be servicing one property are provided with personal protective equipment and first aid supplies as well, but they are
stored on site in a central location. Team members are required to wear personal protective equipment at all
times when on the job. We cannot predict when hazard exposure may occur.
Safety equipment packs contain the following:
 Waist pack
 Protective eye wear
 Ear plugs
 Gloves
 Dust mask
 First aid supplies
 Etc.
Team members are expected to utilize these materials, or to secure other appropriate personal protective equipment,
whenever there is the potential of hazard exposure.
We need your cooperation to keep you safe. Team members who do not wear and/or do not use proper protection
equipment will be counseled and may be subject to progressive discipline.
We all misplace things from time-to-time. We are aware that occasionally a safety equipment pack may disappear.
NTS will issue up to three safety equipment packs to team members without charge. However, if you lose more
than three, you will be required to reimburse NTS for the actual cost of a new pack. If your employment is
terminated for any reason, you must return the complete safety equipment pack to the company.

MAKE SAFETY A HABIT. WEAR AND USE YOUR SAFETY EQUIPMENT!
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PROPERTY SAFETY EQUIPMENT
NTS provides safety equipment and materials at each property and maintenance facility. All team members must
know where the safety equipment and materials are located and how to use them.
Property safety equipment includes the following:
 First aid supplies
 Hazard Communication Center
 Eye protection and chemical goggles
 Respirators and dust masks
 Eye wash solution
 Lifting back belts
 Fire extinguisher(s)
 Safety posters
 OSHA compliance poster
 DOL/EEO compliance poster
 Incident reporting forms
Other equipment and materials may also be provided by NTS, as needed.
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EYE PROTECTION
Flying objects cause most eye injuries (metal or stone chips, nails, abrasives, insulation, sawdust, etc.). Corrosive
substances and poisonous gas or fumes also constitute eye hazards.
Street glasses alone do not meet industrial safety specifications. Team members are required to wear safety
glasses when exposed to potential eye hazards. Goggles or glasses with colored lenses are required when a
team member is exposed to the glare of electric welding operations.
Eye and face protection equipment required should meet the requirements specified in The American National
Standards Institute, Z87.1-1968, Practice for Occupational and Educational Eye and Face Protection. Review
OSHA’s guidelines section (Standard 29 CFR 1926.102).
Activities that involve potential eye hazards include, but are not limited to the following:
 Chipping, cutting or breaking stone, brick and or concrete
 Scraping paint or scale from wood or metal surfaces
 Sawing wood
 Sanding
 Installing or moving insulation materials
 Using a metal brush to clean fittings on metal or wood surfaces
 Grinding on abrasive wheels, even though a glass guard is provided
 Using compressed air for cleaning purposes
 Using chisels or other handled steel tools
 Handling strong chemicals
 Welding operations
 Etc.

January 2008

S-10

NTS SAFETY MANUAL

FOOT PROTECTION
A leather work shoe is required and a steel-toed boot or shoe is recommended for all maintenance, landscaping and
construction team members. Tennis shoes, sandals or other soft shoes are strictly prohibited on the job.

HAND PROTECTION
Gloves should be worn at all times when performing operations that expose fingers and hands to cuts, scrapes,
bruises and burns. Hand protection is also important in cold weather and when working with chemicals. The type
of gloves required must be determined by the type of work being performed.
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HEAD PROTECTION
Team members involved with maintenance, landscaping or construction activities that include overhead loads
and/or hazardous operations must wear safety hats. The necessity of safety hats (hard hats or bump caps) will be
determined by supervisors.
Supervisors are responsible for the designation and posting of restricted hard hat and bump cap areas. Strict
compliance is required in all such restricted areas.
Supervisors are also responsible for assuring that employees of contractors and subcontractors wear appropriate
safety hats. Contractors and subcontractors are required to provide safety equipment for their employees. If a
contractor fails to supply proper safety equipment, or if a contractor’s employee refuses to comply with safety
directions, work should cease until safety standards are met. If the contractor refuses the safety rule the contract will
be terminated and the contractor asked to leave the site.

HEARING PROTECTION
Hearing protection equipment is provided to prevent hearing loss due to occupational noise exposure.
Team members are required to use hearing protection equipment whenever directed to do so by supervisors, when
instruction or warning labels recommend this precaution, or when common sense dictates protective measures. It is
the responsibility of each team member to wear hearing protection equipment when necessary. The type of
hearing protection equipment selected must be suitable for the hazard to which a team member is exposed.
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RESPIRATORY PROTECTION
Respirators or masks will be provided when such equipment is necessary to protect the health of team members.
Respirators and masks must be selected on the basis of suitability for the hazard to which a team member is exposed.
Team members are required to use respirators or masks whenever directed to do so by supervisors, when
instruction or warning labels recommend this precaution, or when common sense dictates protective
measures are warranted.
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LIFTING AND CARRYING
Back injuries can be painful and debilitating. They can be costly, and last a lifetime. Fortunately, most back
injuries can be avoided by following simple steps. All NTS team members are expected to practice safe lifting and
carrying techniques, and to ensure that new team members receive timely training.
LIFTING AN OBJECT
Step 1: Analyze the situation.
 Consider the size, weight, and shape of the
object that must be lifted.
 Plan the lift.
 If it is heavy, or you cannot see around the
object, even if it is lightweight, get help.
Step 2: Position your feet.
 Place your feet solidly close to the object. For it
to be most effective position your feet eight to
twelve inches apart, with one foot slightly ahead
of the other.
Step 3: Bend your knees.
 Bend your knees to the degree that is
comfortable (usually about 90 degrees).
 Whenever possible, crouch instead of going into
a full squat when you are lifting an object from
floor level. Straightening up and lifting from a
full squat requires nearly twice as much leverage
as straightening up and lifting from a crouch.
Step 4: Get a firm grip.
 Ensure that you have a firm hand hold on the
object before starting the lift.
Step 5: Lift the load straight up.
 Keep your back as straight as possible (never
arched), and lift the load smoothly and evenly
upward, pushing with your legs.
 Avoid turning or twisting movements until the
lift is completed.
Step 6: Keep the load close to your body.
Step 7: Look at your path before moving.
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CARRYING AN OBJECT
 When carrying an object, change your grip only
after setting the object down on a support.
 PIVOT AND SHIFT. When a change in
direction is necessary, turn your whole body,
including your feet. Avoid twisting your body.
 When two or more persons are handling the
same object, one person should be designated to
call signals. All persons on the lift should know
who the designated person is and should warn
the person of any change in grip.
 Heavy or bulky material that must be carried a
considerable distance, should be handled
mechanically.
SETTING AN OBJECT DOWN
 Setting an object down is essentially the reverse
process of safe lifting.
 Using leg and back muscles comfortably lower
the load by bending your knees.
 Keep your back as straight as you can.
 When the load is securely positioned, release
your grip.
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ERGONOMIC HAZARDS
Ergonomic tools and practices keep workers healthy and increases productivity, work quality and team member
morale.
REPETITIVE MOTIONS
Repetitive motions can put a lot of strain and stress on team members. Simple things that team members do on a
daily basis can cause strain and stress on the team member and also be expensive to the employer in workers
compensation claims. Ergonomics is a simple cost effective way to ensure happy team members and a happy
employer.
TAKE A LOOK AT ALL AVAILABLE DATA TO FIND PROBLEMS
Use your workers compensation claims data for safety meetings, absenteeism and turnover records, team member
suggestions and any other data you may have to identify where the biggest problems are.
ENCOURAGE EARLY REPORTING OF PROBLEMS
If team members feel comfortable about coming forward with any symptoms of injury early on, you have an
opportunity to take care of a problem before it results in a workers compensation claim. The net result is less pain
and suffering for the team member and considerable cost savings for the employer.
The Department of Labor and Industries offers free workshops and consultations in ergonomics to team members.
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HAZARDS IN THE WORKPLACE
HAZARD COMMUNICATION PROGRAMOMUNICATION PROGRAM
NTS has developed a Hazard Communication Program that provides information about hazardous materials,
physical and health dangers presented by these materials, and the appropriate protection and procedures for dealing
safely with these materials. NTS’ program has been specifically designed to protect our team and to comply with
OSHA’s regulations concerning hazard communication standards (also known as the “Right to Know Law” Section
29 CFR 1910.1200).
Our Hazard Communication Program includes the following components:
 Hazard Identification (Types of Hazards)
 Hazardous Material Inventories
 Material Safety Data Sheets (MSDS)
 Labels
 Training
 Protective Equipment
 Contractor Hazard Communication
A copy of this program is to be made available to new team members and a copy will be provided to any team
member upon request. It is the responsibility of Property Managers to disseminate this information.
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CHEMICALS
There are four basic types of material hazards:
 Toxic (poisonous)
 Reactive (reacts with other substances)
 Ignitable (burns or explodes)
 Corrosive (burns)
NTS’ Hazard Communication Program applies to materials in the workplace that pose either a physical hazard or a
health hazard.
Certain materials present physical hazards due to their physical properties. Examples include flammable liquids or
solids, combustible liquids, compressed gases, explosives, oxidizers, materials that may ignite spontaneously,
unstable materials, etc.
Materials may also present health hazards. An acute health effect usually occurs immediately following exposure to
a chemical. A chronic health effect is typically long-term and continuous. Examples of materials that present health
hazards include carcinogens, toxins, irritants, corrosives, sensitizers and certain organ-specific agents such as
asbestos (which affects the lungs).
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INVENTORY
Each NTS maintenance facility is equipped with a Right to Know Compliance Center or Hazard Communication
Center which contains an inventory list of hazardous materials utilized on the property. This list of hazardous
materials is indexed by numbers which correspond to separate Material Safety Data Sheets (MSDS). The Right to
Know Compliance Center must be easily accessible to team members, contractors and vendors.
Property Managers, Maintenance Managers and Service Managers are responsible for developing and maintaining
an accurate and complete inventory of hazardous materials. Material Safety Data Sheets (MSDS) are also
maintained in the Right to Know Compliance Center.
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MATERIAL SAFETY DATA SHEETS (MSDS)
Material Safety Data Sheets (MSDS) are fact sheets for chemicals that pose a hazard. Everyone working at NTS
must know what hazardous chemicals are present at their work location and what precautions are appropriate to deal
with those materials. MSDS provide team members with this essential information.
Property Managers, Maintenance Managers and Service Managers (“Managers”) are responsible for securing MSDS
for any and all materials used by team members that pose a physical or health hazard. Managers are also responsible
to check all chemical purchase requests to be certain a request for MSDS appears on the purchase request before it is
processed.
Incoming orders are to be checked for hazardous materials. Managers are to review incoming MSDS for health and
safety information and ensure that new information is given to their team members.
Upon receipt, MSDS must be placed in sheet protectors and immediately inserted in the Right to Know Compliance
Center MSDS book. MSDS must be provided in English and must cover very specific information about each
chemical.
Information provided on MSDS included the following:
 Identity of the material (chemical and trade names)
 Hazardous ingredients and threshold limits
 Physical hazards (reactivity, fire and explosion data, etc.)
 Health hazards (exposures, routes of entry, effects, emergency and first aid procedures)
 Control and protection information (precautions, protective equipment, safe handling methods and use)
 Carcinogen listing (NTP) or potential carcinogen listing (IARC) determined by OSHA
 Emergency and first aid procedures
 Spill and disposal procedures
 Transportation data
 Date of preparation and latest revision
 Manufacturer, importer or responsible party
There should be no blank spaces on the MSDS. Contact your supervisor if you encounter a MSDS which is not
complete.
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WARNING LABELS
Hazardous chemical containers must be labeled in English. It is the responsibility of Maintenance Managers and
Service Managers to ensure that all containers are labeled appropriately.
A label is a written, printed or graphic material attached to a container. A container is defined as a bag, barrel,
bottle, box, can, cylinder, storage drum or tank.
Warning labels must show very specific information like the following:
 Chemical or trade name
 Hazard warnings:
 “Caution” means relatively low risk
 “Danger” means medium to high risk
 “Warning” means high to very high risk
 Manufacturer, importer or other responsible party
 First aid procedures
 Handling and storage
Printed operating procedures, signs or placards may be used on stationary containers instead of labels.
Labels are not required when hazardous chemicals are transferred from a labeled container into a portable container
IF it is intended for the immediate use of the person who performs the transfer. However, the chemical must be
used during a single work period to avoid labeling requirements.
Other chemical transfer situations require an appropriate label for the separate container. Maintenance Managers
and Service Managers must ensure that secondary containers are labeled with an extra copy of the manufacturer’s
original label or with a generic label which has space for the chemical or trade name and hazard information.
Pipes and piping systems are not considered to be containers. Maintenance Managers and Service Managers must
ensure that pipes are identified and labeled properly. Property Managers are responsible for informing team
members about hazards associated with chemicals contained in pipes within work areas.
District Managers are responsible for reviewing labeling systems at least once each year and assuring compliance
with NTS’ requirements.
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TRAINING
Property Managers are expected to review NTS’ Hazard Communication Program with new team members before
work commences.
Orientation and training for new team members includes the following minimum components:
 Location, availability and contents of NTS’ Hazard Communication Program.
 Property inventory of hazardous materials.
 Location of the “Right to Know Compliance Center(s)” or “Hazard Communication Center(s)” that contain the
hazardous chemical inventory list and MSDS.
 Careful review of all MSDS applicable to the team member’s job (including physical and health effects,
emergency procedures, etc.).
 Instructions concerning warning labels.
 Protection equipment which must be used to prevent exposure to hazardous chemicals.
 Other control and work practices which team member must follow.
Before any new chemical is used, all team members must be advised of its use, instructed on safe use, and trained on
hazards associated with the material. Property Managers, Maintenance Managers and Service Managers will
provide the necessary training for new chemicals introduced in the workplace.
In the event that non-routine tasks are required, the Property Manager will provide the following information about
hazardous materials to all team members who could be exposed:
 Specific chemical name and hazards.
 Safety measures to be taken such as proper ventilation, protective equipment, assistance, emergency procedures,
etc.
 MSDS.
You may be required to attend additional training, as appropriate, to review hazard communication policies and
procedures and MSDS. Appropriate library reference material will also be discussed during training sessions.
Following each training session you will be required to complete a Training Acknowledgment Form.
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PROTECTIVE EQUIPMENT
MSDS provide guidelines for the use of personal protective equipment. There are many types of equipment to
protect you. Managers must advise team members that the use of personal protective equipment is not
optional. Consistent failure to wear personal protective equipment will result in termination of employment. The
first violation will be a written reprimand in the team member’s personnel file. The second violation will be
possible suspension from work without pay and the third violation will be termination.
NTS requires that the following parts of the body must be protected with personal protective equipment:
 Face and Eyes (safety glasses, goggles, visors, shields, helmets)
 Ears (earplugs, earmuffs)
 Respiratory System (dust masks, respirators, purifiers, breathing apparatus)
 Head (bump caps, hard hats, hoods)
 Feet (boots, shoes, guards)
 Skin (gloves, protective clothing, leggings, pads)
Read MSDS guidelines very carefully and use common sense. Secure the appropriate type of personal protective
equipment to keep you safe. Never attempt to handle hazardous material without the correct type of personal
protective equipment. There can be no exceptions to this guideline. If the proper protection item is not available,
consult your supervisor, manager or the Property Manager.
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COMMUNICATION WITH CONTRACTORS
Contractors and NTS share the mutual obligation to fully inform each other about hazardous materials which may be
encountered while performing work on the property. Property Managers, Maintenance Managers and Service
Managers are responsible for assuring that our mutual obligation is met.
CONTRACTOR REQUIREMENTS
All maintenance and service agreements must specifically stipulate that the vendor or contractor is required to
provide the following documentation before work commences:
 A comprehensive list of all hazardous materials which will be utilized while performing work on the property.
 MSDS for all hazardous materials that will be utilized.
 Written certification that its employees have received appropriate hazard communication training.
Property Managers are responsible for securing the required documents and disseminating this information before
work commences. One of these documents is the Contractor/Subcontractor Receipt of NTS’ Basic Safety
Guidelines and Safety Manual Form.
Additionally, vendors and contractors are required to provide appropriate protection equipment for their employees.
If a contractor does not use appropriate protection, work is to be stopped until proper protection equipment is
secured.
NTS’ RESPONSIBILITIES
Property Managers are responsible for advising all contractors performing work on the property where the Right to
Know Compliance Center is located. Contractors should be specifically advised that a hazardous material inventory
and accompanying MSDS can be found in the Right to Know Compliance Center.
If a contractor’s employees may be exposed to any hazardous material(s) while working on NTS property, the
Property Manager must provide the contractor with copies of appropriate MSDS prior to potential exposure.
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FALL PROTECTION PROGRAM
Fall protection systems are required where injury from a fall to a lower level is a potential hazard. OSHA guidelines
require that each person on a walking or working surface which is six feet or more above a lower level must be
protected from falling by use of guardrail systems, safety net systems, safety monitoring systems or personal fall
arrest systems. This standard applies to NTS team members and to contractors working on our properties.
DEFINITIONS
Because of the technical nature of OSHA’s fall protection standards (Section 29 CFR 1926, Support M) some key
definitions are outlined in this section. Refer to these definitions to clarify specific federal requirements.
 Body Belt or Safety Belt is a strap which secures about the waist and attaches to a lanyard, lifeline or
deceleration device.
 Body Harness is a strap device which attaches to other components of a fall arrest system and distributes fall
arrest forces over the thighs, pelvis, waist, chest and shoulder.
 Controlled Access Zone is an area in which work may take place without the use of guardrail systems,
personal fall arrest systems, or safety net systems. Access to this area is controlled by management.
 Deceleration Device is any mechanism which serves to dissipate energy during a fall arrest (such as rope grabs,
lanyards, etc.).
 Guardrail System is a barrier erected to prevent an individual from falling to lower levels.
 Lanyard is a flexible line of rope, wire rope or strap, which connects a body belt or harness to a deceleration
device, lifeline or anchorage.
 Personal Fall Arrest System consists of an anchorage, connectors, a body/safety belt or body harness, and may
include a lanyard, deceleration device, lifeline or a combination of these devices.
 Safety Monitoring System is used to warn workers of fall hazards.
 Walking/Working Surface is any surface (horizontal or vertical) on which an individual walks or works to
perform job duties including, but not limited to, floors, roofs, ramps, bridges, runways, formwork and concrete
reinforcing steel. Ladders, vehicles and trailers are excluded.
HAZARDS REQUIRING FALL PROTECTION
 Unprotected sides and edges
 Leading edges
 Hoist areas
 Ramps, runways and other walkways
 Excavations
 Holes
 Roofing work
 Wall openings
 Other walking/working surfaces such as floors, bridges,
formwork and concrete reinforcing steel
PROTECTION FROM FALLING OBJECTS
Individuals who are exposed to injury from falling objects are required to wear a hard hat and must be protected by
one of the following measures:
 Erect toeboards, screens or guardrail systems to prevent objects from falling from higher levels.
 Erect canopy structures to keep potential falling objects from hitting objects below the canopy.
 Barricade the area in to which objects could fall, prohibit individuals from entering the area, and ensure that
potential falling objects cannot go over the edge.
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OSHA FALL PROTECTION REQUIREMENTS
NTS is required to provide fall protection systems that meet very specific requirements in order to protect workers.
GUARDRAIL SYSTEM REQUIREMENTS
 Top rail is 42 inches from walking/working level.
 Midrail (or alternative) is 21 inches above walking/working level.
 Ability to withstand a force of at least 200 pounds in any outward or downward direction.
 Surfaced to prevent injury from puncture, laceration or snagging of clothing.
 Designed so as not to constitute a projection hazard.
 Inspected at regular intervals.
SAFETY NET SYSTEM REQUIREMENTS
 Installed as close as practical under the walking/working surface (in no case more than 30 feet below such
level).
 Extend outward from outermost projection of the work surface.
 Installed with sufficient clearance under them to prevent contact with the surface due to impact on the net.
 Capable of absorbing an impact force equal to that produced by the OSHA drop test.
 Mesh opening not to exceed 36 square inches nor be longer than six inches on any side.
 Inspected at least weekly for wear, damage, deterioration and/or defective components (all worn, damaged,
deteriorated and/or defective components must be replaced immediately).
PERSONAL FALL ARREST SYSTEM REQUIREMENTS
 Connectors, D-rings, snap hooks, lanyards, lifelines and anchorages
must be designed, constructed and installed according to OSHA
specifications.
 Limit maximum arresting force on a team member to 900 pounds
when used with a body belt; 1,800 pounds when used with a body
harness.
 Rigged such than a team member can neither free fall more than six
feet nor contact any lower level.
 Use of body belts, harnesses and related components is restricted to
team member fall protection only (not to hoist materials).
 Personal fall arrest systems and components subject to impact loading
must be removed from service and inspected.
 Not to be attached to guardrail systems prompt rescue of team members in the event of a fall.
 Inspected at least weekly for wear, damage, deterioration and/or defective components (all worn, damaged,
deteriorated and/or defective components must be replaced immediately).
POSITIONING DEVICE SYSTEM REQUIREMENTS
 Rigged such that a team member cannot fall more than two feet.
 Secured to an anchorage capable of supporting at least twice the potential impact load of a team member’s fall
or 3,000 pounds, whichever is greater.
 Connectors, D-rings and snap hooks are designed, constructed and installed according to OSHA specifications.
 Use of body belts, harnesses and related components is restricted to team member fall protection only (not to
hoist materials).
 Inspected at least weekly for wear, damage, deterioration and/or defective components (all worn, damaged,
deteriorated and/or defective components must be replaced immediately).
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WARNING LINE SYSTEM REQUIREMENTS
 Erected around all sides of the work area roof.
 Erected not less than six feet from roof edge when mechanical equipment is not being used.
 Points of access, materials handling areas, storage areas and hoisting areas must be connected to the work area
by an access path formed by two warning lines.
 Consist of ropes, wires or chains and supporting stanchions erected according to OSHA standards.
 No workers can be allowed in area between roof edge and warning line unless working in that area.
 Mechanical equipment on roofs used or stored only in areas where workers are protected by a warning line
system, guardrail system or personal fall arrest system.
CONTROLLED ACCESS ZONE REQUIREMENTS
 Defined by a control line or other means that restricts access and flagged at six foot intervals for visibility.
 Control line to have a minimum breaking strength of 200 pounds.
 All team members must comply promptly with fall hazard warnings.
SAFETY MONITORING SYSTEM REQUIREMENTS
 A competent person, who recognizes fall hazards, is assigned to monitor the safety of other workers.
 Cannot have other responsibilities that could draw attention away from safety monitoring duties.
 Located on same working surface and within visual sighting distance of team members.
 Workers working under unsafe conditions or performing unsafe acts must be warned.
 Close enough to communicate orally.
COVER REQUIREMENTS
 Secured when installed so as to prevent accidental displacement by wind, equipment or workers.
 Capable of supporting at least twice the maximum load to which it is exposed (e.g., equipment, workers).
 Color coded or marked with the word “hole” or “cover” to provide warning of hazard.
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MEDICAL EMERGENCIES
NTS provides first aid kits at each property location and in all company vehicles for personal use by team members.
No team member is responsible for administering first aid as a job duty. However, every team member is
responsible for knowing what steps to follow when a medical emergency occurs. Discuss your property’s plan for
dealing with medical emergencies with your supervisor. Be proactive and prepared. A well-executed plan will
ensure that professional medical assistance is provided as rapidly as possible.
Step 1: Call 911 immediately.
 Explain the situation to the dispatcher calmly,
clearly and succinctly.
 Advise the dispatcher where the emergency
response team should enter the building.

Step 2: Facilitate rapid access to the scene.
 Open any entrance gates to the property so that
emergency response vehicles can enter without
difficulty.
 A team member should be dispatched at the
entrance to the building or dock to guide
emergency response personnel.
Larger
properties may need to station team members at
several critical locations to facilitate the quickest
possible response.
 Take control of the service elevator(s) and have
it/them waiting (doors open) for emergency
response personnel before they arrive.
Step 3: Assist Officials.
 Keep crowds away from the scene, if possible.
 Follow the instructions of emergency response
personnel and/or other public officials
responding to the emergency.
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Step 4: Restore the site to a safe condition.
 Medical emergencies may be occasioned by
physical damage such as car accidents, glass
shattering, fire, structural collapse, etc. Refer to
NTS’ Emergency Preparedness and Disaster
Management Manual for specific guidelines
about protecting and barricading the area,
property restoration, etc.
 Medical emergencies, ranging from influenza to
severe cuts, may involve the spill of bodily
fluids. Please refer to the section entitled
“Bloodborne
Pathogens”
for
guidelines
concerning these situations.
Step 5: Report the incident to management.
 The Property Manager must immediately report
all incidents to the Risk Management
Administrator.
 If you are an eyewitness, draft a statement about
what happened. Record as many details as you
can. Sign and date the statement.
Step 6: Evaluate the team’s response.
 As soon as practical following the emergency,
team members should meet to evaluate how
effectively the situation was handled. Team
members are encouraged to brainstorm to
determine if response procedures can be
improved.
 Modify the property’s emergency response
procedures, if appropriate.
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BLOODBORNE PATHOGENS
The federal government has adopted bloodborne pathogens guidelines which are designed to protect all workers
against infections caused by germs carried in blood (OSHA 29 CFR 1910.1030).
NTS has developed a simple and clear program to protect team members from exposure to bloodborne pathogens.
Our program includes the following subjects.
 Information about Bloodborne Diseases
 Exposure Prevention (work practices and personal protective equipment)
 Warning Signs and Labels
 Procedures in Event of Exposure
 Training
BLOODBORNE DISEASES
Since many medical terms are technical, some basic definitions are provided to help team members understand
bloodborne diseases and how they are spread.
 Bloodborne pathogens are microorganisms present in human blood that can cause disease. Some examples
include Hepatitis B Virus (HBV) and Human Immunodeficiency Virus (HIV).
 Occupational exposure means anticipated contact with blood or other potentially infectious material from doing
one’s job.
 Exposure incident means actual specific eye, mouth, other mucous membrane, non-intact skin or parenteral
(needle stick, human bite, cut or abrasion) contact with blood or other potentially infectious material while
doing one’s job.
 Potentially infectious materials include blood, urine, vomit and other bodily fluids.
 Universal precautions mean that all human blood and certain bodily fluids are treated as if they were infectious
in order to provide maximum care, control and protection.
EXPOSURE PREVENTION
While hospitals and medical facilities have the greatest exposure to
blood and other potentially infectious material, all businesses that deal
with the public have some potential exposure. NTS’ work practice
guidelines are based upon universal precaution principles.
All tasks where team members could be exposed to blood or other
potentially infectious material require the use of personal protection
equipment. Potential exposure situations include, but are not limited to:
 Certain pipe repairs
 Commode repairs
 Blood spill clean-up
 Biohazardous waste disposal
 Trash disposal
Personal protection equipment may include one or more of the
following:
 Latex gloves
 Vinyl utility gloves
 Eye/face shield or protection device
 Bloodborne pathogens kit
 Disposable breath saver resuscitator
 Etc.
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Whatever it takes to stop exposure to blood or other potentially infectious material is the level of personal
protection equipment you should utilize.
 Wear latex disposable gloves under housecleaning gloves when cleaning restrooms or other areas where blood
or other potentially infectious material may be present.
 Latex disposable gloves (and vinyl utility gloves, if appropriate) must be worn while working in restroom
facilities on drainpipes, sewer cleaning, commode repair or other general plumbing repairs.
 If biohazardous waste is being removed, wear latex disposable gloves under vinyl utility gloves.
 Wear an eye/face protection device whenever splashing of blood or other potentially infectious material could
occur (such as restroom drain or sewer repairs).
 Utilize a bloodborne pathogens kit to clean-up blood spills or spills of other potentially infectious material as
quickly as possible. If a bloodborne pathogens kit is not available, properly block off the area and call a
specialized contractor to handle decontamination.
 Utilize a disposable breath saver resuscitator if you volunteer to provide mouth-to-mouth resuscitation.
 Be careful to remove gloves before touching any objects that could cause contamination, such as door handles.
 Upon completion of the task, remove gloves by peeling them off of your hands–leaving them inside out.
 If contamination occurs, the gloves and other affected disposable equipment
must be double bagged and thrown away in a biohazard bag.
 Wash hands thoroughly immediately after removing gloves or other
protective equipment and after contact with blood or potentially infectious
materials. If a sink isn’t available for hand washing, use an antiseptic
cleanser or wipe cloth. Then wash your hands with soap and water as soon
as you can.
 Disinfect reusable gloves and other reusable protection equipment after each
use.
 Clean and disinfect tools after performing plumbing functions.
 Arrange for special trash pick-up for contaminated or biohazardous materials.
WARNING LABELS
 Warning labels must be printed on fluorescent orange or orange-red, have contrasting lettering, and clearly
display the biohazard symbol.
 If a biohazard bag is not available, red bags or containers may be used. Keep these bags in a restricted area until
special trash pick-up is completed.
PROCEDURES IN EVENT OF EXPOSURE
 Immediately report the incident to your supervisor.
 An incident report will be prepared.
 Medical officials will make an attempt to draw blood from the source individual (if known) and make the HBV
and HIV status of the person known to your healthcare professional.
 You will be offered an HBV and HIV screen. Test results will be confidential.
 Medical evaluation and counseling will be provided.
TRAINING
 Contact your Risk Management Administrator to arrange for training or to obtain booklets, videos or other
education material.
 If NTS determines that a team member has the potential for an exposure to blood or other bodily fluids during
the course of his employment, the regulations require that the team member receive bloodborne pathogens
training and a Hepatitis B vaccination.
 Bloodborne pathogens training will be provided if you have any occupational exposure to blood and bodily
fluids.
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WORK AND SAFETY EQUIPMENT
EQUIPMENT GUARDS
Adequate guard devices must be properly maintained at all times on rotating or
reciprocating parts.
 If guard removal is necessary for maintenance purposes, immediate action should
be taken to ensure that the equipment is disabled and prevented from operation
during the absence of a guard or a fail-safe device.
 At no time may any guard, fail-safe, interlock or protective device be bypassed.

ELECTRICAL PORTABLE TOOLS AND EQUIPMENT
Always follow manufacturers’ instructions when using electrical portable tools and equipment to avoid electrical
shock. The following guidelines facilitate safe operation of this equipment:
 Connect and disconnect portable electric tool accessories with the power switch in the “off” position.
 When portable electric tools are used in wet locations, special precautions must be taken to prevent electrical
shock. Such precautions are rubber insulating gloves, rubber mats and double-insulated portable tools.
 Most portable electric tools in use today have a three-wire (grounded) power cord. The ground is built-in, but it
does no good if the plug is not inserted into a ground receptacle. If an adapter is used so the plug can be
mounted into a two-wire receptacle, the ground connection (the green wire) must be connected to the ground. If
additional wire is needed to reach ground, the wire should be at least 14 gauge, stranded copper wire.
 Team members using drills, saws or grinders should not wear ties, jewelry or loose clothing.
 A visual inspection of portable tools and equipment should be made on a quarterly basis. Team members
should inspect hand tools for visual defects (i.e., loose or frayed cords, broken handles, switches that stick) each
time they are used the tool. If there are any defects the team member should repair the hand tool or use a
different tool.
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LAWN MAINTENANCE EQUIPMENT
Always follow manufacturers’ instructions when operating lawn maintenance equipment. The following guidelines
facilitate safe operation of this equipment:
 Before using a lawn mower or tractor, clean the area to be mowed.
Remove all wire, stones, trash and other foreign objects.
 Never operate lawn maintenance equipment without steel-toe safety
shoes.
 Never operate weed eater equipment or a chain saw without appropriate
safety shoes and safety glasses or an approved face shield.
 Never operate a mower or a tractor when you are not in the driver’s seat.
 When using a lawn mower, keep hands and feet away from the discharge
chute and motor. Always stop the engine before working in the chute or
on the underside of the mower.
 When using a riding mower, cut up and down slopes so that the
equipment will not tip over easily.
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LADDERS AND SCAFFOLDS
LADDERS
While ladders are uncomplicated and simple to use, ladder safety should not be taken for granted.
 If the job calls for a ladder, take the time to find the right type.
 Don’t build makeshift ladders out of boxes, chairs, benches, etc., or
place a ladder on boxes or blocks to make it taller.
 Check the ladder’s condition before climbing. The ladder should
have safety feet. Don’t use a ladder if its rails or rungs are weak,
broken or slippery.
 Aluminum or other metal ladders should be inspected frequently to
determine that there are no burrs or loose rivets.
 Ladders with metal parts should never be used in areas where they
may come into contact with electrical wires or electrical equipment.
 When placing a step ladder, fully extend the legs and lock the cross
braces in place. Don’t stand on the top of a step ladder.
 When placing an extension ladder, use the “4 to 1 Rule”–the
distance from the wall to the base of the ladder should be ¼ the
distance from the base of the ladder to where it touches the wall.
(Example: The feet of a 12 foot ladder should be placed about three
feet away from the base of the object).
 When you climb, face forward and use both hands. Whenever
possible, grip the side rails while using the ladder. If it is not
practical to grip the side rails, grip the rungs securely while ascending and descending.
 Make certain there is only one person on a ladder at any give time.
 Hoist tools or materials up to you when you reach the top of the ladder. Use your hands for climbing only.
 Don’t overreach from a ladder. If your waist reaches past the uprights, move the ladder.
SCAFFOLDS
 Make certain that scaffolds are sturdy and check them for safety defects.
 Clear work surfaces of ice, snow or slippery substances. Sand wet planking.
 Lock casters on mobile scaffolding to prevent movement.
 Be careful not to overload scaffolds with people, equipment or supplies.
 Familiarize yourself with fall protection devices, know how they work and keep them in good working
condition.
 Notify the electric company when scaffolds must be erected near overhead power lines. The power lines can be
de-energized or covered with insulating hoses or blankets before work is initiated.
 Advise team members about the hazards of erecting, moving or working from scaffolds near overhead power
lines or other energized circuits.
 Make certain that there is adequate distance from power lines:
two feet for insulated power lines of less than 300 volts; or
ten feet for insulated power lines of 300 volts or more and for all uninsulated power lines.
COMMON SENSE GUIDELINES FOR LADDERS AND SCAFFOLDS
 Never walk under a scaffold or ladder when work is in progress.
 Never work on a ladder or scaffold in strong wind.
 Never place a ladder or scaffold in front of a door without locking it or placing someone on guard.
 Never leave tools on a ladder or scaffold.
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PROPER USE OF TOOLS
Use the proper tool for the work involved to insure safety and efficiency.
 Obtain instruction or training before using a tool (hand or power) that is not familiar.
 Cheaters may not be used on tools except on particular jobs, which, in the opinion of the operating supervisor, a
cheater is absolutely necessary.

CARE OF TOOLS
HAND TOOLS
 Use the right tool for the job.
 Keep tools in good condition.
 Broken or defective tools are to be repaired or discarded.
 Use tools properly. For example, it is not safe to use a screwdriver on an object held in your hand or to pull a
knife toward your body or arm.
 Keep tools in a safe place (not on overhead areas or on ladders). Screwdrivers or other sharp objects should
never be carried in a shirt, jacket or pant pocket.
CUTTING TOOLS–“SHARP IS SAFE”
 Keep chisels, axes and similar tools sharp to ensure safety and efficiency.
 Metal, fiber or heavy cardboard guards should be used over the sharp
edges of tools when not in use.
STRIKING TOOLS
 Frequently inspect driving faces of hammers, chisels, drift pins, bars, and
similar tools to eliminate mushroom heads, broken faces and other defects.
A tool holder should be used for driving tools.
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HOUSEKEEPING
A high standard of housekeeping is to be maintained in all NTS work areas.
 Good housekeeping is not something that can be accomplished by periodic inspections. It is a day-by-day
activity that must not give way to convenience or to the press of other work.
 Good housekeeping means a place for everything and everything in its place. Good housekeeping will quickly
become a habit if tools and work equipment are organized and conveniently located.
 Good housekeeping is closely tied to fire prevention. Accumulation of waste and/or junk material should be
avoided. Dispose of junk and waste daily. No flammable products may be stored in maintenance rooms unless
they are placed in fireproof cabinets. Remember, fire prevention is your job.
 Hand tools should be stored in bins or in toolboxes with sharp edges inward. All rotating equipment or parts,
which might catch on a team member’s clothing or parts of the body, must have protective guards. Heavy tools
and equipment should be stored on low shelves.
 After use, tools and work equipment should be returned to the specific place provided for them.
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ELECTRICAL SAFETY
This material presents a general outline of the methods and precautions to be followed in working around electrical
equipment. If there are any questions pertaining to any of the subjects covered in this material, team members
should request additional information.
These instructions are not intended to provide complete information for wiring, starting or operating electrical
equipment. The intent of these instructions is to provide safety guidelines for team members who are required to
work in an area where electrical equipment is used and to provide guidelines in safe operating practices. Emphasis
is to be placed upon accident prevention through continual alertness and caution.
GUIDELINES FOR SAFETY AROUND ELECTRICAL
EQUIPMENT
 In all cases where an unusual situation occurs or
a situation occurs which has not been previously
encountered, the best procedure is to consult
with your supervisor before proceeding further.
 Treat electricity with the respect it deserves.
 Only authorized and qualified team members are
permitted to start and operate electrically driven
equipment and to energize and de-energize
electrical circuits.
 Only team members who are 18 years of age or
older may operate power equipment.
 Electrical repairs should never be undertaken by
anyone other than qualified team members.

LIVE CIRCUITS
 Electrically “live” circuits must not be
approached any closer than the following
distance unless such parts are adequately
guarded (except for qualified technicians who
are aware of the hazard):
 400 to 2,000 volts: 1 foot
 2,000 to 10,000 volts: 2 feet
 10,000 to 50,000 volts: 3 feet
 50,000 to 100,000 volts: 5 feet
 100,000 to 250,000 volts: 15 feet
 250,000 to 500,000 volts: 15 feet
 500,000 to 1,000,000 volts: 25 feet
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 All circuits must be considered “live” and
dangerous unless these circuits are personally
confirmed to be “dead.”
 Circuits of 110 volts and lower have been known
to cause serious and even fatal injuries.
Consequently, all electrical circuits or
equipment, the breakers must be tagged “open.”
 Only the person tagging the breaker may remove
the tag.
 In the event there is more than one tag on the
breaker, only the person removing the last tag
may close the breaker.
 Before anyone works on electrical circuits or
electrically powered equipment, the electrical
supply must be turned-off and locked-out.
Please refer to the Lockout/Tagout Section of
this Safety Manual for details about this
procedure.
 All enclosures carrying “live” circuits (110 volts
or above) must have a label clearly indicating the
type and level of voltage that exists.
 Any exposed copper must be regarded as “live”
since copper is rarely used except to carry
electrical current.
 When working near electricity, do not use metal
rulers or flashlights or metallic pencils and do
not wear metallic watchbands, jewelry or other
objects having exposed conduction materials.
 Wear approved rubber gloves when working
with “live” wires or ungrounded surfaces,
rubber-soled shoes or boots when working with
damp or wet surfaces.
 Don’t touch water, damp surfaces, ungrounded
metal or bare wires if you are not protected.
LOAD BREAK SWITCHES
 Load break switches are generally used in NTS
facilities to provide a location where the main
high-voltage power can be safely interrupted
under normal load operating conditions.
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 In general, access to this load break switch is in a
location removed from normal operating areas
and may be locked for security against accidental
or unauthorized operation.
 Since load break switches are intended to open
circuits that are energized, certain precautions
must be observed in operating these devices.
 Before closing or opening a load break switch,
make sure that the conditions are safe for such an
operation.
 Throw the operating mechanism to the desired
“home” position with a swift, positive and
definite action.
 No hesitation should be exhibited once the
procedure has been started.
 Do not look at the device where the load is being
interrupted. The resulting arc may cause eye
damage.
 In some cases a low-voltage (600 volts or below)
circuit breaker is used as a load break (for
example, in terminals). When using this type of
device, keep your body turned away from or to
the side of the device during actual operation.
POWER SUBSTATIONS
 In general, power substations are surrounded by
a locked, fenced enclosure and are usually
owned by the power company servicing the
location.
 There should be no cause to enter a substation
for any reason.
TRANSFORMERS
 In many NTS facilities, an auxiliary power
transformer is installed. This transformer may
be completely enclosed or it may be fenced.
 Any activity required at this transformer should
be restricted to the secondary breaker associated
with the transformer.
 Primary fuses, if any, would normally be located
in an elevated position, and there should be no
reason to work with these fuses.
 The secondary breaker, if one exists, must be
treated in the same manner as the low-voltage
load break device discussed above.
INTERLOCKS
 Most high-voltage cabinets are designed with
mechanical interlocks to prevent the cabinet
from being opened while energized.
 In no event should a door to one of these
cabinets be forced if it does not open or operate
normally, unless all power to the cabinet (low
voltage and high voltage) has been disconnected.
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 Don’t assume that no dangerous or “live” voltage
is present whenever there is easy access. It is
common to find 230 volts or even higher
voltages (2,400 or 4,160 volts) exposed in some
high-voltage starters when the so-called “low
voltage” compartment doors are opened.
Consequently, no activity within these
enclosures should be undertaken unless you are
thoroughly trained and familiar with the
equipment.
 All transformer and electrical connections in
starting or sequence equipment must be treated
as “live.” (The source of power within the
equipment may come from several sources).
FUSES
 If the circuit can be de-energized, it should be
de-energized before fuses are removed.
 The fuse is not a circuit-breaking or loadbreaking device. Therefore, the breaker or
disconnect in the circuit must be operated to
remove the load before fuses are handled.
 High-voltage fuses, such as those found in a
substation or, in some cases, in the primary feed
to auxiliary power transformers, must be
removed or changed only by authorized
personnel.
 The use of pliers and screwdrivers for the
removal of fuses is not acceptable.

CIRCUIT BREAKERS
 Circuit breakers in lighting panels, on switch
racks, or in any other configuration should be
operated by standing to one side and utilizing a
firm, swift, positive action to open or to close the
circuit.
 If the circuit breaker continues to trip, this
indicates an abnormal situation and the cause of
the problem should be located.
 Under no circumstances should the breakers be
held manually or by some other physical means.
This could cause a fire or an electrical explosion.
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MOTOR STARTERS
 Low-voltage motor starters at 240 or 480 volts
are normally started through auxiliary contacts.
 In all cases, it is good practice when starting a
motor to allow the motor to come to normal
operating speed before attempting to stop it. It is
possible to cause damage to the motor and to
connected equipment.
 The preferred practice is to allow the motor to
come to a complete standstill after stopping. In
most cases, wait a reasonable amount of time for
any auxiliary equipment to clear or operate
before attempting to restart.
 Under emergency conditions, it is permissible to
stop the unit if there is any danger to people or
equipment.

GROUNDING
 All electrical equipment must be connected to
the station ground; these connections must be
tight.
 Any apparent damage to the ground connection
must be reported immediately to your supervisor.
 Unless the equipment is known to be deenergized, operation or work with the equipment
should be delayed until grounding is restored.
 A visual inspection of these ground connections
should be made on a quarterly basis.
ELECTRICAL MOTORS
 Prior to starting, all rotating electrical equipment
should be carefully and thoroughly inspected for
any foreign matter that may fall or be sucked into
the ventilating enclosures.
 Clear the surrounding area of foreign substances.
 Many electrical motors are started remotely.
Caution must be observed at all times when in
the vicinity of these motors. Signs indicating
that the equipment can be started remotely must
be posted near this equipment.
CONTROL CIRCUITS
 Control circuits are generally low voltage but can
be as high as 440 volts AC.
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 The control circuits associated with large motors,
auxiliary motors, sump pumps, etc., should be
treated with the same caution and respect as any
other electrical circuit.
 Since control circuits are generally associated
with larger apparatus, only qualified team
members or contractors should attempt
maintenance work.
INDUCED CURRENTS
 Although not normally encountered, induced
currents can occur where there is a large current
conductor passing in close proximity to another
current conductor.
 The best practice is to keep any current-carrying
conductors, such as metal rulers, metal extension
tubes, aluminum ladders, or similar materials,
well away form the current-carrying conductors.
EXTENSION CORDS
 Extension cords should be used only when
necessary.
 Extension cords should not be connected in
series.
 Extension cords of the proper length, insulation
and wire size must be used for each job.
 Extension cords with ground wires must be used
at all times. Adapters may not be used to
circumvent the use of a ground wire.
 Extension cords should never be placed in traffic
areas.
 Quarterly inspections should be made to spot
worn or damaged extension cords.
OVERLOADING CIRCUITS
 In general, circuits are fed from a circuit breaker
panel.
 You may not add additional loads to circuits,
which are already connected to the panel.
 The proper method for adding circuits is to add
additional breakers or to modify the sizing of
existing breakers.
ELECTRICAL BOXES
 Electrical boxes, which are available as outlet
boxes, switch boxes, junction boxes, etc., must
have all electrical parts fully insulated.
 If any electrical parts are exposed or if covers are
broken or removed, it should be reported
immediately to your supervisor.
 Visual inspections should be made for missing
and broken covers on a quarterly basis.
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LOCKOUT/TAGOUT PROCEDURES
Failure to control hazardous energy causes many serious injuries and deaths every year. OSHA estimates that 1,000
deaths and 60,000 injuries occur each year from preventable accidents related to hazardous energy. Most hazardous
energy injuries result from five causes.
 Failure to stop equipment
 Failure to disconnect from a power source
 Failure to dissipate residual energy
 Accidental restarting of equipment
 Failure to clear work areas before reactivation
“Lockout” and “tagout” are techniques to prevent hazardous energy
from injuring or killing employees. Whenever you perform maintenance
on a machine or an electrical system where unexpected activation or a
release of energy could occur, lockout/tagout procedures must be used.
OSHA guidelines refer to two types of employees: “authorized” employees and “affected” employees. Employees
who actually perform service, maintenance and/or lockout/tagout procedures are “authorized” employees.
“Affected” employees may work in the area or operate the equipment, but they do not actually perform service,
maintenance or lockout/tagout activities.
WHAT IS LOCKOUT?
Lockout is the process of blocking the flow of energy from a power source to a piece of equipment. It is
accomplished by installing a lockout device at the power source so that equipment powered by that source cannot be
operated.
Lockout devices include:
 Padlocks
 Chains
 Valve clamps
 Wedges
 Key blocks
 Pins
WHAT IS TAGOUT?
Tagout is the process of placing a tag on the power source itself. The tag is a warning not to restore energy. Tags
must clearly say, “Do Not Operate. Do Not Remove This Tag.”
All power sources that can be locked out must be locked out for servicing or maintenance. These power sources
include potentially hazardous energy that can cause accidental start-up, electrical shock, and/or release of stored,
residual, or potential energy.
ENERGY SOURCE
All energy is either “kinetic” (actual movement or force behind a moving mass) or “potential” (stored gravitational
energy). Kinetic energy is found in blades, belts, and flywheels. Potential energy is commonly stored in capacitors,
actuators, counterweights and raised loads.
Five types of energy are common in the workplace:
 Electrical
 Hydraulic
 Pneumatic
 Chemical
 Thermal
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DEFINITIONS
 Affected employee – An employee whose job requires him/her to operate or use a machine or equipment on
which servicing or maintenance is being performed under lockout or tagout, or whose job requires him/her to
work in an area in which such servicing or maintenance is being performed.
 Authorized employee – An employee who locks out or tags out machines or equipment in order to perform
servicing or maintenance on that machine or equipment. An affected employee becomes an authorized
employee when that employee’s duties include performing servicing or maintenance
 Capable of being locked out – An energy-isolating device is capable of being locked out if it has other means
of attachment to which, or through means of attachment to which, a lock can be affixed, or it has a locking
mechanism built into it. Other energy-isolating devices are capable of being locked out, if lockout can be
achieved without the need to dismantle, rebuild, or replace the energy-isolating device or permanently alter its
energy control capability.
 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,
including but not limited to the following: A manually operated electrical circuit breaker; a disconnect switch;
a manually operated switch by which the conductors of a circuit can be disconnected from all ungrounded
supply conductors, and in addition, no pole can be operated independently; a line valve; a block; and any similar
device used to block or isolate energy. Push buttons, selector switches and other control circuit type devices are
not energy-isolating devices.
 Energy source – Any source of electrical, mechanical, hydraulic, pneumatic, chemical, thermal, or other
energy.
 Hot tap – A procedure used in repair maintenance, and service activities which involve welding on a piece of
equipment (pipelines, vessels, or tanks) under pressure, in order to install connections or appurtenances. It is
commonly used to replace or add sections of pipeline without the interruption of service for air, gas, water,
steam, and petrochemical distribution systems.
 Lockout – The placement of a lockout device 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 lockout device is removed.
 Lockout device – A device that utilizes a positive means such as a lock either key or combination type, to hold
an energy-isolating device in the safe position and prevent the energizing of a machine or equipment. Included
are blank flanges and bolted slip blinds.
 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 unjamming of machines or equipment, and making adjustments or tool changes, where
the employee may be exposed to the unexpected energization of the equipment or release of hazardous energy.
 Setting up – Any work performed to prepare a machine or equipment to perform its normal production
operation.
 Tagout – The placement of a tagout device on an energy-isolating device, in accordance with an established
procedure, to indicate that the energy-isolating device and the equipment being controlled may not be operated
until the tagout device is removed.
 Tagout device – A prominent warning device, such as a tag and a means of attachment, which can be securely
fastened to an energy-isolating device in accordance with an established procedure, to indicate that the energyisolating device and the equipment being controlled may not be operated until the tagout device is removed.
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Lockout/tagout is a six-step procedure that is required for controlling hazardous energy.
Step 1: Prepare for shutdown.
 What energy powers the system?
 Is there more than one energy type?
 What are the hazards?
 How should each hazard be controlled?
 Notify everyone affected before you start.
Step 2: Shut down equipment.
Step 3: Isolate the equipment.
 Isolate the system from every energy source
feeding it.
 Close valves, throw main disconnects, and throw
circuit breakers.
 Disconnect or cap auxiliary electrical, steam,
hydraulic or pneumatic power sources.
Step 4: Apply lockout/tagout devices.
 Attach a lock and tag to the energy-isolating
device to prevent restoration of
the flow of energy. Do this at
every disconnect switch, valve,
and
other
energy-isolating
device.
 Electrical
lockout
devices
include:
 Circuit breaker lockouts
 Fuse lockouts
 Plug locks
 Wall switch lockouts
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 Devices for locking out hydraulic, pneumatic,
and other pressurized systems include:
 Ball valve lockout
 Gate valve lockout
 When more than one employee or contractor
services the same equipment and must lockout
the same energy-isolating device, group lockout
is used.
 OSHA requires that each person receive the
same level of safety from group lockout as from
individual lockout. This means that each worker
must attach his or her own lock.
Step 5: Control stored energy.
 Disconnect, relieve or restrain residual hazardous
energy.
 Ensure that all moving parts have stopped
turning.
 Relieve trapped pressure.
 Install ground wires to discharge electrical
capacitors.
 Block or support elevated equipment.
Step 6: Verify isolation of equipment.
 Warn employees.
 Test to make certain that the right system has
been locked out and cannot be operated.
 Turn the equipment switch back “on” to confirm
that power has been effectively deactivated.
(Double-check the system).
 Turn the equipment switch back to the “off”
position.
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REMOVING LOCKS AND TAGS
 When work is complete, make certain that tools and supplies are cleared from the area.
 Inform affected employees that locks and tags will be removed.
 Remove lockout and tagout devices, and then reactivate the equipment or system.
 If lockout/tagout continues through the end of your workday, wait for others who will perform work after you,
or who will continue to be affected, to arrive. Brief everyone involved. The employee or contractor replacing
you must attach his or her lock before you remove your own.
TRAINING
 Lockout/tagout training must be provided annually to all employees that perform maintenance, service, and/or
lockout/tagout procedures.
 Maintenance Managers are responsible for providing this required training.
 Each employee should be given a copy of NTS’ Lockout/Tagout Program.
 Training programs must include specific procedures for shutdown and isolation of equipment, control of stored
energy, application and removal of lockout/tagout devices, lockout/tagout responsibility, and restoration of
power.
CONTRACTORS
 Lockout/tagout procedures should be carefully discussed with contractors performing work in buildings
managed by NTS.
 Maintenance Managers should provide a copy of NTS’ Lockout/Tagout Program to outside contractors before
work commences.
 Verify that the contractor’s employees understand the meaning of locks and tags.
 Similarly, if contractors will be installing locks and/or tags, they should be required to advise all affected NTS
employees, tenants, and other contractors.
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FIRE PRECAUTIONS
WHAT YOU NEED TO KNOW
The best defense against a fire is to prevent it from starting in the first place. We all need to know what to do to
keep fires from starting as well as how to handle fire emergencies.
 Keep all vessels containing flammable liquids tightly closed or vented to prevent ignition from open flames or
sparks.
 All vessels containing flammable liquids (such as paints, thinners, spray cans, gasoline, etc.) and gases must be
stored in accordance with OSHA and NFPA regulations.
 Fuel gases should be stored away from oxidizing gases and other possible sources of ignition.
 Flammable liquids and gases should be limited in quantity to that essential for operations.
 All vessels containing flammable liquids must be properly identified.
 Smoking is prohibited in areas where flammable liquids are stored.
 All flammable liquid spills must be cleaned immediately and the area affected should be isolated from any
source of ignition.
 Oily rags should be kept in closed metal containers and discarded daily in the proper container.
 Only approved electrical equipment (explosion-proof) may be used in hazardous areas.
 Light bulbs should not be changed in a hazardous area with the circuit on.
 Lights with non-sparkling bulbs should be considered if around a supply of flammable chemicals, solvents or
fuel.
 Fire fighting equipment, such as monitors, extinguishers and fire blankets, must be visually inspected on a
quarterly basis to ensure proper operations. These inspections must be documented.
 Fire extinguishers must be serviced at least annually and hydrostatically tested as
determined by the type of unit.
 All fire fighting equipment must be properly serviced and returned to its proper place
immediately after each use.
 Suitable telephones and/or alarms are to be provided at all NTS work locations.
 All team members should know the exact location of telephones and alarms so that
rapid contact with the fire department can be made.
 TEST ALL SMOKE OR FIRE ALARMS AT LEAST ONCE EACH
QUARTER and provide documentation to the Risk Management Administrator.
SPECIAL CONSTRUCTION SITE GUIDELINES
 A reliable, accessible and adequate water supply should be provided for all areas of the job site.
 Temporary heat should be provided by U.L. listed, properly installed gas, oil or electric heaters.
 Bonfires and drum fires are prohibited.
 Temporary electrical service and circuits should be installed in strict accordance with the National Electric
Code.
 Permanent sprinkler and standpipe systems with hose connections should be completed and placed in service on
each floor as early as possible during construction.
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TYPES OF FIRES AND EXTINGUISHERS
The National Fire Protection Association (NFPA) has identified four types of fires and the appropriate kind of
extinguisher(s) for each.
 Class A fires involve materials such as wood, cloth, paper, rubber and plastics. The extinguishing agent is
water, but dry chemicals are also effective. Do not use carbon dioxide extinguishers or those that use sodium or
potassium bicarbonate chemicals on these fires.
 Class B fires involve flammable liquids, gases and greases. Foam, carbon dioxide, dry chemical, water fog and
vaporizing liquid extinguishers can be used on these fires.
 Class C fires are electrical fires. Use a non-conducting agent such as carbon dioxide or dry chemical
extinguishers to put them out. Do not use foam or water-type extinguishers on electrical fires.
 Class D fires involve combustible materials such as magnesium, titanium, zirconium and sodium. These fires
require specialized techniques to put them out, and common fire extinguishers should not be used, as they will
add to the chemical reaction.
Fire extinguishers must be inspected and serviced in on a quarterly basis in accordance with NFPA and OSHA
requirements and appropriate training must be conducted.
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FIRE CHECKLIST
 Try not to panic.
 Call 911 Immediately. Never assume that someone else has called
for help.
 If the fire is small and the right type of fire extinguisher is
available, you may attempt to extinguish the fire.
 Hold the extinguisher upright.
 Pull the pin and stand back about ten feet.
 Aim at the base of the fire.
 Squeeze the handle.
 Sweep at the base of the fire.
 If you are not successful extinguishing the fire, get out of the building immediately. Time is of the essence.
 Inside a building that is on fire shut all doors within your reach. Fires need oxygen to burn.
 Get down and keep low. Smoke rises, and clean air is nearest to the floor.
 When leaving the building:
 Maintain contact with the wall.
 Use handrails while descending stairs.
 Take off high-heeled or awkward shoes.
 Test doors by putting the back of your hand to them before opening them. If hot, find another way out. If
not, open the door slowly and carefully and be ready to close it if heat or smoke pours in.
 Walk calmly; never panic or shove others.
 Stop, drop and roll if clothing catches fire.
 Do not panic and run; this will only fan the flames.
 Cover your face with your hands.
 Drop gently to the ground.
 Never beat at the flames with your hands; rather, smother them with your body.
 If you become trapped, take these actions:
 Use the telephone, if possible, to call the fire department and let fire officials know exactly where you are.
 Try to find a room with an exterior window and stay there until help arrives.
 Open the window slightly to allow in fresh air and to create positive air pressure to help keep out smoke.
• Keep smoke out by stuffing cracks and covering vents with clothing, newspapers, towels, etc.
• If possible, breathe through a wet cloth.
• Wave something brightly colored out the window to attract attention. If the window cannot be opened,
place a sign in the window, if possible.
• Keep in mind that most fire department ladders do not reach above six floors, which means that other
methods will be used for a rescue on floors above this.
 Once you reach the street, continue to take precautions:
 Move away from the building.
 Do not block fire fighters and equipment.
 Be careful of falling glass.
 Seek medical assistance, if needed.
 If you have escaped the building to the roof, stay clear of all exit doors and give a helicopter room to land or
execute a rescue.
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MOTOR VEHICLE SAFETY
Safety extends to the use and operation of NTS company vehicles, the operation of personal vehicles on NTS
property, and the use of personal vehicles on company business.
DRIVER SAFETY GUIDELINES
 Always wear seatbelts.
 Reduce your speed when:
 Driving in bad or poor weather.
 Driving through road construction zones.
 Driving through school zones.
 Driving by an accident or a vehicle that has been pulled over.
 Driving through other hazardous conditions that require reduced speed.
 Do not talk on a cell phone while driving.
 Never drink and drive.
 Watch for animals on the road.
 Drive defensively.
 Remove ignition keys and lock the vehicle whenever it is left unattended.
 Never ride in the bed or on the sides of an open pick-up truck or permit others to do so.
NTS COMPANY VEHICLE GUIDELINES
 Perform a daily check of headlights, brake lights, turn signal lights, regular and emergency brakes, horn,
steering and tire conditions.
 Report all mechanical problems to your supervisor immediately.
 Make sure you have a fire extinguisher and first aid kit in your vehicle.
 Make sure company vehicles that meet weight requirements have three safety triangles or road flares on board.
 Make sure your vehicle is properly licensed and the tags are current.
 Make sure you have a copy of the current registration and company insurance card in the glove compartment.
 If you drive a company vehicle that requires a “medical certificate” you must keep your certificate current and
carry it with you at all times when operating the company vehicle.
 You must have a current driver’s license and carry it with you at all times when operating a company vehicle.
 Driver changes must be reported to the Risk Management Administrator promptly.
WHAT TO DO AT THE SCENE OF AN ACCIDENT
 Take whatever steps are appropriate to protect life, prevent further injury or prevent further property damage.
 Notify the police.
 Complete required local or state police accident forms (generally supplied by the Police Department).
 Get all the details of the accident including the location, position of vehicles, what happened, how it happened,
as well as address and telephone information of other drivers, passengers and witnesses. It is very important to
gather as many details as possible. However, do not delay reporting an accident while gathering information.
Additional details can be added later.
 Secure basic insurance information for all other vehicles involved.
 Do not admit liability.
 Do not offer to pay any person for loss or damage.
WHAT TO DO FOLLOWING AN ACCIDENT
 If the accident is serious, telephone the Risk Management Administrator immediately. If you are unable to
telephone personally, have someone do it for you.
 Complete an NTS Incident Report Form and forward it immediately to the Risk Management Administrator.
 Only give statements (oral or written) to properly identified law enforcement officers or representatives of NTS’
insurance broker or carrier.
 Do not discuss details about NTS’ insurance with a claimant refer them to the Risk Management Administrator.
 Wait to repair any NTS vehicle until you have been instructed to do so by the Risk Management Administrator.
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WORKPLACE VIOLENCE
Workplace violence is an occupational safety and health hazard that demands action. Whether the risk of violence
comes from a coworker, contractor, vendor, tenant, resident, or the general public, employers must be provided with
tools to develop comprehensive plans that reduce levels of risk.
PREVENTION
Although workplace violence may appear to be random, many incidents can be anticipated and avoided. Even
where a potentially violent incident occurs, a timely and appropriate response can prevent the situation from
escalating and resulting in injury or death. An effective approach to preventing workplace violence includes five
key components.
 Management and team member involvement
 Worksite analysis
 Hazard prevention and control
 Safety and health training
 Evaluation
DEALING WITH IT
 Take all violent and threatening incidents seriously, investigate and take appropriate corrective action.
 Share on-the-job experiences to help other team members recognize and respond to escalating agitation, assault
behavior, or criminal intent, and discuss appropriate responses.
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SAFETY SUGGESTIONS
NTS encourages the flow of communication and the exchange of ideas. We realize that team members at all levels
have great ideas that can improve our operations. Any recommendations to improve our Safety Program are
strongly encouraged. We appreciate your input!
We have developed a Safety Action Suggestion Form to facilitate the exchange of creative ideas. Any NTS team
member may submit safety ideas to management (even anonymously). Whenever a safety issue or problem is
observed, team members are encouraged to recommend solutions. Simply complete the Safety Action Suggestion
Form and submit to your supervisor. If you record your name on the form, your supervisor will respond to you.
Supervisors are required to channel the Safety Action Suggestion Form to the Risk Management Administrator or
the Director of Human Resources for evaluation. Effective safety ideas will be forwarded to management and
considered for company-wide implementation.
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FORMS
 ACCIDENT INVESTIGATION REPORT
 CONTRACTOR/SUBCONTRACTOR RECEIPT OF
NTS’ BASIC SAFETY GUIDELINES AND SAFETY MANUAL
 INCIDENT REPORT
 SAFETY ACTION SUGGESTION
 SAFETY PROGRAM RECEIPT
 TRAINING ACKNOWLEDGEMENT
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ACCIDENT INVESTIGATION REPORT
DATE OF REPORT:
PROPERTY:
ADDRESS:
MANAGER:
PHONE:
INJURED EMPLOYEE:
HOME ADDRESS:
POSITION:
PHONE:
YEARS OF SERVICE:

Office: (

)

Home: (

Mobile: (

)

DATE OF INCIDENT:
DATE REPORTED TO NTS:
IF DELAYED, WHY?
DESCRIBE THE ACCIDENT (be specific):

Mobile: (
TIME ON PRESENT JOB:

)

)

TIME OF INCIDENT:

NATURE OF INJURY (CUT, BRUISE, ETC.):
PART OF BODY AFFECTED:
UNSAFE PROCEDURE:
HAZARDOUS CONDITION:
CONTRIBUTING CAUSES:

YES ___
YES ___

NO ___
NO ___

LIST PERSONAL PROTECTIVE EQUIPMENT & OTHER SAFEGUARDS PROVIDED:

EQUIPMENT WORN?
WITNESSES?
NAMES:

YES ___
YES ___

NO ___
NO ___

WHO IS ASSIGNED TO TAKE CORRECTIVE ACTION?
BY WHAT DATE?

SUPERVISOR’S SIGNATURE
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CONTRACTOR/SUBCONTRACTOR RECEIPT OF
NTS’ BASIC SAFETY GUIDELINES AND SAFETY MANUAL
As an authorized representative of _____________________________________________________, I hereby
acknowledge receipt of NTS’ Basic Safety Guidelines and Safety Manual. I agree to strictly comply with these rules
and guidelines, as well as all local, state and federal laws and guidelines pertaining to the job, while performing
work on the property. I understand that a team member or contractor may be terminated for a consistent failure to
comply with safety regulations. The first violation will be a written reprimand. The second violation will be
possible suspension from work without pay and the third violation will be termination.

NAME (Print):
SIGNATURE:
TITLE:
TODAY’S DATE:
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NTS INCIDENT REPORT FORM
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SAFETY ACTION SUGGESTION
TODAY’S DATE:
TEAM MEMBER NAME (Optional):
TEAM MEMBER LOCATION (Optional):

SPECIFIC PROBLEM:

SUGGESTED SOLUTION:

Please feel free to attach additional information and/or drawings concerning your suggestion. Please forward this
form and any attachments to the Risk Management Administrator or the Director of Human Resources.

THINK SAFETY ALL DAY THE NTS WAY!
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SAFETY PROGRAM RECEIPT
I hereby acknowledge receipt of the following safety materials provided by NTS Development Company.
 NTS Basic Safety Guidelines
 NTS Safety Manual
 Safety Equipment Pack
I agree to review these materials carefully and to abide by all guidelines. I understand that NTS reserves the right to
add to, delete from, or modify these documents from time to time as it deems appropriate without prior notice to
employees. Such changes shall be effective on the date specified by the company.
I understand and agree that it is my responsibility to work in a safe manner at all times so as not to endanger others
or myself. I also understand and agree that in the event that I am injured, no matter how slightly, while in the course
of my work with NTS Development Company, I must report the incident immediately to my supervisor.
I understand that a team member or contractor may be terminated for a consistent failure to comply with safety
regulations. The first violation will be a written reprimand in the employees personnel file. The second violation
will be possible suspension from work without pay and the third violation will be termination.
I agree to utilize protection equipment whenever it is appropriate to do so. I agree to make safety a personal habit.

TEAM MEMBER NAME (Print):
TEAM MEMBER SIGNATURE:
TEAM MEMBER TITLE:
TEAM MEMBER DIVISON
TODAY’S DATE:
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TRAINING ACKNOWLEDGEMENT
TEAM MEMBER NAME:
JOB TITLE:
EMPLOYMENT LOCATION:
TRAINING SUBJECT:
TRAINING LOCATION:
TRAINING DATE:
INSTRUCTOR’S NAME:
HANDOUT MATERIAL:
QUESTIONS/ANSWER OPPORTUNITY WAS PROVIDED:
MY QUESTIONS WERE ANSWERED SATISFACTORILY:
IF NOT, MY DAYTIME PHONE NUMBER IS:
SPECIFIC QUESTIONS/CONCERNS:

INSTRUCTOR’S PRESENTATION:
MATERIALS PROVIDED:
TOPICS FOR FUTURE TRAINING:

YES
YES
YES
(

___
___
___
)

NO ___
NO ___
NO ___

Outstanding ___
Interesting ___
Poor ___
Good Resource Tools ___
Not Useful ___

SUGGESTIONS TO IMPROVE TRAINING PROGRAMS:

SAFETY ACTION SUGGESTIONS:

If you have a suggestion to improve operations, please take the time to complete a Safety Action Suggestion Form and
discuss it with your supervisor. Suggestions suitable for company-wide application will be forwarded to the Risk
Management Administrator or the Director of Human Resources.
I acknowledge that I understand the training presented today and that I am expected to implement it in
handling my responsibilities. If I disregard safety guidelines or training, I may forfeit my workers
compensation rights and I may be subject to corrective action.
TEAM MEMBER SIGNATURE

X___________________________________________________________

THINK SAFETY ALL DAY THE NTS WAY!
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