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C&K Industrial Services, Inc.  

 Drug/Alcohol Policy: Revised 9/10/2017 
 

SCOPE: 

 

All C&K Industrial Services, Inc. (C&K) employees are covered by this policy. 

 

DEFINITIONS: 

 

1. “UNDER THE INFLUENCE” means that the employee has alcohol and/or 

drugs in his/her system and has tested positive for alcohol and/or drugs.  The 

employee can also be determined to be “under the influence” when affected by 

such alcohol and/or drug in any detectable manner, including but not limited to 

impaired performance of the job duties and responsibilities and/or safety concerns.  

This determination can be established by a professional opinion, a scientifically 

valid test and/or in some cases by a layperson’s opinion. 

 

2. “LEGAL DRUG” includes prescribed drugs and over-the-counter drugs which     

            have been legally obtained and are being used for the purpose for which they  

            were prescribed or manufactured.  This term also includes alcohol as defined in   

            this policy. 

 

3. “ILLEGAL DRUG” means any drug or substance (A) which is not legally 

obtainable and whose use, sale, possession, purchase or transfer is restricted or 

prohibited by law or (B) which is legally obtainable but has not been legally 

obtained.  The term “illegal drug” broadly refers to all forms of narcotics, 

depressants, stimulants, hallucinogens, cocaine, crack, amphetamines, or other 

drugs or preparation which alter a person’s physical or emotional state, including 

 marijuana. This term also includes prescribed drugs not legally obtained and 

 prescribed drugs not being used for prescribed purposes. 

 

4. “DRUG/DRUGS” or “SUBSTANCE/SUBSTANCES” refers to the definition 

of  “illegal drugs” that are stipulated in this policy.  This term also includes any 

 chemical or biological substance that has known mind or motor functioning- 

 altering effects on the human being. 

 

5. “SUBSTANCE ABUSE” is the unauthorized use of any drugs and/or alcohol or 

 use in such quantity for frequency as to impair a person’s mental or physical 

 capacity. 

 

6. “COMPANY PREMISES” is defined in the broadest sense and includes all  

 land property, buildings, structures, installations, boats, planes, cars, trucks, 

 and all other means of conveyance owned by or leased to this company or 

 otherwise being utilized for company affairs. 
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7. “CONTROLLED SUBSTANCE”  is any substance which can only be legally 

 obtained by prescription from a licensed medical practitioner. 

 

8. “ALCOHOL” means the intoxicating agent in beverage alcohol, ethyl alcohol, or 

 other low molecular weight alcohol’s including methyl and isopropyl alcohol. 

 

9. “PHYSICAL EXAMINATION” means a comprehensive medical examination 

 conducted under the supervision of a doctor (physician). 

 

10. “EMPLOYEE” means any employee of C&K Industrial Services. 

 

11. “URINE TEST” means the collection of urine samples and their submission to 

 a laboratory for analysis for drugs or alcohol.  A positive result from a urine 

 test means that drugs and/or alcohol were present in the urine; a negative 

 means they were not present. 

 

12. “ALCOHOLISM” is defined as a disease in which a person’s consumption of 

any alcoholic beverage definitely and repeatedly interferes with that person’s 

 health and/or performance. 

 

13. “DRUG DEPENDENCY” is defined as a health problem in which a person’s use 

of any drug definitely and repeatedly interferes with that person’s health 

 and/or job performance. 

 

14. “POSITIVE CUT-OFF LEVELS” are utilized also to designate when an 

employee is “under the influence”.  These positive cut-off levels are designated 

by: 

 

 A. Illegal drugs and/or illegal use of prescription drugs positive cut-off 

  levels are determined by Federal “Substance Abuse and Mental Health 

  Services Administration” (formerly NIA) standards. 

 

 B. Alcohol positive cut-off level is .02 or greater. 

 

15. “MEDICAL REVIEW OFFICER (MRO)” is a licensed physician (medical 

doctor or doctor of osteopathy) responsible for receiving laboratory results 

generated by an employer’s drug testing program.  The MRO shall have 

knowledge of substance abuse disorders and have appropriate medical training to 

interpret and evaluate an individual’s confirmed positive test result, together with 

his/her medical history and any other relevant biomedical information. 
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PURPOSE: 

 

C&K Industrial Services, Inc. is thoroughly committed to a healthy and safe work 

environment for all its employees.  In pursuit of this commitment, employees who foster 

unsafe or unhealthy work environments will not jeopardize C&K Industrial Services, Inc. 

for themselves and fellow workers by the abuse of alcohol and/or drugs.  Additionally, 

C&K Industrial Services, Inc. realizes the abuse of alcohol and/or drugs can be 

detrimental to the company and customers.  A drug and alcohol free work environment 

will be maintained to ensure that C&K Industrial Services, Inc. reputation and services 

are maintained at the highest level.  

 

Federal Regulations 49 CFR Part 40 (§382) present the general terms of this program and 

its guidelines in accordance with the Drug Free Workplace Act.   

 

Therefore, C&K Industrial Services, Inc. will not permit the use, sale, purchase, 

possession, transfer or being under the influence of alcohol or illegal drugs on the 

premises or customer sites during work time.  Moreover, C&K Industrial Services, Inc. 

will not jeopardize its commitment by permitting the abuse of prescribed legal drugs.  

Anyone in violation of these rules is subject to disciplinary action up to and including 

immediate termination. 

 

C&K Industrial Services, Inc. will also cooperate with law enforcement authorities in any 

criminal investigation and prosecution. 

 

It is the hope and desire of C&K Industrial Services, Inc. that all employees within this 

company will take an active role in reducing and eliminating the threat posed by the 

presence and use of drugs/alcohol.  C&K Industrial Services, Inc. recognizes that drug 

and/or alcohol dependencies may result in behavioral/medical problems, which can be 

treated.  Therefore, C&K Industrial Services, Inc. requests that any and all employees 

who have a personal problem with drug and/or alcohol dependence seek assistance with 

the guidance of a Substance Abuse Professional or the company’s Employee Assistance 

Program (EAP) available through the company health plan. 

 

Additionally, if any employee has knowledge of an employee(s) with drug and/or alcohol 

dependence problem(s) C&K Industrial Services, Inc. requests that the employee support 

this program by encouraging the troubled employee to participate in the company’s 

Employee Assistance Program (EAP) or to seek assistance through a private Substance 

Abuse Professional. 

 

Employees must recognize that seeking assistance ahead of time for drug/alcohol abuse 

problems will not put their jobs in jeopardy.  But, continued substandard work 

performance, inadequate attendance, frequent tardiness, behavioral problems, other work 

performance concerns and safety violations will jeopardize the employee’s job.  The 

decision to incorporate drug testing as part of this company’s Drug-Free Workplace 

Program was made after careful consideration of many concerns.  Drug and/or alcohol 
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addiction are diseases, which cause the abuser to deny the existence of the problem.  

Testing is a way to break through that denial in order to get an employee help before the 

problem progresses further. 
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POLICY SUMMARY: 

 

 

1. C&K Industrial Services, Inc. (C&K) requires all employees to report for work 

and remain in condition to perform their duties free from any drug/alcohol abuse 

effects.  Employees shall not be under the influence of any alcohol or any drug, 

legal or illegal, which adversely affects their ability to perform their duties in any 

way. There are two drug and alcohol programs at C&K Industrial Services; first is 

the DOT testing program and the second is the Post-Injury testing program. All 

C&K Industrial Services, Inc. employees are subject to the following substance 

abuse tests under the DOT testing program:   

 

A. Pre-employment 

B. Periodic 

C. Post Vehicle Accident/Property Damage/Environmental 

Incident 

D. Random 

E. Reasonable Suspicion 

F. Customer Required 

 

All C&K Industrial Services, Inc. employees are subject to substance abuse tests 

under the Post Injury testing program when the following occurs:   

 

A. When injured employee is determined by a trained  

C&K manager that reason suspicion testing is 

warranted. 

B. When the injured employee violated a safety policy that    

contributed to the injury occurring. 

 

2. The possession, sale, purchase, trade, transfer, “under the influence” or use 

of alcohol and/or illegal drugs while on the company premises and/or customer 

sites, while operating any company owned/rented/leased vehicle and/or on 

company time, including meal periods and breaks, is strictly forbidden.  This will 

constitute grounds for disciplinary action up to and including immediate 

termination. 

 

3. Illegal substances will be turned over to the appropriate law enforcement 

 authorities. 

 

4. It is the responsibility of the employee to notify management when he/she is 

under the influence of a legally prescribed drug that may affect said employee’s 

ability to perform his/her work duties.  An employee may continue 

 to work, even though under the influence of a legal drug, if management has 

 determined by appropriate method, including when necessary, contacting the 

 prescribing physician or pharmacist, that the employee does not pose a threat 



 6 

 to his/her safety or the safety of others and that the employee’s job performance 

 is not adversely affected.  However, an employee under the influence of a  

 legally prescribed drug may be required to take a leave of absence or comply 

 with other appropriate action determined by management. Any employee not  

notifying their immediate supervisor of any prescription drug they are taking, and  

C&K discovers this during a drug test, the employee will be subject to discipline 

up to and including termination of employment. 

 

 

5. Being at work under the influence of alcohol and/or drugs is strictly forbidden 

 and grounds for disciplinary action up to and including discharge.  If an  

 employee’s behavior, performance or appearance is observed as unacceptable, 

and has been documented, then C&K Industrial Services, Inc. has the right to 

question if the employee is capable of performing his or her job.  C&K Industrial 

Services, Inc. also has to be concerned for the safety of co-workers, customers, 

members of the public, and the safe operation of the company.  Additionally, if 

C&K Industrial Services, Inc. has reasonable suspicion* and documentation to 

believe an employee is in violation of this policy, the employee may be required to 

submit to blood, urine, breath and/or other testing for the presence of alcohol 

and/or drugs. 

 

* Reasonable suspicion is based upon objective observations by C&K 

managers who have been trained in recognizing in reasonable 

suspicion. 

 

6. The abuse of legal or prescription drugs that adversely affects an employee’s 

 ability to perform his/her duties in any way will result in the immediate removal 

 of such employee from company premises and/or customer sites.  This employee   

            will be subject to discipline up to and including termination of employment. 

 

7. When a supervisor has reasonable suspicion that an employee is in violation 

of this policy, immediate action shall be taken.  The following procedure shall be 

used by the supervisor: 

 

 If an employee is suspected of using or being under the influence 

  of alcohol, a legal or illegal drug or otherwise unable to perform his/her 

  job in a safe or satisfactory manner, the supervisor is to have the 

employee taken to a medical facility for evaluation by utilizing a 

Drug/Alcohol screening, which is to include obtaining a blood, urine, 

  Breath, saliva and/or other sample. 

 

 If the employee is unwilling to report to a medical facility for 

evaluation and screening, the supervisor should require the employee 

to report to an office area or, if not available, to a safe, non-work area. 
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 If the supervisor has a reasonable doubt about the employee’s ability 

  to satisfactorily and safely meet job requirements, the supervisor  

shall place the employee on suspension pending the results of testing or 

administrative determination. 

 

 If an employee is to go to a medical facility for evaluation or screening 

  or to go home, the supervisor is to arrange for the employee’s safe 

  transport. 

 

  Appropriate documentation will be utilized in all situations described 

  above. 

 

 

 

8.       Post-Injury/Accident Testing  

 

For purposes of this policy, an accident is considered an unplanned, unexpected or 

unintended event that occurs on Company property, during the conduct of the 

Company's business, or during working hours, or which involves Company 

employees, Company-supplied motor vehicles or motor vehicles that are used in 

conducting Company business, or is within the scope of employment.   

 

A. Post-injury - Any employee sustaining a work-related injury whose 

behavior, performance or appearance is observed as unacceptable by a 

trained C&K Manager, will be subject to submit to blood, urine, breath, 

saliva and/or other testing for the presence of alcohol and/or drugs.   

In addition if a contributing factor in the employee’s injury was the 

violation of a C&K safety policy or procedure the employee will be 

subject to submit to blood, urine, breath, saliva and/or other testing for the 

presence of alcohol and/or drugs.   

 

B. Non-injured employees - Any C&K employee who was a contributing 

factor in the injury of another employee, customer, or contractor will be 

subject to submit to blood, urine, breath, saliva and/or other testing for the 

presence of alcohol and/or drugs.   

 

C. Vehicle Accident - Any employee involved in a vehicle accident will be 

subject to submit to blood, urine, breath, saliva and/or other testing for the 

presence of alcohol and/or drugs under the following circumstances:  

(i)  A fatality of anyone involved in the accident. 

(ii) Bodily injury to the employee and/or another person that requires off-

site medical attention away from the Company's place of employment. 

(iii) Vehicular damage requiring vehicles to be towed from the accident 

scene. 
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(iv) Any vehicle or property damage that is deemed the fault of the 

employee. 

 

D. Environmental/Property Damage Incident 

 

Any Environmental Incident (spills, inappropriate material handling, etc.) 

or Property Damage caused  by a C&K employee, the employee will be 

subject to submit to blood, urine, breath, saliva and/or other testing for the 

presence of alcohol and/or drugs.   

 

 

When such an accident results in one of the situations above, any employee who 

may have been involved and/or contributed to the accident will be tested for drugs 

and alcohol. 

 

9.        Random Testing 

 

Random testing is designed to deter drug and alcohol misuse in violation of our  

Substance Free Workplace Policy. To ensure that C&K Industrial Services, Inc. 

maintains confidence in its personnel’s abilities to perform their duties in a safe 

and healthful manner, random testing will include all personnel covered under the 

scope of this policy and is conducted on an unannounced basis. 

 

C&K Industrial Services, Inc. utilizes a truly random selection process in which 

all personnel in the testing pool have an equal statistical likelihood of being 

selected for testing.  Each time a draw is conducted, all personnel are again 

included in the pool with an equal chance of selection, regardless of whether a 

person was previously selected.  

 

C&K Industrial Services, Inc. will notify each person who was selected with the 

date, time and location that the random testing will be performed, which may 

provide little or no advance notice. It shall be the responsibility of the individual 

to provide a urine specimen for drug testing and submit to breath alcohol testing.  

Failure to consent and or comply with the request for a specimen will be 

considered a violation of this policy and will result in discharge. If an office send 

and employee for random testing within 24 hours of notification, the C&K Safety 

Director must be notified as to why the employee can not go, and when they will 

be send for a random test. Even if the testing is delayed, the employee can not be 

notified until just before going to be tested. 

  

Random Drug Selection Testing is done by the following criteria: 

 

 C&K Drivers: 50% of all drivers will be tested annually 

 

Random Alcohol Selection Testing is done by the following criteria: 



 9 

 

 C&K Drivers: 25% of all drivers will be tested annually 

 

 

10.       All testing under this policy shall be conducted at this company’s expense 

by laboratories C&K Industrial Services, Inc. selects.  This designated testing 

laboratory must have Federal certification.  All positive drug and alcohol tests 

shall be confirmed by a second test. 

 

11. All laboratory positive drug tests and alcohol tests will be reviewed by a 

 Medical Review Officer prior to being reported to the company as a positive 

 test.  All information reviewed by the Medical Review Officer will be treated 

 as confidential information. 

 

12. Any employee’s sample submitted for drug/alcohol testing purposes that has been 

determined, by company designated qualified testing lab, to be an adultered 

submitted sample will result in that said employee being disciplined up to and 

including termination. 

 

13.    Any employee’s sample submitted for drug/alcohol testing purposes that has been             

     determined, by company designated qualified testing lab, to be a diluted submitted   

     sample will result in that said employee being requested to submit another sample  

     immediately to the collection facility and that this said sample will be provided  

     under observation. Additionally, the next request for drug/alcohol testing from said  

     employee under this company’s drug/alcohol testing program will also be provided  

     under observation. If a second diluted sample is given, the test will be determined  

     to be negative but with C&K reserving the right have the employee submit to  

     blood, breath, saliva and/or other testing. 

 

 

14.     Any company employee who is required to submit a sample for drug/alcohol   

    testing to the designated collection facility will be required to show proof of     

    identity which must include a picture I.D. to the personnel at the designated  

    collection facility before providing the sample. 

 

15.    All C&K drug testing will only use DOT drug testing approved laboratories  

   certified by HHS under the National Laboratory Certification Program (NLCP) for  

   all testing required under this part. “DOT Urine Specimen Collection Procedures    

   Guidelines” must be followed when collecting samples for testing, and Federal  

   Drug Testing Custody and Control Form (CCF) must be used. 
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PROCEDURE: 

 

1. Any employee under the influence of or involved in the possession, sale, 

purchase, trade, transfer or use of alcohol and/or illegal drugs on C&K Industrial 

Services, Inc. premises or on C&K Industrial Services, Inc. time will be subject to 

disciplinary action up to and including discharge. 

 

2. Any employee who C&K Industrial Services, Inc. has reasonable suspicion and 

documentation to believe is in violation of this company’s policy on alcohol 

and/or drugs may be suspended and required to submit to blood, urine, breath 

and/or other testing for drugs and/or alcohol. 

 

* Reasonable suspicion is based upon objective observations by C&K 

managers who have been trained in recognizing in reasonable 

suspicion. 

 

3. An employee involved in a non-vehicle accident that results in an injury and 

whose behavior, performance or appearance is observed as unacceptable by a 

trained C&K Manager, will be subject to submit to blood, urine, breath, saliva 

and/or other testing for the presence of alcohol and/or drugs.   

  In addition if a contributing factor in the employee’s injury was the violation of a 

C&K safety policy or procedure the employee will be subject to submit to blood, 

urine, breath, saliva and/or other testing for the presence of alcohol and/or drugs.   

 

Any C&K employee who was a contributing factor in the injury of another 

employee, customer, or contractor will be subject to submit to blood, urine, 

breath, saliva and/or other testing for the presence of alcohol and/or drugs.   

 

4. A supervisor or other member of management must accompany the 

 individual being tested to the testing facility. 

 

5. The supervisor is to explain to the employee that non-compliance with the 

 supervisor’s requests to submit to medical screening, to disclose and explain 

 the nature of any suspected substance, to leave the work area or company 

 facility, to interfere with the sample collection process, to alter the sample 

 in any fashion or any other reasonable request will be viewed as insubordination 

 and subject to discipline, including termination for the first time refusal/violation 

 of any subsequent refusal/violation.  The supervisor should exercise caution 

 in committing to any specific disciplinary action until all circumstances have 

 been reviewed by management. 

 

6. Every employee understands that C&K Industrial Services, Inc. is not responsible 

for the conduct and/or procedures utilized by the medical facility collecting the 

urine, blood, breath, saliva and/or other sample. 
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7. All drug and/or alcohol positive tests shall be confirmed by a second test. All 

positive drug/alcohol tests will result in immediate termination of employment. 

Employees failing a drug/alcohol test will be encouraged to seek professional 

assistance however such assistance will not affect the termination of employment.  

  

8. The collection site will be responsible to maintain the chain of custody to the 

testing. 

 

9. Any employee who is on leave of absence for alcohol and/or substance 

 abuse will be considered for reinstatement only after fulfilling the requirements 

 of this company policy. 

 

10. All job applicants are required to submit to a blood, urine, saliva and/or other 

testing for illegal drugs.  The candidate’s written consent to undergo the test and 

 authorization of the release of test results will be included in the screening 

 process.  Positive results shall constitute grounds for denying employment. 
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APPLICANT SUBSTANCE TESTING: 

 

 

1. All job applicants will be required to submit to blood, urine, saliva and/or other 

 testing for the presence of illegal drugs. 

 

2. Applicants will be requested to sign a consent release form authorizing 

 the medical facility to perform the drug screening test and submit the results 

 to C&K Industrial Services, Inc.. 

 

3. All applicants will be required to notify C&K Industrial Services, Inc. about the 

use of any mood altering legal drug, which has been prescribed by a physician 

and, upon request of proof, to the satisfaction of C&K Industrial Services, Inc., 

that the consumption of the legal drug is consistent with the physician’s directions 

where future or continued use of the legal drug does not pose a potential safety 

risk and/or does not impair job performance. If the applicant is unable to provide 

such proof, employment may be denied.   

 

4. When the presence of an illegal drug is detected in the job applicant, 

 employment will be denied. 

 

5. The job applicant who tests positive for illegal drug(s) will not be permitted to 

re-apply for employment at C&K Industrial Services, Inc..
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EMPLOYEE ASSISTANCE FOR SUBSTANCE ABUSE RELATED 

PROBLEMS: 

 

1. Any employee who has recognized that he or she has developed an  

 addiction to or dependence on alcohol and/or drugs is encouraged to seek 

 assistance.  An employee will not be terminated for seeking assistance in 

 correcting a drug and/or alcohol abuse problem. 

 

  A. An employee has the option of voluntarily participating in 

   a treatment program.  Upon entering the professional treatment 

   program the employee will be subject to the designated 

   probationary time period and guidelines as outlined in the 

   “Rehabilitation Work Agreement.” 

 

  B. If the employee fails to successfully complete the voluntary 

   program, the employee is subject to the guidelines set forth 

   in the policy, including disciplinary action up to and including 

   termination. 

 

2. A violation of this policy will not be excused or condoned because an 

 employee has sought or is receiving assistance. 

 

3. Employees requiring drug and/or alcohol assistance will not be eligible 

 for an alcohol and/or drug assistance program more than one time regardless 

 if the assistance was a result of a voluntary or company initiated treatment 

 program. 

 

4. All fees related to the professional treatment process and after-care that are 

 not covered by this company’s insurance and/or Employee Assistance 

Program (EAP) is the sole responsibility of the individual employee.
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GUIDELINES FOR REHABILITATION PARTICIPATION: 

 

 

1. If any employee participates in a rehabilitation program because of the abuse 

 of drugs and/or alcohol, an employee’s right to reinstatement as an active 

 employee will be subject to the following guidelines: 

 

  A. All evaluation, treatment and follow-up program(s) to be 

   utilized will be solely decided by the personnel from the 

   designated professional treatment facility. 

 

B. C&K Industrial Services, Inc. will make accommodations for an 

employee participating in a designated treatment program. 

 

  C. A designated person or supervisor will contact the designated 

   professional treatment facility within twenty-four hours of when 

   any employee voluntarily requests assistance.  This 

   designated person or supervisor will request immediate 

   assessment and/or drug/alcohol treatment for the designated 

   employees. 

 

  D. The employee satisfactorily completes the full term prescribed 

   rehabilitation program through a qualified medical or treatment 

   facility. 

 

  E. Upon written or telephone contact or notification by designated 

   professional treatment facility of employee’s projected 

   completion date of the substance treatment program, a joint 

   conference will be scheduled.  This joint conference will involve 

   the employee receiving treatment, employee’s immediate 

supervisor and/or designated person of C&K Industrial Services, 

Inc. and professional treatment facility personnel.  The purpose for 

this joint conference is: 

 

   1. Provide synopsis of treatment received by employee. 

   2.  Answer any and all questions. 

   3. Update employee on conditions for continued employment. 

   4.   Stipulate aftercare recommendations to all parties. 

 

  F. Any designated employee participating in a treatment program 

   by a professional treatment facility who leaves the designated 

   treatment program(s) and/or fails to comply with all requirements 

   of the treatment program and aftercare program(s) will be 

   terminated from employment with C&K Industrial Services, Inc.. 
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G. C&K Industrial Services, Inc. must receive written documentation 

that the designated employee successfully completed the treatment 

program stipulated by the professional treatment facility. 

 

H. This rehabilitation program shall not be available to those 

   engaged in possession, use, sale, purchase, trade or transfer 

   of alcohol and/or illegal drugs on company premises and/or  

customer sites. 

 

I. It is understood by all employees of C&K Industrial Services, Inc. 

that any and all documentation and/or observations made by any 

personnel of this company in relation to this policy, concerning an 

employee who is participating in a treatment program, can be 

released to the designated professional treatment facility without 

any written or oral consent by the employee receiving the 

treatment. 

 

  J. Employees participating in rehabilitation shall sign a medical 

release granting C&K Industrial Services, Inc. progress 

information reports and successful completion reports on the 

employee’s rehabilitation program(s). 

 

  K. Upon acceptance of designated drug/alcohol treatment program, 

   the employee will sign and abide by all specific guidelines 

   stipulated in the “Rehabilitation Agreement.”  Any violation of 

   this agreement can result in discipline up to and including 

   termination. 
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REHABILITATION WORK AGREEMENT: 

 

I. Any employee who does not successfully complete the designated rehabilitation 

program clearly understands that he/she will be terminated from C&K Industrial 

Services, Inc.. 

 

II. Under the guidelines of this policy any and all employees understand and agree to 

the following rehabilitation guidelines and conditions.  These guidelines and  

conditions are specifically formulated for the employee who participates in and 

successfully completes a rehabilitation program for alcohol and/or drug abuse. 

 

1. I will accept supervision due to my drug and/or alcohol dependence as 

 a constructive part of my recovery. 

 

2. I understand that to continue employment with C&K Industrial Services, Inc. I 

must meet all established standards of conduct and job performance.  

Additionally,  I understand and agree to this company’s disciplinary procedures 

for any failure to meet those standards up to and including termination. 

 

3.  I understand that I will be subject to testing at the sole discretion of  

C&K Industrial Services, Inc. as part of my drug and/or alcohol dependency 

rehabilitation. 

 

4.  I agree that I shall cooperate fully with any and all company requests to 

            submit to such tests.  I further acknowledge and understand that if I fail to  

            cooperate fully or fail to submit to such tests when requested, such failure  

            will be just cause for immediate termination. 

 

5.  In the event that any of my test results (initial test and confirmation test) 

 indicate a positive reading from both tests, which disclose that I have used 

 illegal drugs, alcohol or prescription drugs for which I do not  have a current 

 valid prescription, I will be terminated. 

 

6.  I understand that I will be subject to the stated rules and conditions for up 

 to __________ months with the starting date of _______________________. 

 

 ____________________________________  ________________________ 

                Employee Signature                                          Date 

 

 ____________________________________  ________________________ 

                Supervisor Signature                                        Date 

 

 

 

 



 17 

DISCIPLINE AND POTENTIAL REHIRE 

 

When a C&K employee tests positive drug or alcohol test the following discipline and 

rehire criteria is enforced: 

 

1. Refusal to Test: the discipline is immediate termination and the employee can not 

be rehired. 

2. Breath Alcohol less than .04 but above .02: the discipline is a 24 hour suspension. 

3. Breath Alcohol greater than .04: the discipline is immediate termination and the 

employee could be rehired after 12 months. 

4. Positive drug test: the discipline is immediate termination and the employee could 

be rehired after 12 months. 

 

C&K has a special rehabilitation and rehire policy where an employee may be rehired in 

less than the 12 month required period. The employee must meet the following criteria for 

rehire: 

 

1. The former employee must request rehire from the C&K divisions General 

Manager. 

2. C&K General Manager will review the former employees performance and 

previous discipline to determine their eligibility for rehire. 

3. If the General Manager approves the former employees eligibility, information is 

forward to the C&K Safety Director and HR Director for their approval. 

4. If the former employee is approved they have to wait 90 days for rehire and 

complete a Substance abuse evaluation from a Substance Abuse Professional at a 

C&K approved treatment facility. The Substance Abuse Professional will 

complete an evaluation of the former employee’s substance abuse and any 

suggested substance abuse treatment program treatment program the employee 

must complete.  

5. The C&K Safety Director will review the substance abuse evaluation and 

determine if the former employee can be rehired. 

 

Prior to rehire, the employee  participating in a rehabilitation program (if required by 

evaluation) shall sign a medical release granting C&K Industrial Services, Inc. progress 

information reports and successful completion reports on the employee’s rehabilitation 

program(s). 

  

The rehired employee will sign and abide by all specific guidelines stipulated in the 

“Rehabilitation Agreement.”  Any violation of this agreement can result in discipline up 

to and including termination. 
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CONFIDENTIALITY: 

 

 

1. C&K Industrial Services, Inc. shall make every reasonable effort to protect the 

privacy of all employees and to assure the confidentiality of all matters connected 

 with this policy. 

 

2. All laboratory positive drug and/or alcohol tests will be reviewed by a 

Medical Review Officer prior to being reported to C&K Industrial Services, Inc. 

as a positive test. 

 

3. The medical records of all employees with substance dependency will be 

 kept confidential and preserved in the same manner as all other medical 

 records. 

 

4. Medical records and/or any reports pertaining to this policy involving an 

employee of C&K Industrial Services, Inc. will be disclosed only for the 

following reasons: 

 

  A. To defend any legal action brought by the employee. 

 

  B. An employee not participating in a rehabilitation program, 

authorizes C&K Industrial Services, Inc. in writing to release 

confidential medical information and/or reports. 

C. As required to comply with customer requirements for verification 

of our Drug Free Workplace Program. 

 

 Exception To This Section: 

 

   Employees participating in rehabilitation shall sign a 

medical release granting C&K Industrial Services, Inc. progress 

information reports and successful completion reports on the 

employee’s rehabilitation program(s). 

 

5. Supervisors and investigators are to instruct other employees not to 

 talk about possible company violations. 

 

 

 

 

 

 

 

 

 



 19 

SEIZING SUSPECTED ALCOHOL AND/OR DRUGS: 

 

 

If any employee is suspected of possessing alcohol contrary to management’s 

policy or selling, purchasing, transferring or possessing an illegal drug the 

supervisor should: 

 

Seize any suspected alcohol and/or illegal drugs which are in plain sight.  The 

supervisor should have a witness present before seizing any such materials. 

 

You should secure any container or the like, where alcohol or illegal drugs may be 

present, for a subsequent search by appropriate personnel. 

 

Order the employee to report to an area in the facility where appropriate personnel 

can question the suspected employee or employees in private. 
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PROPERTY SEARCHES: 

 

 

C&K Industrial Services, Inc. reserves the right to carry out reasonable searches of 

individuals, their personal effects, their lockers and vehicles when entering C&K 

Industrial Services, Inc. premises and/or customer sites. Also while on C&K Industrial 

Services, Inc. premises and/or customer sites and when leaving C&K Industrial Services, 

Inc. premises and/or customer sites.  The objective of all searches is to deter the use, 

possession, transportation or sale of illegal drugs and alcoholic beverages in order to 

provide a safe work environment.  Such searches may be initiated by C&K Industrial 

Services, Inc. without prior announcement, with or without cause, and will be conducted 

at such times and locations as deemed appropriate. 

 

An employee’s consent to such searches is required as a condition of becoming and 

remaining an employee of C&K Industrial Services, Inc..  An incumbent employee’s 

refusal to consent to any such search will result in disciplinary action, up to and including 

termination, even for a first refusal. 

 

Searches may be conducted using management personnel, federal or local law 

enforcement officers or private security personnel.  Searches may be conducted with the 

assistance of specially trained dogs.  Follow any incident involving a search of 

employees, property or facilities; involved personnel are to fully document action taken 

and results. 
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SALE OF ILLEGAL DRUGS: 

 

 

If any employee is involved in the sale, purchase, trade or transfer of any illegal drug(s) 

while on C&K Industrial Services, Inc. time and/or while on/using C&K Industrial 

Services, Inc. property that employee will be terminated. 

 

All illegal drug(s) will be turned over to the proper law enforcement authorities. 
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OFF PREMISE USE OF DRUGS: 

 

 

The use, sale, possession, transfer, trade or purchase of illegal drugs where such 

involvement constitutes a direct threat to the company’s property, the customer’s 

property, a company employee, affects an employee’s job performance, generates 

publicity or circumstances adversely affecting C&K Industrial Services, Inc. or its 

employees is absolutely prohibited.  Employees who engage in such conduct off premises 

will be subject to disciplinary action up to and including termination. 

 

 

 

 

COMPANY SPONSORED EVENTS: 

 

 

Possession and consumption of alcohol beverages while at a C&K Industrial Services, 

Inc. sponsored event, on or off premises, may be authorized by management.  It is the 

policy off C&K Industrial Services, Inc. that employees participating in such events and 

consuming alcoholic beverages will be expected to demonstrate moderation and are 

solely responsible for the safety and well-being of themselves and others at all times 

before, during and after such company-oriented event. 
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DRUGS AND ALCOHOL COMPANY GUIDELINES: 

 

 

I. Pre-Employment applicants must be tested for: 

 

Drug Name   Screening Cutoff  Confirmation Cutoff   

 

Marijuana (Cannabinoids)         50 ng/mL               15 ng/mL 

Cocaine                    150 ng/mL                     100 ng/mL 

Amphetamines                   500 ng/mL                     250 ng/mL   

Opiates                             2000 ng/mL                   2000 ng/mL 

6-Monoacetylmorphine                  10 ng/mL            10 ng/mL     

Phencyclidine (PCP)           25 ng/mL            25 ng/mL     

Ecstasy                   500 ng/mL                     250 ng/mL 

 

II. Current Employees testing for Random, DOT Physical, Annual and Post 

Accident must be tested for: 

 

Drug Name   Screening Cutoff  Confirmation Cutoff   

 

Marijuana (Cannabinoids)         50 ng/mL               15 ng/mL 

Cocaine                    150 ng/mL                     100 ng/mL 

Amphetamines                   500 ng/mL                     250 ng/mL   

Opiates                             2000 ng/mL                   2000 ng/mL 

6-Monoacetylmorphine                  10 ng/mL            10 ng/mL     

Phencyclidine (PCP)           25 ng/mL            25 ng/mL     

Ecstasy                   500 ng/mL                     250 ng/mL 

 

III. Alcohol Testing Requirements 

 

An employee will be removed from a Safety Sensitive Position for 24 hours if your BA is 

more than .02 and less than .04. A Breath Test over .04 is a DOT Violation, and 

considered a positive Breath Alcohol  Test, thus subject to disciplinary action listed in 

this policy.   
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CUSTOMER REQUIRED DRUG AND ALCOHOL TESTING 

 

In addition to testing required by C&K and the DOT, additional drug and alcohol testing 

is sometimes required by C&K customers. This testing can include: 

 

Testing prior to working at the customers site 

Annual testing for entry into the customers site 

Random Testing 

Reasonable Suspicion Testing 

Post Accident Testing 

 

The C&K customer testing and requirements under their Drug and Alcohol program may 

vary from C&K’s program. Positive results or refusal to test will result in employees ban 

from that customers site which may result in the termination or layoff of the employee 

due to their inability to work at the customers site. These testing’s may include: 

 

Greater than 7 Panel non-regulated Drug and Alcohol tests 

Hair Follicle Testing 

Two Negative Dilute tests being considered a Positive test 
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TEMPORARY LABOR AND SUBCONTRACTOR REQUIREMENTS 

 

All Temporary Labor personnel and Subcontractors are required to following C&K and 

their customer’s drug and alcohol testing programs. These tests will include: 

 

A. Pre-employment 

B. Periodic 

C. Post Vehicle Accident/Property Damage/Environmental Incident 

D. Random 

E. Reasonable Suspicion 

F. Customer Required 

 

All Temporary labor and Subcontractors are required to abide by the Discipline, 

Customer Required Testing; Sales of Illegal Drug, Mind or Behavior Altering Substances, 

Property Searches and Seizure sections of this policy. 

 

All Temporary labor and Subcontractors are required to complete C&K Substance Abuse 

training prior to beginning work.
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RESERVATION OF RIGHTS: 

 

 

C&K Industrial Services, Inc. reserves the right to interpret, change, or rescind this policy 

in whole or in part with or without prior notice.  In addition, changes to applicable 

federal, state or other laws may require C&K Industrial Services, Inc. to modify or 

supplement this policy.  This policy does not create a binding employment contract or 

modify an existing contract. 
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REPORTING REQUIREMENT:  

CONVICTION VIOLATION OF FEDERAL OR STATE DRUG STATUTE: 

 

 

Each employee is required to notify the Human Resource Department within five (5) days 

after he or she is convicted of a violation of any federal or state criminal drug statute 

where such violation occurred at the workplace or any location where official business is 

conducted. A conviction means a finding of guilty, no contest (including a pleas of nolo 

conendere) or the imposition of a sentence by a judge or jury in any federal or state court. 

Any employee who fails to report such a conviction will be subject to immediate 

termination. 

  

Within thirty (30) days of such notification the Human Resource Department will be 

required to take appropriate disciplinary action against such an employee, up to and 

including termination. The Human Resource Department may also refer the employee to 

the EAP for referral and treatment. 

 

OUTSIDE CONTRACTORS: 

 

Outside contractors or venders who are working on C&K Industrial Services, Inc. 

property shall sign a Certificate of Drug-Free Workplace Compliance as a condition of 

such contract. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 28 

EMPLOYEE AWARENESS EDUCATION: 

 

Every current employee will attend an educational session in which this program is 

discussed. There will be an opportunity to ask questions.  All supervisors and 

management will attend.  At this session, the written Policy will be distributed, and 

everyone will be expected to sign that he/she received a copy.  In addition, a qualified 

professional will offer at least one session designed to make employees aware of 

substance use as a problem, the effects it can have on the individual and the family, signs 

and symptoms of use, effects of commonly used drugs in the workplace, the model of 

chemical dependency, and how to get help.  How to get a referral for employee assistance, 

assessment of the degree of the substance use problem and/or treatment will also be 

covered.  There will be a minimum of two hours of educational awareness offered 

annually to all employees.  New employees will learn about this program during 

orientation, and they will receive substance education as soon as possible thereafter.   
 

SUPERVISOR TRAINING REQUIREMENT: 
 

For supervisors to identify when an employee has a substance use problem that may endanger the 

employee and other employees as well as be in violation of this Policy, they need training.  This 

training is in addition to the two hours of annual employee education/awareness.  Every 

supervisor will receive training about drug/alcohol testing responsibilities before the program 

begins.  In addition, supervisors will receive a total of four hours of training from a qualified 

professional the first year of the program, and two hours of refresher training every year 

thereafter.  This training will be designed to help supervisors recognize behaviors that 

demonstrate an alcohol or drug problem; how to document these behaviors and confront an 

employee about the problem; how to initiate reasonable suspicion testing; how to make 

appropriate referrals of an employee for an assessment of the problem or other assistance; how to 

follow up with employees who return to work after a positive test; and how to operate 

consistently with collective bargaining agreements.  

. 
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TERMINATION NOTICES: 

 

In those cases where substance testing results in the termination of employment, all 

termination notices will list “misconduct” as the reason for termination.  Termination 

shall be deemed “for cause.” 

 

ON-GOING EDUCATIONAL AWARENESS REGARDING SUBSTANCE USE: 

 

C&K Industrial Services, Inc. wants to take the time in the concluding section of this 

Policy to again state its commitment to addressing the problem of substance use in the 

workplace.  C&K Industrial Services, Inc. recognizes the pervasive nature of substance 

use in today’s society and desires to provide its employees with information pertaining to 

this problem and the opportunity to develop awareness.  As such, all employees will be 

required to participate in C&K Industrial Services, Inc. -sponsored education programs.  

As stated earlier in this Policy, these programs will be provided for all employees, 

including supervisors and top management, and attendance shall be mandatory.  All 

training will be conducted by or supervised by appropriately qualified educators who will 

provide educational and instructional materials that will benefit all employees.  As they 

become available, the C&K Industrial Services, Inc. will continue to provide new 

educational materials to all employees.    

 

All employees will receive an initial orientation, prior to the implementation of our Drug-

Free Workplace Program, information about this Policy, and key information about 

alcohol and drugs, signs and symptoms of use, the disease model associated with 

addiction, and the effects of commonly used drugs in the workplace. 

 

Supervisors will also attend all educational sessions and will receive an initial four hours 

of informational and skill-building training to help them perform their responsibilities 

knowledgeably and effectively in terms of this Policy.  Supervisors will receive two hours 

of refresher training in subsequent years.   

 

All the educational awareness building and training sessions are aimed at helping 

employees understand the nature of the substance use problem and to know what 

resources are available to help employees and their families learn to deal with this 

problem and overcome it.  This Policy is designed to challenge the workplace to become 

substance free and to create a safer workplace for everyone.    
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Split Specimen: 

 

The use of split specimen is required for C&K’s drug-testing program. C&K 

will arrange for their collection sites to do split specimen urine collection in 

the drug testing process. DOT believes that having the voided sample split 

into two separately maintained specimens is an important part of appropriate 

re-testing. An employee can request that any positive drug test be re-tested 

utilizing the second part of the original split sample. The second part of the 

split sample must also be sent to a certified federal lab.  

 

The cost for testing the second part of the original sample is to be paid by the 

employee prior to conducting the split sample test. If the second part of the 

original sample results in a positive then the test results are upheld as positive 

and the employee receives no refund for payment of the second part of the 

original sample. If the second part of the original sample tests negative then 

the employee will be refunded all costs paid for second part of the original 

sample. Additionally, any negative results from second part of the original 

sample will officially nullify the original positive results and the employee’s 

test will be finalized as an official negative. 

 

 

Denial of Workers’ Compensation Benefits: 

 

All employees covered under this drug/alcohol testing company policy that participate in 

this program and have a blood, breath, urine or other form of acceptable drug/alcohol 

testing conducted can be denied Workers’ Compensation Benefits by creating a rebuttable 

presumption (positive test) that the proximate cause of his or her injury is the alcohol or 

controlled substance.  Additionally, any employee covered under this company policy that 

refuses to submit to the chemical test will also result in that rebuttable presumption.  

Positive for rebuttable presumption is any positive drug test and/or any alcohol test that is 

.02 or greater. 
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Mind or Behavior Altering Substances 

 

 

       C&K Industrial Services, Inc. is thoroughly committed to a healthy and safe work 

environment for all its employees.  In pursuit of this commitment, employees who foster 

unsafe or unhealthy work environments will not jeopardize C&K Industrial Services, Inc. 

for themselves and fellow workers by the abuse of alcohol and/or drugs.  This includes 

illegal drugs and alcohol covered under C&K’s Substance Abuse policy, and over-the-

counter mind or behavior altering substances not included under this policy. These 

substances may include, but are not limited to: 

 

• K-2, Bath Salts, Synthetic drugs, Aerosols, solvents, various herbs and incenses 

 

       All work performed by C&K is performed in safety sensitive environments, therefore 

clear, quick thinking is critical in you and your co-workers safety. A drug and alcohol free 

work environment will be maintained to ensure that C&K Industrial Services, Inc. 

reputation and services are maintained at the highest level. 

 

       Therefore, C&K Industrial Services, Inc. will not permit the use, sale, purchase, 

possession, transfer or being under the influence of alcohol, illegal drugs, over-the-

counter mind altering drugs or any substances that may impair your ability during work 

time, and doing so will result in immediate termination of that employee. 

 

3. Consequences of violation 

a. Employee must be removed from safety-sensitive duty if they have a testing violation. 

b. If the company retains the employee, policy requires the employee*: 

i. Be evaluated by a Substance Abuse Professional (SAP) 

ii. Complete recommended education or treatment 

iii. Have a negative return to duty test before returning to work (minimum of 14 days 

must pass between date of violation and return to duty test date) 

iv. Be subject to follow-up testing – minimum of 3 in first 12 months 
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ACKNOWLEDGEMENT OF RECEIPT OF 

COMPANY DRUG-FREE WORKPLACE POLICY 
 

Signing this form acknowledges that the employee and/or applicant has received a 

copy of the Company’s Drug-Free Policy, has had the opportunity to discuss the 

Policy and have questions answered, and understands all of the provisions in the 

Policy. Although it reflects the Company’s current Policy regarding substance use, it 

may be necessary to make changes from time to time at the Company’s sole 

discretion, to best serve the needs of our organization. However, any changes 

deemed necessary will be made in writing, and the modified Policy will be shared 

with every employee and/or applicant. 
 

By my signature below, I acknowledge that I have received a copy of the Drug-Free 

Policy of the Company. I understand that it is my obligation to read, understand 

and comply with the procedures and provisions contained within this Policy. 
 

As an employee and/or applicant of the Company I hereby acknowledge that the 

Company’s policy requires me to submit drug testing and/or breath alcohol testing 

to rule out the presence of non-prescribed or prohibited dangerous controlled 

substances in my system. I hereby freely and voluntarily consent to this request for 

a drug test and/or alcohol test, and agree to participate in the testing program. 
 

I hereby and herewith release the company, its employees, agents and contractors 

from any and all liability whatsoever arising from this request for testing, from the 

actual testing procedures, and from decisions made concerning my application for 

or continuation of employment based on the results of the analysis. I hereby agree to 

cooperate in all aspects of the testing program. 
 

I hereby authorize the release of my drug and/or alcohol test results to the 

designated Medical Review Officer (MRO), and/or to the Company’s examining 

physician as provided by the Company’s Policy. 
 

Employee/Applicant Signature:  ____________________________________ 

 

Employee/Applicant Printed Name: ____________________________________ 

 

Witness Signature:    ____________________________________ 

 

Witness Printed Name:   ____________________________________ 

 

Date of Signatures:    ____________________________________ 
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EMPLOYEE MANUAL 
 

ABRIDGED SAFETY POLICIES 

 
 



  

INTRODUCTION 

 

It is the desire of C&K to maintain a safe and accident free 
environment. 
 
The company considers the safety and health of all employees to 
be of substantial concern.  As such, the attempts to provide 
mechanical and physical equipment needed for the personal 
safety and health of its employees. 
 
The company will maintain a safety and health program 
conforming to the appropriate practices of an organization of its 
type.  This manual is part of the program.  The manual shall be 
read by all employees. 
 
However, reading the manual is not enough.  It shall be 
understood and practiced.  Practicing what the manual says will 
help to prevent incidents, but the major responsibility for incident 
avoidance lies with, you, the employee.  Your attitude towards 
working safely will prevent more incidents than any manual or 
program will ever do. 
 
Moreover, the rules in this manual are not all inclusive.  Some 
work situations may require additional safety precautions.  If you 
are in doubt about how to proceed in a new work situation, please 
contact your supervisor.  Also, please see attached Employee 
Safety Manual -- Company Hazard Communication Program.  
This program will provide you general information about the 
potential hazards of substances you may work with, how to 
recognize those hazards, how to safely handle those substances, 
and how to properly control emergency situations deal while 
working with or when exposed to those substances.  
 

Above all "USE COMMON SENSE".  It takes this to help prevent 
injuries to yourself and those around you. 
 

REMEMBER THAT ACCIDENTS AND INJURIES DO NOT 

JUST HAPPEN!



  

I. Employee Safety Responsibilities 
  

Each worker shall take reasonable care to protect his or her 
health and safety as well as the health and safety of other 
workers who may be affected by his acts or omissions.  The 
basic safety responsibilities for each C&K employee include: 

 

1. Performing all tasks in accordance with established 
policies, procedures and safe work practices; 

2. Being an active participant in the safety and health 
program; 

3. Actively participating in Daily Tailgate Safety Meetings 
(TSM) applicable to the work they will be performing;  

4. Inspecting all tools and equipment prior to use for defects 
and to identify any hazards; 

5. Adhering to ALL safety and security policies of our 
customers. Following all posted signs and warnings.  In 
addition, some companies have made certain safety 
releases available to C&K and its employees.  These 
releases are to help insure compliance with their rules and 
policies. They shall be read and understood; 

6. Complying with all government safety policies; 
7. Ensuring that all safety equipment and supplies, required 

for a particular job, are properly used; 
8. Reporting unsafe work conditions or practices to Project 

Manager or Supervisor immediately; 
9. Reporting any injuries, illnesses or incidents to the Project 

Manager or Supervisor immediately (same work shift); 
10. Participating in all training that is required of them to be 

competent and informed for the job that is required of 
them; 

11. ONLY operating equipment and performing tasks in which 
they have trained. Including specialized trainings requiring 
an up-to-date certification of completion.    

12. Participating in work site health & safety risk assessments 
and implementation of controls and procedures to mitigate 
associated risks; 

13. Cooperating in incident investigations;  
14. Using appropriate Personal Protective Equipment, and 

maintaining such equipment; 
15. Reviewing all Job Hazards & Safe Work Procedures; 
16. Refusing to do work that would create a hazard to the 

health and safety of themselves or others; 
17. Referring to Safety Data Sheets to learn the hazards of 



  

and preventative measures to be taken when using 
chemicals; 

18. Being prepared when reporting to work. Employees must 
have ALL issued personal protective equipment readily 
available, as job conditions may change; 

19. Operating all machines and devices in a safe and effective 
manner; 

20. Setting a good example; 
21. Reporting the existence of imminent danger and stopping 

the work until the condition is rectified and is deemed safe 
to continue. 

 

II. General Safety Rules and Regulations 
 
 C&K desires to maintain safe and healthy working conditions for 

its employees.  As such, safety rules, regulations and policies will 
generally be strictly enforced.  Violation of any safety rule, 
regulation or policy may be cause for immediate dismissal.  The 
following is a general list of the company safety rules and 
policies. 

 
A. Hard hats must be worn at all times with the bill facing 

forward.  Inspect your hardhat daily for defects i.e. cracks; 
broken suspension;  

B. Steel toe work boots must be worn at all times.  If an 
employee reports to work without steel toe boots, the 
employee will not be permitted to work.  The company 
does not issue work boots; it is the responsibility of the 
employee to obtain approved work boots. 

C. Full-body harnesses and lanyards must be used when 
working in situations where a fall hazard exists. When a fall 
of greater than four (4) feet can occur fall protection is 
required.  

D. Air purifying respirators with appropriate cartridges must be 
worn when there is reason to believe work place exposure 
limits may be exceeded.  Employees are only permitted to 
wear respirators that have been issued or otherwise 
approved by the company. 

E. Ear plugs must be worn when noise levels exceed 85dB.  
Generally, if an employee is having difficulty hearing 
someone else who is speaking in a normal voice, it is a 
high noise area.  When working within 30 feet of waterblast 
or vacuum equipment the noise levels will generally 
exceed 85dB. 



  

F. Approved safety glasses with side shields must be worn on 
all jobs.  Approved safety glasses will be designated by the 
ANSI symbol Z-87 imprinted on the frame.  Prescription 
safety glasses may be worn, but must be made by a 
certified laboratory.  If employee’s prescription glasses do 
not meet the ANSI Z-87 standard, approved oversized 
safety glasses shall be worn over-top of prescription 
glasses. When working around chemicals, goggles 
appropriate for the task may be required.  If you have any 
questions, contact the safety department.    

G. Rubber boots, either slickers or work boots, must be worn 
when working in chemicals or other harmful substances. 

H. Rubber “chemical resistant” gloves must be worn when 
working with chemicals or other harmful substances. Glove 
type may vary based on the chemical’s properties; 

I. Speed limits and all other traffic signs, laws and regulations 
must be obeyed to the letter. 

J. Before setting up for the job, determine where the closest 
phone, eye wash, shower and fire alarm are located. 

K. Never tamper with or by-pass any safety device. Verify 
machinery which shall be turned off and locked or tagged 
out is in fact so. 

L. Before setting up for the job, determine if there are any 
noticeable or foreseeable unsafe conditions or conflicts i.e. 
overhead cranes, traffic, icy walkways, railroads, other 
workers, etc... 

M. On occasion, planned jobs may change unexpectedly. 
Employees shall ensure all required safety equipment and 
supplies are present before proceeding on with job. If there 
is any question or concern, the employees shall stop work 
and contact the company immediately. 

N. Employees shall not conduct tasks in which they have not 
been trained. 

O. Observe the terms of the company's Hazard 
Communication Program ("Right-to-Know" program of the 
Health, Safety and Training section of the SOP Manual). 

 
 
 
 
 
 
 
 



  

III. High Pressure Waterblasting 
 

A. General - The use of high pressure water can be 
dangerous if not done properly.  It is essential that all 
employees adhere to the guidelines set forth in this 
manual.  The following is a list of the general rules. 

 
1. Any person performing a high pressure water job is 

required to wear the following for his/her personal 
protection:  rubber boots with steel safety toes, rain suit, 
hard hat equipped with a full face shield, waterproof 
gloves, and safety glasses with side shields or mono 
goggles. 

2. The employee operating the tip end of a hose or lance 
must have direct control of the dead man valve. 

3. Never leave the system unattended while it is under 
pressure. 

4. Crew members shall rotate duties to reduce fatigue. 
5. Do not attempt to adjust any connection, fitting or to 

adjust any part of the system while it is under pressure. 
6. When pressurizing a system, increase pressure slowly, 

never suddenly. 
7. Use only enough pressure to adequately perform the 

work. 
8. All hoses and fittings shall be inspected for evidence of 

excessive wear or damage prior to installing and/or use. 
9. All nozzles shall be inspected for evidence of excessive 

wear, damage or plugged orifices prior to installing 
and/or use. 

10. Before installing the tip, flush the system with a sufficient 
amount of water to insure the removal of air and foreign 
particles that may be in the system. 

11. Never point a hose or lance at yourself or any other 
person.  High pressure water will cut right through a rain 
suit, globes or rubber boots.  It can cut a cinder block in 
half within 15 seconds, so THINK what it will do to your 
body. 

12. When hose drops exceed ten (10) feet, the hose shall be 
securely tied off to a rigid support to limit the pull and 
added stress of the hose weight on couplings and the 
hose itself. 

13. Crew members must remain in sight of each other at all 
times while the system is under pressure. 



  

14. Any unit that is parked shall be checked to prevent 
drifting or rolling. 

 
 

B. Shotgunning - Shotgunning is an operation using a 
relatively short hand held "lance" or "shotgun" to clean 
surfaces in virtually all planes of operation.  The following 
rules shall be carefully followed when shotgunning 

 
1. Each lance shall be equipped with at least one dead man 

control valve designed to relieve the water pressure 
when the valve is released. 

2. The operator using the lance shall have direct control 
over the activation of the water pressure. 

3. Never attempt to clean an object while it is being held 
manually. 

4. The work area must be maintained in such a manner as 
to reduce the possibility of slips and/or falls. 

5. When shotgunning, it is important to lean forward into the 
lance.  This will help prevent the water pressure from 
knocking you off balance, as well as allowing for better 
control of the lance. 

6. Always use as long of a lance as possible to minimize 
the danger of cuts to your legs and feet.  When a lance 
shorter than 48" is required, special permission must be 
obtained from the area manager. 

 
 

C. Line Moling - Moling is an operation where a specially 
designed hose and nozzle arrangement feeds itself 
through a pipe  by means of side and rear nozzle jets.  
The following rules shall be carefully followed when 
moleing 

 
1. To prevent the nozzle from reversing direction inside the 

line, a stringer rod shall be affixed between the nozzle 
and the hose.  A stringer is a rigid pipe extension with a 
length greater than the diameter of the line being 
cleaned. 

2. An easily visible marker shall be placed no less than two 
(2) feet from the nozzle.  This is to warn the operator that 
the nozzle is near the pipe opening when retracting. 



  

3. Insert the nozzle into the line or tube prior to activating 
the water pressure.  The pressure shall be deactivated 
before removing the nozzle from the line or tube. 

4. Precaution shall be taken to minimize the exposure from 
sprayback and water flushing out from the pipe being 
cleaned. 

5. The operator doing the moleing shall have direct control 
of the water pressure through a foot operated dead man 
control valve. 

6. The clearance between the outside diameter of the hose, 
lance and nozzle assembly and the inside wall of the 
item being cleaned shall be sufficient to allow adequate 
washout of water and debris. 

7. During manual operations, the entrance to a line or pipe, 
about the first two (2) feet, shall not be cleaned with a 
nozzle containing back jets, but shall be shotgunned. 

 
 

D. Rodding - Rodding is a repetitive operation where a long 
lance (rod) and nozzle combination is inserted into and 
retracted from the tube of a bundle.  The following rules 
shall be carefully followed when rodding 

 
1. Rodding generally requires two (2) or more employees 

that must work together as a team. 
2. The employee "spotting" the nozzle and inserting it into 

the tube shall have direct control of the water pressure 
through a foot operated dead man control valve. 

3. A hand guard/splash shield shall be installed on the 
nozzle end of the rod.  Keeping your hands behind this 
guard will prevent water cuts to your hands. 

4. Heavy rubber gloves will be worn by the person closest 
to the bundle who is "spotting" the nozzle.  These gloves 
will help prevent hand cuts while rodding. 

5. Employees who are "walking" the rod must do so only 
when the spotter is ready and has signaled for then to 
proceed. 

6. Water pressure shall only be activated after the nozzle 
has been inserted into the tube.  It shall be deactivated 
before removing the nozzle form the tube. 

7. The gauge board and hoses will be set up and arranged 
in such a manner as to minimize the potential of a 
tripping hazard.  This is especially important in the area 
where the lance will be "walked". 



  

8. An easily visible marker shall be placed no less than two 
(2) feet from the nozzle.  This is to warn the spotter that 
the nozzle is near the tube opening when retracting. 

 
 

IV. Vacuuming 
 
 The vacuum trucks used by C&K are very powerful.  These 

trucks generate relatively high air flows and low pressures.  If 
proper care is not exercised by employees, vacuuming can be 
quite dangerous.  The following is a general list of rules that are 
to be followed when vacuuming. 

 
1. For your protection, gloves and safety glasses or goggles 

must be worn while loading or dumping any material. 
2. Use a safety “T”.  If you shall get stuck in a vacuum hose, 

a safety “T” is the quickest way to relieve vacuum, reducing 
the potential for injury.  The safety “T” shall be installed as 
close to the work area as possible. 

3. Know what material you are working with.  This is the only 
way that you can be alerted to a potential hazard and any 
special handling characteristics. 

4. Avoid mixing loads to prevent incompatible materials from 
reacting. 

5. Never use a torch to free frozen valves, bolts, etc..., this 
could cause an explosion. 

6. Tie down hose to prevent it from whipping around and 
causing an injury. 

7. When using pipe and/or hose in an aerial run, make sure it 
is secured by tying it down to a rigid rail, bean or pipe.  Do 
not rely on claps or tape to do the job. 

8. Before leaving the plant, make sure that the truck body is 
cleaned.  This will eliminated the possibility of transporting 
hazardous materials on the highway or into an 
unauthorized area. 

9. Never point the vacuum hose at anyone, not even yourself.  
Keep arms, hands, feet, faces away.  The vacuum is 
powerful enough to secure to and not let go of the human 
body.  KEEP THE HOSE POINTED DOWN AND AWAY 
FROM YOURSELF AND EVERYONE ELSE. 

10. Before loading a truck, make sure the truck is ready to 
vacuum and contain the material once vacuumed.  In 
others works, check all doors and openings it verify that 
they are closed an properly secured. 



  

11. Never move a truck that has not been cleared of all loose 
debris.  This includes shovels, scrapers and debris that 
may have been inadvertently accumulated on top of the 
truck. 

12. Always work from secure footing since the vacuum 
generated can pull on the employees. 

13. Make sure you KNOW where to dump materials properly 
and safely. 

14. Never put yourself in a situation that the vacuum hose can 
whip around and knock you or anyone else down. 

 
 

V. Carbon Monoxide Danger 
 
 Carbon monoxide (CO) is a clear, odorless gas that can be 

present in several areas where C&K employees are commonly 
working. High levels of carbon monoxide can be very dangerous.  
The basic danger of carbon monoxide, simply put, is it enters a 
person's system very easily and prevents the red blood cells from 
carrying oxygen through the body.  It, also, has a cumulative 
effect since the human body does not clear it out quickly. 

 
 When entering or working in an area that could potentially 

contain or generate carbon monoxide, you must have a gas 
monitor capable of detecting CO, to continuously monitor the air 
quality of that area. The monitor will indicate the parts per million 
(PPM) of CO that is present.  The monitor will alarm when CO 
level reaches 35 PPM.  The scale below indicates the amount of 
time an employee can remain in an area with a maximum 
concentration of CO. 

 

PPM Remain 
  35 8.0 Hrs. 
100 4.0 Hrs. 
150 2.0 Hrs. 
200+ 0 Hours 

 
 One of the first signs of CO poisoning is feeling lightheaded.  

From this point, it can move rather rapidly to dizziness and then 
unconsciousness. DO NOT take chances with carbon monoxide!  
If you experience any suspicious symptoms, or for any reason 
think you might be exposed to unsafe levels of CO, leave the 
area at once. 

 



  

 The one general area in which employees work, that is especially 
a high risk for CO exposure, is the iron producing areas of steel 
mills.  In particular, the stock house, the larry cars, the areas 
above the bustle pipe and skip pits are very prone to carbon 
monoxide concentrations. NO EMPLOYEE IS ALLOWED 
ABOVE THE BUSTLE PIPE WITHOUT EXPRESS 
PERMISSION FROM UPPER MANAGEMENT. 

 
 

VI. Confined Space Entry 
 
 Entry into any confined space area poses the potential for 

serious safety hazards.  These hazards may include the lack of 
oxygen, the presence of toxic gases and/or flammable vapors 
and the time required to get in or out of the space.  It is essential 
that any employee entering a confined space follow the 
CONFINED SPACE ENTRY PROCEDURES at all times.  If you 
have any questions or concerns about working in or near a 
confined space, see your supervisor.  For additional information, 
refer to our Written Confined Space Program located in our 
Health, Safety, and Training section of the SOP Manual.   

 

VII. Equipment Safety 
 
 The various types of equipment used by C&K are specialized and 

sensitive. The equipment shall always be used for the purpose it 
was designed and only within its designed limits. 

 
 Employees that are operating equipment shall be familiar with the 

design limitations of the equipment.  These employees shall read 
and thoroughly understand the operations/maintenance manuals 
of the equipment.  It is the employee's responsibility to ensure 
that the equipment, and all accessories used with the equipment 
shall not only be inspected prior to its use, but also during and 
after use, as well. 

 

A. General Equipment Safety Rules: The following is a 
general list of the equipment safety rules.  These rules are 
not all inclusive, but are supplemented by the specific rules 
for each type of equipment, as detailed in the 
operations/maintenance manuals, and by common sense. 

 
1. All specialized safety systems, including, but not limited 

to, dead man valves, pressure relief valves or disks, 



  

gauges, shut down systems, and by-passes, must be in 
good operating condition.  In addition, these systems 
must only be repaired with the proper tools and parts; 
never use short cuts or substitutions. 

2. All equipment and accessories, including but not limited 
to, gauges, hoses, couplings, jets, rods, pipe and valves, 
shall be in good operating condition.  In addition, these 
systems must only be repaired with the proper tools and 
parts; never use short cuts or substitutions. 

3. Never use parts or components that are not rated for the 
pressures they are to be exposed to. Specifically, 
waterblast components are to be at least three (3) times 
the maximum operating pressure. 

4. Equipment must be placed, either on the job site or in 
storage, in such a way that it does not constitute an 
obstruction or create a possible hazard. 

5. Equipment that is powered by an internal combustion 
engine must be located outside of any designated 
explosion prone area. 

6. Electrical motors and circuits must be properly grounded. 
7. All motors and other pieces of equipment with moving 

parts must be properly shielded. 
8. Any equipment found to be in an unsafe condition shall 

be tagged and returned to the shop for repairs or 
replacement. 

9. Compressed gas cylinders must be kept secured to a 
wall or vehicle.  The safety caps must be on when the 
cylinders are not in use.  Empty cylinders must be 
marked. 

10. Tools must be kept in good condition.  Damaged or 
otherwise unsafe tools shall be repaired or replaced. 

11. Use only the proper tool for the job and only use it in the 
manner in which it is intended. 

12. All lights and extension cords must be grounded. 
13. All equipment that is being worked on shall be turned off 

and secured prior to any repair. 
14. All guards must be in place and adjusted properly prior to 

use of any equipment. 
 
 
 
 
 



  

VIII. Knife Safety Policy 

 

As of 3/28/2012: 
The use of knives is prohibited at C&K Industrial Services. 
 
Saws will be used in place of knifes on all C&K jobs. 

C&K will only authorize and permit saws for use, these saws 
include: 

 Hack saws 
 Drywall saws 
 Other saws, after approval by the C&K Safety 

Department 
 

 

IX. Fire Protection 
 

Listed below, are three (3) main points pertaining to fire safety at 
C&K Industrial. Keep in mind that all of our customers have 
specific fire safety regulations that are in addition to the basic 
safety points discussed here. Our customer's fire protection 
policies shall be considered a part hereof.  In the event that a fire 
shall occur, either at a C&K facility or at a customer location, 
immediately evacuate to a designated safe area.  In addition, 
unless you have been specifically trained to operate a fire 
extinguisher, you are forbidden to do so.  

 
1. Smoking:  Smoking shall never occur in "No Smoking" 

areas, and in particular, where paint, solvents or any other 
flammable material is used or stored, and/or where fuel 
pumps or tanks are present. 

2. Fire Extinguishers:  Each vehicle, shop and office must be 
equipped with a fire extinguisher based on the classes of 
anticipated fires in each area and on the size and degree 
of hazard which would affect their use. These 
extinguishers shall never be blocked from access.  In the 
event an extinguisher is used, the person breaking the seal 
must report it to his/her supervisor.  If the vehicle being 
used or the area being worked in does not have an 
extinguisher, ask for one. 

3. Flammable Materials:  These types of materials shall 
always be handled with care.  They shall never be used or 
stored in areas of having open flames or other high heat 
sources.  When stored indoor, they must be in approved 
safety containers of less than five (5) gallons.  Static 



  

discharge lines are required on all fuel tanks and 55 gallon 
drums from which material is being drawn, even if they are 
used for refueling out in the field. 

 
 

X. Footing 
 
 Whatever the job being done, whether it is vacuuming, 

waterblasting, or just general labor, you shall maintain suitable 
footing.  In general, never work from an area that is slick or 
unstable. If there is oil, grease, pellets, etc... it’s difficult to 
maintain adequate footing, therefore, an area shall be cleared or 
other preventative measures shall be taken prior to performing 
task. 

 
 Work shall be performed only while an employee has adequate, 

positive footing.  Do not try to work while standing on the edge of 
tanks, pits or any other area in which a fall may occur.  If a 
method of performing the work can not be determined by the 
employee(s) on the job, the employee(s) shall contact their 
supervisor before taking any chances. 

 
 

XI. Harmful Substances/Hazard Communications Standard 
 
 Most of the materials the company works with are non-

hazardous.  However, it is important to be certain before working 
with any substance.  If there is any doubt, the employee(s) shall 
check with their supervisor(s) or the customer contact for 
information. 

 
 Employees shall keep in mind that certain chemicals react with 

other chemicals.  For example, some metals will explode when 
they come in contact with water. Furthermore, acids and 
caustics, when mixed, will react violently.  Since there are many 
substances that require special handling or that have special 
characteristics, verify exactly what you are working with and its 
properties.   

 
 The company maintains a specific hazard communication 

program to train you in the safe handling and dangers associated 
with the substances you may work with.  Be sure you have 
received hazard communication training.  If you are working with 
or are exposed to a substance you are unfamiliar with, request a 



  

safety data sheet for the substance from the Company or the 
customer. Safety data sheets are kept at the Company's main 
office.  For more information, see the Company's Hazard 
Communication Program in our Health, Safety, and Training 
section of the SOP Manual. 

 
 

XII. Housekeeping 
 
 All employees must maintain good housekeeping standards at all 

times.  This is an integral part of the job being performed.  This 
not only applies to the worksites, but shall also be the standard 
among the vehicles, the shop and the office. 

 
 It is important when setting up a job it shall be done with 

housekeeping in mind.  Hoses and pipes shall be laid out in such 
a manner as to minimize the potential for trips and falls.  Vehicles 
shall be parked or stationed where they do not hinder other 
traffic.  Also, no job is complete until the cleaning has been 
completed.  This includes the job sites as well as the equipment. 

 
 By upholding the good housekeeping standards, we can 

minimize our fire risk and our safety and health hazards which is 
important in preventing incidents. As a result, we maintain a 
positive safety attitude and reputation among customers. 

 
 

XIII. Lime 
 
 Lime is a potentially hazardous substance that C&K works with 

regularly.  The characteristic of lime having the greatest safety 
hazard is the burns it can cause.  If you are careful, however, and 
follow some simple basic guidelines you can minimize the 
potential lime hazards.  These guidelines are briefly discussed 
here. 

 
1. Eye Protection: Always wear chemical goggles or full face 

respirator when working in lime areas. If you get lime in 
your eyes, wash your eyes out immediately with water for 
at least fifteen (15) minutes. 
 

2. Inhalation Control:  In most cases, half masks can be 
worn. In high exposure situations, full face respiratory 
protection is required. 



  

 
 

3. Skin Protection: Protective gloves and clothing that fully 
covers arms and legs are required. Barrier cream (or 
Vasoline) will be used on areas in which rubbing is likely to 
occur i.e. wrist cuffs, respirator seal, etc… 
 
If you get it on your skin, do not try to rub it off.  This will 
cause it to burn. Brush off dry lime, then neutralize 
(vinegar/water mixture) exposed skin and wash with large 

amounts of water. 
 
 
 

XIV. Lockout/Tagout 
 
 In the industrial cleaning business, we are called upon to work in 

and around various types of equipment which are operated by 
various types of energy sources.  It is very important that before 
we begin to work on or near any such equipment that it be 
properly locked or tagged out.  If issued, each C&K Industrial 
Services Inc. employee must carry their own lock and tag and 
must participate in the lockout/tagout procedure when necessary. 

   
CUSTOMER POLICIES: Many of our customers have their own 
lockout/tagout procedures which we must follow. When 
lockout/tagout is required, check with the customer to see what 
their policy is. If they do not have a policy then you are required 
to follow the procedures set forth by C&K. 

 
 C&K’s written Lockout/Tagout Program located in the Health, 

Safety, and Training section of the SOP Manual.   
 
 

XV. Personal Hygiene 
 
 The proper use of personal protective equipment (PPE) is an 

important factor in preventing occupational injuries and illnesses.  
Rain suits, gloves, boots, respirators, goggles and all the other 
safety equipment are all designed to create a barrier between 
you and the identified hazard and therefore minimize the potential 
for an incident to occur. 

 



  

 In addition, your personal hygiene habits are also important. Just 
by simply practicing the following good hygiene habits you will 
significantly reduce your risk of injury or illness. Be sure to wash 
before eating or smoking and at the end of your shift.  Keep your 
hands away from your eyes and mouth.  If at any time you feel 
that a chemical or unknown substance has splashed on your skin 
or in your eyes, immediately rinse it off using an emergency 
shower or eye wash. Do not use any water source that is not 
specifically designed for emergency washing. Regularly, 
clean/wipe down your PPE; properly discard any contaminated 
disposal PPE at the end of shift.  

 
 

XVI. Personal Protective Equipment 
 
 In order to protect employees, various types of personal 

protective equipment (PPE) are required.  Due to the nature of 
our work, at minimum, employees must wear hardhats, safety 
glasses, coveralls and steel toe work boots (even if customer 
does not require it).  In addition to the issued safety equipment, 
there are some clothing items that must be worn.  All protective 
equipment and clothing worn must be appropriate for the task.  
Check with your supervisor before starting a job to determine 
which equipment shall be used.   

 
 All PPE issued to an employee is the employee's personal 

responsibility.  Employees must have all of their equipment 
readily available when reporting to work.  Furthermore, the 
employee must ensure the equipment is maintained in a safe and 
clean condition. It is the employee’s responsibility to immediately 
notify management of any defective, damaged or lost equipment. 
When anything is in disrepair, it shall be returned for repair or 
replaced. 

 

 Note: Employee-owned personal protective equipment is not 

permitted, all personnel protective equipment will be 

provided by C&K Industrial Services. 
 
 

1. Head Protection:  All employees must wear an approved 
hard hat when on the job.  Hard hats are issued to every 
employee when hired.  These are to be worn on every job. 

2. Eye Protection:  All eye protection must be ANSI Z87 
approved. Safety glasses must be worn, and where 



  

required must include appropriate side shields.  If regular 
prescription glasses are not ANSI Z87 rated, then mono-
goggles can be worn over the glasses.  Chemical splash 
guard goggles are required on all operations where 
solvents, acids, or caustics are used or in the vicinity.  
Appropriate goggles must also be worn at any other time a 
hazard exists - such as, grinding or chipping operations or 
welding. 

3. When performing any job utilizing high pressure water, a 
full face shield is required.  The full face shield is not a 
substitute for the safety glasses.  Safety glasses are to be 
worn in conjunction with the full face shield. 

4. Ear Protection:  All employees that are subjected to high 
noise, over ninety (90) decibels are required to wear either 
ear plugs, or muffs.  Generally, if you have trouble hearing 
someone speaking to you, you are in a loud noise area and 
you shall wear ear protection. 

5. Foot Protection:  Approved safety shoes or rubber shoes 
with steel toes must be worn on all job sites and while 
working in the shop.  Work boots shall be clean and in 
good condition so footing will always be good. 

6. Hand and Body Protection:  Gloves and rain suits will 
provide protection from limited chemical contact.  Where 
conditions warrant, additional protection such as chemical 
gloves or shin guards will be issued and shall be worn.  It is 
required that all employees wear long sleeved shirts and 
pants to aid in the protection of the employees extremities. 

7. Respiratory Protection:  All employees subject to wearing 
respirators must first be found qualified via a pulmonary 
function test.  Employees found qualified to wear a 
respirator will be required to complete respirator training 
which includes instruction on proper use, care and 
selection of respiratory equipment.  Upon completion of the 
respirator training, each employee will then be issued a 
respirator.  It is the employee’s responsibility to inspect, 
clean and perform all maintenance necessary to his/her 
respirator as required.  DO NOT ASSUME the respirator is 
in good operating condition; check it out.   

8. Use the right type of respirator for the conditions 
encountered.  Dust respirators shall be worn in dusty 
conditions.  When organic vapors are present, a respirator 
designed for the type of vapor must be used.  Fresh air 
masks must be worn when working in a confined space 



  

that may be deficient in oxygen, contain toxic gases, or 
contaminant is unknown. 

CAUTION: Not all respirator cartridges are effective for all 
environments or contaminants. Before using a respirator, 
make sure that you are also utilizing the proper cartridges. 

 
 

XVII. Railroads 
 
 Working on or near a railroad can be very dangerous.  

Employees shall never stop or park on railroad tracks.  Take an 
extra second and look around when crossing tracks.  Railroads 
have a six (6) foot right of way on either side and use it on many 
occasions.  It is not unusual to see an in-plant railroad car that is 
overhanging.  In addition, these trains may move material that is 
extremely hot.  This could cause an explosion hazard if a vehicle 
is close by.  Keep in mind that generally any accident involving a 
train will not be the railroad's fault. 

 
 If work must be done on or near railroad tracks, there are some 

basic rules that must be followed.  First of all, in no case shall 
such work be done unless the proper authorization is obtained 
from the customer.  Once authorization is given the following 
procedure must be followed by the supervisor on the job. 

 
1. Clamp a blue flag on the tracks in both directions.  If a 

clamp cannot be used, set up the flag on a tripod. 
2. Where possible, switches will be thrown to the opposite 

direction and locked. 
3. Use flag protection when fouling tracks or if employees are 

working directly on the tracks. 
4. Flags must be placed at the switch point at least 8 feet 

from any intersecting track unless it is necessary to flag the 
intersection. 

5. If railroad cars are spotted on a track, flag protection must 
not, under any circumstances, be placed behind the cars 
but, instead, ALWAYS IN FRONT at the switch points and 
the clearance point. 

6. Only the supervisor that placed the flags, locks and/or 
threw the switches shall remove them and clear the way for 
the trains, and then only if he/she is satisfied that nothing is 
left on the tracks that could possible cause an incident. 



  

7. If more than one trade or craft is working on the tracks, 
place your own blue flags out.  Do not depend on the other 
contractors. 

 
 

XVIII. Harnesses and Lifelines 
 
 When an employee is exposed to a possible fall of over four (4) 

feet or is in a confined work space in which emergency retrieval 
may be necessary, the employee must wear a full body harness 
with a lanyard.  However, just wearing it is not enough.  It must 
be used properly.  Below are the general rules for use of these 
items. 

 
1. When working off a ladder, scaffold or any other elevating 

device, the lifeline must be secured to a structure separate 
from the ladder, scaffold or elevating device. 

2. All harnesses, lanyards and lifelines are to be inspected 
before use for fraying or other weak spots.  Any defective 
item must be replaced. 

3. Harnesses must be in good condition and the "D" ring must 
be centered in the back between the shoulder blades. 

4. Bolts, shackles, safety snap hooks, "D" rings and metal 
links which connect parts of the lifeline system to each 
other shall be properly inspected and maintained at all 
times. 

5. Only use lanyards that have been issued or approved by 
the company. 

6. Fastening devices shall be self-closing and have an 
automatic locking device to prevent accidental opening. 

7. Never use a lifeline with a splice in it. 
 

 

XIX. Scaffolds and Ladders 
 

C&K employees DO NOT erect, disassemble, move, operate, 
repair, maintain, or inspect scaffolds. Scaffolds are erected by a 
qualified scaffold company. There are lots of jobs requiring 
employees to climb up or work off of scaffolding and ladders. 
This can be very safe if some basic safety rules are followed.  
The general rules are listed below: 
 
1. Scaffolds shall only be erected and tagged by or under the 

supervision of a qualified person. 



  

2. Scaffolds must be inspected daily and after any alterations 
to insure that they are in good condition and conform to all 
applicable regulations. Each inspection must be 
documented and kept on file. 

3. Red tagged scaffolding, scaffolding with no tag, or a 
scaffold that has not been inspected and signed off by 
qualified person using the green tag shall not be used. 

4. Scaffolds higher than five (5) feet must have adequate 
guardrails, midrails and toe boards. 

5. All clamps, hooks and locks shall be secured and in place 
prior to the use of any scaffold or ladder. 

6. Scaffolding and metal ladders can not be used where there 
is a possibility of contact with electrical lines or sources. 

7. Wood ladders shall be varnished, never painted. 
8. When climbing up or down, always face the ladder and 

maintain 3 points of contact.  Tools and materials shall be 
hauled up with the use of a hand line, not carried up. 

9. Never try to overreach while working from a ladder or 
scaffold. 

10. Ladders shall be inspected regularly for cracks, broken or 
loose members or other faults.  If any are found, the ladder 
must be discarded, cut down or returned to manufacturer 
for repair, depending on the fault found. 

11. Ladders shall be equipped with safety feet to prevent 
slipping and placed on a firm footing when in use. 

12. Never try to waterblast from a ladder. 
13. Use of non-fixed ladders must follow the 1:4 rule.  Place 

the feet of the ladder one foot away from the structure for 
each four feet in height. 

 
 

XX. Bloodborne Pathogens  

  
Periodically, C&K Industrial Services, Inc. provides first aid and 
CPR training for employees.  This training is provided on a 
voluntary basis.  Due to the potentially infectious hazards 
associated with first aid and CPR activities, C&K Industrial 
Services, Inc. employees are not expected to provide these as 
part of their regular job functions.  If you are involved in an 
emergency, only you can decide if you feel comfortable with the 
risk.  If responding during a medical emergency, avoid direct 
contact with the victim’s bodily fluids by utilizing proper personal 
protective equipment and proceeding with caution.  If, at any 
time, you feel you may have been exposed to a potentially 



  

infectious disease, inform the safety department immediately so 
a post incident vaccine and test can be conducted.  

 
 

XXI. Cell Phone Policy 

 
Cell phones play an integral role in our society. However, the 
convenience they offer must be judged against the hazards they 
pose. Using cell phones and other wireless or electronic units are 
considered distractions. 
 

A. Driving on Public Roads: All C&K employees must 
adhere to all federal, state or local rules and regulations 
regarding the use of cell phones while driving a company 
owned vehicle. If the driver must use a cell phone while 
driving on company business, or while driving a company 
owned vehicle, he or she must stop safely, secure the 
vehicle and then make or take the call. Hands-free cell 
phone use is permitted while driving for calls involving 
company business. 

B. Driving on Customer Sites: No use of a cell phone 
(hands fee or otherwise) or similar electronic while driving 
on company business, or while driving a company owned 
vehicle on a customer’s site. 

C. Working and Operating Equipment: No use of a cell 
phone (hands fee or otherwise) or similar electronic while 
operating equipment (i.e.- Vac Truck, Hydroblaster, 
Pressure Washer, Combo, Camera Truck, etc.) or 
performing any other work, unless the phone call involves 
company business. 

D. Personal Phone Call: May only be allowed at work when 
the following conditions are meet: 
i. You are on break or lunch and are not performing 

any work duties 
ii. The customer does not have a policy which prohibits 

you from cell phone use, even during break and 
lunches. 

E. Texting: No texting is allowed while driving or working, 
except during breaks or lunch. 

  

Disciplinary Action: Violations of this policy will result in immediately 
disciplines, up to and including termination 
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