




































































Provenance Recruitment & Staffing 
Safety Policy 

 

ALL EMPLOYEES OF PROVENANCE RECRUITMENT & STAFFING (“THE 
COMPANY”) ARE EMPLOYEES-AT-WILL AND NOTING IN THIS POLICY OR ANY 
OF ITS PROVISIONS ARE TO BE CONSIDERED A CONTRACT OF EMPLOYMENT 
WITH THE COMPANY OR AS ALTERING EMPLOYEE’S AT-WILL EMPLOYMENT 
STATUS IN ANY MANNER. LIKEWISE, NOTHING IN THIS POLICY CREATES AN 
EXPRESS OR IMPLIED CONTRACT OF EMPLOYMENT.   

THIS POLICY MAY BE AMENDED, MODIFIED, OR TERMINATED BY THE 
COMPANY AT ANY TIME.  FURTHER, THE COMPANY RESERVES THE RIGHT TO 
EXERCISE TOTAL DISCRETION IN THE APPLICATION OF THIS POLICY, WHICH 
MAY BE IN ADDITION TO ANY ADDITIONAL RULE THE COMPANY MAY ADOPT. 

THE PROVISIONS OF THIS POLICY SHALL BE IN ADDITION TO ANY SPECIFIC 
RULES THAT MAY BE PROVIDED TO AN EMPLOYEE BY A CLIENT TO WHOM A 
CLIENT IS ASSIGNED TO WORK AND EMPLOYEE IS EXPECTED TO ABIDE BY 



ALL SUCH ADDITIONAL RULES.   

I.       OBJECTIVE 

The Company’s Safety Policy is designed to provide basic guidelines and the Company’s 
expectations regarding workplace conduct that are aimed at maintaining a safe and injury/illness 
free workplace. A copy of this Safety Policy shall be available in the home office at all times for 
employee review and will also be sent by the Company to an employee’s jobsite upon request. 

Compliance with the Company’s Safety Policy and all provisions contained therein is mandatory 
for all employees of the Company.  Any questions regarding the Safety Policy, the provisions 
contained therein, and/or compliance should be directed to either Rhonda Duncan or Kevin 
Porter. 

The Company’s Safety Policy is intended to be in supplement to and in addition to any specific 
safety handbooks, rules, policies and/or guidelines observed by any Client to whom a Company 
employee is assigned to work.  Employees are expected to follow any and all such Client-
specific safety handbooks, rules, policies and/or guidelines in place with any Client to whom the 
employees are assigned.  Any questions related to any such rules, policies or guidelines of a 
Client should be directed to the Client. 

II. GENERAL POLICY 

Workplace safety and accident prevention is a priority for the Company and is also expected to 
be a priority of all employees.  This includes taking all reasonable efforts to ensure the safety and 
well being of our employees and clients, as well as the prevention of wasteful, inefficient 
operations, and damage to property and equipment. 

III. APPLICABILITY 

This Safety Policy applies to all employees of the Company regardless of an employee’s 
position, duties and/or responsibilities with.  

IV. MEANS AND IMPLEMENTATION 

This Safety Policy supports three fundamental means of maximum employee involvement: 
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A. The Company’s commitment to safety. 
B. Effective job safety training for all categories of employees. 
C. Job hazard analysis provided to all employees. 

Inside office staff will meet at least once a month to evaluate all areas of safety and make 
recommendations to Rhonda Duncan.  Any and all such meetings are considered mandatory and 
should be considered a priority by employees. 

V. ADMINISTRATION 

The Company’s Safety Policy and its provisions will be carried out according to guidelines 
established and published in this and all client-provided safety handbooks, rules, guidelines and/
or policies.  Client-specific instructions and assistance will be provided to employees any Client 
to whom an employee is assigned.   

Each employee is responsible for meeting all of the requirements of the Safety Policy and for 
maintaining an effective accident prevention effort within his or her area of responsibility.  

The Company further expects that each Recruiter will ensure that all workplace accidents are 
thoroughly investigated and reported to Rhonda Duncan on the same day of the occurrence and/
or the date the Company is notified of the accident. 

VI. REPORTING OF ACCIDENTS AND INJURIES 

Employees should fill out a “Notice of Injury Form" immediately after an accident and/or injury 
of any type occurs while the Employee is working for the Company or a Client, even if medical 
treatment is not required or sought. Employees must also report any workplace accident and/or 
injury to their supervisor/leadman/foreman/superintendent/project manager, as well as to Rhonda 
Duncan, providing all of the following information: 

A. Type an extent of the injury.  
B How the injury occurred. 
B. What the employee was doing at the time of the injury. 
C. Who the employee was working with at the time of the injury. 
D. When and where the injury occurred happened. 
E. Any other pertinent information that will aid in the investigation of the incident. 
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Except where impracticable, the Notice Form and other notice required under this provision 
should be provided to the Company and the employee’s supervisor as soon as possible following 
the accident and/or injury and on the same day as the accident and/or injury.  Failure to timely 
report an accident and/or injury as provided for herein shall be considered a violation of the 
Safety Policy and they may result in disciplinary action, up to and including immediate 
termination, to be determined by the Company in its sole discretion. 

VII.   ACCIDENTS OR INJURIES INVOLVING SERIOUS INJURY OR DEATH 

In all situations involving a serious injury or death, and immediately after the injured party has 
been taken to receive appropriate medical care, depending on the level of medical assistance 
being needed, the lead Recruiter shall notify Rhonda Duncan.  Statements from witnesses, which 
are to be signed, dated and include the time, shall be taken.  Additionally, photographs of the area 
where the accident or injury occurred and any other relevant items are to be taken. The 
completed accident report form and all other information collected should then be sent to the 
main office.  Kevin Porter will assist in the investigation and can answer any questions related to 
any statements, photographs and other information needing to be collected as part of the 
investigation.   

VIII.   POST-ACCIDENT TESTING 

In the event of an accident or incident involving personal injury or damage to property, all 
employees involved in any way will be required to submit to drug and/or alcohol testing.  Any 
refusal and/or failure of an employee to submit and/or timely report for such requested testing 
will be considered a violation of the Safety Policy and may result in disciplinary action, up to 
and including immediate termination, to be determined by the Company in its sole discretion. 

IX. BASIC SAFETY RULES 

The Company expects all employees to fully comply with any and all applicable federal, state, 
and local laws, regulations and standards regarding workplace safety, as well as any and all 
Client and Company safety rules and regulations. 
  
The following Safety Rules will not apply to all job locations or all Clients, but are the generally 
expected expectations of the Company where appropriate: 

A. Hard hats will be worn by all employees on project site at all times. Alterations or 
modifications of hats or liners is prohibited 
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B. Safety glasses will be worn as the minimum-required eye protection. Burning goggles 
for cutting, and welding hoods for welding, etc., are required. 

C. Employees are not allowed to perform work on roofs or scaffolding for any reason.  

D. Clothing must provide adequate protection to the body.  

E. All hospitality staff must wear slip-resistant shoes at all times.  

F. Employees must attend safety meetings as stipulated by Client requirements. 

G. Firearms, alcoholic beverages or illegal drugs are not allowed on Company property 
or Client job sites and the use or possession of illegal drugs or alcoholic beverages on 
Company property or a job site will result in immediate termination. 

H. Cleaning and sanitizing shall be an integral part of every job. 

I. Burning and cutting equipment shall be checked daily before being used.   

J. Drinking water containers are to be used by one employee only.   

K. All tools, whether Company or personal, must be in good working condition.  
Defective tools will not be used.  

L. All extension cords, drop cords, and electrical tools shall be checked and properly 
grounded. 

M. All forms of “Horseplay" on the jobsite are strictly prohibited.   

N. Glass containers of any kind are prohibited on jobsites and in Company vehicles. 

O. No employee is permitted to ride in the bed of a truck. Likewise, riding as a passenger 
on equipment is prohibited unless the equipment has the safe capacity for transporting 
personnel. 

P. Adequate precautions must be taken to protect employees and equipment from hot 
work such as welding or burning.   
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Q. All ladders must be in safe condition without broken rungs or split side rails.  
Employees must inform Rhonda Duncan of size of ladder used, reasoning and 
frequency of use before using for first time.  

R. Compressed air shall not be used to dust off hands, face or clothing. 

S. Report all unsafe conditions, conduct and near accidents to On Site Supervisor for 
Client and also Rhonda Duncan so corrective action can be taken. 

T. All trip hazards or slip hazards shall be barricaded on all sides to ensure employees 
are aware of the hazards and cleaned or repaired immediately.  

U. All necessary OSHA certifications will be obtained by employees at Client’s 
guidance. 

V. All Company employees shall immediately inform Rhonda Duncan of any unsafe 
work conditions, individual conduct and/or unsafe job duties.  

The foregoing rules and expectations are in addition to any specific safety rules that may be 
required by a Client.  

X.   VIOLATIONS 

Any violation of the Safety Policy or any of the specific provisions contained herein may result 
in disciplinary action, up to and including immediate termination, to be determined by the 
Company in its sole discretion. 
  

EMPLOYEE SAFETY MANUAL ACKNOWLEDGMENT 

By signing below, employee hereby acknowledges that employee has been provided with and has 
full read same.  Employee, by signing below, further understands and acknowledges that 
compliance with the Company’s Safety Policy, as well as all Client-provided safety rules and 
regulations, is an express condition of employment.  Employees further understand and 
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acknowledges that any violation of the Company’s Safety Policy or any Client-provided safety 
rules and/or regulations may result in disciplinary action, up to and including immediate 
termination of employment, and that the Company shall have sole discretion to determine the 
correct level of disciplinary.  

__________________________________________ 
EMPLOYEE SIGNATURE 

__________________________________________ 
DATE 

__________________________________________ 
PROVENANCE RECRUITMENT & STAFFING EMPLOYEE SIGNATURE 

__________________________________________ 
DATE 
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