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JAY INDUSTRIES
CONTRACTOR SAFETY HANDBOOK ACKNOWLEDGEMENT
COMPANY NAME

NAME (Please Print)

JOB TITLE

This is to acknowledge receipt of the Jay Industries Contractor Safety Handbook. The objective of this handbook is to provide
contractors and their employees with the basic information required to perform work at Jay Industries. The rules, procedures, and
requirements presented here do not replace the contractor’s responsibility to comply with the Federal, State, and Local laws and
regulations. Every appropriate act or condition cannot be covered with rules and procedures. Therefore, it is the responsibility of
contractors and their employees to exercise good judgment when performing work at Jay Industries. Failure to follow all rules and
procedures presented herein, or failure to exercise good judgment, will result in work stoppage and possible contract termination.

I acknowledge receipt of this handbook and an understanding of the contents, and agree to abide by
the requirements within.
SIGNATURE

DATE

JAY INDUSTRIES REPRESENTATIVE SIGNATURE

DATE

CONTRACTOR ORIENTATION and PRE-QUALIFICATION
Prior to a contractor being hired for a project, the following activities will occur:


The contractor will provide a Certificate of Insurance to Jay Industries showing proof that the
minimum insurance requirements for the project are met and a signed acknowledgment of receipt of
this program.



The Jay Industries Project Coordinator may meet with the Contractor to review the minimum training
requirements.

Orientation Program
All Contractor Representatives whose company performs work at Jay Industries will be given a copy of this
handbook. Each Contractor Representative will be given the opportunity to review the handbook, tour the
facility, and ask any questions of the Project Coordinator at that facility. Each Contractor Representative
will then be asked to sign a form acknowledging that they understand the contents of the handbook.
The contractor agrees to properly inform any employees who are assigned to work at the facility of the Jay
Industries contractor policy, will assure each person is properly informed of the contents of this handbook
and will be given the opportunity to ask any questions of the Contractor or the Jay Industries Project
Coordinator.
The Project Coordinator, at the request of the Contractor or based upon the hazards associated with the
work to be performed, may require the Contractor employees to attend specific training classes provided by
the facility.
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CONTRACTOR QUALIFICATION STATEMENT
Submitted to Jay Industries
The Undersigned certifies under oath the truth and correctness of all statements and of all answers to
questions made hereinafter.
______________________ (Contractor) hereby agrees to comply with all national, federal, state and
local safety rules and regulations and applicable Jay Industries policies and procedures which are
supplied to us, and to communicate all applicable rules and regulations to all employees who will
perform work for or at Jay Industries.
We further agree to inform all subcontractors hired by our company to perform work at Jay Industries
of our obligations under this Agreement, to inform Jay Industries in advance that we intend to hire
such subcontractors, to inform all subcontractors of all applicable information, and to obtain an
agreement by all such subcontractors to comply with this Agreement.
We acknowledge that county, national, federal, state and local laws and regulations require that upon
entering certain areas in a facility, such as those at Jay Industries, all persons must follow certain
safety requirements and procedures; for example, safety glasses, hearing protection, confined entry
and lockout/tagout rules.
SUBMITTED BY:

COMPANY:
____________________________________________________
COMPANY REPRESENTATIVE NAME: ____________________________________
ADDRESS:
____________________________________________________
TELEPHONE NO.: ____________________________________________________

I certify that I am authorized to sign this Agreement on behalf of my company:
____________________________________________________________________
Name
_____________________________________________________________________
Title
______________________________________________________________________
Company
________________________________________
Signature

Approved?

Yes_________

____________________
Date

No__________

Maintenance Manager Signature

Jay Industries Facility Name
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1. List the individual responsible for safety and insurance programs, including qualifications.

2. List all hazardous materials that you will be bringing on site. A copy of the MSDS/SDS must be
provided for each chemical.

3.
List activities for which you (or your subcontractors) will be subject and be prepared to provide
documentation of written programs and training if so requested by Jay Industries
[X] Jay Industries Contractor Hazard Communication and Safety Training Guide
Asbestos
Cranes
Fire Prevention
Fork Lift Trucks
Hot Work
Respiratory Protection
Scissor Lifts/Manlifts
Other, describe:

Bloodborne Pathogens
Electrical Safety
Fire Extinguisher
Hazard Communication
Lockout/Tagout
Safety Belts & Life Lines
Spill Response

3. Provide a copy of the company Certificate of Insurance.
4. Provide a copy of the company BWC certificate.
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Confined Space Entry
Emergency Procedures
First Aid
Hazardous Waste
Personal Protective Equip
Scaffolds & Ladders
Welding & Cutting

CERTIFICATE OF INSURANCE
MINIMUM REQUIREMENTS
Workers Compensation

Statutory for State Operation

Employer's Liability

$100,000 each accident
$100,000 each employee-disease
$500,000 policy limit-disease

Automobile Liability
(Owned, non-owned, hired)
Bodily Injury

$1,000,000 each person
$1,000,000 each accident

Property Damage
or
Combined Single Limit

$500,000 each accident

Commercial General Liability
(Bodily Injury * Property Damage)

$1,000,000 each occurrence
$1,000,000 aggregate products
$2,000,000 general aggregate

$1,000,000 each accident

As a condition of doing business with Jay Industries, contractors and subcontractors are
required to have on file a Certificate of Insurance protecting Jay Industries against claims for
bodily injury and property damage that may arise from contractor or subcontractor products
or work performed by the contractor or subcontractor.
Such a certificate shall contain:
-

An endorsement that such policies will not be subject to material change or cancellation without
30 days prior written notice to Jay Industries.

-

An endorsement naming Jay Industries as an additional insured party in connection with the
performance of the work by any contractor.

-

Limits of Liability that meet or exceed the coverage and limits listed above.
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JAY INDUSTRIES, Inc. CONTRACTOR
ENVIRONMENTAL AND SAFETY PROGRAM
Jay Industries Environmental Policy
Jay Industries is dedicated to preserving and improving the environment.
Jay Industries Environmental Goals
1. Reduce the amount of energy used.
2. Reduce the amount of pollution generated.
3. Reduce the amount of raw materials used.

ISO 14001 Environmental Management System
Jay Industries has registered all of its major manufacturing sites to the ISO 14001 Environmental
Management System standards. All locations demonstrate a strong commitment to environmental
regulatory compliance, resource conservation, decreased energy use, and pollution prevention. The
ISO 14001 standards and Jay Industries procedures must be followed by all contractors working at
Jay Industries locations.

Jay Industries Safety Policy
Jay Industries is committed to maintaining a workplace that is safe for all Employees, Contractors,
Customers and Visitors.
Contractor Responsibilities
1. Contractors will purchase and maintain liability insurance to protect themselves from claims under
Worker’s Compensation and other employee benefit acts, claims, or damages because of bodily
injury (including death) and from claims for damages to property that may arise out of, or result
from the contractors operations. Certificates of Insurance must be submitted to the Jay Industries
EHS Department prior to commencement of work.
2. Each contractor will be responsible for managing and supervising their own safety program. Jay
Industries employees may observe and assist in the implementation of the Contractor
Environmental and Safety Handbook, but this in no way relieves the contractor of the responsibility
for the safety and health of their employees and their environmental responsibility. The contractor
must provide Hazard Communication training, to the contractor employees.
3. Contractors are responsible for the actions of their employees. Inappropriate behavior by
contractor employees will not be tolerated and may lead to expulsion from the work site,
termination of the contract, and criminal prosecution, if the misconduct warrants it.
4. Contractors are responsible for having all required licenses, permits, and certifications necessary
to fulfill the contract in compliance with applicable laws and regulations. Also, observance of all
Federal, State, and Local safety, environmental, and health codes and regulations is a
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requirement of each contractor’s contract. Company employees have the authority to demand
compliance with any such regulations immediately, if serious, or through the site supervisor, if
minor.
5. The contractor shall ensure that his/her employees are properly identified, have been instructed in
the boundaries of their work areas, and have been instructed to avoid operating areas.
6. Contractors shall conduct and maintain an educational program to ensure the inclusion of
adherence to environmental safety instructions as a part of employee job assignments.
7. Scrap, trash, and other wastes shall be placed in designated containers. Work areas must be
cleaned up continually as the job progresses. Cords and hoses shall be routed in a manner that
will not present a tripping hazard. Equipment must be stored in a stable position (tied, stacked, or
chocked) to prevent rolling or falling. A safe access-way to all work areas and emergency exits
must be maintained.
8. All contractors must adhere to OSHA regulations and Jay Industries Safety Policies and
Procedures, which can be found at www.jayindustriestraining.com.
SAFETY RULES:
For additional safety rules, please refer to the Jay Industries training website or employee
handbook. The following safety rules and procedures apply to all contractor employees
working at this facility:
1. The Contractor representative will coordinate all activities with the facility Maintenance Manager.
2. The Maintenance Manger will assure that all contractor and subcontractor employees are aware
of and comply with all of the following safety rules and regulations:
 Safety glasses with side shields and steel-toed boots must be worn at all times while working
within the production area of the facility, if they are required.
 There will be no running, horseplay, or other type of activities, which could endanger the health
or life of any person at the facility.
 All federal, state and local environmental, OSHA, and safety laws will be followed at all times
by all personnel.
 Smoking is only permitted in designated smoking areas at each facility.
 Forklifts / Industrial trucks and cranes (e.g., forklifts, man lifts, scissors lifts, etc.) shall be
operated only by trained and authorized employees. Contractor employees will never operate
this equipment unless certified through Jay Industries Inc., training program.
 Contractor employees shall immediately report all injuries, workplace-related illnesses,
incidents of unsafe activities, and spills of materials immediately to the Jay Industries
Maintenance Manager.
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 Adequate illumination and warning lights shall be provided if normal pathways or routes of
egress are obstructed.
 All work and storage areas shall be kept in good order with cleanups at least on a daily basis.
Tools, fasteners, and /or other debris are to be kept out of walkways. Exposed fasteners must
be protected, bent over, or removed immediately.
 Adequate protection and markings shall be provided around all floor openings, hatchways,
elevated platforms, excavations, etc. Unless an unusual circumstance is presented, protection
shall consist of standard guardrails 42 inches high with an intermediate rail (and a 4 inch high
toeboard where appropriate).
 The work area beneath overhead work shall be posted and kept free of personnel by
appropriate barricades, rope fencing, etc.
 All scaffolds and ladders shall be erected and maintained in accordance with OSHA
regulations and good safety practices.
 All compressed gas cylinders being transported shall have safety caps in place and shall be
secured against movement. Overhead handling shall be by rack device only. All cylinders
shall be chained or secured to an approved cart or building structural member to prevent
falling. Cylinders shall be secured in an upright position away from any source of heat or
flame.
 Bulk storage of flammable materials shall be outside of buildings and only with the approval of
Jay Industries. When flammable materials are required to be used in buildings, they shall be
held to a one-shift supply and stored in only areas approved by Jay Industries. Flammable
liquid storage shall be stored and handled in accordance with County, Federal, State and Local
regulations.
 Contractors shall furnish and maintain means to properly ventilate all indoor work areas to the
outside atmosphere in accordance with County, Federal, State and Local regulations.
 Should it become necessary to block or restrict access to any gates, docks, or doorways, the
Maintenance Manager must be notified. Fire equipment, such as extinguishers, and
associated valves shall not be blocked unless absolutely necessary and with the prior approval
of the Jay Industries Maintenance Manager.

HAZARD COMMUNICATION:
1. Jay Industries maintains a hazardous communication program and the plan is located on the
intranet webpage.
2. A current inventory of hazardous materials and the associated MSDSs/SDSs are located on the
company intranet page and are available to any person requesting them.
4. The Contractor and the Maintenance Manager shall determine and coordinate the specific
hazards and materials which may be encountered in the areas where work will be performed.
5. The Contractor will be required, prior to performing any work at the facility, to provide a list of
hazardous materials which will be used and all associated MSDS/SDS sheets for such materials.
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6. The Contractor will review the materials to be used and understand the hazards that may be
created by the use of any hazardous materials onsite. This review must include any
environmental, fire, health or reactive concerns. Any concern identified must be discussed and
reviewed by the Maintenance Manager prior to beginning work at the facility.
7. All containers, regardless of size, must be properly labeled with the name of the material and the
associated hazards. Original containers should have the manufacturer’s labeling in place and
should always be legible.
8. The contractor is required to have all containers properly labeled, in accordance with current GHS
Hazardous Communications requirements.

EMERGENCY RESPONSE:
1. This facility maintains an emergency response plan for each plant location which can be viewed at
www.jayindustriestraining.com.
2. Means of communicating evacuations at this facility are as follows:
 Fire
 Tornado
 Chemical Spill

Fire Alarm/Intercom/Verbal
Intercom/Verbal
Intercom/Verbal

3. Relocation points for emergency response are as follows:
 Fire
 Tornado

In the parking lots at each division
Any bathroom, basement area or interior office without windows

4. If an alarm or announcement for an evacuation is made, all personnel shall evacuate the facility
immediately using the closest exit away from the fire or spill. All contractor and subcontractor
personnel shall proceed to the designated meeting area for the facility and notify the supervisor of
the contractor. Their supervisor will then report to their Jay Industries contact, the status of all
personnel under his/her command.
5. In case of a tornado, all contractor and subcontractor personnel shall proceed to the designated
meeting area for the facility and notify the supervisor of the contractor. Their supervisor will then
report to their Jay Industries contact the status of all personnel under his/her command.

MEDICAL EMERGENCIES/ACCIDENTS
1. All workplace related injuries and illnesses must be reported to the Maintenance Manager.
2. An incident / accident report will be completed for all injuries. All reports must be forwarded to
the Maintenance Manager and the EHS Department.
3. Any accidents resulting in a mandatory OSHA notification must be reported to the Maintenance
Manager and the EHS Department immediately.
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4. All personnel should only provide the level of first aid that they are qualified to perform.
Emergency services will be called for all accidents requiring more than ordinary first aid.
Emergency services can be contacted by calling 911.
5. All Bloodborne contaminated waste from all injuries must be segregated and disposed of as a
biohazard, using the proper containers in the facility and the BBP kits.

PERSONNEL PROTECTIVE EQUIPMENT:
1. All personnel who will be in the production portion of the facility shall wear the proper personnel
protective equipment that is required, such as safety glasses with side shields, steel-toed boots or
protective clothing. Hard hats will be required in all areas where the contractor activities require
such protection.
2. All personnel who are required to wear any type of PPE will be required to be trained by the
contractor in its proper use and care. All medical and associated requirements such as medical
approvals and audiometric testing must also be accomplished in compliance with the appropriate
OSHA standard.
3. All PPE must be supplied by the contractor and must meet the requirements as set forth in the
OSHA and ANSI codes.
4. Contractors may not work in areas in which employees are wearing PPE not supplied to the
contractor employee or PPE which the contractor employee is not trained to use (respirators).
5. Additional PPE, not required by Jay Industries but required by the type of work being completed
by the contractor and/or subcontractor, must be used and all affected personnel must be properly
trained and qualified to use such equipment.

TOOLS AND EQUIPMENT
1. Use of Jay Industries company equipment and/or tools is strictly prohibited. Any exceptions must
be detailed in the contract.
2. All tools, electrical cords, scaffolds, ladders, and equipment used shall be in good working order
and shall be used in accordance with all OSHA regulations and safe work practices.
3. Electrical ground-fault protection is required for all portable tools, equipment, and all other 115120 volt single-phase power connections.
4. All contractor and subcontractor personnel permitted to use any material handling devices
(forklifts, cranes etc) shall be properly trained and certified in accordance with all applicable
regulations.

HOT-WORK PERMIT PROGRAM
1. A Hot Work Permit signed by an authorized Jay Industries employee is required before
commencing any activities involving open flames, welding, spark producing tools, electric motors,
or other ignition sources.
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2. Hot work shall be performed as defined by the Jay Industries Hot Work Program.

LOCKOUT/TAGOUT PROGRAM
1. Machines and equipment must be isolated from all potential hazardous energy, and locked or
tagged out before contractor employees perform any service or maintenance in which the
unexpected energization or start-up or release of stored energy could cause injury.
2. All contractors shall meet the minimum requirements defined in the facility Safety Procedure for
Lockout/Tagout (LOTO) including but not limited to:
 Notifying all affected personnel as per the procedure
 Recognizing all sources of energy identified by the procedure
 Shutting equipment down using normal means
 Locking out all sources of energy
 Releasing any stored energy
 Verifying that all aspects of the Lockout procedures have been completed and that the
machine is in fact de-energized
 When work is completed the contractor employee shall remove all tools, put guards back in
place, and notify employees in the area that equipment is being restored to its normal
operation.
3. The facility maintains a written LOTO program that is located on jayindustriestraining.com.
4. The contractor will be required to provide all necessary LOTO devices required to perform the
work specified.
5. The contractor will be required to notify their Jay Industries contact prior to instituting any LOTO
procedure on any specific piece of equipment that could affect day to day operations of plant
production.
6. Only those contractor personnel that have been trained as authorized employees may perform
LOTO activities.
7. In order to identify all potential sources of energy, the contractor must consult with the area
supervisor before performing any lockout/tagout procedure.

CONFINED SPACE ENTRY
1. A "confined space" is a space that
 Is large enough and so configured that an employee can bodily enter and perform assigned
work; and
 Has limited or restricted means for entry or exit (i.e. tanks, vessels, silos, storage bins,
hoppers, pits), and
 Is not designed for continuous employee occupancy.
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2. The contractor will not enter any space either labeled or listed as a confined space without
approval from the Maintenance Manager.
3. For all spaces designated as a “Permit Required Confined Space,” a permit must be completed
and must be reviewed by an approved Jay Industries supervisor.
4. If the contractor plans to do confined space entries, the contractor must review the Jay Industries
Confined Space program to ensure that they meet requirements defined therein.
5. The contractor must complete all requirements described in the permit.
6. The contractor is responsible for providing all personnel required for a safe entry including Entry
Supervisor, Authorized Entrants, and Attendants.
7. The contractor must arrange for an emergency rescue team to be available and able to respond in
a time and manner required by the hazards present.
8. The contractor will be required to immediately leave the space upon any unanticipated event
occurring within the space. The contractor will then need to coordinate with the Maintenance
Manager to determine the cause and solution to the unexpected event before the space can be
entered once again.
9. The contractor will be required to debrief the Maintenance Manager on all aspects of the space
entry including any unanticipated events which may occur during the entry. The contractor will be
required to leave all completed and terminated permits with the Maintenance Manager.

WASTE
1. Contractors shall keep the premises free from accumulation of waste material and rubbish.
2. Contractor waste shall be managed according to appropriate waste management regulations, and
as directed by the EHS Department or the Maintenance Manager. At no time is contractorgenerated waste to be commingled with Jay Industries waste streams.
3. No waste, either hazardous or non-hazardous (household trash excluded), is to be placed in a
solid waste receptacle (dumpster), stormwater or city drain, or the environment.
4. All waste streams are required to be stored in proper containers and must be kept closed at all
times. The containers must be properly labeled and stored in such a manner as to minimize the
threat of fire, explosion, or unplanned release.
5. All shipments sent offsite of any regulated waste must be done only with the approval of the EHS
Department.
6. All spills must be cleaned up immediately and reported to the EHS Director and or Maintenance
Manager.
7. Any spill, which could threaten the health of contractor or facility personnel, will require that the
area be evacuated immediately. The EHS Department and or Maintenance Manager shall be
immediately contacted and the area evacuated of all personnel as required by the facility
Emergency Response Plan.
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8. Any excess material/chemicals which were brought onsite by the contractor and not used and still
retain a useful and beneficial purpose will be removed by the contractor as a hazardous material
and will not be left onsite as a waste material.

QUESTIONS AND ISSUES
1. The Maintenance Manager at each Division shall be responsible for questions and issues that
arise in the area of Contractor Environmental and Safety.
2. The EHS Department shall be available to assist with any questions or issues that arise.
3. Each facility and plant has unique safety and environmental issues. The Maintenance
Manager must insure that the Contractor is aware of the Environmental and Safety issues that
may be present in the facility where they are working.

NONCOMPLIANCE
Failure of the Contractor or its employees to comply with Environmental and Safety rules, regulations,
and policies may be cause for removal from the job and replacement, including cancellation of the
contract or working relationship.

CONTACTS
Jason Adkins
Scott Bobst
Marijan Grogoza

Maintenance Manager
419-912-1377
Jay Industries Environmental 419-521-0366
Manager
Safety and Security
419-527-2257
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