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PURPOSE

This manual is designed to help the Operations Manager insure that VERSATECH is providing a safe,
healthful, and environmentally sound workplace and to assist the Operations Manager in being a
healthful and environmentally sound neighbor to the community. The HS&E Management System is a
set of tools (straightforward step by step procedures) that give the Operations Manager the ability to
convert Company Policies into practical and useful, site-specific procedures.

 LOCAL, STATE & FEDERAL REGULATIONS

− This Management System complies with state and federal regulations at the time of
printing and the VERSATECH Corporate HSE Department will endeavor to update the
system as the regulations change.

− It is the Operations Manager’s responsibility to ensure that his/her division complies
with all local, state and federal regulations governing the operations in which the
division is engaged.

SCOPE

 Section A – Policy

− Section “A” contains the VersaTech Corporate Policy on Health, Safety, and the
Environment.

− These procedures assist the Operations Manager in:

 Section B – Prevention

− Section “B” provides a systematic set of procedures designed to “PREVENT” incidents
that could cause injury or environmental damage to VersaTech employees, contractor
employees, customer personnel, visitors, and neighbors.

− These procedures assist the Operations Manager in:

o Conducting Hazard Identification and Assessment of their Division.

o Insuring Compliance with State and Federal Regulations.

o Conducting Employee Training.

o Insuring Communication between Employees and Management.

o Maintaining Employee Commitment and Motivation.

 Section C – Incident Management & Reporting

− Section “C” provides procedures designed to assist the Operations Manager in:

o Managing Personnel Injury Accidents, Environmental Incidents and Property
Damage Accidents Occurring on VersaTech Property or Work Sites.

o Notifying VersaTech Management on a Timely Basis.



o Conducting Complete and Accurate Incident Investigations and Assessments.

o Completing Appropriate Incident Reports and Statistical Reports.

o Providing Aid to Injured Employee’s and Their Families following an Incident.

 Section D – Plans / Programs

− Section “D” contains OSHA required written plans and programs. These programs are
tailored to fit the VersaTech facility and identify personnel, equipment to be used and
actions to be performed.

− The Operations Manager or designee shall review these requirements whenever
conditions at the facility change or annually, whichever occurs first. Modifications and
employee retraining subject to the specific plan or program shall be made as needed
within 60 days of each review.

 Section E – Operating & Training Procedures

− Section “E” contains subject specific OSHA required operating procedures. Each
subject has specific training requirements in the OSHA regulations.

− Each employee, contractor, visitor and customer involved must be trained in the
hazards and corresponding safe guards involved. This training must be conducted
before the employee, contractor, visitor and customer is allowed to enter the
VersaTech work area and must be refreshed periodically thereafter.

− The Operations Manager or designee shall review these requirements whenever
conditions at the facility change or annually, whichever occurs first. Modifications and
employee retraining regarding the specific subject shall be made as needed within 60
days of each review.

 Section F – Forms

− Section “F” includes the forms that are identified within several procedures. The forms
are in this section are to give managers easy access for printing.

FACILITY INFORMATION – HARVEY, LA

Address: 1036 Destrehan Avenue, Harvey, LA 70058

Telephone Number: 504-371-3000

Type of Business: Instrumentation & Electrical Services

Main Activities: Control Panels, Design, Skid Packages and Installation

Managers: Marty Dworak, Doug Horn, Philip Daigle

Safety Advisor: Thomas Lingoni

FACILITY INFORMATION – HOUSTON, TX

Address: 11349 FM529 Road, Houston, TX 77041

Telephone Number: 713-939-6100

Type of Business: Instrumentation & Electrical Services

Main Activities: Control Panels, Design, Skid Packages and Installation

Managers: Mitch Wiese, EJ Strzepek

Safety Advisor: Thomas Lingoni

FACILITY INFORMATION – MIDLAND, TX

Address: 3710 North Country Road 1148, Midland, TX 79705



Telephone Number: 432-253-6213

Type of Business: Instrumentation & Electrical Services

Main Activities: Control Panels, Design, Skid Packages and Installation

Managers: Marty Dworak, Rusty Koenig

Safety Advisor: Thomas Lingoni

DISCLAIMER

This Health, Safety & Environment Management System is maintained to provide operating guidelines
and information for maintaining optimum safety and efficiency in company operations. It represents the
best available technology and information. It will be continuously reviewed to incorporate new
technologies and improvements. It is not represented to be totally comprehensive or definitive.
Responsibility for healthy, safe and environmentally sound operations lies with every employee. Prudent
judgment and appropriate review of procedures and situations is required in all cases.
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Prevention (B)

Hazard Assessment (B-1)

Hazard Assessment Report (B-01) (F-1)

Job-Site Field Verification Checklist (B-01) (F-2)

HS&E Job-Site Visit Checklist (B-01) (F-3)

HS&E Procedural Audit (B-01) (F-4)

Plans, Programs and Procedures (B-2)

HS&E Annual Improvement Plan (B-02) (F-1)

HS&E Internal Audit System (B-3)

Annual Audit Checklist (B-03) (F-1)

Audit Correction Verification Correspondence (B-03) (F-2)

Employee Competency Assurance Training (B-4)

Training Sign-Up Sheet (B-04) (F-1)

Training Matrix (B-04) (F-2)

Lineman Competency Exam (B-04) (F-3)

Supervisor Training Matrix (B-04) (F-4)

Stop Work Authority / Employee Communication (B-5)

Critical Behavior Inventory (B-05) (F-1)

Safety Meeting Sign-In Sheet (B-05) (F-3)

Communication Sign-In Sheet (B-05) (F-4)

Spanish Critical Behavior Inventory (B-05) (F-5)

Short Services Employees (S.S.E.) (B-6)

Short Service Final Evaluation Form (B-06) (F-1)

Short Service Employee Information Form (B-06) (F-2)

Short Service Employee Rehire Waiver (B-06) (F-3)

Management of Change (B-7)

Management of Change (MOC) (B-07) (F-1)



Job Safety Analysis (B-8)

Job Safety Analysis Worksheet (B-08) (F-1)

Job Safety Analysis Audit (B-08) (F-2)

Pre-Task Hazard Assessment (B-08) (F-3)

Visitor Safety Program (B-9)

Sub-Contractor Management (B-10)

Sub-Contractor Assessment Form (B-10) (F-1)

Sub-Contractor Audit Form (B-10) (F-2)

Sub-Contractor Expectation Form (B-10) (F-3)

Preventive Maintenance (B-11)

Fatigue Management (B-12)

Skills and Knowledge Program (B-14)

Skill & Knowledge Worksheet – Employee (B-14) (F-1)

Skill & Knowledge Worksheet – Supervisor (B-14) (F-2)

Skill & Knowledge Worksheet – Powerline (B-14) (F-3)

Skill & Knowledge Worksheet – Fiber Optic (B-14) (F-4)

Fit for Duty Program (B-15)

Certificate of Medical Fitness (B-15) (F-1)

Jobsite Security Program (B-16)

Person in Charge (PIC) (B-17)

Safety Responsibilities (B-18)

Behavior Based Safety (B-19)

BBS Observation Card (B-19) (F-1)

Incident Management & Reporting (C)

Incident Management (C-1)

Incident / Accident Flow Chart (C-01) (F-1)

Injury and Care Management (C-01) (F-2)

Incident Investigation (C-2)

First Notification Incident Report (C-02) (F-1)

Root Cause Analysis (C-02) (F-2)

Vehicle Incident Report (C-02) (F-3)

Near Miss Report (C-02) (F-4)

Witness Statement (C-02) (F-5)

Incident Reporting (C-3)

Plans / Programs (D)

Confined Space Entry Program (D-1)

Confined Space Entry Permit (D-01) (F-1)

Emergency Action Plan (D-2)

Emergency Action Drill (D-02) (F-1)

Environmental Programs (D-3)



Hazardous Materials and Products List (D-03) (F-1)

Hazardous Waste List (D-03) (F-2)

HAZCOM Program (D-4)

Hearing Conservation Program (D-5)

Hearing Conservation Noise Survey (D-05) (F-1)

Welding, Burning and Hot Work Program (D-6)

Hot Work Permit (D-06) (F-1)

Lock Out / Tag Out Program (D-7)

Lockout / Tag out Procedure Checklist (D-07) (F-1)

Lockout / Tagout Log (D-07) (F-2)

Lockout / Tagout Absent Employee Lock Removal (D-07) (F-3)

Medical Programs (D-8)

Hepatitis “B” Vaccine Declination Form (Mandatory) (D-08) (F-1)

Personal Protective Equipment (PPE) Program (D-9)

PPE Hazard Risk Assessment (Jobsite) (D-09) (F-1)

PPE Hazard Risk Assessment (D-09) (F-2)

Respiratory Protection Program (D-10)

Respirator Medical Evaluation Questionnaire (D-10) (F-1)

Fall Protection Program (D-11)

Fall Protection Daily Inspection (D-11) (F-1)

Fall Rescue Plan (D-11) (F-2)

Drug and Alcohol Program – Corporate (D-12A)

Corporate D&A Policy - Employee Acknowledgement (D-12A) (F-1)

Drug and Alcohol Program – DOT (D-12B)

DOT D&A Policy - Employee Acknowledgement (D-12B) (F-1)

Malaria Prevention Program (D-13)

Malaria Compliance Form (D-13) (F-1)

Disciplinary Program (D-14)

Disciplinary Action Documentation Form (D-14) (F-1)

Ground Disturbance (Excavation & Trenching Program) (D-15)

Daily Ground Disturbance Checklist (D-15) (F-1)

Lead Safety Program (D-16)

Process Safety Management - Contractor Responsibilities (D-17)

Work Authorization (Permit to Work) (D-18)

Work Authorization - Permit to Work (D-18) (F-1)

Asbestos Awareness Program (D-19)

General Waste Management (D-20)

Energized Electrical Work Program (NFPA 70E) (D-21)

Electrical Insulated Glove Inspection Form (D-21) (F-1)

NFPA 70E Training Program Outline (D-21) (F-2)



Energized Electrical Work Authorization Form (D-21) (F-4)

Benzene Awareness (D-22)

Hydrogen Sulfide Awareness (H2S) (D-23)

Subpart O Training Plan (T-2, Well Control and Production Safety Training) (D-24)

Competency & Skills Documentation Worksheet (Employee) (D-24) (F-1)

Competency & Skills Documentation Worksheet (Supervisor) (D-24) (F-2)

Cold Stress Program (D-25)

Heat Illness Prevention (D-26)

Compressed Gas Cylinder (D-27)

Spill Prevention Program (D-28)

X-Ray Radiation Protection Program (D-29)

X-Ray Radiation Protection Utilization Log (D-29) (F-1)

Overhead Power Line Program (D-30)

Overhead Power-Line Fuse Replacement Procedure (D-30) (F-1)

Pandemic Preparedness Program (D-31)

COVID-19 Employee Reporting Process (D-31) (F-1)

COVID-19 Health Screening Interview (D-31) (F-2)

COVID-19 Jobsite Pandemic Plan (D-31) (F-3)

First Aid & Emergency Response (D-32)

Operating & Training Procedures (E)

Vehicle Operating Procedures (E-1)

Weekly Vehicle Inspection Report (E-01) (F-1)

Interstate Trip Log (>10,000 GVWR) (E-01) (F-2)

Vehicle Operations Driver Agreement – English & Spanish (E-01) (F-3)

Record of Road Test Form (E-01) (F-4)

Demolition of Cable Procedure (E-2)

Cable Demolition – Removal Checklist (E-02) (F-1)

Cable Demolition SOP (E-02) (F-2)

Demolition of Cable Acknowledgement Form (E-02) (F-3)

Electrical Equipment Operating Procedures (E-3)

Hand Tool Use Procedures (E-4)

Large Power Tools / Machines Operating Procedures (E-5)

Aerial Lift Platforms (E-6)

Aerial Lift Pre-Operational Inspection Form (E-06) (F-1)

Aerial Lift Operator Evaluation Checklist (E-06) (F-2)

Crane & Hoist Safety Procedures (E-7)

Overhead Crane / Hoist Pre – Operational Checklist (E-07) (F-1)

Electric Powered Overhead Chain Hoist Inspection Form (E-07) (F-2)

Overhead Crane Hand Signals (Appendix A) (E-07) (F-3)

Hydraulic Lifting Plan (Forklift / Excavator) (E-07) (F-4)



Office Operating Procedures (E-8)

Painting & Blasting Procedures (E-9)

Offshore Operating Procedures (E-10)

Offshore Procedure Acknowledgement Form (E-10) (F-1)

Tubing Demolition (E-11)

Fire Awareness & Prevention (E-12)

Fire Extinguisher Checklist – Monthly (E-12) (F-1)

Powered Industrial Trucks Procedures (E-13)

Forklift Daily Pre-Operational Inspection Form (E-13) (F-1)

Forklift Operator Evaluation Checklist (E-13) (F-2)

Battery Bank Installation Procedure (E-14)

Battery Bank Installation Checklist (E-14) (F-1)

Tubing Installation Procedure (E-15)

Bucket Truck Safety Procedure (E-16)

Bucket Truck Safety & Equipment Inspection Form (E-16) (F-1)

Derrick Digger Safety Procedure (E-17)

Derrick Digger Inspection Form (E-17) (F-1)

Insulate and Isolate Procedure (E-18)

Pole Top Rescue Procedure (E-19)

Overhead Powerline Installation Guide (E-20)

Manual Lifting Procedure (E-21)

Ladder Safety Program (E-22)

Ladder Inspection Checklist (E-22) (F-1)

Scaffolding Safety Awareness Program (E-23)


