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Business Ethics and Conflict of Interest
Guidelines

* Our business advantage Is gained through
acceptable business conduct and
superior product, value, and service to our
customers and public.

— You are expected to accept responsibility and
make decisions to reflect this.
 Follow all federal, state and local laws.

* Be honest about IHC’s products, services and
business intentions.

 |If you have any questions regarding the decisions you
are making, ask your supervisor.
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IHC Team

» Responsiblilities
— Be at work on time SRR

— Treat others the way
you wish to be treated

— Promote safety and quality

— Maintain your equipment and keep a clean work
site

— Help coworkers achieve expected performance
and production levels

« Make one another successful. Every job is
Important. Give your best toward our success.

i
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Benefits




Benefits Overview




Benefits Overview







Commitment to Safety

e \WWe are committed to

— Reducing workplace injuries,
occupational illnesses and damage to
property.

— Protecting the public when near IHC’s
operations.

— Preventing pollution and environmental
degradation.

— Eliminating all preventable accidents and
environmental incidents.
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Commitment to Safety
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Safety Program Guidelines

o |HC safety starts with yotrand is our
#1 priority. Wear the provided personal "
protection equipment at all times.

* You are required to follow the
guidelines detailed in your manual.

« Some common hazards and safety
precautions:

— Falling objects / head injuries: wear your
hard hat.

i
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Safety Program Guidelines

— Truck, equipment, and auto traffic:'wear
your safety vest and stay alert. »

— Dust from sweeping, sawing and grinding:
wear a dust mask.

— Splashing concrete / flying objects: wear
your safety glasses.

— Pinched fingers / cuts: wear your gloves.

— Cement burns: wear rubber boots & wash
skin.

i
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Safety Program Guidelines

— Loud noises: wearyour-ear plugs when working
near equipment. >

— Equipment/Auto accidentsiwear your seat belt
at all times. "

— Trip and falls: keep your work area clean.
— Back injuries: get help or use equipment to lift
heavy materials.
« Unsafe behavior will not be tolerated.

 Violation may result in disciplinary action up
to and including termination.
i
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Safety Program Guidelines

—

e Remember thém

. . 's of accident
vention.
— Recognize hazards

a — Report hazards
| — Remove hazards

 |f it doesn’t look

right, it’s probably
an accident waiting =
to happen! |
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Drug-Free Workplace Policy
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Drug-Free Workplace Policy With
Testing Provisions
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Drug-Free Workplace Policy With
Testing Provisions




Hazardous-Ma
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INing Summary

B .

Know the product — N
read the label. el

Material Safety Data
Sheets explain all
there Is to know about
a product and the
precautions pertaining =
to it.

trade name. Iy identify ximum

amaount a worker worker may be
purpose of m; posed (o | exposed Lo without

MSDSs are always
available to you in the
on-site construction
trailer. Know where
they are.

¢ Con:

CONCETNS OF
limits
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Report hazmat spills or exposures to your
supervisor immediately.

New products may be reviewed during the
mandatory on-site toolbox
meetings. Ask questions
about their hazards.

Further detail about safe
practices and hazardous
materials can be obtained
from your supervisor.
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Quality Statement

A Jjob well done is a job to be proud of.

e Our team Is known throughout the industry
for providing Quality Workmanship.

|t takes teamwork. Your coworkers take
pride in their work.
Take pride In yours —
do the job right
the first time. Our
goal is no rework!
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Quality Statement

26

Do not start any work without knowing the
guality tolerances of the work you're
building.

If you don’t understand or know how to do
something the correct way, ask!

You are a skilled craftsman. Your work
should reflect that.

Continuously strive to become better as
Individuals and as a team! Working together
we can achieve excellence in quality.
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National Partnership for Highway
Quality Award

Wadsworth Boulevard Whitetopping Project
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Quality Control

28

Our minimum requirements are
meeting contract obligations,
exceeding owner expectations, and
being superior to state-of-the-art.

QC Is a vital part of IHC’s business
and applies to every aspect of IHC.

You will learn these standards during

core level training and pre-works.
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Total Quality Management (TQM)




Program Overview

« TOM Is a method of continuous
Improvement that promotes change for_ "
the better through creative thinking.

 The major objective of the TOM
program is to solicit ideas for
Improvement from all IHC employees.

 The success of IHC has, for many
years, been attributed to people like
yourself with good ideas.

I
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TQM
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TOM Process

e Use the OF!
(Opportunity For
Improvement) form
to submit your
Ideas whether they
have already been
Implemented or not.

e Give your OFI form
to your division
manager,
department head,
or jobsite office
person.
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TOM Awards Program
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Equipment




Equipment”

- - :
[ E n S u re g e n e ral m ai nte n an Ce iS OPERATORS DAILY EQUIPMENT INSPECTION REPORT

Thiz report MUST BE completed before the o ine is put to work and turned in at

performed on your equipment.

— Some of the necessary steps
you need to take during each
day are detailed on the back of
your time card.

e Clean your equipment dally -
Inside and out.

 Perform daily walk-around
Inspections
and report unsafe equipment
to your supervisor immediately.

« Other steps will be explained
during core level training and
pre-works.
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Equipment Basics

Poorly Maintained
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Equipment Basics

e Ask for training before operating
unfamiliar equipment.

 Inform your foreman or the equipment
foreman of any repairs, damages or
maintenance that needs to be done In
order for the machine to be ready for
use the next day.
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e Be at work on time as scheduled.

* Breaking of the following or any
previously mentioned guidelines or
policies may result in disciplinary
action up to and including termination.

e Do not:
— Steal IHC, client or employee property

— Leave the work place or jobsite without
supervisor’s authorization
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arview
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s Damage/mutilate property

— Fight on the jobsite

— Loaf or sleep on the jobsite
during work hours

— Sell items on the jobsite

— Perform below IHC
standards
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Threats and Violence

41

Our goal Is to maintain a work environment
free from intimidation, threats, or violent
acts.

In the event of an incident, report it to your
supervisor, or another IHC representative.

Employees should directly contact proper
law enforcement authorities If they believe
there Is Immediate danger to themselves or
others.
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Equal Employment Opportunity

Policy
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EEO Policy Complaint Procedure

— o

1. Take complaints'tothe project' EEO officer.

2alf the complaint Is against the project EEO "%
officer, a division manager, or project
manager/engineer, contact the corporate
EEO officer listed in your manual. ;

3. If you can’t resolve your
complaint using these
procedures, outside

resolution resources \\/

are documented Iin your \/
N

manual.
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Sexual Harassment / Inappropriate

Conduct

e |[HC is committed to a
positive working
environment that is
free of inappropriate
conduct, including
offensive verbal and
written
communication of a
sexual nature.

o Sexual harassment
doesn’'t mean
occasional socially
acceptable
compliments.
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Sexual Harassment / Inappropriate
Conduct

e \What it does include is:

— Submission to them is made a requirement of
employment

— Submission to or rejection of them is used as a
basis for employment decisions

— Such conduct interferes with an individual’s work
performance, and/or creates an intimidating,
hostile, or offensive working environment

 |f you feel sexually harassed take the
complaint to the Corporate Sexual

Harassment Officer listed in your manual.
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e |HC owns any procedures or

47

equipment design or modification
developed while on our
time or using our &>
materials regardless 7
of patentabillity.

They may not be used
INn any business that is
not part of IHC.
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Problem Solving




Disclaimers




About t

e

, 9 . . .
 The manual Is intended to acquaint you with
IHC, our procedures and our environment.

Reading It iIs mandatory.

 The manual is not all inclusive and isn't
Intended to anticipate every question and
circumstance. If you have guestions about
anything in this presentation or the manual,
ask your supervisor.

e The manual does not constitute a contract
of employment, either express or implied.
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Forms to Sign




Please Sign and Return

™, All of the forms in your -
’ ww Manual.
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