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PURPOSE This practice identifies key aspects of the Safety and 
Health (S&H) program, and establishes uniform 
application of disciplinary action for safety violations. 
 

SCOPE This practice includes the following major sections: 
 
• General Requirements 
• Safety and Health 
• Construction Supervisor/Superintendent 

Responsibilities and Actions 
• Safety Violation Classification 
• Examples of Safety Violations 
 

 The requirements of this practice are consistent with 
the requirements published in the Hanford Mission 
Support Contract (MSC) Safety and Health virtual 
manual 
 

APPLICATION This practice applies to Mission Support Alliance 
(MSA) construction personnel. 
 

GENERAL 
REQUIREMENTS 
 

Records generated during the performance of this 
activity go into the personnel file, the action tracking 
system in accordance with practice MSC-PRAC-
30460, Safety and Health Compliance Inspection and 
Management Walkthroughs.  Document training in 
accordance with practice MSC-PRAC-30461, Accident 
Prevention Training and Education.  
 

 Managers, Construction Supervisor/Superintendents, 
and workers alike are held to the same safety and 
health standards to work safely, and to prevent injuries 
and property damage. 
 

 Any employee who knowingly violates safety and 
health practices and requirements is reprimanded or 
disciplined, and may be terminated for serious 
offenses. 
 

SAFETY AND HEALTH Safety and Health coordinates accident prevention as it 
applies to all areas of the project safety and health 
program.  Safety and Health keeps a constant check on 
the methods used by the responsible Construction 
Supervisor/Superintendent and employees to prevent 
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safety violations, corrects and instructs employees 
concerning safety practices and rules, and exercises 
stop work authority as necessary. 
 

 Safety and Health witnessing a non-serious unsafe act 
or safety violation, notifies the appropriate project 
Construction Supervisor/Superintendent responsible 
for carrying out corrective action.  Safety and Health 
witnessing a serious or imminent unsafe act or safety 
violation will: 
 
• Immediately stop the activity 
• Initiate corrective action if appropriate 
• Notify the appropriate project Construction 

Supervisor/Superintendent responsible for 
carrying out corrective action. 

 
 Safety and Health documents the violation on an 

action tracking system in accordance with practice 
MSC-PRAC-30460, Safety and Health Compliance 
Inspection and Management Walkthroughs. 
 

 The S&H group lead may advise or recommend the 
type of reprimand or discipline to be applied, but never 
administers the discipline.  If appropriate discipline is 
not forthcoming, the chain of command is followed 
until appropriate corrective measures and discipline 
result.  If satisfactory results are not achieved after 
working through the Construction Manager, the S&H 
group lead contacts the S&H manager for resolution or 
further instructions in how to handle the situation. 
 

 
CONSTRUCTION 
SUPERVISOR/SUPERINTENDENT
RESPONSIBILITIES 
AND ACTIONS 

The Construction Supervisor/Superintendent will 
know, abide by, and support established safety and 
health practices.  If there is a question of how a 
practice should be applied, the Construction 
Supervisor/Superintendent contacts Safety and Health 
for resolution. 
 

 The Construction Supervisor/Superintendent ensures 
that subordinates are made aware of this practice, and 
the consequences for not adhering to it, through 
training (such as tool box meetings, safety meetings, or 
special task-associated training).  Document training in 
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accordance with practice MSC-PRAC-30461, Accident 
Prevention Training and Education. 
 

 The Construction Supervisor/Superintendent enforces 
the safety and health practices consistently and 
predictably, and imparts discipline consistently and 
predictably as well. 
 

Investigation Phase An initial investigation is performed at the time of 
discovery (that is, when an employee is observed 
violating a safety and health practice).  This is 
normally documented in field notes and provided to 
the responsible manager. 
 

 If the incident is serious in nature, the Construction 
Supervisor/Superintendent may suspend or temporarily 
remove the employee from the workplace, with or 
without pay, during the investigation.  The 
Construction Supervisor/Superintendent contacts the 
applicable manager(s) and Human Resources when 
this occurs.  The Construction 
Supervisor/Superintendent then conducts an 
investigation of the situation and documents. 
 

Enforcement The disciplinary process includes; oral reprimand, 
written reprimand, and termination.  This 3-step 
process may be taken in any order, depending on the 
severity of the situation – but in all situations is 
completed after consultation with HR. 
 

Oral Reprimand Written documentation should be kept in the 
Construction Supervisor/Superintendent’s field notes 
of verbal communications with an employee resulting 
from a safety and health violation or infraction of 
job-site rules.  This documentation includes at least the 
following: 

• Date 
• What the violation or infraction was 
• Whom it involved 
• Where the violation or infraction occurred 
• Signature of the Construction 

Supervisor/Superintendent 
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 The employee is made aware of this action. 
 

 Documentation is filed in the employee’s personnel 
file. 
 

Written Reprimand A formal record of employee disciplinary action is 
completed and placed in the employee’s personnel file. 
 

 The Construction Supervisor/Superintendent filing the 
record of disciplinary action discusses the reprimand 
with the Construction Supervisor/Superintendent’s 
immediate manager and Human Resources. 
 

Termination An employee may be terminated for serious safety and 
health violations and imminent danger situations, upon 
discovery of the violation/situation. 
 

 The Construction Supervisor/Superintendent 
terminating an employee discusses the termination 
with the Construction Supervisor/Superintendent’s 
immediate manager and Human Resources. 
 

Disciplinary Action 
Overview 

Disciplinary actions taken are documented and 
incorporated into the employee’s permanent file.  The 
S&H group lead is informed of the reprimand issued 
due to the safety and health violation or infraction. 
 

SAFETY VIOLATION 
CLASSIFICATION 
 

The following describes the classifications of safety 
violations. 

Serious Safety 
Violation 

Definition:  A violation that involves a substantial 
probability that death, serious physical harm, major 
equipment damage, or work stoppage could result.  
Willful and imminent danger violations are considered 
serious safety violations.  Repeated violations may be 
considered serious safety violations. 
 

 Employees who commit serious safety and health 
violations are subject to a written reprimand or 
immediate termination.  A documented oral reprimand 
is not required if a serious safety violation occurs.  If a 
subsequent serious violation occurs within 1 year of 
the first offense, the employee is automatically 
terminated. 
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Safety Violation Definition:  A violation that has a direct relationship to 

workplace safety and health, where the exposure is not 
likely to cause death, serious physical harm, or major 
equipment damage. 
 

 Employees who commit safety violations receive an 
oral reprimand for the first violation.  Subsequent 
violations result in a formal written reprimand.  If 
similar violations continue to occur within 1 year, the 
employee is terminated.  It is not necessary for the 
safety violations to be identical for the progressive 
steps of discipline to apply. 
 

EXAMPLES OF 
SAFETY 
VIOLATIONS 

The following are some examples of safety violations: 
 
• Working in an elevated position without the use of 

a safety harness. 
 
• Working in an environment that may become 

immediately dangerous to life and health without 
sufficient planning/controls. 

 
• Conscious disregard of safety postings. 
 
• Use of defective equipment. 
 
• Welding or cutting without providing protection 

for combustible materials. 
 
• Performing work on energized electrical circuits 

without proper approval. 
 
• Ladders not provided in excavations. 
 
• Failure to use a safety restraint system when 

operating mobile equipment so equipped. 
 
• Operating equipment with an expired license, 

where one is required. 
 
• Failure to properly secure a ladder. 
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• Raising and lowering portable tools using the 
power cord or hose. 

 
• Failure to wear required personal protection 

equipment. 
 
• Failure to obtain required work permits (such as 

confined space, hot work, and energized work 
permits). 

 
FORMS 
 

None 

RECORDS IDENTIFICATION 
 

Records Capture Table 
Name of 

Document
Submittal 

Responsibility 
Retention 

Responsibility
All records 
produced by the 
use of this 
practice 
(including but 
not limited to, 
evaluations, 
investigation 
notes, 
disciplinary 
actions, etc). 

Human 
Resources 

Human 
Resources 

 

 
REFERENCES MSC-PRAC-30460, Safety and Health Compliance 

Inspection and Management Walkthroughs  
MSC-PRAC-30461, Accident Prevention Training and 
Education  

 


