SAMPLE STANDARD OPERATING PROCEDURES (RELATED TO AC478)
The items below are offered as possible language you can incorporate to satisfy elements of AC478. It is not mandatory that you adopt any or all of these. Feel free to modify to suit your business.
Temp/visitor safety on the job site
All Temporary Labor and/or Project Visitors will be instructed regarding appropriate dress and behavior prior to them accessing the job site. This is typically the responsibility of the foreman but the Safety Manager has ultimate authority to ensure compliance. 

Temporary labor that will be working for us for more than 4 weeks will be afforded the same access and expectations to training as newly hired entry-level field personnel.  
Sub –contractor Contract addendum
XYZ Company has recently achieved AC478 accreditation. In connection with that program we have established Safety and Training standards for all crew associated with this project. By signing this contract, you indicate that you are aware of these standards and agree to be held accountable to them. Prior to commencement of work, you will supply a list of workers assigned to this project that details their training and certifications.

Note: If you expect the sub to prepare the Site Specific plan that should also be in your contract. Otherwise, it is assumed that you are preparing the plan. If they prepare it, you should have access to a copy (electronic or paper) of it. 

Advise owner re: subs
Upon award of contract and/or during the project planning phase, the Quality Manager (or insert any title here) is responsible to advise the contracting entity if we will be sub-contracting a significant portion of the job to a sub-contractor who has NOT achieved AC478 status.  This can be done informally or formally but must be documented in job folder.
Control of documents
All documents relating to Safety and Training Programs are reviewed, signed and dated by the relevant manager before communicating to staff.  Changes to any approved document will be communicated to all relevant parties via email (or at monthly staff meeting…) with instructions to destroy the previous version. A master file of current policies and procedures will be maintained in the front office for easy access by all staff. It is further noted that all policy and procedure documents will have a notation in the document footer that details the date and version for that document e.g. Safety Handbook Version 1, Approved Jan 2018.

General procedure to ensure that only current approved project documents are being used:
Drawing logs, submittal logs and RFI logs are kept for each project. The drawings and related logs are disbursed via email and/or our file sharing site to all project managers, foremen, and subcontractors within 5 business days of an approved change. The job folder[footnoteRef:1] should clearly note the date and version of all drawings in use. [1:  The phrase Job Folder can be substituted with whatever word/phrase you use to refer to the system for organizing a job/project. It can be electronic or paper.] 

Training / record keeping 
Staff will be trained in accordance with the guidelines outlined in the current Management System. The Training Manager will maintain a schedule of required certifications and necessary training for all employees. Staff is expected to complete their training within 90 days of being told to do so or as classes are made available to them.  
Foremen are expected to be aware of the training and certifications of all staff assigned to them. They are responsible to ensure that their workers are qualified for the task at hand. Under no circumstances should they assign work requiring certification (e.g. Heavy equipment operation) to an uncertified worker.
Our training program is designed to develop new workers into Journeymen, Metal Building Assembly. We will achieve this through a combination of classroom/formal training and on-the-job training. New workers will be assigned to one or more experienced workers for their on-the-job-training, who will over time aid them in acquiring the skills necessary for Metal Building Assembly.  The foreman is responsible to foster effective pairings and to ensure exposure (over the course of several years) to all elements outlined in Appendix A of our current Management System. Progress will be assessed periodically by the foreman.
Annual review of safety plan
As indicated and at least annually, the Safety Manager will review the company Safety Plan to ensure it continues to meet OSHA standards and best practice. Any changes will be documented and communicated in accordance with our Document Control Policy. 
Site Specific Plans
It is company policy to develop a Site Specific Plan for every job prior to commencement of work. The plan will address:
· The sequence of erection activity, to include material deliveries, material staging and storage; and coordination with other trades and construction activities. 
· A description of the crane and derrick selection and placement procedures, including the following:  site preparation; path for overhead loads; and critical lifts, including rigging supplies and equipment. (if appropriate)
· Description of steel erection activities and procedures, including the following stability considerations requiring temporary bracing and guying; erection bridging terminus point; anchor rod (anchor bolt) notifications regarding repair, replacement and modifications; columns and beams (including joists and purlins); connections; decking; and ornamental and miscellaneous iron. 
· A description of the fall protection procedures that will be used to comply with OSHA 29 CFR § 1926.760. 
· A description of the procedures that will be used to comply with OSHA 29 CFR § 1926.758, Systems engineered metal buildings.
· A description of the special procedures required for hazardous non-routine tasks.
· A certification for each employee who has received training for performing steel erection operations as required by OSHA 29 CFR § 1926.761. 
· A list of the qualified and competent persons that includes their credentials. 
· A description of the procedures that will be utilized in the event of rescue or emergency response. 
· The plan includes the identification of the site and project; and is signed and dated by the qualified person(s) responsible for its preparation and modification. 

A copy of the plan will be reviewed and signed by the Project Manager and Foreman prior to commencement of work. A base template[footnoteRef:2] is available in the Company Resource Directory. This template can be copied and tailored to each job. The Safety Manager is ultimately responsible to ensure these plans are developed and effectively implemented. [2:  Your plan should include phrases such as "Review manufacturer’s erection drawings with GC representative to ensure that framed opening sizes and locations are current and meet all requirements", "Using the building manufacturer’s erection drawings, ensure that all connection bolts are of the correct size and installed in the proper location. Follow building manufacturer’s tightening requirements as specified by the erection drawings.",      "Ensure that roof stays straight by laying out starter sheets and maintaining modularity as per erection drawing details.",  "Foreman is to inspect daily that details are being followed and that the installation maintains a high quality of workmanship."] 

