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Contractor and Vendors   “Jobsite Rules of Conduct”

In an effort to have COMPLETE CUSTOMER SATISFACTION, we have prepared the following “Rules of Conduct.”  Your personnel’s compliance with these rules is mandatory.
· Only authorized personnel shall be permitted on a Duke Realty project.  Company identification or uniforms are required.

· Always check in at the front desk in occupied spaces or at the construction trailer on shell projects prior to entering construction sites. 

· Conduct yourself as guests in Tenant Spaces as well as in the buildings.  When dealing with Tenants, be courteous at all times.  Keep all negative comments to yourself or discuss them with Duke Realty personnel away from the Tenant Space.

· Radios or audio equipment, other than communication equipment, are strictly prohibited on Duke Realty jobsites.

· Proper construction attire shall be required at all times.  Hardhats shall be worn at all times or as directed by the Duke Realty Management.  Shirts with 4” sleeves, long pants and work shoes are required.  Tennis shoes shall not be permitted.  Clothing shall be free of excessive rips, tears and offensive graphics or wording, or anything else deemed inappropriate by Duke Realty Management. 

· Housekeeping is paramount.  Remove all dirt and debris created by your activity.  Project to be broom swept and trash removed on a daily basis or as directed by Duke Realty Management and as needed by each applicable trade.

· Special care shall be taken at all times to protect the furnishings and finishes of the Tenant Spaces.  Dust, fumes and vapors controls shall be employed.  Protect hallways and entries with temporary carpet runners.   

· No Graffiti.

· Be neat, clean and QUIET while in or NEAR occupied spaces. 

· Do not use Tenant Phones.  The use of cell phones in client occupied spaces is limited to supervision only.  Non-supervision must leave the occupied space when making and receiving calls as not to bother the tenants. 

· The use of cell phones is prohibited when operating equipment or during the performance of hazardous tasks.

· Smoking and the use of smokeless tobacco are prohibited in occupied spaces or as deemed acceptable on shell projects. 

· Loud and/or foul language as well as graffiti is strictly prohibited.

· Food and drink shall not be permitted in carpeted spaces or any other area deemed restricted by Duke Realty Management.

· Material storage and/or debris shall not be left in occupied or vacant spaces.  Flammable/Combustible liquids shall not be stored inside a Duke Realty building.

· Exterior exits and entrances shall be maintained clear and unobstructed.  Securing of the doors is the responsibility of the contractor and shall be locked at night.  Lights shall also be turned off at night.

· Thermostats shall not be adjusted unless Duke Realty Construction Management has granted permission. 

· No vehicles shall be brought or parked in the buildings, or are to be parked in parking spaces outside allotted for handicapped parking.  Loading docks are for loading and unloading only.  Parking shall not be permitted at the dock area to check on workers. 

· Work that creates noxious odors shall not be performed in the buildings.  Any floor sealing or other such odiferous work is to be coordinated with the Duke Realty Management to allow for proper advanced notification with the Tenants and the adjoining Spaces.

· Any work that will compromise the existing utilities shall be coordinated with the Duke Realty Management.   

· Arrangements shall be made with Duke Realty Management if access is required to adjoining Tenant Spaces.

· Arrangements shall be made with Duke Realty Management if access is required after hours, on weekends or on holidays.

· The use of powder actuated tools or hammer drills is prohibited at occupied properties between the hours of 8:00 AM and 5:30 PM, or as directed by a Duke Realty Superintendent.  Hearing and eye protection shall be worn when operating Powder Actuated Tools (PATs).  Workers using PATs shall show proof of proper tool training.
· Only designated freight elevators that are properly protected shall be used by the contractors and vendors.

· Safe working practices shall be observed at all times.  The safety of your employees, the buildings and the Tenants is considered to be paramount.  All work shall be conducted and completed by the guidelines set forth by the Federal, Local and State Authorities.  Compliance with the Duke Realty Safety Program for Construction is also required.

· Fall protection shall be worn, observed or employed when working in articulating boom lifts, scissors lifts, ladders, scaffolding (>10’) and any other activity where workers are exposed to a fall exposure greater than 6 feet in height.

· Any scaffold that is moved with a worker on the platform must have a guardrail around the entire work platform regardless of the height of the scaffold. 

· Any and all “Hot Work” (non electrical) shall comply with Duke Realty’s Hot Work Policies and have an appropriate fire extinguisher immediately accessible.  

· All electrical service shall be properly protected with a GFCI, including the use of extension cords on permanent power.  

· All Energized Electrical (HOT) Work shall first be discussed with Duke Realty Management before starting the work.  
· Eye protection shall be worn at all times when cutting, grinding, chipping, drilling or using powder actuated tools.

· A face shield must be worn with eye protection when cutting metal with chop saws or when dry cutting concrete. 

· The use of aluminum step ladders is prohibited on Duke Realty projects.  However, aluminum extension ladders are permitted.

· Report all injuries, incidents, or near hits immediately to Duke Realty Management. 

Non-compliance with the “Rules of Conduct” shall result in Disciplinary Procedures up to and including removal from the project.
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