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@ @ @ @ | Course Goals

The business of drilling for oil
and gas involves the use of
people, unique equipment and
involves risk because we are
drilling a hole in the earth.

The goal of this course is to
provide you with a basic
understanding and awareness
of drilling operations along
with some of the skills needed
for you to perform your job in
a safe and productive manner.
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The Basics

Our work involves the

utilization of energy
sources, equipment and
people. This mix of
uses and activities pose
significantrisks. You
must constantly be
aware of what is going
on around your work
environmentand look
for hazards.

If you are concerned
about any
situation...ask
questions!

Oil & Gas Training
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The Basics

Your New Employee Packet contains forms
which must be read and filled out
completely, returned to the designated
company employee before you to be paid.

These forms include:

@ Payroll forms

@ Medical/Insurance forms

® Immigration forms (if applicable)

@ Drug & Alcohol policy Acknowledgement
@ Safety Handbook Acknowledgement

and any other forms which may be needed
for your employment.

Oil & Gas Training
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When arriving your first day
of park in the designated
parking area which is at
least 100 feet from the rig
substructure as a safety
precaution. Always park
your vehicle pointing
toward the exit.

When you report to work
you will meet your
supervisor and be advised
of your daily expected
routines and any special
work circumstances which
may occur that day.

) - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.
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Our work environment
requires you to wear
suitable clothing and
personal p rotective
equipment, PPE. Loose
fitting or ragged clothing is
not acceptable. Oil soaked
clothing must be discarded.
You need long sleeved
shirts and long pants and
steel toed boots.

Some clothing and PPE will
be provided so check with

supervisor to receive these
items.

) - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.
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Basic Workplace Rules

« Read your safety handbook

« No drugs, alcohol, weapons or firearms allowed

« Use Personal Protective Equipment (PPE)

« Fall Protection Equipment is required at heights ab ove 6 feet

¢ Only Park in the designated areas

« Smoke only in designated areas

« Obey all Hazard Warning & Signs

« Know the Location & Use of Safety & Emergency Equip  ment

« Watch for heavy equipment & Suspended Loads

« Take proper precautions when working with hazardous chemicals

« Report all Close-Calls, Injuries and Accidents IMME ~ DIATELY to
your Supervisor

Copyright © 2010 CDP. Al rights reserved.
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Oil & Gas

EMPLOYEE COMMITMENT AND RESPONSIBILITIES

We recognize that the success of any Company endeav  oris
dependent upon the support of the entire work force . The value
of employee involvement to assist us in achieving o ur safety
goals is absolutely vital.

Our work environmentincludes people
from many different backgrounds. Treat
everyone with respect and dignity.

- NABORS
Training WII' INDUSTRIES LTD.
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@ @ @ @ | Principles

EMPLOYEE COMMITMENT AND RESPONSIBILITIES

Each employee is expected to :

i) actively participate in all aspects of implementi ngthe
Accident Prevention Plan.

ii) utilize established avenues to solicit and recei ve
comments, information, and assistance where safety
and health is concerned

: ii) perform their job duties in a safe manner that is for

both themselves, and their fellow employees
iv) abide by all applicable safety and health polic ies,

procedures, and rules established by the Companyan d
the appropriate governmental agencies.

- NABORS
Training WII' INDUSTRIES LTD.
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EMPLOYEE COMMITMENT AND RESPONSIBILITIES
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In Summary
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Drugs & Alcohol

Policy on Substance Abuse

Our Company does not allow substance abuse by itse  mployees.

Substance abuse means improper or unlawful manufact ure,
distribution, sale, dispensation, possession or use of illegal drugs,
controlled substances, alcohol or inhalants. Posses sion or use of
prescription drugs by an employee as directed by th e employee's
doctor is allowed when it does not interfere with w ork performance.
Employees are not allowed to be under the influence (any detectable
level) of alcohol, illegal drugs or prescription dr ugs, (except
prescribed drugs which do not interfere with work p erformance),

other controlled substances or illegal inhalants wh ile at work, on
3 company premises, or on the premises of the company ’s clients.
Further, unauthorized possession of alcohol during working hours
= or on the company’s property is not allowed. A cop y of this policy
Z can be obtained from the company administration off ices.
. -, NABORS
s Oil & Gas Training WII’ INDUSTRIES LTD.
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Policy on Substance Abuse

Employees will be tested for drugs and alcohol. Pr  e-employment,
random, reasonable suspicion , post accident and return-to-duty
testing is utilized.

Refusal to submit to a test will result in employme nt termination.

The consequences of a positive test are;

@ Drugs- Employment Termination +,

@ Alcohol- Employment termination if On-Duty

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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Drugs & Alcohol

Search & Seizure

Entry into a company work site constitutes consent
search. Employees failing to authorize search will

The property subject to
@ Personal Effects

@ Lockers

@ All Vehicles

Oil & Gas Training

R4

to authorize a
be terminated.

being search includes:

Disciplinary action deemed
appropriate
Possible employment termination

Illegal items found may be turned
over to law enforcement officials.

WII' NABORS
INDUSTRIES LTD.
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Drugs & Alcohol

Reasonable Suspicion

The Cost: Substance abuse costs
close to $102 Billion annually.

* Lost productivity
» High medical costs

* Increased absenteeism

» Stealing

* Undermined employee
morale

» Accidents, injuries

» Mistakes

Oil & Gas Training

Ineffective decisions

Diverted supervisory
time

Friction among workers

Damage to equipment

h personnel turnover

Damage to public image

WII' NABORS
INDUSTRIES LTD.
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Why Drug Test?

* Deterrence

» Tool for detecting employees who use

» Tool for monitoring workers who have tested

positive and have returned to workforce

Limitations

* Negative test does not mean someone does not

use or abuse drugs.

Oil & Gas Training WII’

NABORS
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Glossary of Terms

ASD Introduction
ATF

BAC aware.
BAT

CCF

Creatinine

DOT

EAP

EBT

MRO

Paraphernalia, Drug Street ...
SAP

STT

Substance Abuse Program M...
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Drugs & Alcohol
Employer Responsibilities

In the workplace employers have...

Copyright © 2010 CDP. Al rights reserved.

A duty to provide a safe \/v

work environment

A right to expect employees e
O

to perform tasks in a safe

efficient manner N 9
To comply to the company \
& state/federal regulations. \

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.
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Drugs & Alcohol
Company Policy & DOT?

Employers may conduct both DOT mandated and Company
authorized testing

The written policy must clearly specify both types of testing
and the circumstances in which they apply

Testing conducted under the Company's authority can not
be documented using federal custody and control or
alcohol testing forms

Managers must be aware of both Company and DOT
requirements

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.

5/28/2010
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Drugs & Alcohol
Management & General Responsibilities

Ensure that Company procedures and policy are
followed completely and consistently.

Take a firm position against substance abuse and
effectively communicate support of a drug-free
workplace.

Be prepared to take action where there is reasonabl e
suspicion that an employee is in violation of the
Company's substance abuse policy

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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Drugs & Alcohol

The Drug Testing Process

Urine Specimen Collection
Lab Analysis
Medical Review

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.

5/28/2010
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Urine Specimen Collection Process

» A collection facility/clinic is identified

» Custody & Control forms (CCFs) are available at the
employer locations

+ For reasonable suspicion testing, the employee shou Id
always be escorted/transported to the collection si te

+ Donor should bring valid picture ID (driver's licen se,
school ID, military ID, etc.) or company representa  tive
must identify employee for collector

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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@ @ @ @ | Drugs &Alcohol

Collection Process... continued

» Employee must remove outer garments (coats, hats,
etc.), leave hand carried items outside the toilet
enclosure & empty and display the contents of all
pockets.

» Employee must wash hands

+ Employee is entitled to privacy while urinating unl ess
he/she presents a "suspect" specimen

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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Collection Process... continued
« Donor is never out of sight of specimen until seale d
« Temperature of specimen will be taken
« Specimen will be subdivided, poured into 2 specimen bottles, and sealed
with tamper-evident labels (at least 45 mL of urine is required)
« The donor will initial the tamper evident seals
* The donor and collector will complete the CCF, ensu  ring that the
specimen ID number on the CCF matches the ID number  on the bottles
7 « CCF copy and specimens are secured in a plastic shi  pping bag
ii ¢ The donor is provided a copy of the CCF
z * The collector faxes copies of the CCF to the MRO
:; Oil& Gas Training WII' INDUSTRIES LTD.
@ @ @ @ | Drugs & Alcohol

Collection ISSUES

Copyright © 2010 CDP. Al rights reserved.

Donor may provide up to 40 oz of fluids at collectio n site
Discontinue collection after 3 hrs; complete CCF

Inform MRO of situation; Donor must have a medical
evaluation by company designated physician

The Physician reports findings to MRO; If no medica |
condition to explain shy bladder, test is reported as
refusal to test

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.

5/28/2010

15



P9

Drugs & Alcohol
The Laboratory

Maintains chain of custody on all specimens

Quality control (both internal and external via pro ficiency
testing programs)

Testing of specimens for 5 classes of drugs

Certification by appropriate agency

Five Classes of Drugs

Copyright © 2010 CDP. Al rights reserved.

Amphetamines (amphetamine & methamphetamine)
Cocaine

Marijuana

Phencyclidine (PCP)

Opiates (morphine, codeine and heroin)

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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Drugs & Alcohol
Laboratory Analysis

Lab does initial screen (immunoassay) for drugs and
may conduct specimen validity testing

Initial positive results are confirmed using a seco nd,
analytical method (GC/MS)

Cut-off values (ng/mL) are used to determine positi  ve
findings

Specimens that are "fatally flawed" are rejected by the
laboratory (CCF errors, unsealed bottles, etc.)

All results are reported to MRO

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.

5/28/2010
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Basic MRO Functions

* Receive test results from the laboratory

» Review the CCF for completeness and accuracy
» Verify the result

* Report the result to the appropriate departments

* Retain test result records

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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@ @ @ @ | Drugs &Alcohol

Medical Review

» Conduct interview with donor for all non-negative t ests

» Inform donor of test result and offer opportunity t 0
present legitimate medical explanations for the
laboratory findings

» Review collection process to ensure essential
procedures were followed

» Validate medical explanations

+ Offer donor opportunity for split specimen analysis

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.

5/28/2010
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MRO Verified Results

¢ Negative or negative dilute (specimen's creatininea  nd specific
gravity are lower than expected values)

¢ Positive or positive dilute (specific drug (s) dete cted are reported)

¢ Canceled test

Fatal flaw, uncorrected error, invalid specimen, ot her problem
results

* Refusal to test

Specimen substituted or adulterated; failure to pro vide a
specimen with no medical explanation; failure to su bmit to direct
observation collection or medical examination, as r equired

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.
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@ @ @ @ | Drugs &Alcohol

Negative Results

* MRO will report negative results immediately after CCF
review (1-3 days after specimen collection)

* Employer may require another test if result is nega  tive
dilute (must accept results of second test even if dilute)

* Negative result means there was no drug presentabo  ve
the cut-off levels or there was a legitimate medica |
explanation for drugs detected

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.

5/28/2010
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Drugs & Alcohol
Positive Results

Positive result is reported after MRO interview wit ~ h donor

Drug (s) detected are reported, but not the amount of drug

Donor has 72 hours to request testing of splitspec  imen
(result is reported before split specimen testing i s initiated
or completed)

Employee must be immediately removed from safety-
sensitive position (applicant cannot be hired)

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.
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Drugs & Alcohol
Results (other)

In Process - MRO is awaiting receipt of CCF or
attempting to contact the donor

Cancelled - MRO provides reason for
cancellation (will direct re-collection of
specimen where indicated)

Refusal to Test - MRO will provide explanation
and employee must immediately be remove
from safety-sensitive position

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.

5/28/2010
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Common Questions and Answers

“Introduction

If drug/alcohol dependency is considered a disease, why are we taking a disciplinary approach? |

"Why are certain employees being singled out in the anti-drug/alcohol program? .

In general, when would a supervisor require an employee to undergo a reasonable suspicion drug test?

What are the specific prohibitions related to an employee's use of illegal drugs and alcohol?
“Can an employee be terminated based on a positive test result? .

What safeguards will be provided to prevent supervisors from using reasonable suspicion testing as an excuse for wit

Is it necessary (and if so, how) for a supervisor to have a second supervisor confirm his/her assessment of possible drug/...

Will'employees know which supervisors have made past referrals and tend to avoid being in their presence?

Copyright © 2010 CDP. Al rights resen!: Bl
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Firearms & Weapons

Firearms & Weapons Policy

Employees are prohibited from
having on the work site.......

® Firearms or weapons of any
kind.

@ Pyrotechnics, fireworks and
explosives.

@ Stolen items and materials of
any kind.

Copyright © 2010 CDP. Al rights veser\k" 1
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Itis importantto your success as an employee and
a company that we have standards of conduct to esta
work environment.

Our company tries to keep rules to a minimumto enc

our success as
blish a good

ourage

employees to take responsibility for their work sit uations.

We believe that common sense will guide you indeci  ding what is
the proper thing to do in most cases.
But some rules are necessary to ensure asafeand p  roductive
work environment.
T i £ =
g ~= = —
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@ @ @ @ | Personal Conduct

Cell Phones/Pagers

Cellular phones and pagers are not allowed on the j
working hours.

All emergency calls must be directed to your compan
office which will inform the appropriate persons on

cannot be within 50 feet of the wel

Oil & Gas Training WIID
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ob site during

y branch
the job site.

NOTE: If for some reason these are use, these
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Keep Current

mﬂﬂﬂﬂ/\mﬂ

Keep Us Current Ay U U Jv

Itis your responsibility to notify your branch off ice immediately of
any change of address, telephone number, marital st atus, number
of dependents, or beneficiary designation, or anyth ing else that
would effect your employee benefits or tax status.

Any information concerning the business affairs of the company,
its suppliers, employees or personnel associated wi th the
company, is confidential and may not be revealedex  cept under the
direction or approval of your supervisor.

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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@ @ @ @ | Personal Conduct
Policy on Sexual Harassment m\

Itis against the policy of Company for any employe e, male or
female, to sexually harass another employee by...

1. Making unwelcome sexual advances or requests for
sexual favors or other verbal or physical conduct o fa
sexual nature for any reason.

2. Making submissionto or rejection of such condu ct the
basis for employment decisions affecting the employ ee;
or

3. Creating an intimidating, hostile or offensivew  orking

environment by such conduct.

= g’ Violation of Company’s Sexual Harassment Policy may result
8 in disciplinary action, up to and including dismiss al.

Copyright © 2010 CDP. Al rights reserved
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Additional

Also,

@® No horseplay or practical jokes
@® Observe smoking restrictions
@® No profanity

@® No excessive noise
@® Proper on-duty apparel

@ Attend to personal cleanliness

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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@ @ @ @ | Personal Conduct

Your Attendance Guidelines

Each employee is expected to be present, at work, 0 n. aII
scheduled work days, and to report to work on time. If an
employee is scheduled to work on a day off, a holid  ay, or
during a vacation period, such day (s) are consider  ed a work
day.

Notify your supervisor as far in advance as possibl e if you are
going to be absent from work, will arrive late, o r need to
depart early. Absences and tardiness must be bonaf  ide and
reported daily to your supervisor stating the reaso n, unless
other arrangements are made with your supervisor.

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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Your Attendance Guidelines

be tolerated.

Finally, NO ABSENCE IS AUTOMATICALLY EXCUSED. The o nly
absences that are NOT counted toward disciplinarya  ction are:

Scheduled Days Off Vacation
Bereavement Leave Jury Duty Layoff

...and Leaves of Absence granted in advance under o ther
provisions.

All other absences are counted toward disciplinary action.

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.
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@ @ @ @ | Personal Conduct

Standards & Definitions of Absenteeism or Tardiness

Rule 1: DISCIPLINE- Each employee whose attendancer ecord
shows excessive absenteeism and/or tardiness will b e subject
to discipline and/or termination by his supervisor.

Rule 2: UNREPORTED ABSENCES - If an unreported incid ent of
absence is of ONE or more scheduled work days of du ration,
the employee will be considered to have voluntarily quit and
employmentwill be terminated as of the last day wo  rked.

. - NABORS
Oil & Gas Training WII' INDUSTRIES LTD.
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Serious Offenses

Itis impossible to cover every standard of conduct , but there are
certain major offenses which could require an IMMED  IATE
PENALTY of PROBATION, SUSPENSION, or DISCHARGE.

. . NABORS
Oil & Gas Training WII’ INDUSTRIES LTD.
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@ @ @ @ | Personal Conduct

Work Reduction

In the event of a work reduction, employees will be laid off
according to their length of service based on the d ate of hire
(seniority), provided that their job related abilit iesare
determined by the company to be relatively equal. If you are
recalled, your employmentwith our company will te rminate
unless you return to work within three (3) days fro m the date of
the recall notice.

Your benefits coverage will end the last day worked prior to a staff
reduction. If you elect to continue coverage on you r own,
contact your branch office for information.

Copyright © 2010 CDP. Al rights reserved.
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Personal Conduct

Resignation

If you decide to resign from the company, please d o us the
courtesy of giving two weeks advance notice. The fa  ilure
to give sufficient notice may result in the loss of
vacation pay that you might be due. To receive your final
paycheck, you must contact your branch office for a n
exit interview.

All company property, including keys, credentials, tools,

identification and access badges must be returned t o}
your company office.

Oil & Gas Training
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Personal Conduct

Our Responsibilities

All management functions are retained by the compan vy, including
but not limited to the right to establish and admin ister policies,
to take whatever action is necessary to operate the company,
direct or discipline our workforce, to discharge em ployees with
or without cause, to set the hours and shifts to be worked, and
to determine the standards of productivity and serv icesto be
rendered.

Oil & Gas Training
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Workplace Violence

Preventing and Defusing Violence

Oil & Gas Training

eserved.
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Workplace Violence

» Understand the scope of

workplace violence

* Know the policy
requirements

* Recognize warning signs
of violent behavior

» Be prepared to take

appropriate action

Oil & Gas Training
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Workplace Violence

Over 2 million victims of
workplace violence each
year

Homicide is second leading
cause of

job-related deaths

Causes of workplace
violence

Oil & Gas Training
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Workplace Violence

* All employees

* Some may face a greater
risk:
— employees who work with
the public
— off-site employees
— nightworkers

— employees who travel for
business

Oil & Gas Training
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Workplace Violence

» Co-workers

* Former employees

» Friends or relatives of employees
* Business connections

e Qutsiders

Oil & Gas Training
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Workplace Violence

» Understand the scope of workplace violence
* Know the policy requirements

» Recognize warning signs of violent behavior
» Be prepared to take appropriate action

Oil & Gas Training
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Workplace Violence

» Purpose of a violence prevention policy

» Zero tolerance for violence

* Employee involvement

» Supervisors’ role in communicating and promoting th

e policy

Oil & Gas Training
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Workplace Violence

« Verbal abuse

» Indirect threats

» Direct threats

* Nonverbal threats
* Extreme threats

* Violentactions

Oil & Gas Training
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Workplace Violence

» Fascination with weapons
» Alcohol or drug abuse
» Severe stress

* Anguish over employment
decisions

» History of violent incidents

Oil & Gas Training
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Workplace Violence

Psychological deterioration
» Decreased or inconsistent

job functioning

» Social isolation

* Marked deterioration in
personal hygiene

» Other major personality
changes

Oil & Gas Training
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Workplace Violence

Stages of Violent Behavior

+ Stage 1 — early potential for violence
» Stage 2 — escalated potential for violence
+ Stage 3 — potential for violence realized

Oil & Gas Training
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Workplace Violence

Your Role in Preventing and Defusing Violence
 Anticipation
» Security Measures
 Intervention
* Reporting

Your Role

Oil & Gas Training

served.
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Workplace Violence

General Security Measures
» Keep security doors closed and locked

Do not share ID cards or
security codes with others

Follow rules for visitors
Report unescorted strangers

Report burned out or inadequate
lighting

eserved.

pyright © 2010 CDP. Al rights r

£ Oil & Gas Training

3

C

5/28/2010

34



served.

Copyright © 2010 CDP. Al rights re:

Workplace Violence

Additional Security Measures

Report unusual or unexpected
deliveries

Report any threats from people
outside the company

Report any signs of break-ins or
missing items

Take appropriate precautions when
working late

If you're being attacked, yell to alert
others
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Workplace Violence

Security Measures for the Road

» Keep your vehicle locked

» Don'’t pick up riders

* Be careful where you park

* When in doubt, don’t get out
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Workplace Violence

Intervention: Face-to-Face with Violence
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Warn co-workers and
clear the area

Call for assistance

Try to remain calm and polite
Establish eye contact

Keep an even tone of voice
Maintain a safe distance
Determine an escape route
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Workplace Violence

Intervention: Face-to-Face with Violence

Oil & Gas Training

» Don'ttry to disarm the aggressor
* Do what you are told

* Don’'t make any sudden moves

» Speak carefully and sparingly

» Go for cover or run only if safe to do
S0
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Incident Reports

Workplace Violence

Date, time, and location
Name of aggressor

Name of complainant/victim
Witnesses

Summary of incident

Action taken
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Workplace Violence

Helping Victims of Violence

* Get medical assistance

* Recognize that pain, fear, stress,
and other emotions are natural

* Don’t blame yourself
» Seek counseling
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Workplace Violence

Summary

Realize that workplace violence is a real and presen  t
danger

Keep alert for signs of trouble
Take security measures

Take immediate action to deal with threatening or
violent behavior

Report all threats or violent behavior
Help victims cope with the aftermath of violence
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