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HOW TO USE THIS TOOLKIT
This Toolkit is a Best Practices Guide, based on industry activities, legislation, and general health and
safety programs.
The intent of this manual is to provide employers who operate within the Outdoor Sports
and Recreation industry with basic guidelines to implement a health and safety management
program, and best practices intended to promote and maintain a safe working environment for
everyone.

OHS legislation applies to all companies in all industries. Regardless of the size and nature
of your workforce, the information in this document applies to you. Whenever possible this
information has been customized to represent the Outdoor Sports and Recreation industry.

SMALL EMPLOYERS
OHS legislation indicates that small employers are expected to meet the same legislation as larger employers; however,
make necessary modifications when the requirements would have no benefit to the health and safety of those on or near
the small employer’s work site/activities.
Regardless of the size of a company’s operations, OHS legislation applies to all employers in general as well as to selfemployed persons.
Before considering deviations from the legislative requirements, be sure to review the Due Diligence
Section of this document to determine if any deviation and/or adopted practices would be considered
“reasonably practicable” to ensure protection of employees and work site parties on or near your
work site/activities.

PROGRAM BUILDING GUIDE
A list of basic health and safety program documentation has been provided near the end of this Toolkit. This program
building guide is intended to outline basic documents and documented practices that companies should consider
while building their health and safety program. The guide also identifies key groups of personnel within a company and
suggests how these groups could/should be involved in these practices.

AASP RESOURCE PAGE
This project includes access to templates, examples of written policies, safe work practices/procedures, etc. These
documents will be maintained on the Alberta Association for Safety Partnerships’ (AASP) resource portal. These
documents are referenced throughout this Toolkit with live links to the resource portal.
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On October 12, 2013, a life changed forever due to a workplace incident.
The business where the incident occurred was operating within the WCB 87600 Industry Code and was convicted
and fined $50,000. On a positive note, the monies paid under the Alberta Creative Sentencing program have been
allocated to the development of this Toolkit.
The 87600 Industry Code is large and diverse. Examples of businesses within this code include fishing tours,
amusement parks, backcountry excursions, tour companies, campgrounds, water excursions, indoor playgrounds,
and more.
We have created this resource document to assist you in recognizing your workplace health and safety obligations
and to guide you through the creation and implementation of a health and safety program.

EMPLOYER’S STORY
Read about the circumstances behind this project.
— BY MICHAEL SHEPPARD, PRESIDENT, SCREAMWORKS —
We run a seasonal, event-based business called ScreamWorks and are open for less than two weeks a year.
Every season, we add new activities and in 2013 we added a zombie paintball shooting game. Zombie paintball is
a fast-growing trend in the industry and we felt it was a good fit for our business. Paintball was new to us, so we
purchased a system from a paintball company that claimed it had built many of these systems in the past. There
were numerous American companies that provided systems, but we wanted to keep it Canadian and that limited our
choices.
This system was a series of joined paintball guns hooked up through a single air pressure system. When it was
“on”, the system was charged (full of pressurized air) and customers could shoot at the zombies. Near the end of
the game, the operator would turn off the system and allow customers to continue shooting to bleed the guns of
any pressure. At this point, a staff member would play the role of a hero, run out and thank the players for saving
his/her life.
As this was a new activity for us, we had our employees run it for an entire weekend to practice and make sure
everything went according to plan before we allowed customers on it.
On October 12th, 2013, our manager placed a new employee in that area. Tragically, unlike all our practice runs,
the system still had some air pressure in the lines even though it was shut off. The operator asked the customers
to keep shooting the guns to release the pressure, but did not watch close enough to ensure that the pressure
was completely depleted. The operator then instructed all customers to stop shooting and raise their hands. Our
employee ran out to play the hero and even though customers were told to take their hands off the guns, one
customer shot at him and hit him in the eye. He lost his eye.

Link to AASP - See the full employer’s story

|3|

Occupational Health & Safety Toolkit

INTRODUCTION

Occupational Health & Safety Toolkit
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Whether you are self-employed or employ others, you have responsibility for the health and safety of everyone on your
worksite. Taking the necessary measures and implementing a health and safety program can help you meet both your
moral and legal responsibilities.

MORAL RESPONSIBILITIES
Enterprises have the moral responsibility to take reasonable and practical steps to protect everyone working on
their premises. It is “the right thing to do”.

LEGAL RESPONSIBILITIES
All Alberta employers, including businesses operating within the 87600 Code, must adhere to the Alberta
Occupational Health and Safety Legislation. Employers have the responsibility to protect everyone on their
worksite.
WCB Industry Code: 87600 Classification
Businesses in this industry include a variety of recreation facilities (outdoor/indoor), amusement
activities, adventure, hunting and guiding tours. Some operations belonging to this classification are:
• Operations of recreation vehicle or campsite parks
• Amusement parks which group together and operate, in whole or in part, a number of attractions such as
mechanical rides, amusement devices, refreshment stands, picnic grounds, etc.
• Guiding, trail rides, and pack trains are generally sightseeing tours into remote areas, often only on a
seasonal basis
• Fishing and hunting excursions
• Hot air ballooning for tours and commercial purposes such as advertising
• Operation of paintball and laser tag establishments whether indoor or outdoor
• Canoeing, hunting tours, dog sledding, white water rafting, hiking tours, cross-country ski tours, snowmobile
tours, and similar types of activities
• Trampoline parks and indoor playgrounds are indoor recreation facilities that typically charge admission to
use their facilities

Link to WCB Industry Code 87600
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INTERNAL RESPONSIBILITIES SYSTEM (IRS)
Occupational Health and Safety Legislation is founded on an
“Internal Responsibility System IRS)”. An IRS functions on the basis that
everyone is responsible for workplace health and safety. Employers and
workers each share in this responsibility, to their individual degree of
authority and control.

How does this apply to me if I don’t have any employees?

Everyone in the workplace contributes to health and safety. The responsibility for OHS grows
with each level of control and authority in the workplace. Regardless of your title, role or level of
responsibility, you must protect yourself and those around you. OHS legislation clearly outlines
obligations for self-employed persons. The information indicates that self-employed persons will
have to address both the employer and the worker obligations along with those outlined for selfemployed persons.

Did you know
Where there is a volunteer-employer relationship, the organization is responsible to
fulfill all employer responsibilities under the OHS legislation.

All of my people are unpaid or they are contracted/self-employed, am I off the hook?

No. OHS legislation imposes requirements on all work site parties. The roles of “employer” and
“worker” extend beyond a simple employee and employer relationship. In some instances, the
employer/self-employed person may also be the “supervisor” if they have charge of a work site or
authority over a worker; also requiring they comply with supervisor requirements.

Link to Summary of OHS Obligations/Responsibilities
Link to Bulletin- Employer’s Guide to OHS (LI009)
Link to Bulletin- Worker’s Guide to OHS (LI008)
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WHAT ARE THE BENEFITS
Continued Success
A lifetime of enjoying what you love and being able to share a safe experience with others.

Stronger Processes
When companies develop and effectively implement defined processes and systems it can increase productivity and
profitability by decreasing wasted time and resources. Health and safety practices should integrate into all other
company processes; therefore, benefiting all aspects of a company’s operations. Examples include hiring, training,
purchasing, communication, maintenance, and more.

Improved Morale
When employees feel the company has invested in their health, safety, and well-being, they typically feel valued.
Employees that feel valued are often happier and more confident in their job roles. Confident and happy workers tend to
be more committed to the success of the company and often stay with a company longer.

Better Product
When your business operations run smoothly and your employees
are happy it shows in the product you deliver, and directly affects
your customer’s experience.

The decision processes that provide
employees and customers with a safe
experience are identical to those
providing a quality experience.

Avoid Unnecessary Costs
Aside from direct costs stemming from workplace incidents such as legal costs, fines/penalties, and increased WCB
premiums, employers can also reduce and even eliminate other unnecessary indirect costs. Indirect costs are often
accepted as a cost of doing business, when they are a cost of not having strong operating procedures. Many indirect
costs stem from inadequate training, communication, supervision and enforcement.
EXAMPLES OF INDIRECT COSTS
■

Equipment damage

■

Employee turnover

■

Employee Absenteeism

■

Theft

■

Business disruptions

■

Retraining replacement workers

■

Overtime
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WHAT ARE THE BENEFITS
Reputation
Meeting your moral and legal responsibilities helps to protect your company’s social profile and reputation.
Most members within the focus of this project operate in smaller communities and employ neighbours, friends,
and family. In some cases, your own personal reputation or profile can also be affected, particularly in smaller
communities or industries.

Psychological Well-Being
Workplace incidents can have negative psychological effects. The psychological well-being of those involved,
management/ownership and all other employees, can be greatly affected when one of your own has been seriously
injured or worse.
The effects can extend to family members and entire communities in some cases. Some of the negative
psychological effects include guilt, survivor’s guilt and/or embarrassment, loss of business confidence, depression,
and excessive stress that can lead to other health issues.

Can having an H&S program really save my company money?

Yes. There are both direct and indirect costs that can be incurred for not having
an effective OHSMS.
For example, OHSMS training programs ensure the proper use of equipment
and are proven to prevent workplace incidents that result in costly insurance
premiums, fines and penalties.

Link to Work Safe BC Video- An Employer’s Story
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Campsites

Trailer Parks
White Water Rafting
Hot Air Ballooning
Paint Ball
Laser Tag
Amusement Park
Canoeing
Hunting Tours
Fishing Tours
Hiking Tours
Trail Rides
Dog Sledding
Snowmobile Tours
Go-Kart Tracks
Carnivals
Pack Trains
Trampoline Parks
Indoor Playgrounds
Boat Rentals & Tours

OHS

Legislation
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OHS LEGISLATION
THREE COMPONENTS OF OCCUPATIONAL HEALTH & SAFETY

OHS ACT
The Alberta OHS Act is the legal platform that gives the government authority to make
regulations and codes.

Link to OHS Act

OHS REGULATION
The Alberta OHS Regulation addresses requirements related to general administrative matters,
and health and safety rules and regulations.

Link to OHS Regulations

OHS CODE
The Alberta OHS Code provides detailed specified standards and rules for employers and workers
to follow. Following the main section
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LEGof
ISLthe
A IONrequired
(INSERamounts
details on acceptable limits for exposures,Tand
such as trained first aid
T SECTofIOitems
N
L E G IS L A
TAB)
personnel.
T IO
N

Link to OHS Code

The Albert
a Occupat
ional Heal
compone
th and Sa
Link to the OHS Code ExplanationntsGuide
, the Act,
fety Legisl
the Regula
legislation
ation is co
tion, and
mprised o
is the Inte
the Code
rn
f three m
al Respon
in the wo
. The foun
ain
sibility Sy
rkplace h
dation fo
stem (IRS)
as a role
r
all
. What th
to play in
is means
keeping w
is everyo
orkplaces
ne
safe and
health.
Act: The A
Access to OHS Legislation
lberta OH
S Act is th
make regu
e legal pla
lations an
tform at
d codes.
give
Employers are expected to provide employees
with access toththe
current
s the goveOHS legislation
rnment au
Link to OH
thority to
S
A
ct
in either paper and/or electronic format. The expectation is that everyone has access
and

knows how they can access the information.

Link to Purchase a

Regulatio
n: The Alb
erta OHS
health an
Regulatio
d safety ru
n address
les and re
es require
gulations.
ments rela
copy
the
OHS
Legislation
(Handbook)
Linof
ted to ge
k to OHS
neral adm
Regulatio
inistrative
ns
matters,
and

Alberta Labour and
the Ministry responsible for Occupational Health &
Code: Immigration,
The Albert
a OHS Co
for emplo is required
dto
e preview
Safety in our province,
rovides d OHS legislation and how it is administered
yers and
etailed sp
work rs to
ecified st
foRegulations
edules. Th the eOHS
llow. Follo
andarare
every five years.areInSchaddition,
annually.
ds anassessed
e Sc
win and Code
d

hedules p
g the mai
rules
exposure
n section
rovide sp
s, and req
ecific deta
of the Co
u
ir
e
d
p
am
de
e
ils
This means therersois
change.
obtain/reference
the
most
ounts Always
onto
nnecontinual
acce
of items sube sure
l.
N IC
ptable lim
E TO KN
ch as trai
OW
its for
n
e
d Printer.
current legislation
which
can
be
obtained
from
Queen’s
fi
rs
t
ai
d
The Minis
Link to OH
ter (OHS)
S Code
has a duty
OHS legisl
to ensure
ation and
the
its admin
Link to th
reviewed
istration
e OHS Co
every 5 ye
are
de Explan
ar
s,
an
an
nually a 3d publish
ation Guid
year plan
e
for a
Reg
Access to
OHS

ulations an
review of
the
d OHS Co
de.

Legislatio
n

|10|

Employers
are expect
ed to pro
electronic
vide emp
format. T
loyees wit
he expect
h access to
ation is

This mea
ns there is
continua
Always be
l change.
sure to ob
tain/refer
most curr
ence the
ent legisl
at
io
n. Legislat
obtained
ion can be
from the
Queen’s
Printer.

Commen
ted

PURPOSE OF THE OHS ACT

The Alberta OHS Act was revised in 2018. This was the most comprehensive update since 1976.
Although legislation is necessary to allow for prosecutions, the focus remains on ensuring workplaces are safe for
everyone.
The purpose of the 2018 Act is:
(a) the promotion and maintenance of the highest degree of physical, psychological
		
and social well-being of workers,
(b) to prevent work site incidents, injuries, illnesses and diseases,
(c) the protection of workers from factors and conditions adverse to their health
		
and safety,
(d) to ensure that all workers have
		
(i) the right to be informed of work site hazards and the means to eliminate or
			 control those hazards,
		
(ii) the right to meaningful participation in health and safety activities pertaining
			 to their work and work site, including the ability to express health and safety
			concerns,
		

(iii) the right to refuse dangerous work, and

		
		

(iv) the ability to work without being subject to discriminatory action for exercising a
right or fulfilling a duty imposed by this Act, the regulations or the OH&S code.

Link to Work Safe Alberta- 3 OHS Rights Bulletin

WHAT IS THE MEANING OF ‘WORK SITE’?
According to Alberta OHS legislation “work site” means a location where
a worker is, or is likely to be, engaged in any occupation and includes
any vehicle or mobile equipment used by a worker in an occupation.

(OHS Act Sec 1 (bbb) - Queen’s Printer 2018)
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OHS LEGISLATION
EMPLOYER’S OBLIGATIONS/RESPONSIBILITIES

OHS ACT PART 1, SECTION 3
(1)

Every employer shall ensure, as far as it is reasonably practicable for the employer to do so,
(a) the health and safety and welfare of

		

(i) workers engaged in the work of that employer,

		
		

(ii) those workers not engaged in the work of that employer but present at the work site at
which that work is being carried out, and

(iii) other persons at or in the vicinity of the work site who may be affected by hazards originating
		
from the work site,
(b) that the employer’s workers are aware of their rights and duties under this Act, the regulations
		
and the OHS code and of any health and safety issues arising from the work being conducted
		
at the work site,
(c) that none of the employer’s workers are subjected to or participate in harassment or violence
		
at the work site,
(d) that the employer’s workers are supervised by a person who
		

(i) is competent, and

		
(ii) is familiar with this Act, the regulations and the OHS code that apply to the work performed
			 at the work site,
(e) that the employer consults and cooperates with the joint work site health and safety committee
		
or the health and safety representative, as applicable, to exchange information on health and
		
safety matters and to resolve health and safety concerns,
(f)
		
		

that health and safety concerns raised by workers, supervisors, self-employed persons and
the joint work site health and safety committee or health and safety representative are resolved
in a timely manner, and

(g) that on a work site where a prime contractor is required, the prime contractor is advised of the
		
names of all of the supervisors of the workers.
(2)

Every employer shall ensure that workers are adequately trained in all matters necessary to protect
their health and safety, including before the worker
(a) begins performing a work activity,
(b) performs a new work activity, uses new equipment or performs new processes, or
(c) is moved to another area or work site.

(3)

Every employer shall cooperate with any person exercising a duty imposed by this Act, the
regulations and the OHS code.

(4) Every employer shall comply with this Act, the regulations and the OHS code.

Link to OHS Act
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SUPERVISOR’S OBLIGATIONS/RESPONSIBILITIES

OHS ACT PART 1, SECTION 3
(1) Every supervisor shall
(a) as far as it is reasonably practicable for the supervisor to do so,
		
(i) ensure that the supervisor is competent to supervise every worker under the
			 supervisor’s supervision,
		
(ii) take all precautions necessary to protect the health and safety of every worker under
			 the supervisor’s supervision,
		
(iii) ensure that a worker under the supervisor’s supervision works in the manner and in
			 accordance with the procedures and measures required by this Act, the regulations
			 and the OHS code,
		
(iv)
			
			
			

ensure that every worker under the supervisor’s supervision uses all hazard
controls, and properly uses or wears personal protective equipment designated or
provided by the employer or required to be used or worn by this Act, the
regulations or the OHS code, and

		
(v) ensure that none of the workers under the supervisor’s supervision are subjected to
			 or participate in harassment or violence at the work site,
(b) advise every worker under the supervisor’s supervision of all known or reasonably
		
foreseeable hazards to health and safety in the area where the worker is performing
		work,
(c) report to the employer a concern about an unsafe or harmful work site act that occurs or
		
has occurred or an unsafe or harmful work site condition that exists or has existed,
(d) cooperate with any person exercising a duty imposed by this Act, the regulations and
		
the OHS code, and
(e) comply with this Act, the regulations and the OHS code.
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OHS LEGISLATION
WORKER’S OBLIGATIONS/RESPONSIBILITIES

OHS ACT PART 1, SECTION 3
Every worker shall, while engaged in an occupation,
(a) take reasonable care to protect the health and safety of the worker and of other persons
		
at or in the vicinity of the work site while the worker is working,
(b) cooperate with the worker’s supervisor or employer or any other person for the
		
purposes of protecting the health and safety of
		

(i) the worker,

		

(ii) other workers engaged in the work of the employer, and

		
(iii) other workers not engaged in the work of that employer but present at the work site
			 at which that work is being carried out,LEGAL obligations &
(c)
		
		
		

at all times, when the nature of the work requires, use all devices and wear all personal
protective equipment designated and provided for the worker’s protection by the worker’s
employer or required to be used when worn by the worker by this Act, the regulations or
the OHS code,

(d) refrain from causing or participating in harassment or violence,
(e) report to the employer or supervisor a concern about an unsafe or harmful work site act
		
that occurs or has occurred or an unsafe or harmful work site condition that exists or has
		existed,
(f)
		

cooperate with any person exercising a duty imposed by this Act, the regulations and the
OHS code, and

(g) comply with this Act, the regulations and the OHS code.
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OTHER WORK SITE PARTIES’ OBLIGATIONS/RESPONSIBILITIES

PRIME CONTRACTOR
Every construction and oil and gas work site, or other work sites or class a work sites designated by OHS, must
designate a prime contractor, in writing.
Prime contractors are needed when there are two or more employers or self-employed persons, or one or
more employers and one or more self-employed persons, involved in the work at that work site.
To simplify this, construction and oil and gas work sites often have multiple employers or self-employed persons
present. Ultimately, OHS obligations must fall to at least one work site party.
In these types of situations, prime contractor status must be designated. On all other work sites, unless designated by
Occupational Health & Safety, OHS obligations fall to the employer in charge of that work site. Many of the employers
within the 87600 Code, would not need to worry about prime contractor designation unless of course they had a
construction project occurring on their property.

OTHERS
Also consider other obligations specific to your roles or operations outlined in Part 1, Section 3 of the OHS Act, such as
contractors, self-employed persons, temporary staffing agencies, suppliers, and more.

BOARD OF DIRECTORS
OHS Accountability is subject to the level of control, and the level of authority, each person has/had. Therefore, those
in high-level, decision-making positions must also ensure their decisions are focused on doing what is reasonably
practicable to protect any person on or near work sites/activities.

Link to OHS Act- To See All Obligations
Link to Work Safe Alberta- 3 OHS Rights Bulletin (LI008)
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OHS LEGISLATION
REPORTING INCIDENTS AND/OR INJURIES

SERIOUS INJURIES AND INCIDENTS
The employer must report serious injuries and incidents to the Occupational Health and Safety Contact Centre
as soon as possible.

Reportable incidents that are most likely to occur in 87600 industry:
■

The death of a worker

■

An injured/ill worker being admitted into the hospital for care (beyond an emergency department visit)

■

An unplanned or uncontrolled explosion, fire or flood that causes a serious injury or that had the potential of
causing serious injury

■

The collapse or upset of a crane, derrick or hoist

■

The collapse or failure of any component of a building or structure necessary for the structural integrity of the
building or structure

Link to OHS-Reporting and investigating bulletin LI016

NOTE: Reporting also includes other mining related incidents that are not likely to affect those
in the scope of this project.

Reports can be made by calling the 24-hr reporting line:

Alberta Occupational Health and Safety 1-866-415-8690 (24hrs)
The same phone number can be used for general OHS inquiries or requests.

POTENTIALLY SERIOUS INCIDENTS (PSI)
In addition to reporting serious injuries and incidents (noted above) employers must report any other injury or incident
that had the potential to cause serious injury but under the circumstances did not. An example could include a close
call or near miss event with the potential to have resulted in a serious injury.

Link to OHS- Further Information on PSIs
Link to OHS- On-line PSI Report Submission Form
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ROLES AND DUTIES OF OHS OFFICERS

WORKING WITH OHS OFFICERS
Employers and employees are expected to cooperate with OHS officers.

DIFFERENT TYPES OF OFFICERS/RESOURCES
`` Inspection
Respond to complaints received online or VIA OHS contact center
`` Internal Responsibility & Resolution Unit (IRRU)
• One group deals with harassment and discriminatory action complaints (DAC)
• One group deals with proactive and targeted inspections for a specific industry or group,
i.e. fuel and convenience stores, health care facilities, sand & gravel crushing operations
`` Mining
Engineers and officers, both conduct inspections
`` Investigation
Reactive involvement following an incident / injury / fatality

Link to OHS Bulletin- Roles & Duties of OHS Officers

If you have questions, or need further information, OHS officers can
help. OHS has created an online “ASK THE EXPERT” service.

Link to OHS- “Ask an Expert” On-line Submission Form

INTER JURISDICTIONAL RECOGNITION
OHS may approve an alternate standard or equipment that complies with regulations in
another Canadian jurisdiction if they determine it is equal to or exceeds the Alberta standard!
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OHS LEGISLATION
OHS ENFORCEMENT TOOLS

OHS officers use a wide range of enforcement and education tools and resources, including:
■

Attend and/or host meetings with staff or management

■

Provide health and safety presentations

■

Conduct inspections (investigations)

■

Issue orders for non-compliance including stop work, stop use

■

Serve violation tickets

■

Recommend and issue an administrative penalty (AP) for negligence or repeated/ongoing non-compliance

COMPLIANCE ORDERS
A written order requiring a person take specific measures, within a specified time limit, when an officer
considers it necessary to ensure compliance.

STOP WORK ORDERS
An order written when an officer feels that work site dangers exist. The order could require all or part of
the work be stopped, order the worker or other persons to leave the work site, and order other specified
actions.

STOP USE ORDERS
When an officer feels the equipment being used or that may be used at a work site is not in safe operating
condition or does not comply with the regulation or code; the officer can, in writing, specify actions to
address the source of danger. In these situations, employers cannot sell, rent, lease or otherwise transfer
this equipment to others for use.

ADMINISTRATIVE PENALTIES
Administrative penalties can range from $100-$1 million depending on the situation and violation. This
process is a civil action against a corporate entity that can be triggered by continuous non-compliance or
serious violations.

ACCEPTANCES
When an employer feels they are meeting health and safety expectations but are not in compliance
with the Alberta OHS legislation the employer can request an acceptance from OHS for a variation on
requirements.

Link to OHS- “Ask an Expert” Online Submission Form
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PENALTIES

PENALTY TYPES
Charges, penalties and convictions are public record and are posted online.

TYPES

DETAILS

RANGE OF PENALTIES

On the Spot
Ticketing

OHS officers have authority to write immediate on the
spot tickets for specific violations for both employers
and workers.

Administrative
Penalties

OHS officers can administer additional administrative
penalties for serious and repeat non-compliance.
There are multiple factors that are considered when
deciding administrative penalties and each will be
determined on a case-by-case basis.

These administrative penalties can be as
much as $10,000 per day per contravention.

Penalties for
Convictions

The OHS legislation also has legal penalties if you
or your employer break the rules of the OHS Act,
regulations or Code, or ignore what an officer says.
You and/or your employer could be charged and the
issues may be resolved in court.

Convictions on a first offense can lead to a
fine up to $500,000 plus $30,000 per day for
continuing offenses and/or a jail term of up to
six months per violation. A second conviction
can result in a fine of up to $1 million plus
$60,000 per day continuing offense and or
a jail term up to one year per violation. (plus
15% victim fine surcharge)

Other Penalties

For extreme situations where the employer has
reckless disregard for the health and safety of their
employees and others working in the area, they may
also be subject to Federal Criminal Code charges.

Reckless disregard for workplace health
and safety could possibly result in criminal
charges, a criminal record, and possibly
even jail time.

$100-$500 per violation

(Criminal Code of Canada, 217. Duty of persons
directing work)

Link to OHS- General Information on Administrative Penalties

RIGHT TO APPEAL
An employer, worker or affected party can contact Occupational Health and Safety and ask for a review of an order or
decision made by an OHS Officer. To apply for a review, a ‘Request for Director Review’ needs to be filled out by the
claimant and submitted within 30 days of receiving an order or decision.

Link to OHS- Request a Review Information Page
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PENALTIES

CRITICAL CONTRAVENTIONS SEEN BY OHS OFFICERS WITHIN THE 87600 CODE
CONTRAVENTION DETAILS

OHS REFERENCE

Vulnerable workers employed in any capacity who are at increased risk of
workplace injury and illness, such as:
young people under age 25, older workers over age 55, landed immigrants
of less than 5 years, Indigenous, new & inexperienced workers (less than 6
months), TFWs, workers with disabilities, students, low skilled workers etc.
Working from heights without the proper personal protective equipment,
training and skill set.

OHS Code Part 9 sec. 139, 140, 141

Working in or around power mobile equipment not equipped with proper
visibility/mirrors, backup alarms, spotters, workers trained in proper use of
hand signals, working in blind spots.

OHS Code Part 19

Power mobile equipment and proper ATV use

OHS Code Part 19

Tree care operations

OHS Code Part 39

Working in remote areas (e.g., trail rides) where access to first aid is
limited, telecommunications reception is poor or inadequate, terrain and/or
weather conditions are unpredictable.
Working Alone (broadly)

OHS Code Part 28

Working around any kind of unguarded moving parts or equipment.

OHS Code Part 22

Personal Protective Equipment (broadly)

OHS Code Part 18

In your industry, not having a comprehensive and thorough ERP with
adequately trained first aiders / responders.

OHS Code Part 7, sec. 115-118, and
Schedule 2

Link to OHS- Administrative Penalties
Link to OHS- Convictions Page
Link to OHS- Fatalities Investigation
Link to OHS Charges
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WORKERS’ COMPENSATION BOARD (WCB)

The WCB operates independently from Alberta Labour’s OHS program and have their own policies and procedures. The
function of WCB is to provide compensation and rehabilitation programs for job-related injuries and illnesses. Although
these two entities report to the same government minister and may collaborate on special projects, they function
independently.
Employers fund the WCB through premiums. Similar to other insurance coverages you may be familiar with, employers
pay a set premium which increase as claims costs increase. Employers with poor claims records pay more while those
with favourable claims experience may be offered discounts.

WCB legislation prohibits employers from bypassing the WCB processes.
In fact, employers can be charged for violations.

All medical expenses related to workplace illnesses and injuries, as well as related costs such as lost wages, must be
reported to WCB. Although the employer can choose to pay the worker directly, the costs will be added to the WCB claim
and the employer will be reimbursed for approved expenses.
Paying workers directly and not advising WCB is an offense!

Employers have 72 hours from the time they have been advised of an injury to submit the
Employer’s Report of Injury to WCB. An employer who does not comply can be fined.
The employer is also expected to advise the worker of their reporting requirements and ensure they
know how to access reporting options.
The WCB offers free workshops to employers throughout the year.
Visit the WCB website for schedules and registration.

Link to WCB Workshops & Seminars
Link to WCB- Alberta Worker’s Compensation Board’s Homepage
Link to WCB Form- WCB Employer Report of Injury & Instructions C040
Link to WCB Form- WCB Worker Report of Injury & Instructions C060

AASP offers a course for Ability Management - Effective Return to Work
(classroom or e-Learning)

Link to AASP training courses
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OHS LEGISLATION
WORKERS’ COMPENSATION BOARD (WCB)

WHAT TO REPORT TO WCB?
You need to submit a report to WCB if the accident investigation results or is likely to result in:
■■ Lost time or the need to temporarily or permanently modify work beyond the date of accident
■■ Death or permanent disability
(amputation, hearing loss, etc.)
■■ A disabling or potentially disabling condition caused by occupational exposure or activity
(poisoning, infection, respiratory disease, dermatitis, etc.)
■■ The need for medical treatment beyond first aid
(assessment by physician, physiotherapy, chiropractic, etc.)
■■ Related medical aid expenses
(dental treatment, eyeglass repair or replacement, prescription medications, etc.)

Link to WCB- Modified Work Information

MODIFIED WORK
The goal of WCB is to have injured and ill workers back to work as soon as they are medically able.
Often workers can return to work before they are fully healed with medically prescribed restrictions. These types of
work restrictions are referred to as modified duties or modified work.
As mentioned earlier, an employer’s WCB premiums increase based on their injury/illness claims. It is in the best
interest of all employers to implement a modified work program.

DID YOU KNOW
In Alberta, WCB and OHS operate independently of each other. This means that depending on the nature
of your incident/injury, you may need to report to both organizations.
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WORKERS’ COMPENSATION BOARD (WCB)

OCCUPATIONAL INJURY SERVICE (OIS) CLINICS
WCB has authorized and trained medical practitioners throughout the province to assist employers in effective back
to work plans. The contact information for the “Occupational Injury Service” (OIS) clinics can be found on the WCB
website. Prior to using the OIS clinics, employers must register for the program. There is no cost to register, and all
costs incurred afterwards are charged to the WCB claim.

Link to WCB- OIS Program Information
Link to WCB- On-line OIS Clinic Locater

OTHER GOVERNING BODIES
It is important to recognize other governing bodies that oversee your company’s operations and require that reports are
submitted appropriately. Depending on your specific operations, some of these may include:
■■ Alberta Transportation
■■ Transport Canada (TDG, Air-Traffic, etc.)
■■ Parks Canada
■■ Alberta Environment and Parks-Fish and Game
■■ Agriculture and Forestry (forest fires)
■■ SPCA-Humane Society
■■ Alberta Health Services
■■ Alberta Elevating Devices and Amusement Rides
Safety Association (AEDARSA).

If I have a serious incident why do I have to advise both WCB and OHS?

Both WCB and Alberta OHS have separate reporting requirements. If your incident meets the
reporting requirements for either or both, you are expected to comply. Alberta is unlike many
other provinces, in that these two services function independently.
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MEETING OBLIGATIONS

REASONABLY PRACTICABLE
“Reasonably practicable” is a term used in the OHS Act. It is a legislative “general duty” clause, or the expectation
for employers with respect to their workers’ health and safety.
Reasonably practicable could be measured through a reasonable person test or what a dozen of your industry
peers would consider reasonable and practical in similar circumstances.” Ideally, the results would be a balanced
judgement.
Doing what is reasonably practicable is based on your particular set of circumstances as well as legislative
requirements and industry best practices.
In short, if you consistently apply what is expected of you through legislation and implement everything reasonable
and practical based on your industry and changes to industry best practices, safety equipment, and general
equipment, you are likely meeting the requirements.
The suggested steps to take in doing what is reasonably practicable include:

1. Identifying all foreseeable risk
2. Carefully considering what is required by legislation
3. Determining how potential injuries or loss can be prevented
4.

Implementing a health and safety management system/program to
address the foreseeable risk

5. Monitoring the program for compliance and effectiveness
6.

Examining industry practices and other legislative requirements
relevant to your company’s operation

7. Consistently applying and enforcing the practices
8.

Implementing a process for continuous improvement, and making
changes as needed

9. Maintaining complete and accurate records

Link to OHS Bulletin / Reasonably Practicable (LI015-1)
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MEETING OBLIGATIONS

DUE DILIGENCE
Due diligence and ‘reasonably practicable’ are often used interchangeably, when in reality they are different.
`` Reasonably practicable is what one might be expected to accomplish based on their company’s set
of circumstances.
`` Due diligence is how one might be able to prove they have done what is reasonable and practical to meet the
requirements. A company may feel they are already doing what is reasonable and practical to prevent injury and
loss but may have a tough time proving it if something went wrong.

DUE DILIGENCE
“The ability to demonstrate that a person did what could reasonably be expected under their
circumstances, in order to satisfy a legal requirement”.

Link to OHS Bulletin / Due Diligence

Alberta OHS legislation allows for a “Due Diligence” defence should someone need to prove they did what was
reasonable and what was practical to protect their workers and prevent incidents; it is not a perfection standard.
Mounting a due diligence defence would involve proving you took all reasonable and practical measures to comply
with legislation, based on your particular set of circumstances.

Much of a due diligence defence will involve documentation (health and safety records), and
preventative/mitigating actions which MUST take place before an incident occurs!
Although the courts will be interested in the changes you are going to make going forward (to prevent repeated
incidents); during their decision-making process they are only concerned with the steps you took prior to the
incident occurring.
If you have ever heard the old adage “if it’s not on paper, it
never happened” this could not be more applicable than it is
when it comes to proving OHS due diligence.

Remember, due diligence is demonstrated before an
incident occurs!
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MEETING OBLIGATIONS

INCIDENT FLOW CHART

Incident Flow Chart
•
•
•
•
•
•

• Fatality
• Serious Injury/Illness (worker
admitted to hospital
• Unplanned/uncontrolled
explosion, fire or flood
• Collapse of a crane derrick or
hoist
• Collapse of building structure

Unsafe Act/Condition
Near Miss
Hazard
Property Damage
Injury
Work Refusal

• Report to Manager/Supervisor

• Report to Occupational Health

• Complete Internal investigation
• Investigation Form

• OHS Level Investigation
• Internal Investigation
• Work stoppage

Do Do
what
what
wewe
say,say,
NOT
NOT
what
what
wewe
do!do!
and
Safety

• Identify Root Causes
• Identify Corrective actions
• Implement Preventative Measures

• Management of Change
- Changes to Health and Safety Management
System
- Plan, Do, Check, Act

• Communicate to Worker
- Lessons Learned
- Safety Alert

± WCB Premiums
± Cultural behaviours
± Health and Safety Managing System

|26|

- Possible criminal charges
- Possible jail time, fines
+ Proof of due diligence

MEETING OBLIGATIONS

WORKING WITH OTHER WORK SITE PARTIES
Along with our moral obligation to not harm others, anyone working on or near a work site has legislated health and
safety obligations to others on or in the vicinity.
Obligations can vary significantly between companies and work sites. Some of the other parties to consider include:
■■ Other employers
■■ Contractors
■■ Self-employed persons,
■■ Suppliers/vendors,
■■ Visitors,
■■ Customers,
■■ Landowners,
■■ Volunteers and the public.

Who is responsible when it comes to my volunteer’s health and safety?

Everyone. The employer, the supervisor and the volunteer. The relationship is the same as an
employer – employee relationship.

The employer is ultimately responsible to do what is “reasonably practicable” to ensure the safety
and welfare of anyone in the vicinity of their work site that could be affected by hazards originating
from the work site.
These expectations are typically met by implementing an effective health and safety program that
addresses the safety of everyone on or near the work site.

I can’t be responsible for the H&S of contractors or emergency services that are on my site, can I ?

Yes, you can! If you are the employer or the person/company in charge of the work site you are
responsible for the H&S of everyone on the site. When you consider that our OHS legislation is
based on an internal responsibility system, everyone is responsible for anyone on the work site.
Nobody is exempt. However, should something go wrong, the degree of accountability will often
reflect the level of control each individual had at the time, not their position.
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OTHER WORK SITE PARTIES
WHO COULD BE PRESENT ON YOUR WORK SITE?

MULTIPLE OBLIGATIONS

There are situations where an
individual/company may hold
dual, and even multiple, sets of
responsibilities.

For example, self-employed persons can be both the employer and a worker. In these situations, legislation has outlined
MULTIPLE
expectations for meeting multiple obligations
andOBLIGATIONS
for situations where there are multiple employers on a work site with
There
are situations
the same obligations (See OHS Act Part 1,
Section
13). where an individual/company may hold dual, and even multiple, sets of responsibilities. For
example, self-employed persons can be both the employer and a worker. In these situations, legislation has

outlinedboth
expectations
for meeting
multiple obligations
for situations
there with
are multiple
When self-employed persons are considered
employer
and worker
they areand
expected
towhere
comply
both employers
sets on a
work site with the same obligations (See OHS Act Part 1, Section 13).
of requirements as if they were directly imposed on them (with only necessary modifications).
As mentioned, self-employed persons can be considered both employer and worker; therefore, they are expected
to comply with both sets of requirements as if they were directly imposed on them (with only necessary
modifications).

For further information about all obligations consult the following sections of the
OHS Act and OHS Regulation:
OHS Act 3 - Employers

FOR FURTHER INFORMATION SEE ALL OBLIGATIONS IN THE OHS ACT
OHS Act 3 - Employers
OHS Act 7 - Service providers
OHS Act 11 - Self-employed persons
OHS Act
4 -7
Supervisors
OHS Act 8 - Owners OHS Act 11
OHS- Act
12 - Temporary staffing
agencies
OHS
Act
- Service providers
Self-employed
persons
OHS Act 5 - Workers
OHS Act 9 - Contractors
OHS Act 13 - Multiple Obligations
OHS Act 6 - Suppliers
OHS Act 10 - Prime contractors

OHS Act 4 - Supervisors

All see:
Duties
OHS
Act
8 of
- WorkersOwnersOHS Regulation 14(1)

OHS Act 12 - Temporary staffing
agencies

OHS Act 5 - Workers

OHS Act 9 - Contractors

OHS Act 13 - Multiple Obligations

OHS Act 6 - Suppliers

OHS Act 10 - Prime contractors

OHS Regulation 14(1)
Duties of Workers
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OTHER WORK SITE PARTIES

DUTY TO PROVIDE HEALTH AND SAFETY INFORMATION TO OTHERS
OHS responsibilities include making health and safety information available to affected parties.

Dutyinclude
to provide
health
and safety
to others
`` The information must
work site
hazards,
and the information
preventative measures
(controls) needed
to safely navigateOHS
theresponsibilities
hazards.
include making health and safety information available to affected parties.
`` At a minimum, the controls
must include
practices
andhazards,
procedures,
as well as measures
any additional
controls
` The information
must include
work site
and the preventative
(controls)
needed
needed to protect others.
to safely navigate the hazards.
At amade
minimum,
the controls
must
includeand
practices
procedures, as well as any additional
`` The information must` be
available
to the
health
safetyand
committee/representative,
or thecontrols
workers
needed to protect others.
when there is no committee or representative. Information must also be made available to a prime contractor,
` The information must be made available to the health and safety committee/representative, or the workers
if there is one.

when there is no committee or representative. Information must also be made available to a prime contractor,
if there is one.

Employers, contractors and prime contractors must inform other parties that could be affected by potential or
Landowners,
and
prime contractors
inform
other partiesthese
that could
be affected
existing hazards on their
property,contracted
work site,companies,
or project.
Landowners
mustmust
also
communicate
hazards
to by
potential or existing hazards on their property, work site, or project.
anyone conducting work or reasonably anticipated to conduct work activities in relation to the land, infrastructure
Landowners
also communicate these hazards; to anyone conducting work or reasonably anticipated to
and any building or premises
on must
the land.
conduct work activities in relation to the land, infrastructure and any building or premises on the land.

When OHS legislation When
specifically
requires
an employer
a “Plan”, or “Procedure”, the information must be
OHS legislation
specifically
requirescreate
an employer
RIGHTS
made readily availablecreate
to thea workers
at the workthesite
and to the
and safetyWORKERS’
committee/representative,
when
“Plan”, or “Procedure”,
information
musthealth
be
•
Right to Know
made readily available to the workers at the work site and to
there is one.
the health and safety committee/representative, when there

•

Right to Participate

An example would include
is one.the employer’s requirement to
•
Right to Refuse Dangerous Work
WORKERS’ RIGHTS
establish an Emergency
“Plan”
(OHS
Code Part
7).
An Response
example would
include
the employer’s
requirement
to
(With the ability to do so without discrimination)
establish
an Emergency
(OHS Code Part 7). • Right to Know
The employer would have
to make
the planResponse
readily “Plan”
available
The
employer
would
have
to
make
the
plan
readily available
to workers.
• Right to Participate
to workers.
Suppliers, such as equipment
rental
companies,
must
to Refuse
Dangerous
Work
Suppliers, such as equipment rental companies, must provide •
theRight
end-user
with applicable
H&S information
provide the end-user with
applicable
whenever
the information exists. The information includes a copy (With
of thethe
manufacturer’s
along with
ability to do specifications,
so without discrimination)
safe use
H&S information whenever
theinstructions.
information exists. The
information includes a copy of
The employer must ensure workers and the health and safety committee/
the manufacturer’s specifications, along with safe use instructions.
representative have access to a current copy of the OHS Act, Regulations,
and the Code on paper, electronically, or in a downloadable format.

The employer must ensure
workers and the health and safety committee/
(See the Alberta OHS Act Part 2, for further details)
representative have access to a current copy of the OHS Act, Regulations,
and the Code on paper, electronically, or in a downloadable format.

(See the Alberta OHS Act Part 2, for further details)
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OTHER WORK SITE PARTIES

DUTY TO PROVIDE HEALTH AND SAFETY INFORMATION TO OTHERS
How do I provide my employees with a copy of the legislation when they are out and about all day?

There are a few options. I provide my staff with an electronic link to the legislation on our intranet.
For those that don’t have access to the Internet, I downloaded a PDF version onto their Smart
devices. I also keep a handbook version of the legislation in our office that anyone can access.

CONFIDENTIAL INFORMATION
`` Employers must not share confidential information about an identifiable person, such as health information.
`` Employers do not have to share other confidential information such as proprietary business information and
trade secrets.
Examples Available on Resource Page
T24- Due Diligence Checklist

AASP Resource Page - Templates and Samples
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HEALTH & SAFETY COMMITTEES (HSC) AND REPRESENTATIVES (HSR)

WHEN IS HEALTH & SAFETY COMMITTEE OR REPRESENTATIVE REQUIRED?
■

Whenever work is expected to last 90 days or more, the requirements to establish a
Health & Safety Committee (HSC) or implement an Health & Safety Representative (HSR)
must be addressed.

■

When 20 or more workers are present or expected to be present, an HSC must be established.

■

Sites with 5-19 workers present or expected to be present require an HSR.

■

The number of workers is determined by calculating the average number of full-time and part-time workers
on the work site, or expected to be on the work site, on a daily basis, on each working day.

■

The requirements are based on each work site, not the company’s overall operations
[see the OHS Act Part 5, Section 37(2) for more information].

BEST PRACTICE: Although legislation indicates that the HSC/HSR requirements are based on the number
of “workers”, the intent of the program reflects all employees and others representing the company.
When determining the scope of your HSC/HSR, all managers and supervisors must be included!

WORK SITE

Single employer 1-4 workers

REQUIREMENT
Meet OHS legislation
by implementing H&S
practices such as
conducting hazard
assessments.

WHO IS RESPONSIBLE

Employer

Single employer with 5-19 workers

HSR

Employer

Single employer with 20+ workers

HSC

Employer

HSR

Prime contractor (for oil and gas and
construction sites only). If no prime
contractors, HSR must be coordinated
and designated by all employers and
self-employed persons on the work site.

Work sites with multiple
employers, or self-employed
persons (or combinations of) with
5-19 workers
Work sites with multiple
employers, or self-employed
persons (or combinations of) with
20+ workers

Prime contractor (for oil and gas and
HSC
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construction sites only). If no prime
contractors, HSC must be coordinated
and established by all employers and selfemployed persons on the work site.
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REVIEW - FOUNDATIONAL TRAINING
HEALTH & SAFETY COMMITTEES (HSC) AND REPRESENTATIVES (HSR)
3. HSC/HSR LEGISLATION

FIGURE 1 - SINGLE EMPLOYER DECISION TREE

FIGURE
1 –EMPLOYER
SINGLEWITH
EMPLOYER
DECISION
TREE
(SINGLE
SINGLE OR MULTIPLE
WORK
SITES)
(SINGLE EMPLOYER WITH SINGLE OR MULTIPLE WORK SITES)

Does the employer have at least one work site where
work is expected to last 90 days or more?

No

Health & Safety
Representative or
Joint Work Site
Health & Safety
Committee not
required

Yes

Single Work Site

Multiple Work Sites
Requirements apply to
each Work Site

Yes

Yes

1-4 Workers

Health & Safety Representative or Joint
Work Site Health & Safety Committee not
required

5-19 Workers

Health & Safety Representative required

20+ Workers

Joint Work Site Health & Safety Committee
required

Work Site with
1-4 Workers

Health & Safety Representative or Joint
Work Site Health & Safety Committee not
required

Work Site with
5-19 Workers

Health & Safety Representative required at
each Work Site

Work Site with
20+ Workers

Joint Work Site Health & Safety Committee
required at each Work Site

(1) An employer may apply for an approval for variations to the form and function of the joint work site health
and safety committee under section 16(4) of the OHS Act or under section 17(1) for an alternative to a
health and safety representative. The alternative measure must ensure the health and safety of workers.
(1) An employer
apply
forisandefined
approvalinforsection
variations
to the of
form
of the joint
work site
health and
safety
committee
section 16(4) of the
(2) Amay
work
site
1(bbb)
theand
Actfunction
as a location
where
a worker
is, or
is likely
to be,under
engaged
OHS Act or under
section
17(1) for anand
alternative
to aany
health
and safety
representative.
The alternative
ensure
the health and safety of workers.
in any
occupation
includes
vehicle
or mobile
equipment
used by ameasure
workermust
in any
occupation.
(2) A work (3)
site is
defined
in section
1(bbb) of
Act as a location
where18
a worker
or is
likely
to be,that
engaged
any occupation
and includes
The
number
of workers
is the
determined
by section
of theis,Act
with
states
“the innumber
of workers
must any vehicle or
mobile equipment used by a worker in any occupation.
be determined by the average number of full-time and part-time workers employed by the employer and self(3) The number of workers is determined by section 18 of the Act with states that "the number of workers must be determined by the average number of fullemployed
persons by
at the
theemployer
work site
onself-employed
a daily basis
on each
working
day.”
time and part-time
workers employed
and
persons
at the
work site
on a daily basis on each working day."
(4) A self-employed
person
is defined
theisAct
as a person
who is engaged
in an
occupation
(4) A self-employed
person is defined
in section
1(qq) ofin
thesection
Act as a1(qq)
personofwho
engaged
in an occupation
but not in the
service
of an employer for that
but not in the service of an employer for that occupation.
occupation.

NOTES

JOINT WORK SITE H&S COMMITTEE / H&S REPRESENTATIVE MANDATORY TRAINING
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REVIEW - FOUNDATIONAL TRAINING
HEALTH & SAFETY COMMITTEES (HSC) AND REPRESENTATIVES (HSR)
3. HSC/HSR LEGISLATION

FIGURE 2 - MULTIPLE EMPLOYER DECISION TREE
FIGURE
2 –EMPLOYER
MULTIPLE
DECISION
TREE
(MULTIPLE
WITH EMPLOYER
SINGLE OR MULTIPLE
WORK SITES)
(MULTIPLE EMPLOYERS AND/OR SELF-EMPLOYED PERSON)

Are there two or more employers and/or self-employed persons at a work site where work is expected
to last 90 days or more?

No

see single
employer
decision tree

Yes
Prime Contractor
present

Multiple Work Sites
Requirements apply to
each Work Site

Yes

Yes

1-4 Workers

Health & Safety Representative or Joint
Work Site Health & Safety Committee not
required

5-19 Workers

The Prime Contractor must coordinate the
designation of a Health & Safety
Representative for the work site

20+ Workers

The Prime Contractor must coordinate the
establishment of a Joint Work Site Health &
Safety Committee

Work Site with
1-4 Workers

Health & Safety Representative or Joint
Work Site Health & Safety Committee not
required

Work Site with
5-19 Workers

All employers and self-employed persons
must coordinate the designation of a Health
& Safety Representative for the work site

Work Site with
20+ Workers

All employers and self-employed persons
must coordinate the establishment of a Joint
Work Site Health & Safety Committee for the
work site

NOTES
(1) An employer may apply for an approval for variations to the form and function of the joint work site health and safety committee under section 16(4) of
the OHS Act or under section 17(1) for an alternative to a health and safety representative. The alternative measure must ensure the health and safety of
workers.
(2) A work site is defined in section 1(bbb) of the Act as a location where a worker is, or is likely to be, engaged in any occupation and includes any vehicle
or mobile equipment used by a worker in any occupation.
(3) The number of workers is determined by section 18 of the Act with states that "the number of workers must be determined by the average number of fulltime and part-time workers employed by the employer and self-employed persons at the work site on a daily basis on each working day."
(4) Section 10(1) of the act requires that "every construction and oil and gas work site or class of work sites designated by a Director must have a prime
contractor if there are 2 or more employers or self-employed persons at the work site, or one or more employers and one or more self-employed persons
involved in work at that site.
(5) A self-employed person is defined in section 1(qq) of the act as "a person who is engaged in an occupation but not in the service of an employer for that
occupation".
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REVIEW - FOUNDATIONAL TRAINING
HEALTH & SAFETY COMMITTEES (HSC) AND REPRESENTATIVES (HSR)
3. HSC/HSR LEGISLATION

HS COMMITTEE
HS REPRESENTATIVE
How OR
to determine
the need of an HSSELECTION
Committee orCHART
HS Representative
Example

Worker Participation

Employer with 50 workers at one location
(e.g. small manufacturing company)

One Committee

Employer with 5,000 workers at one location
(e.g. large manufacturing company)

One Committee

Employer with 60 workers, evenly distributed at three
work sites

3 Committees, one at each site*

Employer with 60 workers at 10 locations, evenly distributed (e.g. restaurant chain)

10 Representatives*

Employer with 5,000 workers at 10 locations, more than
20 workers at each (e.g. school board)

10 Committees, one at each work site*

Employer with 1,000 workers at six locations, 990 at
one central site, two workers each at five sites (e.g. city
that operates landfill operations in addition to municipal
offices)

• One Committee at one work site
• Five work sites with no Committee or
Representative
• Workers are involved in hazard assessments**

Employer with 60 workers at 10 locations, unevenly distributed, 20 at one site, 12 at one site, 5 at three sites, 1
at one site (e.g. cement producer with manufacturing and
distribution work sites)

• One Committee at one work site
• One Representative at four work sites
• Five work sites with no Committee or
Representative
• Workers are involved in hazard assessments**

Employer with 20 workers at five work sites, evenly distributed (e.g. retail gas station franchise or small bakery
chain)

• No Committee or Representative
• Workers are involved in hazard assessments**

Employer with 20 workers, four at one location, 16 with
no fixed work site location (work at other employer's
work sites; e.g. an electrical contractor where the "work
site" may be a vehicle, a respite agency, telework)

• No Committee or Representative
• Workers are involved in hazard assessments**

* Under the new OHS Act, the employer is not responsible for coordinating the activities of multiple representatives or committees.
They can operate independently, depending on the needs of their work site.
** Employers of any size are required to protect the health and safety of all parties at their work sites. All workers, regardless of number,
also have health and safety rights and obligations.

JOINT WORK SITE H&S COMMITTEE| / H&S
| REPRESENTATIVE MANDATORY TRAINING
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HEALTH & SAFETY COMMITTEES (HSC) AND REPRESENTATIVES (HSR)

HSC/HSR TRAINING
The HSR and HSC employer and worker co-chairs must complete mandatory training as outlined by the Alberta
Government.
The mandatory training must be obtained from a certified training agency only. Currently the required training consists
of a 2-hour online introduction session, and a 6-hour classroom training or online course.

Link to AASP- Course Descriptions

The Health & Safety Representative and all HSC members can request further training needed to fulfill related
duties each year. With reasonable notice, the employer is expected to approve the training. The allowable amount
of time the employer must approve each year is the greater of 16 hours or the equivalent of two of the employee’s
normal work shifts.
The employer is expected to pay the HSR and HSC members (their regular rate of pay) for the time needed to fulfill
their duties, including the time needed to attend approved training.
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Code 87600

Campsites

Trailer Parks

White Water Rafting
Hot Air Ballooning
Paint Ball
Laser Tag
Amusement Parks
Canoeing
Hunting Tours
Fishing Tours
Hiking Tours
Trail Rides
Dog Sledding
Snowmobile Tours
Go-Kart Tracks
Carnivals
Pack Trains
Trampoline Parks
Indoor Playgrounds
Boat Rentals & Tours

Work Site

Safety Programs

Occupational Health & Safety Toolkit

SAFETY PROGR AMS
OVERVIEW

Employers with 20 or more employees must implement a health and safety program in conjunction with
their Health and Safety committee. At a minimum, the program must include the following:
■

OHS policy or similar commitment statement

■

Hazard assessment(s) and controls

■

Emergency response

■

Responsibilities of work site parties

■

Schedule and procedures for inspection

■

Procedures to deal with OHS issues when another employer or self-employed person works on site

■

Orientation and training

■

Incident investigation procedures

■

Procedure for worker participation

■

Requirement to review and revise the program:
`` Every 3 years
`` Whenever changing conditions create or could create hazards
(See OHS Code Part 5 37(1))

SMALL EMPLOYERS
At a minimum, small businesses are required to involve affected workers and the HSR in hazard assessment and
control, according to the OHS Regulations and Code.
To help effectively address all obligations, employers with less than 20 workers are encouraged to follow the same
practices expected of the larger employers. Implementing the same or similar processes will aid your company in
meeting the requirements and maintaining essential health and safety records, in case they are ever needed for due
diligence purposes.

I only have 3 employees, do I really need to do all of this?

The program requirements in Part 5 of the OHS Act are mandatory for employers with 20 or more
workers. As a smaller employer, you are still required to meet legislation and involve affected
workers in hazard identification and control activities. When the mandatory requirements have no
value to the health and safety of those on or near your work activities you can modify accordingly.
As a best practice you should consider addressing these mandatory requirements regardless of the
size of your organization.
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CREATING AND IMPLEMENTING A HEALTH & SAFETY PROGRAM

The following section is intended to guide you through the creation and implementation of the required H&S program
elements.
In all situations, legislation takes precedence over the information in this document.
Due to the vast nature of this project’s focus group, the application of these practices may vary slightly. Below are three
distinct work groups; however, it is likely your company will have similar roles and many other roles that will require you to
adjust your applications accordingly.
Three common examples in the recreational industry are:

Customer Service Employee

Tour Guide

Maintenance Worker

Do not forget others, such as office staff, manager/supervisors, trainers, cleaners, drivers, etc. You are
expected to adapt your program to address your people, your hazards, and your set of circumstances.

The information on the following pages has been divided into 3 or 4 sections, including purpose, requirements, other
considerations, and examples, when applicable.

Purpose
Provides a brief explanation of what is expected and why it might be beneficial.
Requirements
Outlines the minimum requirements outlined in legislation and reference materials when practical.
Other Considerations
Includes further information to assist you in the effective implementation and is based on best practices.
Examples
Displays relevant examples, when practical. This section will also provide lists of the various examples and
templates that have been provided to you for this project.
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SAFETY PROGR AMS
HEALTH & SAFETY POLICY/STATEMENT

PURPOSE
A health and safety policy outlines a company’s goals towards workplace health and safety, and sets the foundation for
the rest of the health and safety program.
Health and safety policies are sometimes referred to as the “H&S Mission Statement”, or the “H&S Commitment
Statement”. Regardless of its title, the intent remains the same: policies state management expectations!

REQUIREMENTS
The H&S Policy must outline the company’s policy (commitment) for protecting and maintaining the health and safety of
workers on the work site, including psychological and social well-being.
The policy must be in writing and made available to workers.

OTHER CONSIDERATIONS
While developing the H&S policy, consider including:
■■ Your company’s H&S goals.
■■ General H&S responsibilities that encompass all relevant parties. Such as:
“All employees and contracted personnel are expected to work in a safe manner that protects
the health and safety of everyone in the area”.
■■ The expectation for all (relevant parties) to comply with your company’s H&S program and legislation.
■■ The date the policy was signed.
■■ The printed name of the senior manager(s) providing the signature.

The most senior company representative will typically sign the policy.
Communicate the H&S policy to employees to ensure they recognize the policy, as well as the company’s commitment
to their health, safety, and well-being. Communicating the policy can also increase your employees’ recognition of how
the H&S policy and the H&S program applies to them.
Consider including a copy of the H&S policy in your new hire orientation package and posting it in a highly visible
location.
Consider having a senior manager sign a copy of the policy in front of employees, while communicating their
commitment.
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HEALTH & SAFETY POLICY/STATEMENT

EXAMPLE

HEALTH AND SAFETY POLICY STATEMENT
XYZ Company believes people are our most important asset, and remains committed to
protecting the physical, psychological, and social well-being of everyone working on or near
our work sites.

Workplace health and safety is a shared responsibility of managers, supervisors, workers,
and any other person working for XYZ. To assist everyone in fulfilling their roles, XYZ has
implemented a health and safety management system that reflects legislated expectations and
will monitor practices to ensure they remain current and reflective of XYZ work environments.

XYZ expects that each and every representative working for, or on behalf of, XYZ will fulfill
their assigned responsibilities. Simply, these responsibilities include conducting themselves in
a respectful manner that ensures they do not endanger or threaten the physical, psychological,
or social well-being of others.

When we commit to the legal and moral obligations outlined in our company policy, we can all
enjoy a safe, healthy and respectful workplace.

							May 15, 2019
							
							(insert name), President
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HAZARD ASSESSMENT AND CONTROL

PURPOSE
Your company’s H&S program should be company specific and based on your potential and
existing hazards. Conducting hazard assessments will guide your company to the creation of
an H&S program that focuses on the specific hazards created by your work activities or present
on your work sites.
Hazard assessments look at all aspects of your business activities to identify both existing and potential health and
safety hazards. The assessments must also take into consideration other locations where your employees will conduct
their job tasks.
After all job positions, work areas and equipment have been assessed for hazards, they should be analyzed
for safety control measures (controls).

REQUIREMENTS
ASSESSMENTS
Prior to the construction of a new work site and before work begins at a work site, the employer must conduct an
assessment of the existing and potential hazards.
The employer must prepare a report that includes:
`` Results of the hazard assessments (health and safety hazards)
`` Methods of control that will be applied to reduce hazard exposure
`` Date of the assessment or revision
The employer is expected to involve affected workers in both the hazard assessment process and in the
identification control measures.

CONTROLS
When an existing or potential hazard is identified during the hazard assessment process, measures must be taken
to prevent or reduce exposures using the hierarchy of controls.
There is a specific hierarchy of controls that must be followed when working to eliminate or at least reduce
potential exposures.
In other terms, you need to determine what is reasonable and what is praticable to protect the health and safety of
those on and in the vicinity of your work sites, and take action.
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REQUIREMENTS
HIERARCHY OF CONTROLS
When possible, hazards should be eliminated or substituted with less hazardous
products or procedures. Hazards that cannot be eliminated should be controlled by
applying necessary changes in the order listed below:
1. Engineering controls
2. Administrative controls
3. Personal Protective Equipment (PPE) controls
Remember: Controls can be, and often are, used in combination.

EMERGENCY CONTROLS
When emergency type situations require the elimination or control of a dangerous hazard, emergency control measures
can be taken under specified conditions.
In these situations, an employer can expose workers to the dangerous hazard for the immediate purpose of controlling
the hazard, if the following conditions are met:
`` Only the minimum number of workers necessary are exposed.
`` The worker(s) are competent to correct the dangerous condition.
`` Every reasonable effort is made to control the dangerous condition, while it is being corrected.

UPDATES & REVISIONS
The hazard assessments must be updated or repeated:
`` At reasonably practicable intervals to prevent the development of unsafe and unhealthy working conditions.
`` When a new work process is introduced.
`` When a work process or operation is changed.
`` Before the construction of a significant addition or alteration to a work site.
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OTHER CONSIDERATIONS
Consider implementing both formal and site-specific hazard assessments.
Formal hazard assessments look at the overall picture, while site-specific hazard assessments are applied at the
front-line. Site-specific hazard assessments help those conducting the job task(s) plan their work based on their
task/site related hazards.

Site-specific hazard assessments do not replace formal hazard assessments; they complement the overall
process. Employers should monitor site-specific hazard assessments and any new information should prompt
updates to the formal hazard assessments, and possibly identify gaps in your H&S program.

All hazard assessment processes should consider both health hazards and safety hazards. Health hazards can be
overlooked because often the negative impact is not seen for months and even years. Sometimes health hazards are not
related back to workplace exposures, because of the delayed onset of symptoms. Be sure to consider health hazards
along with safety hazards.

TYPES OF HAZARDS
HEALTH HAZARDS

SAFETY HAZARDS

Anything that could harm a person’s immediate
or long-term health.

Anything that could cause
injury or damage.

Exposure to excessive/prolonged noise

Slippery surfaces

Exposures to prolonged vibration

Moving equipment/vehicles

Exposures to fumes

Hot surfaces

Workplace harassment

Workplace violence

Repetitive motion

Flammable substances
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FORMAL HAZARD ASSESSMENT
Formal hazard assessments focus on all aspects of your company’s operations and
create a foundation for developing your H&S program.
Formal hazard assessments can be considered the backbone to your health and safety program. All elements of a
health and safety program should trace back to hazard(s) identified in the formal hazard assessments. Formal hazard
assessments can be completed on paper or electronically; however, must be readily available, and accessible by
workers.
Consider implementing an evaluation process that measures
the level of risk associated with each hazard. Measuring the
level of risk allows a company to allocate available resources
appropriately, starting with the higher risk areas.

When conducting formal hazard assessments, the evaluation process should be based on the potential hazards
(what could happen), and evaluated without any control measures implemented. Evaluating hazards in this manner will
assist you in better measuring risk and identifying the control measures needed for your particular hazards and level of
risk.

MULTIPLE WAYS TO MEASURE RISK.
Consider implementing a three-value system for each task-related hazard:
`` Likelihood

 Probability

`` Exposure

 Frequency

`` Consequence  Severity

Some companies will use a two-value system that simply looks at the likelihood and the potential consequences.
However, evaluating the frequency of exposure can better define the overall level of risk and allow for the
appropriate allocation of available resources.
BEST PRACTICE: Consider conducting an annual review and revision of the formal hazard assessments (if
revisions have not been prompted sooner by change).
Conducting an annual review and revision of the formal hazard assessments will help you identify any new
tasks or hazards, as well as deficient, redundant, or out-of-date controls.
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HAZARD ASSESSMENT TRAINING
Consider providing hazard assessment training to the individuals who will lead the formal hazard assessment process.
The Health & Safety Representative or HSC members will be expected to participate in hazard assessment activities.
Therefore, providing these individuals with training can be beneficial.

In addition, the employer is expected to involve affected workers in hazard assessment, processes
and training will likely extend beyond the HSR/HSC. Hazard assessment training is available through
third-party training companies, including Certifying Partners such as the Alberta Association for Safety
Partnerships (AASP).

FORMAL HAZARD ASSESSMENT PROCESS
The formal hazard assessment and control process can be simplified into three steps.
1. Identify what tasks will be conducted on behalf of your company.
2. Identify the potential health and safety hazards those conducting the
job tasks could be exposed to.
3. Identify means to eliminate or mitigate those exposures.

Identify Tasks

Identify Hazards

Identify Controls

Blade Guarding
(Engineering)

Operating push lawn
mower

Rotating Equipment
(Safety)

Excessive Noise
(Health)
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Training, maintenance, and
manufacturer's specifications
(Administrative)

Hearing Protection
(PPE)
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FORMAL HAZARD ASSESSMENT — WHERE TO START?
The best place to start is with your company’s organization chart. Doing so will prevent missing any groups or job
positions.
You can assess groups of personnel based on similar job tasks and hazard exposures. When you consider the work
environment, typical work tasks, and level of responsibility of each group, it is likely your company’s operations can be
assessed within a handful of formal hazard assessments.
For example, an entire accounting office could be included in one formal hazard assessment because they typically
conduct the same job tasks in the same work environment, even though their work activities produce different results.

Examples of Hazard Assessments for the Organizational Chart below
could include:
(based in an office)

1.

Senior management

2.

Office based personnel (with limited exposure to technical areas)

3.

Front-line supervisors

(in technical areas)

4.

Mobile personnel

(non-technical)

5.

Technical workers

(non-leadership roles)
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HAZARD ASSESSMENT EVALUATION
As mentioned previously, there is value in measuring the level of risk associated with each health and safety hazard.
The following diagram provides an example of a Risk Evaluation Tool.
It uses a three-value system (Likelihood Frequency, and Consequences) and is based
on a 1-5 scale for each value.
Using a tool such as this, when customized to the individual organization, will assist the
employer and the HSC/HSR in consistent evaluation processes.

SAMPLE RISK EVALUATION

Rating

5

4

3

2

1

Likelihood
Almost Certain

Frequently/
Weekly

Occasionally/
Monthly

Rating

5

4

3

Infrequently/
Quarterly

2

Rarely/Annually

1

Frequency

Rating

Continuous
or many
times per
day

5

Frequently/
Weekly

4

Occasionally/
Monthly

Consequence
Catastrophic

Health & Safety
Fatality,

3

Infrequently/
Quarterly

2

Rarely/
Annually

1

Serious

Moderate

Minor

Property

Very Serious
and potentially
irreversible effect
on the environment

Loss greater then
$1M

Disabling injury,
resulting in lost
time

Major long
term damage to
environment.

Loss of
$100K - $1M

Reportable
dangerous
occurrence or
chronic illness

Reportable
to regulatory
authorities

Medical aid with
lost time

Serious

Grievous
bodily injury
or permanent
disability
Major

Environment

Medium term
environmental
effect

Reputation
Very serious
incident
Negative
national media
coverage
Serious
incident
Negative
regional media
coverage

Loss of
$10K - $$100K

Moderate
incident
Minor loss of
confidence
with public/
customers

Medical aid with
no lost time

Short term effects
to the environment

Loss of
$1K - $10K

Minor incident

First Aid

Temporary effect
to the environment

Near Miss

No public
relations
impact

Easily reversible

Link to OHS- PIR Program
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HAZARD ASSESSMENT EVALUATION
Commonly, the evaluation process will also calculate an overall risk rating by either adding the 3- values together
(Example A below), or by calculating the average of the 3 values (Example B below). Either process can be effective in
helping to identify areas of concern and the higher risk areas, and provide direction when implementing needed control
measures.
Example A

Example B

Walking in Shop

Walking in Shop

L

E

C

Overall

Slippery Floor

3

3

4

10

Moving Vehicles

2

2

4

8

L

E

C

Overall

Slippery Floor

3

3

4

3.3

Moving Vehicles

2

2

4

2.7

BEST PRACTICE:
Formal hazard assessments should include an evaluation process. Companies that participate in the Partnerships
in Injury Reduction (PIR) program and maintain a Certificate of Recognition (COR), must use an evaluation system.

Link to OHS- PIR Program

SAMPLE FORMAL HAZARD ASSESSMENT
JOB HAZARD ASSESSMENT
Job:

Creation Date:

Complete by: (Name & Position)

Customer Service Reps

June 6, 2016

David J.- Cashier, Alisha G.- Call Centre Agent, Josh S. - Reception
Jon T. - HR Recruiter & HSC co-chair, Beth K. - OHS Lead

Page(s) = 2

Overall Level of Risk

Reason for Review

Job Task

Answering phones

Review Date: April 2, 2019
David J.- Cashier, Mel P..- Food & Beverage Manager, Alisha G.- Call Centre Agent,
Josh S. - Reception, Jon T. - HR Recruiter & HSC co-chair

_X_ Annual Review

Hazards

Potential Results

Incident Investigation

Likelihood/
Probability

Frequency of Consequence/
Exposure
Potential

New Task/Procedure

Overall Risk

Engineering
Controls

Poor Posture

Strains

2

2

2

6

Adjustable
work chair

Poor
workspace
design

Strains

2

1

2

6

Workstation
height,
remote head
set

Workplace
Violence/
Harassment

Stress/
Psychological
Injury

3

1

3

7

|50|

Other (explain)

Administrative
Controls

Ergonomic
assessment,
set-up and
training
Antiharassment
policy &
training

PPE
Controls

HAZARD ASSESSMENT AND CONTROL
SITE-SPECIFIC HAZARD ASSESSMENT
Site-specific hazard assessments are often referred to as
Field level hazard assessments
Pre-job hazard assessments, or
Tailgate/toolbox meetings.
Regardless of the title used, they serve the same purpose. They allow workers to assess their work, plan the safe
execution of the work, and communicate the plan to all affected workers before proceeding.
Site-specific hazard assessments are used by front-line workers to assess the job/tasks they are about to conduct.
The process allows workers to focus on high-risk tasks and changing work sites or conditions.
Site-specific hazard assessments can be applied to each job site, each
work day, or each work task based on the level of potential exposure.
Employers can choose a frequency that is reasonable and practical,
when applying these processes.
Site-specific hazard assessments are an effective tool to assist employers and employees in addressing changes to
work processes or operations, and when new work processes are introduced (as required by legislation). For this
reason, workers should repeat the assessments if things change during the execution of the initial plan, particularly
when new processes are introduced or processes change.

SITE-SPECIFIC HAZARD ASSESSMENT PROCESS

STEP 
• Stop work and
assess hazards
before anyone starts
or continues working

STEP 
• Identify hazards
and needed control
measures
• Plan the work with
affected workers

STEP 
• Communicate
hazards and needed
controls to everyone
affected
• Verify all needed
controls are in place
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SAMPLE SITE-SPECIFIC HAZARD ASSESSMENT
Site-specific hazard assessment and control
Company name: Glamping in Style
Work to be done: Unloading guests gear & transporting it to tent staging area
Task location:
Parking lot, pathway, stairs, and tent staging area.

Date of assessment:

May 2, 2019

Emergency meeting location: Muster area in staff parking lot

Identify the tasks and hazards below, and the plans to eliminate/control those hazards
Hazards

Plans to eliminate/control

(List all tasks/activities)

(List both health and safety hazards and consider
surrounding area)

Unload gear from vehicles

Heavy items, poor body positioning

Ask for assistance

Walk along pathway

Vehicle traffic, Uneven surfaces

Place pylons around pedestrian crosswalk, use crosswalk,
wear work boots that are fully tied up.

Climb stairs

Wet (dew) and uneven steps

Limit loads, slip resistant footwear, watch footing

Place items on tent staging platforms

Congestion and uneven ground

Enter from left and walk clockwise to assigned spot, stay on
groomed path.

Tasks

(List the controls for each hazard:
Eliminate, Engineering, Administrative, Personal Protective Equipment)

Please print and sign below (all members of the crew) prior to commencing work

By signing this form, you acknowledge that you understand the hazards and how to apply the methods to eliminate or control the hazards.

Worker’s name (Print)

Signature

Worker’s name (Print)

Signature

Joe Carrey

Joe Carrey

Joshua Metts

Joshua Metts

Alina Metts

Alina Metts

Coral Baker

Coral Baker

Supervisor’s name (Print)
Tim Greenwood

Supervisor’s signature
T. Greenwood

Additional Notes: There were coyotes spotted in the area last night, advise your supervisor if you spot them today.

CONTROL MEASURES
An employer must apply the hierarchy of controls when trying to eliminate or mitigate exposure to workplace hazards.
The three main categories of hazard control measures include engineering, administrative, and personal protective
equipment (PPE).

ENGINEERING
Engineering controls reduce exposures through the elimination, substitution, or the design of a work environment.
Examples:

Elimination:

Completely removing the hazard or the source of the hazard from the work site

Substitution:

Exchanging a flammable chemical for a product that is non-flammable

Design: 		
				

Arranging a workspace to prevent two incompatible processes from interfering with
each other, or hazards from reaching people
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CONTROL MEASURES
ADMINISTRATIVE MEASURES
Administrative controls focus on a person’s actions; directing someone to do something safely.
Examples: Safe work practices/procedures outlining expected job task requirements.
Proper chemical use training.
Equipment maintenance programs.

PERSONAL PROTECTIVE EQUIPMENT (PPE)
PPE control measures are barrier worn by the worker to prevent or limit exposure to hazards.
Examples: Safety glasses, safety helmets, chemical gloves,
ice cleats, reflective clothing, and thermal outerwear

COMBINATIONS OF CONTROLS
You must first attempt to eliminate a hazard from your work site. If you cannot eliminate the hazard or find a
non-hazardous substitute, you will need to mitigate exposure for your workers.

`` When elimination or substitution are not practical, other engineering actions must be considered such
as isolation, relocation, ventilation/extraction systems, lighting, guarding, etc.
Examples:
Ergonomically correct workstation, lighting and temperature controls,
anti-fatigue mats, headsets…
Guardrails, barricades, tie-off points...
Machine guarding, equipment isolation, spill containment units...
`` After exhausting all reasonable and practical engineering type controls, administrative controls must
be considered. Administrative controls include your company’s policies, procedures, and training. Other
administrative controls can include inspection and maintenance programs, as well as signage,
supervision and enforcement, and other monitoring practices.
Examples:
Stretching breaks, workplace violence prevention program,
working alone procedures, training…
Training, procedures, CSA standards, work schedules,
scope of work, emergency planning…
Training, journeyman certifications, inspections,
equipment maintenance programs…
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COMBINATIONS OF CONTROLS
`` Once you have exhausted all reasonable and practical engineering and administrative controls, consider
PPE devices to prevent exposure to potential and residual hazards. PPE devices are worn by the worker
and do nothing to eliminate the hazard in the workplace; therefore, they are the least effective of all
control measures. PPE devices also rely heavily on the user to ensure they maintain the PPE and
remember to apply it correctly each time. For these reasons, PPE is thought to be the least effective of all
control measures however are often required in efforts to reduce worker exposure.
Examples:
Personal Protective Equipment
Seat belts, helmets, reflective clothing…

How do I involve my staff in hazard assessment activities?

We have weekly safety meetings and our staff members sit together to talk about our job tasks, and
update the hazard assessments for each area. Each of the staff members will then fill out a hazard
assessment and add what information they determine needs to be added, followed by a group
review. (Cobbs Adventure Park)

AASP Resource Page - Templates and Samples
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PURPOSE
An Emergency Response Plan (ERP) can help a company take action during
emergencies and to prevent further loss or injury. Preparation includes planning,
designating specific individuals, providing equipment and training, and practicing the plan.

REQUIREMENTS
Employers must prepare an Emergency Response Plan (ERP) for responding to potential emergencies that may require
a rescue or an evacuation. Affected workers must be involved in establishing the ERP. Employers must ensure the ERP
remains current.
The ERP must include:
• Identification of all potential emergencies.

• Location and use of emergency facilities.

• Procedures for dealing with the identified
emergencies.

• Fire protection requirements.

• Identify required emergency equipment, as well as
the equipment location and operational
procedures.
• Emergency response training requirements.

• Alarm and emergency
communication requirements.
• First aid services required.
• Procedures for rescue and evacuation.
• Designated rescue and evacuation workers.

The employer must designate workers who will provide rescue services and supervise evacuation
procedures during an emergency.
Designated rescuers or emergency workers need to be trained in emergency response, which includes exercises
that simulate the potential emergencies identified in the ERP. Training must be repeated at intervals required to
ensure these individuals remain competent to carry out their duties.

OTHER CONSIDERATIONS
ACCESS TO ERP
Emergency response plans should be written in an easy to understand and easy to follow format.
All plans and procedures required by legislation, such as the ERP, must be readily available to anyone affected by
potential emergencies such as workers and the HSR/HSC.
Keep copies of the ERP in accessible locations for reference and communicate the location to employees. Emergencies
can often be chaotic or even unpleasant, making copies readily available could allow individuals to reference the
material, if time permits. Be sure to communicate to all employees every location where they have access to the ERP
information, because the easiest location may not be the most appropriate in an emergency situation.
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OTHER CONSIDERATIONS
ACCESS TO ERP
If you have an internal web page, consider posting a copy of your ERP online. Electronic access can be helpful if
senior management is off site, or workers require further information after an evacuation. Be sure to keep all electronic
copies of the ERP updated whenever you make changes.

TRAINING
• Provide appropriate ERP training to all affected persons, based on their potential level of involvement.
• Provide key responders with appropriate training needed to fulfill their assigned roles, such as those expected to
provide first aid care, rescue services, or oversee evacuations.
• In addition to initial ERP training, consider reviewing various pieces of the ERP with employees on an ongoing basis to
help increase awareness and confidence.
• Ensure the appropriate number of first-aid trained personnel are available on site, as required by OHS legislation.
See OHS CodeSchedule
Part 11
OCCUPATIONAL HEALTH AND SAFETY CODE
2 and Schedule 2, for requirements.
AR 87/2009
• Consider training people as back-up responders for key response roles. Training back-up responders can
help ensure trained
are aid
on-site,
and assist the
if ever required.
Tablepersonnel
5
First
requirements
forinitial
low responder
hazard work
[ See sections 178, 181(1) ]

Number
of
SAMPLE
workers at work
site per shift
1
2–9

OF FIRST
AIDsite
REQUIREMENTS
(see
Schedule
2) (more
Close work
Distant work
siteOHS Code,
Isolated
work site
(up to 20 minutes)

(20 – 40 minutes)

Type P First Aid Kit
No. 1 First Aid Kit

Type P First Aid Kit
1 Emergency First Aider
No. 2 First Aid Kit
10 – 49
1 Emergency First Aider
1 Emergency First Aider
No. 1 First Aid Kit
No. 2 First Aid Kit
50 – 99
1 Emergency First Aider
1 Emergency First Aider
1 Standard First Aider
1 Standard First Aider
No. 2 First Aid Kit
No. 2 First Aid Kit
100 – 199
1 Emergency First Aider
1 Emergency First Aider
2 Standard First Aiders
2 Standard First Aiders
No. 3 First Aid Kit
No. 3 First Aid Kit
3 blankets, stretcher,
Designated area for
splints
first aid services
Designated area for
first aid services
200 or more
1 Emergency First Aider
1 Emergency First Aider
2 Standard First Aiders
2 Standard First Aiders
Plus
Plus
1 Standard First Aider for
1 Standard First Aider for
each additional increment each additional increment
of 1 to 100 workers
of 1 to 100 workers
No. 3 First Aid Kit
No. 3 First Aid Kit
3 blankets, stretcher,
Designated area
splints
for first aid services
Designated area
for first aid services
Note: Number of first aiders indicated is for a shift at all times.
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than 40 minutes)

Type P First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
2 Standard First Aiders
No. 2 First Aid Kit
3 Standard First Aiders
No. 3 First Aid Kit
3 blankets, stretcher,
splints
Designated area for
first aid services
3 Standard First Aiders
Plus
1 Standard First Aider for
each additional increment
of 1 to 100 workers
No. 3 First Aid Kit
3 blankets, stretcher,
splints
Designated area
for first aid services

EMERGENCY RESPONSE

OTHER CONSIDERATIONS
There may be value in assigning key response roles to a specific job position or job group, rather than individual
people.
When you assign key response roles to specific people there is more room for error if the person leaves the company.
If you are going to assign key ERP responsibilities to job positions/roles, include training requirements for these extra
responsibilities into the new hire packages to ensure the new hire is provided the needed training in a timely manner.

Do I have to train my staff on first aid when they are only in the office for a few hours each day?

Yes. The legislation applies at all times. If the number of people you have on site varies throughout
the workday, your first-aid numbers can be adjusted accordingly.

OTHER SERVICES
The Alberta Emergency Management Agency, under the authority of the Emergency Management Act, leads the
coordination and cooperation of all organizations involved in emergencies and disasters.
This includes:
■■ Emergency & disaster prevention
■■ Emergency & disaster preparedness
■■ Emergency & disaster response

The agency also works to ensure vital public services, such
as government services and first responders, are available
during a crisis. To connect with one of their offices, visit
AEMA regional offices.

Link to Alberta Emergency Management Agency (AEMA) Website
Link to Canadian Red Cross- Types of Emergencies
Link to Canadian Red Cross Emergency Preparedness and Recovery
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TEST THE PLAN
Conduct practice emergency response exercises (such as drills) to test the ERP’s effectiveness and address any
deficiencies found. Conducting emergency response exercises help to fine-tune the plan and prepare people to fulfill
their response roles.
Consider expanding response exercises to measure all type of potential emergency situations. Often companies
practice only evacuation exercises when it is more likely they could experience a serious medical/injury, or violence
situation. The different exercises can be practiced over time, to prevent employee confusion. Be sure to test all parts of
your plan!

Following all emergency response exercises and real emergencies, conduct an assessment of the ERP’s
effectiveness and make any needed changes. It is beneficial to hold a quick debrief with at least key
personnel from all areas to see what went well and what parts of the plan require attention.
Once the deficiencies have been identified and addressed, be sure to communicate to employees the results of the
exercise, including what went well and where improvements are being made. Consider posting the results using a format
document such as the Drill Report Template available on the resource page.

AASP Resource Page - Templates and Samples
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SAMPLE ERP - PAGE 1
(Source Queen’s Printer 2018- Explanation Guide)
EXAMPLE OF SIMPLE ERP FOR FIRE (SOURCE QUEEN’S PRINTER 2018- EXPLANATION GUIDE)
Figure 7.1 Example of an Emergency Response Plan—A & B Insurance Co.

Potential emergencies
(based on hazard assessment)

The following are identified potential emergencies:
§ Fire

Emergency procedures

In the event of a fire occurring within or affecting the work site,
the Fire Warden (or deputy) makes the following decisions and
ensures the appropriate key steps are taken:
§ advise all personnel
§ pull the fire alarm to alert the nearest fire station and
initiate all fire alarms within the building
§ evacuate all persons to a safe point in the staff parking lot
and account for everyone including visitors and clients

Location of emergency equipment

Emergency equipment is located at:
§ Fire Alarm
• 1—at the reception desk
• 1—by the back door

Workers trained in the use of
emergency equipment

Emergency response training
requirements

Location and use of emergency
facilities

§

Fire Extinguisher
• 1—in the office hallway

§

Fire Hose
• 1—in the office hallway next to the fire extinguisher

§

Panic Alarm Button
• 1—at the main reception desk under the computer

(1) Smokey Bear
(2) Joe Smith
(3)
(4)
Type of training
§
§

Use of fire extinguishers
Practice fire drills

Frequency
§
§

Orientation and annually
At the call of building
management

The nearest emergency services are located at:
§ Fire station: 10 Fire Street—2 blocks east
§ Ambulance: 40 Sun Street—10 blocks south
§ Police: 1 Police Plaza—20 blocks west
§ Hospital: 101 Hospital Avenue—4 blocks east
§ Other:
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SAMPLE ERP

- PAGE 2

(Source: Queen’s Printer 2018- Explanation Guide)

Fire protection requirements

§

Sprinkler systems are located in all rooms at the work site

Alarm and emergency
communication requirements

§

Pulling the fire alarm automatically alerts the fire
department and initiates an alarm within the building
The fire alarm signal is intermittent sharp beeps

§
First aid

First aid supplies are located at:
§ Type No. 1 First Aid Kit at the main reception desk
§ Blankets in the storage room
First Aiders are:
§ Will B. Safe (Standard First Aider)
§ Sun Shine (Emergency First Aider)
Transportation for ill or injured workers is by ambulance. Call
911

Procedures for rescue and
evacuation

In case of fire:
§ Advise all personnel
§ Pull the fire alarm
§ Evacuate all persons to a safe point in the staff parking lot
and account for everyone including visitors and clients
§ Assist ill or injured workers to evacuate the building
§ Provide first aid to injured workers if required
§ Call 911 to arrange for transportation of ill or injured
workers to the nearest health care facility if required

Designated rescue and evacuation
workers

The following workers are trained in rescue and evacuation:
§ Smokey Bear (Fire Warden)
§ Joe Smith (Deputy Fire Warden)
§ Will B. Safe (Standard First Aider)
§ Sun Shine (Emergency First Aider)

Completed on:
Signed:

______________________________________
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EVENT PLANNING
There are many aspects to planning an event. Whether your event is a festival, parade, concert, open house, etc.
the safety of those working and participating must be considered.
Of course the initial questions will be focused on where and when it will be held, who will come, and how weather could
affect the outcome. Every desired outcome of the event will affect how it must be planned and executed, to prevent
undesired outcomes.
EVENT PLANNING
Employers,
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Link to Calgary Fire Department- Indoor Event Requirements
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FESTIVAL AND EVENT ORGANIZER’S EMERGENCY RESPONSE PLAN GUIDE
(Source: City of Calgary}

Introduction
Events registered with the City of Calgary are obligated to prepare an emergency response plan
(ERP). Such plans need to be created to prepare for and respond to potential emergencies
involving fire, flooding, severe weather, bomb threat, medical emergency, power outage, gas
leak, violence or other threats in a timely and effective manner.
This suggested ERP events guideline includes an event description; plan scope and
administration; hazard identification and mitigation; roles and responsibilities; external
resources; site plan; medical, safety and security plans; communication plan, activation and
response; VIP list and coordination plan; vehicle and pedestrian traffic plan; and education and
training.
The purpose of this guide is to;




Aid event organizers in developing comprehensive and consistent emergency response
plans
Emphasize the importance of preparing for an emergency before an incident occurs
Increase the safety of citizens during special events

These guidelines have been developed with reference to the Alberta Emergency Management
Agency’s Emergency Response and Planning for Mass Gatherings, the Canadian Standards
Association’s Emergency Management and Business Continuity Programs (CSA- Z1600) and
Emergency Preparedness and Response (CSA- Z731).

Link to City of Calgary Event Planning
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FESTIVAL AND EVENT ORGANIZER’S EMERGENCY RESPONSE PLAN GUIDE
(Source: City of Calgary}

Plan Contents
1. Event Description
The event description should include the event date(s) and times, location(s) specifying aspects
of the event that will be indoors and/or outdoors, expected attendance numbers and
demographic of attendees, parking details, set-up and take-down times, what kind (if any) food
will be provided, and whether or not alcohol will be served.

2. Plan Scope and Administration
Indicate the parameters the ERP, what it covers and what it does not cover (ie: events, times,
dates, etc.) If there is an existing site ERP, this plan must also be referenced and/or
incorporated. Also, list who is responsible for maintaining or updating the ERP and to whom the
ERP will be distributed.

3. Hazard Identification and Mitigation
Based on the type of event, venue and audience identify hazards, risks and threats and develop
a mitigation plan for the protection of life, property and the environment.
Include a lost child/persons procedure in this section as well. Ensure monitoring of weather,
flooding potential, news and social media for potential impacts or risks to the event.

4. Roles and Responsibilities
Roles and responsibilities during an emergency or disaster should be clearly outlined. The plan
should identify each responder's position, duties and reporting relationship. Sufficient details
should be provided to ensure that all critical activities are covered. Flow charts and action
checklists are valuable for communicating activation procedures, condensing information and
making decisions. If checklists are used, they should contain sufficient detail to ensure that all
crucial activities are considered.
Determine incident command and control, and how emergency responders will communicate.
A contact list should also be created including all key personnel, which should list contact
names, a brief description of the roles and responsibilities of each contact, and contact
information.
In the event of an emergency one or two event personnel may be required to liaison with the
agency in command of the incident (Fire, Police, EMS, etc.). These personnel will not be able to
perform other duties during this time.
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FESTIVAL AND EVENT ORGANIZER’S EMERGENCY RESPONSE PLAN GUIDE
(Source: City of Calgary}

5. External Resources
This section will identify external resources and should include the names of contacts,
telephone numbers and email addresses if possible. Include appropriate resources such as fire
departments, police, municipal agencies, hospitals, doctors, weather information service and
news media.

6. Site Plan
Include a site/facility map(s) and if applicable, a list of onsite chemicals or other hazards.
Emergency shutdown procedures should be developed as well as an emergency evacuation
plan for people and temporary infrastructure showing all escape routes. The following elements
must be considered when developing evacuation plans: onsite alarm system; maps showing
both the primary and alternate evacuation routes and crowd flow diagrams; designation of
primary as well as alternate offsite muster points; designation of personnel responsible for
checking the evacuation area and for taking head counts at the assembly area to ensure that
the area has been safely evacuated; designation of emergency escape equipment; and
procedures to increase the degree/extent of areas to be evacuated if the emergency situation
escalates.

7. Medical, Safety and Security Plans
Identify Emergency Medical Service providers and ensure training for all other first aid
providers, and develop a mass casualty plan. Have on hand easily accessible emergency
equipment. Identify provision of security services and the number of security staff required in
support of the event. Identify the requirement for Calgary Police Service / Pay Duty.

8. Communication Plan
In an emergency, information must be communicated quickly and accurately. The purpose of
the communications plan is to establish an effective emergency communication network and a
procedure for the prompt notification of individuals and agencies involved in an emergency
response. All media communication should be coordinated with the Incident Commander or
the Calgary Emergency Operations Centre.
Ensure contact lists and numbers are readily available for all event organizers and emergency
coordination and response personnel.
Determine what public communication systems will be used and how emergency
communications will be made to event attendees (including developing pre-planned messages
for staff and public in the event of an emergency).
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FESTIVAL AND EVENT ORGANIZER’S EMERGENCY RESPONSE PLAN GUIDE
(Source: City of Calgary}

Determine how and who will manage media and initiate call outs to individuals on the contact
list(s).
The ERP should identify communication system responsibilities and personnel, including: a
spokesperson(s) to facilitate initial and subsequent communications with internal personnel,
responders, the media, attendees, etc.; a spokesperson(s) to communicate with personnel
responsible for advising the public and others that an emergency has ended; the notification
procedure to be used in emergency scenarios, which can include flow charts and checklists; and
the communications tools to be used during an emergency (e.g., two-way radios, cellular
telephones, public warning systems). To prevent system breakdown, an alternate person
should be designated for each key position of designated responsibility.

9. Plan Activation and Response
Identify under which conditions, such as a bomb threat or gas leak, the ERP will be activated,
and which people will have the authority to activate the ERP. If an emergency occurs The City of
Calgary Emergency Responders will take an incident command role and emergency response
efforts will be directed by the incident commander.
The ERP should include an Emergency Action Checklist. The action items may include the
following: identify the nature of the emergency and ascertain if there are casualties; locate the
source, the area of immediate risk and the potential for escalation; raise the alarm, alert
emergency services and activate the appropriate warning system; mobilize the appropriate
resources to isolate the hazard as far as possible and to implement first aid remedial actions;
arrange to account for personnel and to log events; activate emergency communications plan;
liaise with emergency services personnel, and cooperate as required; call for further emergency
assistance as may be necessary; monitor developments and ensure that the means of giving
and receiving information, advice and assistance are functioning effectively, including that
related to public relations; deactivation of the plan.

10.

VIP List and Coordination Plan

List VIPs and any special considerations or procedures that are required for these attendees. If
there are security risks to any VIPs this matter will have to be coordinated directly with Calgary
Police Service.

11.

Vehicle and Pedestrian Traffic Plan

Determine if and how traffic control is required. Ensure unimpeded access for emergency
services at all times and there is a permitted and approved roads plan.
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FESTIVAL AND EVENT ORGANIZER’S EMERGENCY RESPONSE PLAN GUIDE
(Source: City of Calgary}

A pedestrian traffic plan is required when the movement of people in and around the event
poses a possible risk to public safety. A transit plan should also be considered if the service is
impacted as a result of the event.

12.

Education and Training

Competency in responding to emergency incidents requires a complete understanding of the
roles and duties of each person responsible on the team. Comprehensive training in the use of
emergency response equipment and tactics is necessary to ensure the best response capability.
Practical discussion, table tops or simulation exercises should take place with all personnel who
have roles and responsibilities outlined in the ERP. The purpose of this is to familiarize
personnel with their responsibilities and the site(s), and evaluate: the practicality of the ERP,
adequacy of communications and interactions among parties, emergency equipment
effectiveness, adequacy of first aid and rescue procedures, and evacuation and personnel count
procedures. Training records should be maintained. The amount and frequency of training will
depend on such factors as procedures, roles and responsibilities, size and scope of the event,
risk factors, regulatory requirements, equipment and lessons learned from previous response
activities. Provision for training is an integral part of a complete ERP.

Appendix
Additional information referenced in the Plan Content sections may be attached in the
Appendix section.

AASP Resource Page - Templates and Samples

|66|

Page 7

RESPONSIBILITIES OF WORK SITE PARTIES

PURPOSE
As you endeavour to meet your OHS requirements/obligations, it is beneficial to outline
expectations and define processes for everyone involved. Implementing an H&S program for
your employees, based on an internal responsibility system (IRS), is a great place to start.
While you define your processes, you must also consider others that could be at (or in) the
vicinity of your work site(s). The focus should be to prevent possible exposure to the hazards
on, or created by your work site(s).
Other work site parties you must consider include:
■

Contracted companies or workers (temporary labour)

■

Self-employed persons

■

Visitors and the public

Depending on your operations, others you may need to consider include:
■

Prime Contractors

■

Suppliers/vendors

■

Landowners.

DEFINITIONS
Employer
A person who employs or engages one or more workers, including a person who employs or engages workers from
a temporary staffing agency.
Contractor
A person, partnership or group of persons who through a contract, an agreement or ownership, directs the
activities of one or more employers or self-employed persons involved in work at a work site.
Worker
A person engaged in an occupation, including a person who performs or supplies services for no monetary
compensation for an organization or employer and, for greater certainty, includes a self-employed person.
Note: Does not include most students and some farming and ranching operations.
(Please see Definitions section, in OHS Act for details)
Self-employed Person
A person who is engaged in an occupation but is not in the service of an employer for that occupation.
Supervisor
A person who has charge of a work site or authority over a worker.
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DEFINITIONS
Supplier
A person who sells, rents, leases, erects, installs or provides any equipment or who sells or otherwise provides
any harmful substances or explosive to be used by a worker in respect of any occupation, project or work site.
Temporary Staffing Agency
A person who retains workers and deploys or facilitates the placement of those workers with other employers.
Prime Contractor
(Only required at construction and oil and gas sites. Please see Definitions and Obligations sections, in OHS Act for
details.)
Service Provider
A person who provides training, consulting, testing, program development or other services in respect of any
occupation, project or work site.

REQUIREMENTS
OHS OBLIGATIONS (OCCUPATIONAL HEALTH & SAFETY ACT)
3(1)

Every employer shall ensure, as far as it is reasonably practicable for the employer to do so,
(a) the health and safety and welfare of

		

(i) workers engaged in the work of that employer,

		
(ii) those workers not engaged in the work of that employer but present at the work site at
			 which that work is being carried out, and
		
(iii) other persons at or in the vicinity of the work site who may be affected by hazards
			 originating from the work site,

Also, consider Obligations for Prime Contractor and Multiple
Obligations, as appropriate for your operations.

I have WCB coverage for my employees, isn’t that enough?

No. WCB is only insurance for ill or injured workers to cover medical costs, lost wages, and death
benefits. OHS legislation applies to your operations regardless of the insurance policies you have.
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HEALTH & SAFETY PROGRAM
Employers with 20 or more workers must implement a health and safety program, in conjunction with their HSC. The
program must include a statement of individual H&S responsibilities for the employer, supervisors, and workers at the
work site.
Employers with less than 20 workers must involve affected workers and their HSR (if one exists) in hazard assessment
and the subsequent control/elimination of identified hazards, as defined in the OHS legislation.
The program must also include procedures to protect the health and safety of other employers or self-employed
persons involved in the work at the employer’s work site. The written procedures must include criteria for the evaluation,
selection, and regular monitoring of these persons.

The program must also include procedures to protect the health and safety of other employers or selfemployed persons involved in the work at the employer’s work site. The written procedures must include
criteria for the evaluation, selection, and regular monitoring of these persons.

OTHER CONSIDERATIONS
To help effectively address all obligations, employers with less than
20 workers are encouraged to follow the same practices expected of
the larger employers.
Implementing the same or similar processes will aid your company in
meeting the requirements and maintaining essential health and safety
records, in case they are ever needed for due diligence purposes.
Typically, you will embrace self-employed persons and temporary workers
into your company’s health and safety practices or a variation of your
practices. Often these individuals function like employees; therefore, your
safety program is often the most appropriate.
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CONTRACTED COMPANIES
Consider implementing processes to communicate H&S expectations to contracted companies and visitors that are
appropriate for your worksite activities and potential hazards.
Examples of contracted companies can include:
■■ Office cleaners
■■ Landscapers/yard maintenance,
■■ IT services,
■■ Repair/maintenance companies,
■■ Septic services,
■■ Equipment movers, etc.
When hiring other companies to perform a service it is beneficial to implement a documented process that will provide
permanent records. Employers often implement Contractor H&S packages, or include H&S expectations in business
contracts or Request for Proposals (RFP).
Contracted companies sometimes sign these contracts and agree to health and safety practices without fully
understanding what the information means or what is required. This happens for various reasons, intentionally and
unintentionally. As an employer, you cannot contract or sign away your accountability. For this reasons, further
processes are often required.
Regardless of what the contracted company agrees to,
you are still responsible for any person at or on your work site.

For this reason, contractor H&S management is often a two-step process:
First, you need to assess the contracted company (as a whole) for their overall health and safety practices and
past behaviours, as well as their liability practices such as insurance coverages.
The second step would address the health and safety of the contractor’s people; those present on your work sites.
A common practice is to have the contractor’s workers complete a site orientation that familiarizes them with your
work site hazards and controls, such as expectations, practices, and procedures. Examples could include PPE
requirements, emergency response procedures and incident/hazard reporting requirements.
When implementing a contractor site orientation, keep the process relevant and praticable. If your work environment
and hazards are relatively static, you may require the person complete the orientation annually.
If conditions and hazards are continually changing at your work site or the person is on your site very infrequently, you
may require they repeat the orientation upon each visit.
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CONTRACTED COMPANIES
In some cases, it may be practical to implement two levels of contractor orientations, depending on the nature of your
work site hazards and the types of contractors you are hiring. Base your processes on the level of risk the contractor’s
work presents to others on your work site, and their potential exposure to your work site hazards. Contractors in
administrative type roles, such as consultants, trainers and IT personnel that do not conduct technical tasks can often
be included in the same processes developed for visitor safety. Those conducting higher risk tasks would likely require
a more in-depth orientation.
My contractors are all self-employed people or small companies that do not have H&S programs.
Now what?
Often the best thing to do is adopt them into your H&S practices, or at least the ones that would ensure they
are made aware of their responsibilities, and any known hazards, as well as expected controls measures, key
emergency response information and reporting expectations.

VISITORS
Implement a visitor orientation process that will keep visitors out of harm’s way. The information should focus on your
hazards and their exposure, as well as key emergency response information. These types of orientations can easily
be combined with visitor sign-in processes. Keep the process appropriate yet practical. Be sure to educate your
employees on the process and its purpose, so they can apply and monitor the processes effectively.

VOLUNTEERS
Where there is a volunteer-employer relationship, the organization is responsible to fulfill all employer responsibilities
under the OHS legislation. This includes doing what is reasonably practicable to ensure the health, safety and welfare
of its volunteers while they are volunteering with the organization.
To establish a volunteer-employer relationship, three conditions must be met:
1. The organization requests the volunteer’s participation to perform work for the organization
2. The organization accepts volunteers to do the work (informally or formally)
3. The volunteer performs or takes part in the work – for example, teaching students or staff,
collecting roadside waste, helping build a house for the organization, etc.
How do I get volunteers to donate even more of their time to come to our H&S orientation?
Free Food! This will be easier if you make it mandatory and incorporate it into the volunteer’s initial
training. You can also try to incorporate the health and safety orientation into a mandatory volunteer meet
and greet. This will allow key personnel to deliver the information directly, and have volunteers meet each
other at the same time. Make it mandatory and keep it informative. Back to the free food, it works!

Link to OHS Bulletin- Volunteers (LI022)
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LIABILITY INSURANCE
Although it is a good business practice to have liability insurance, it does not protect you from legal obligations.
There are often questions regarding liability waivers and insurance policies, versus legal obligations.
It is very important to understand that as an employer you cannot contract away your accountability or
your responsibilities through waivers, agreements, contracts etc. You have a legal obligation to protect
others from the negative impact of your work sites or work activities, regardless of who they are.
Simply, WCB coverage protects employers from the direct costs of work-related medical
expenses for those they maintain coverage for.
When people not covered by your WCB policy are hurt on the work site or by hazards generated by the
work site, the company is still subject to civil and possibly criminal legal action. Those not covered by WCB
coverage can take civil action against the company, and may be awarded compensation through the courts. In
some cases, the civil action could also be against an individual, not just the company. Compensation awarded
through civil actions is typically where liability insurance becomes valuable to a company.

My volunteers sign waivers, isn’t that good enough?

No. You cannot contract away your OHS obligations.

WAIVERS
A waiver is a legal document that waives a person’s right to seek damages from a company or a person. Companies
often use waivers to try to reduce or eliminate their exposure to civil action should something go wrong. The outcomes
are typically decided by lawyers and/or court systems. It is common to see the courts overlook waivers when there is
negligence on the part of the company.
Due to the nature of the products and services being provided by companies within the scope of the project, it is likely
that waivers are commonly used. Waivers have value and can assist a company in clearly communicating the risks of a
product or service, but do not remove legal obligations.
As a best practice, consider using your hazard assessment processes to measure and possibly even enhance
the customer hazard/risk awareness and communication processes. Adopting such practices into your customer
experience can certainly increase awareness and encourage them to participate in risk management activities. This can
be extremely beneficial for higher risk activities.
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LIABILITY INSURANCE
WCB CLEARANCE LETTER
When hiring other companies/contractors to provide a service to your company it is beneficial to ensure they have
WCB coverage for any persons that will be working on your site.
A simple way to verify WCB coverage is to request a Clearance Letter. Clearance letters verify a contractor’s WCB
coverage is in good standing and clears you of liability for them.
In addition, the letter authorizes you to release payment on a specified contract. Employers that do not verify their
contractors have WCB coverage expose themselves to other actions when people are injured.
Anyone can obtain a clearance letter.
A WCB “User ID” for online services is not required.

Link to WCB- Clearance Letters

				SAMPLE VISITOR ORIENTATION SIGN-IN
(Company Logo)

VISITOR ORIENTATION & SIGN-IN

The health and safety of our visitors is important to us; therefore it is necessary you understand the expectation
while on site.
Visitors must:
• Remain in contact with your (company name) contact while on site
• Follow the lead of the contact in an emergency situation
• Report any health or safety concerns to a company representative immediately
• Advise your contact if you have questions or are injured

Date

(YY/MM/DD)

Name (printed) Person/Reason
for visit (printed)
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SAMPLE CONTRACTOR PACKAGE

ABC COMPANY
CONTRACTOR OHS AGREEMENT
APPLICATION
This document applies to anyone that could be considered a contractor. A contractor is, but is not limited to,
contracted companies, subcontracted companies, self-employed persons (including consultants), service
providers, and suppliers. For the purpose of this document anyone not directly employed by (INSERT COMPANY
NAME) is considered a contractor, unless otherwise determined in writing, by (INSERT COMPANY NAME).
DISCLAIMER
This document is not intended to replace, reduce, or remove any of the contractor’s legislated responsibilities.
Contractors are expected to educate themselves on their legal responsibilities and act accordingly.
USE OF THIS DOCUMENT
A management representative or authorized representative will review this package and ensure the information
outlined in this package has been met and will be practiced throughout the terms of the project or business
relationship.
The contractor will provide the following documents to (INSERT COMPANY NAME) along with this completed
package.
NOTE:(INSERT COMPANY NAME) to determine which items are required prior to sending this package
to the contractor, and will later verify it has been received.
Required?
Yes or No

Provided?
Yes or No

Item
Copy of insurance & WCB Clearance Letter
Copy of Emergency Response Plan (relevant to scope of work)
Copies of MSDS/SDS for chemicals being brought on site
Relevant training certificates/tickets (provide details)
Copy of relevant Safe Work Practices
Copy of relevant scope of work hazard assessment
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Received?
Yes or No
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SAMPLE - CONTRACTOR PACKAGE
Page 2

EXPECTATIONS
(INSERT COMPANY NAME) has outlined Occupational Health, and Safety (OHS) expectations that contractors are
expected to meet. It must be noted that these are minimal expectations and depending on your operations, you will
likely require broader processes.

CONTRACTOR’S RESPONSIBILITIES
At a minimum, you will:
`` Comply with all applicable federal, provincial, and municipal legislation, including labour, fire, and building
codes.
`` Ensure those you employ/engage are competent and are supervised by competent individuals that have an
understanding of applicable legislation and your company’s plan to meet legislation.
`` Implement at least a basic OHS program to assist you in meeting both OHS legislation and our expectations
(details below).
`` Protect all property on or adjacent to the work site.
`` Maintain all relevant insurance to protect your assets and ours.
`` Identify and mitigate hazards.
`` Take all necessary precautions to protect the health and safety (H&S) of any person on or near the work
site
from your work activities, materials, or equipment.
`` Comply with (INSERT COMPANY NAME)‘s expectations, and follow the direction of (INSERT COMPANY
NAME) management or OHS representative.
NOTE:
Non-compliance could result in immediate termination of work contract/agreement.
HAZARDOUS CONDITIONS
No work is so urgent that H&S cannot be your primary focus. As a contractor you must consider how your work
activities could possibly affect others, and the environment, and take actions to eliminate or mitigate exposures.
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SAMPLE CONTRACTOR PACKAGE
Page 3
CONTRACTORS ARE EXPECTED TO:
`` Conduct hazard assessments to meet OHS legislation. Keep a copy of the most recent hazard assessment
readily available on site, and review it with affected workers.
`` Take all reasonable and necessary precautions to mitigate exposures to the noted hazards.
`` Stop work and contact (INSERT COMPANY NAME) when:
• You notice a hazard on our property that needs immediate attention.
• You have hazards that cannot be mitigated.
• Your activities may be incompatible with our activities or facilities.
• You need our assistance to help facilitate the safe execution of your work activities, such as temporary crowd/
traffic control or shutting off power or gas supplies.
`` Communicate your work plan with your people, and any of other persons that could be affected by hazards
generate from your work activities/supplies/equipment.
`` Implement a plan for your people to report hazards related to your activities and ours.
`` Stop work if new hazards arise and reassess the work plan. Communicate the new plan to affected persons.

INSURANCE
You must maintain:
`` Commercial general and liability insurance, with a minimum of $2,000,000 coverage.
`` Vehicle Insurance for the appropriate type of vehicle(s) and vehicle use related to project.
`` Worker’s Compensation Board (WCB) coverage for any person you are allowing onto our property/project.

* As a contractor you must inform (INSERT COMPANY NAME) if your insurance changes, and immediately
forward updated information.
(INSERT COMPANY NAME) reserves the right to request copies of insurance at their discretion, and require hirer
levels of coverage based on each project.
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Page 4
BASIC OHS PROGRAM EXPECTATIONS
At a minimum, you (Contractor) will:
`` Establish a Health & Safety program.
`` Provide competent and qualified supervisors during the project.
`` Provide task related training to anyone you involve in the project/contract.
`` Verify competency of anyone you involve in the project/contract.
`` Establish a Health and Safety Representative or Committee to meet OHS legislation.
`` Conduct hazards assessment and mitigate noted risks through appropriate control measures.
`` Communicate noted hazards and H&S expectations to everyone that could be affected by your activities/
supplies/equipment.
`` Actively monitor work activities throughout the project/contract.
`` Establish a hazard and incident awareness and reporting program.
`` Implement a “Stop Work” program.
`` Implement an Emergency Response Plan.
`` Conduct incident investigations, and make needed changes.
`` Implement a process to ensure all corrective actions are addressed effectively and in a timely manner.
This can include issues noted during inspections, investigations, hazard reports, etc.
`` Update your program to reflect change, and as needed.
`` Cooperate with anyone exercising a right or a duty under legislation.
understand the information outlined above and verify

I
Name of contracted company’s representative (printed)

that I/we have met the expectations. I/We also commit to the ongoing application of the expected programs and
processes. If at any point our activities, processes, insurance, or business operations change, we will advise our
(INSERT COMPANY NAME) contact as soon as possible.
Company Name (printed)
Company Rep’s Signature

Date:

Keep a copy of the completed package and return one to (INSERT COMPANY NAME)
along with all required documents noted on first page.
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SAMPLE BASIC CONTRACTOR ORIENTATION FORM

CONTRACTOR ORIENTATION FORM
HOW TO USE THIS DOCUMENT:
• Use this checklist to orient each individual contractors, self-employed person, or person providing temporary labour.
• Must be completed prior to commencement of the work to be performed.
• Only check off each subject when you are sure the trainee fully understands it.
• Once finished, have the trainee sign the bottom. This is to indicate they have received the orientation.
• The company representative will also sign the bottom to indicate the orientation has been delivered.
• Once the orientation documentation is completed it must be retained within the Occupational Health and Safety
Management System. A copy should also be provided to the trainee.

Contractor Name:
Orientation Date:

ORIENTATION TOPICS:
• Health and Safety Policies- Review:
• H&S Commitment Statement
• Fit for Duty Policy
• Working Alone Policy/Procedure
• Reporting Policy for Incidents, Unsafe Acts/ Conditions
• Hazard Assessments Required for Scope of Work
• Work site specific hazards (provide specifics)
• Controls and Safe Work Procedures
• General Safety Rules & Expectations
• Contractor Responsibilities
• Personal Protective Equipment
• Emergency Response Procedures (ERP)
• Training Requirements
• Enforcement Policy
• Right to Know, Participate and Refuse
• Location of company procedures, SDS/MSDS, posted information such as ERP, 1st Aid responders/HSC
members, OHS legislation.
Company Representative:
signature
Trainee:

Date:
signature
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EXAMPLE WCB CLEARANCE LETTER

The WCB Clearance Letter displayed above indicates there is worker coverage for this employer but no personal
coverage for the Directors. This is important if you know that the owners or directors of a company will be working
on your site.

AASP Resource Page - Templates and Samples
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PURPOSE
Inspections help companies monitor the condition of their work sites, equipment,
and practices. Inspection records provide verification of what was inspected and the
deficiencies found.

REQUIREMENTS
OHS considers a work site to be
“a location where a worker is, or is likely to be, engaged in any occupation and includes any vehicle or mobile
equipment used by a worker in an occupation.”
Employers with 20 or more employees are expected to implement an HSC.
The HSC is expected to inspect each work site at least once before each quarterly meeting, and maintain
records of all health and safety activities.
If an OHS officer is conducting an inspection of an employer’s work site, the HSR or HSC Co-chairs must
accompany the officer upon request.

OTHER CONSIDERATIONS
Inspections can be both formal and informal.
`` Formal inspections are typically planned, scheduled, and systematic.
`` Informal inspections are typically sporadic, frequent, and conducted by everyone.
All employers are encouraged to implement formal and informal inspection programs to continually monitor their work
sites, equipment, and work practices on a regular basis.

FORMAL INSPECTIONS
Consider implementing an inspection checklist(s) appropriate for your work areas/equipment. The use of an
inspection checklist will provide records of what was inspected, and what was found.
The inspection checklists should be specific for the area or items of inspection. Inspection checklists are a good format
to conduct inspections because they also verify when areas/items were found in good order, and could be essential to
proving due diligence, if ever required.
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INSPECTION FREQUENCIES
Although legislation requires quarterly inspections, this is a minimum requirement.
When implementing your inspection program and determining the frequency for each type of inspection, base your
frequency on the level of risk each inspected area presents. For example, you may need to inspect a maintenance shop
more frequently than an office reception area. Determine what is reasonably and what is practicable for your inspection
program.
The set inspection frequencies may change to reflect operations and seasonal activities. For example, you may increase
inspections in a particular area if you have experienced an increase in incidents or hazard reports.
Seasonal companies may choose to conduct quarterly inspections of their work sites during their off-season and
weekly inspections during their busy seasons.
Some of the factors to consider when determining inspection frequencies include:
`` Severity of hazards at each work site.
`` Number of people at each work site (Both high and low numbers could be of concern
depending on the nature of the site).
`` Age and maintenance history of equipment at each work site.
`` Past inspection findings or incidents from each site.
`` Seniority/experience of workers on each site.
`` Frequency of management/supervisor presence on each site.

VEHICLE INSPECTIONS
Vehicle inspections are conducted for multiple purposes.
In some cases company vehicles are considered the worker’s work site. Other purposes can include processes for
the employer to ensure equipment remains safe for use and free of obvious defects and to meet other legislative
requirements.
For example, commercial vehicle legislation requires vehicles that are regulated under the National Safety Code (NSC)
undergo documented Pre-Trip Inspections.
NATIONAL SAFETY CODE (NSC)
NSC regulates commercial vehicles, including maintenance and pre-trip inspection requirements.

Link to Alberta Transportation-Commercial Transportation Information
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INFORMAL INSPECTIONS
Informal inspections are sporadic and frequent.
Most managers and supervisors conduct informal inspections without even realizing they are doing so. Informal
inspections are a fantastic way to continually monitor work areas and take actions whenever areas of concern are
found.
Inspection checklists are not typically used to conduct informal inspections. However, you must have a process to
document deficiencies and track the deficiency until it has been corrected and verified.
Consider implementing a documented process such as a “Hazard Identification Report” or “Action Required” form or
card that can be used by all employees. Implementing a documented process whether it is on paper or electronic will
assist you in addressing deficiencies in a timely manner and ensuring deficiencies do not fall through the cracks.

Consider implementing a documented process such as a “Hazard Identification Report” or “Action Required”
form or card that can be used by all employees. Implementing a documented process, whether it is on paper or
electronic, will assist you in addressing deficiencies in a timely manner and ensuring deficiencies do not fall through
the cracks.

SAMPLE HAZARD ID CARD
Submitted

HAZARD REPORTING

Date: (YY/

MM/DD)

by: (name printed)

Consider implementing a simple documented process for
ongoing hazard reporting.
The identification and reporting of noted hazards provides
a company with an opportunity to address areas of concern
prior to them resulting in incidents. (See sample of Hazard ID
Card)

Details of H&S Concern or Complaint (who, what, where and when,
etc.)

Proposed Solution to Concern

Level of Urgency
Check-one

Equally important is the company’s system used to address
the hazards and track the effectiveness of the actions taken.
Some of the systems could include reviews of the cards
at management meetings, or health and safety committee
meetings, etc.

Minimal/Low

Management/HSC Review & Follow-up
Reviewed by: (name

Date: (YY/MM/

printed)

Details of actions

Management’s
Signature of
Review
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Moderate

(Remainder to be completed by the HSC Co-Chair or Management representative)

Actions required

Regardless of the system you use, it is essential that
these reported hazards are addressed effectively and that
documentation can verify the company’s actions.

Urgent/Critical

DD)

Yes

or

What

No

Who

Mgmt’s Review

Date: (yy/mm/dd)

Due Date

INSPECTIONS

SAMPLE INSPECTION CHECKLIST
SAMPLE OF AN INSPECTION CHECKLIST

INSPECTION CHECKLIST

(Note: the full 27-page inspection checklist is available on the resource page hosted by the AASP) This checklist can
NOTE:
be adapted
to your worksite.
The full 27-page inspection checklist is available on the resource page hosted by the AASP.
This checklist can be adapted to your worksite.
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SAMPLE VEHICLE INSPECTION FORM

LIGHT-PASSENGER PRE-USE VEHICLE INSPECTION
EXAMPLE OF A SIMPLE VEHICLE INSPECTION

Date of Inspection

Light-Passenger Pre-use Vehicle Inspection
Vehicle Description

Inspector’s Name (printed)
Inspector’s Signature

Item
Physical
damage
Appearance
Windshield
Tires & rims
Windows taillights and
headlights

Washer fluid
level
Enough fuel for
trip
Hazards &
Obstacles

Loose items in
vehicle

Date of Inspection
Vehicle Description
Inspector’s Name (printed)
Inspector’s Signature

Details- Look for:
•
•

Good

Dings
Missing/damaged parts

Needs
attention

• Cracks in the driver’s view
• Tires look properly inflated
• Appropriate season
• Free of obvious damage
• Clean
• Clear of ice/snow
• Headlights working
• Brake lights working
• Tail-lights working
Is a top-up required?
Is a top-up required?
• Dips/edges/holes
• Posts/poles
• Other vehicles/items
• People in area
Are there unnecessary unsecured items
inside vehicles?

Do you feel the vehicle is roadworthy? (circle one)
Does the vehicle require maintenance? (circle one)

Yes
Yes
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No
No

Notes

INSPECTIONS

SAMPLE EQUIPMENT INSPECTION FORM

EXAMPLE OF AN EQUIPMENT (FORKLIFT) INSPECTION FORM

DAILY INSPECTION REPORT - FORKLIFT

Examples & Templates Available on Resource
Page
(INSERT LINK TO RESOURCE PAGE)

#19- Equipment Pre-trip Checklist
T6- Hazard ID Card
T7- Inspection Checklist (27pages)
T8- Light Duty Vehicle Inspection Checklist
T9- Forklift Inspection Checklist
T19- Vehicle Pre-use Inspection Checklist

AASP Resource Page - Templates and Samples
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PURPOSE
Employers must ensure their people are competent to conduct their assigned job tasks.
‘Competent’ means: “adequately qualified, suitably trained and with
sufficient experience to safely perform work without supervision or
with only a minimal degree of supervision”. (Alberta OHS Act 2018)

REQUIREMENTS
Various pieces of OHS legislation require that workers be trained on specific topics such as:
■■ Equipment
■■ Specialized emergency response roles
■■ Safety equipment
■■ PPE
■■ Harmful chemicals
■■ Specialized HSR/HSC duties

Legislation also requires that:
`` The employer ensures their workers are competent to perform their assigned job tasks.
`` When a company develops or implements a procedure or other measure, the employer must ensure
that all workers who are affected by the procedure or measure are familiar with it before the work begins.
`` The employer must ensure workers are supervised by a competent person(s).
`` Supervisors must ensure they are competent to supervise every worker under their supervision.

OTHER CONSIDERATIONS
Worker competency begins before an employee is hired. The typical steps in verifying worker competency include:
■■ Qualifications
■■ Orientation,
■■ Job specific training
■■ Recertification
■■ Ongoing training
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QUALIFICATIONS
To verify the qualifications of potential job candidates the employer will:
`` Determine what experience, skill sets, education, certifications are required for a job position. Include at least
the minimum qualifications in the job posting.
`` Measure potential candidates against the qualifications.
`` Verify qualifications whenever the skill sets are essential to the worker’s health and safety. This could include
obtaining copies of certifications, and diplomas/degrees or journeyman tickets, skill testing, and contacting
educational institutes, references, or past employers, etc.
`` Select the appropriate candidate.
`` Measure the successful candidate against the required qualifications, and implement a plan to address any
areas where the successful candidate may not have met the qualifications (when gaps exist).
`` Determine if the deficiency would prevent the
new hire from safely conducting any potential
job tasks and take needed actions to prevent
such occurrences as necessary.
An example could be a new hire that still has a
Graduated Operator’s license and they require
a Class 5 license to operate your company’s
commercial vehicles. Restrictions could allow
the Worker to conduct their other job tasks, but
prevent them from driving, until they obtain their
Full Operator’s License.

Job Qualification Verification

Name of Candidate
Job Position
Date of Job Posting
Date of 1st Interview

Date of Application
Interviewer Name

To be completed by hiring manager
Required Qualification

Verified

Gap Area (explain)

`` Follow through on the plan to address any
identified gaps, and maintain records.

Action plan to meet gaps
Gap

Plan

Human Resources verification all documents obtained and verifications completed
Date:
Signature
Date of Job Offer
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ORIENTATION
`` Deliver your company’s new hire orientation.
`` Deliver your new hire health and safety orientation (may be part of larger company orientation).
Ensure the health and safety orientation includes critical health and safety information. At a minimum, the
information should include hazards, control measures, policies & procedures, responsibilities, and at least key
emergency response information.
`` Provide the new hire with their department/area specific orientation & information. This is typically done by the
hiring manager/supervisor or and HSR/HSC representative. For smaller companies this process may be part of the
same company and/or health and safety orientation practices.
`` Maintain records of the orientation information to verify what information was discussed.
`` Ensure the person delivering the health and safety information is well versed in its purpose and holds a strong
understanding of the information, so the information is afforded the attention it deserves and that the new hire is
able to ask questions.
`` Consider implementing a competency measure
into the orientation process, such as a short
quiz. Processes such as this help to verify the
new hire understood the information and can
also help clear up any gaps, or misunderstood
information.

How can I orientate my short-term staff when
they may only work for a couple of days?
The relationship is the same. If they’re working
you need to communicate critical information
regarding the hazards they may be exposed
to while on the site, and the hazards they
may generate from their activities. I often
have two levels of orientation that I use. For
short-term people, I always review their formal
hazard assessment with them to ensure
they understand the hazards and expected
control measures, and will also include basic
emergency response information as well as
incident and hazard reporting expectations.
Sometimes it is just easier to put them through
my employee orientation, for peace of mind.

H&S ORIENTATION CHECKLIST- EXAMPLE

INSTRUCTION TO HEALTH AND SAFETY TRAINER
•

Use this checklist to orient all new employees on the first day of employment.

•

Only check off each subject when you are sure the employee fully understands it.

•

Encourage the employee to ask questions.

NOTE: This orientation should take approximately 2 hours.
•

Once finished have the employee sign the bottom. This is to indicate they have received the orientation,
and understand the expectations.

•

The Department Supervisor will also sign the bottom to indicate the orientation has been given.

•

Once the orientation is completed, a copy will go to the new hire and the original to be filed in employee’s
personnel file.

Employee Name: _________________________________ Employee #: ________________
Health and Safety Trainer: _____________________________________________________
Date of Hire: ___________________________ Orientation Date: ______________________

ORIENTATION TOPICS
Health and Safety Policies

Enforcement Policy

Hazard Assessments / Work site
specific hazards

Reporting Obligations for Incidents/
illnesses/Unsafe Acts/ Conditions

Controls and Safe Work Procedures

Right to Know, Participate, and Refuse

General Safety Rules

Working Alone

Worker Responsibilities

Workplace violence and harassment

Employer Responsibilities

Modified Duties

Personal Protective Equipment

Fit for Duty

Emergency Response Procedures

Location of H&S information

Training Requirements
Supervisor: ____________________________________________________________________
Employee: _____________________________________________________________________
Date: _________________________

June, 2019

|88|

Page 1

AASP

QUALIFICATIONS, ORIENTATION AND TRAINING

JOB TASK TRAINING
Provide all new hires task/job specific training. Most employees are hired based on past job experience; therefore, job
specific training may simply serve as a refresher for some.
Regardless of past job experience and certification tickets, provide all new hires with training on your specific
equipment. For example, an employee may have indicated they have past experience operating a forklift while working
for another company; that does not mean they will know how to safely and properly operate your forklift. In addition, you
may not know the quality of their past training, or what their past work experience actually entailed.
Hands-on training is common and often a practical way to train. Be sure to provide all employees with the same
opportunities to training, regardless of their past experience or education. New workers may not realize what they do
not know, or may be hesitant to ask for training in fear of looking incompetent. It is better to deliver training that turnsout to be refresher training for the new worker, than to assume somebody already knows something and they get hurt.
Employers are encouraged to implement standardized and documented training processes that will verify a worker
was able to demonstrate job skills to a satisfactory level. At a minimum, these processes should focus on higher risk
activities. The process should require information delivery, worker demonstration and offer the worker an opportunity
to ask clarifying questions. These practices typically involve a pre-populated checklist of the specific aspects of
the job/task that should be discussed and understood. These measures will typically focus on the high-risk tasks,
shortcuts that complacent workers often take, and aspects of the job that have resulted in past incidents or inspection
deficiencies.
Job Training & Observation Form
Task Name

Some employers provide additional
demonstration practices, such as “train
me back” program. These types of
programs have the worker demonstrate
how they should operate equipment or
conduct a job task. These practices are
often completed after the worker has had
some time and experience conducting
the job task while working closely with
others or their supervisor, and prior to
the worker working unsupervised. If you
develop and implement these processes
and apply them consistently, it will make
the process more acceptable and the
worker feel less threatened. Be sure to
maintain records.

Dates (yy/mm/dd)

Worker Name

Hire Date

Trainer Name

Date of Training

Observer Name

Observation Date

Training

Training is delivered when an experienced/competent person teaches another person how to conduct a job skill safely. This can/should include the teacher
demonstrating the skill to the trainee. Once the training is delivered, the trainer initials the Training Delivered column, and dates the Training Date column.

Demonstration Demonstration is when the trainee demonstrates how they will conduct the skill/task. The teacher, closely monitors the trainee’s skills to verify they are
competent. If more training is required, the teacher must provide the needed training and monitor the trainee until the skill can be signed-off.
Observation

Observations include an area supervisor or manager monitoring the worker’s skills at a later date. Observations test the quality of the teacher and help to
ensure people have the needed skills and training.

NOTE: The demonstration and observation boxes must not be initialled until the worker appears competent and capable of conducting the job tasks without supervision.

Skill/ Task

|89|

Training Delivered

Training

Skill Demonstrated

Demonstrated

Skill Observed

Observation

(Trainer’s Initials)

Date

(Trainer’s Initials)

Date

(Observer’s Initials)

Date
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ONGOING TRAINING
The competency of your employees should be a focus throughout their career with your company. For this reason,
it is important that ongoing training for existing employees is also a focus. To meet these requirements, consider the
following:
`` Implement processes to identify when refresher or recertification training is required. Some
certifications actually expire on certain dates, often three years. An example includes first-aid training,
as it expires every three years. Many employers use a three-year window for refresher or
recertification training as a best practice. Skill sets that may be critical to the health and safety of your
workplace may require annual re-certifications.
`` Implement a process to ensure existing employees are provided the needed training when they are
promoted, transferred to a new location, or assigned new job tasks.
`` Ensure anybody taking on a supervisory or leadership role for the first time is provided OHS training.
`` Implement processes to ensure needed training is provided to workers whenever there is a new
process introduced into the workplace, or your company purchases new or different equipment. When
making large equipment purchases negotiate on-site training from your supplier.

Company identifies
positions
Develops job
descriptions and
necessary requirements
Employee
transfers to new
job/department

All employees
receive ongoing
and/or
refresher training

New Hire applies
Pre-job requirements

ongoing
training
New Hire
receives
company
orientation
including
critical
information
New Hire introduced to
department where they
will receive formal and
informal job specific
training
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ONGOING TRAINING
What are the health and safety requirements to become a volunteer?

They are the same requirements as an employee. Aside from making sure they are qualified for their
job tasks, we also obtain police/background checks, and a driver’s abstract from anyone who will
drive on our behalf. In some situations, we will obtain a credit check when they will have access to
finances, and vulnerable sector searches when they will be working with vulnerable individuals or
groups.

TRAINING RECORDS
Employers should maintain an ongoing history of all training each individual employee is provided and completes
throughout their career with the company. Examples of training records can include orientations, job tasks training, job
competency observation records, refresher training, third-party safety tickets/certifications, and more.

TRAINING TRACKING PROCESSES & ACCOUNTABILITY
Training and competency measures are mandatory. Be sure to implement monitoring and verification processes
throughout all relevant company systems. This could include JWSHSC meetings and processes, payroll systems,
inspection programs, work assignment/dispatching, and management meetings.
Companies MUST determine who will be responsible and how they will be held accountable for completing and verifying
the company’s training and competency processes. These responsibilities should be monitored and regularly followedup on. The accountability systems should ultimately reflect performance evaluation system for those responsible for
training and competency processes.

TRAINING AGENDAS
It is also important to maintain records of all in-house training being
provided. Consider implementing training agendas to ensure inhouse training is being delivered consistently and records can verify
the information provided to trainees. Maintaining records that can
verify the specifics of training courses can play a significant part in
proving worker competencies both internally and externally.
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SAMPLE TRAINING AGENDA & SIGN-IN SHEET

EXAMPLE OF A TRAINING AGENDA AND SIGN-IN SHEET

Training Agenda and Sign-in Sheet- SAMPLE
Training Title/Subject:
Training Date
Trainer’s Name

Hazard Identification, Assessment, and Control
Location

Training Agenda:
1.
2.
3.

4.

5.

Course Outcomes
Legislative Requirements
a. Employer
b. Worker
Controls
a. Engineered
b. Administrative
c. PPE
Participant Activity
a. Using the Assessment Tool
b. Evaluation method
i. Likelihood
ii. Exposure
iii. Consequence
c. Identifying Controls
Reference Materials used
a. OHS legislation
b. PowerPoint Presentation- “Understanding Hazard Assessment and Control in the Workplace”, 38 slides,
created May 2, 2019.
c. Participant Quiz

Name Printed

Attendee Sign-in
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SAMPLE BASIC TRAINING MATRIX
Training Matrix
Courses

Job
Group Description H&S
Orientation
Group
A

B

C
D

E

ManagementManagers,
supervisors, owner
Office StaffPayroll, accounting,
sales, marketing
Customer ServiceCashiers, reception
MobileRecreation Guides,
drivers, camp
counsellors
MaintenanceMechanics,
landscaping

Refresher Defensive
Driving

Refresher

WHMIS

Refresher

Forklift
Operation

Refresher

1st day

Annual

N/A

1st week

3-yrs
(when
exposed)

1st Month

1st day

Annual

N/A

N/A

N/A

N/A

N/A

N/A

1st day

Annual

N/A

N/A

1st week

3-yrs

N/A

N/A

1st day

Annual

N/A

1st week

3-yrs

N/A

1st day

Annual

N/A

1st week

3-yrs

1st Month

OHSLegislation

Refresher

1st Week

3yrs

3-yrs

Mandatory
Optional
Not required

How do I engage volunteers in continuous health and safety learning, beyond the orientation?

You have the same responsibility to deem volunteers competent to conduct their assigned tasks.
Consider implementing:
• Same or similar competency measures as you would with your employees.
• Include training in your morning toolbox talks (documented)
• Online learning modules
• Mandatory refresher training each year/session/season.

AASP Resource Page - Templates and Samples
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PURPOSE
Implementing incident-reporting programs will help ensure you receive the necessary
information in a timely manner.
Timely reporting allows you to mitigate further exposure to related hazards, forward
subsequent reports to OHS and WCB as required, conduct investigations, and assign
modified duties.
Incident investigations allow you to determine the factors that contributed to the incident
occurring allowing you the opportunity to make the needed changes in efforts to prevent
the incident from happening again.

REQUIREMENTS
When serious injuries and incidents (OHS Act Part 5, Sec 40), or other injuries or incidents that had the potential
to cause serious injury occur, the employer must report the incident to OHS. Work site parties are expected to
cooperate with OHS and take direction from the officer assigned to the investigation.
The employer/prime contractor must carry out an investigation into the circumstances surrounding the injury
or incident. Investigations must also take place when claims of workplace violence or harassment occur,
and if a work refusal occurs.

The employer/prime contractor must prepare a report outlining the circumstances of the injury or incident and
the corrective actions undertaken (if any) to prevent recurrence of the incident or injury.
A copy of the report must be provided to OHS, and another copy of the report must be readily available and provided
to an OHS officer, if demanded. A copy of the report must also be provided to the HSC/HSR. If there is no HSR/HSC, a
copy of the completed investigation report must be made available to workers. The report must be retained for at least
two years after serious injuries or incidents at the work site. The HSC/HSR (when there is one) must participate in
investigations.

OTHER CONSIDERATIONS
Implement strong incident reporting expectations and communicate the expectations to everyone. When
everyone understands the expectations, they are more likely to follow them.
Implement processes and procedures for conducting investigations. Conducting effective investigations will assist you
and your company in identifying and implementing the changes needed to prevent repeat incidents. Investigations must
look at all causes with a focus on the root causes and/or breakdowns in the company’s systems. Without identifying the
deep rooted causes the investigation will likely be ineffective. In most cases, effective investigations look at a company’s
training, communication, and enforcement behaviours, and will not simply lay blame or point fingers.
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REPORTING
Reporting should include any of the following that could occur within your company’s operations.
■■ Equipment/property damage
Damage caused to company/client assets due to work operations.
■■ Fire/explosion
Unplanned or uncontrolled fires or explosions,
■■ Injuries
Physical and psychological injury to a person(s).
■■ Near misses
Close-calls or almost incidents, events that occurred and did not result in loss/injury.
■■ Occupational disease/illness
Disease or state of ill health arising out of or related to an occupation.
■■ Potentially Serious Incidents (PSIs)
Incidents or injuries that had the potential to cause a serious injury to a person, but did not
(can include near misses).
■■ Spills, or releases
That require reporting to other governing bodies, typically related to transporting dangerous goods
or environmental regulations.
■■ Unsafe acts or conditions
Observations of workplace acts or conditions that have the potential to result in loss.
■■ Vehicle/powered mobile equipment incidents
Collisions, violations, etc. that occur while an employee is conducting assigned job tasks.
■■ Work refusals
Employees exercising their right to refuse work they believe on reasonable grounds to be dangerous.
■■ Workplace violence and harassment
Violence and harassment experienced by employees at the workplace or while conducting their job tasks.
Implement the reporting policy/procedure into the orientation program.
Train the HSR/HSC delegates on how to handle reports, and the
importance of protecting confidential information.
Train all managers and supervisors in the program as well as any of their specific roles and responsibilities. Some of
these can include applying appropriate emergency response procedures, stopping work to mitigate further exposure,
reporting to OHS, WCB, or other agencies, and assigning and managing modified work, conducting investigations,
Occupational Injury Clinics (OIS), and more.

Link to OIS Program Information- WCB
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REPORTING RESPONSIBILITIES
INTERNAL
Timely reporting is essential to successful injury claims management and investigation activities.
Companies can choose to implement internal reporting responsibilities in a manner that best suits their operations. At
a minimum, everyone must understand the importance of reporting incidents within the appropriate time-frame, and the
company’s processes.
The person who could possibly receive incident reports should be trained in how reports must be handled.
Some of these considerations should be closing down work sites, ensuring medical care is provided to injured persons,
ensuring injured persons are provided with transportation to medical facilities (if required), making appropriate internal
and external notifications, and more.

EXTERNAL
Safety programs must also include procedures for reporting to external agencies as appropriate for the company’s
operations. At a minimum, all Alberta employers should include reporting procedures for Alberta OHS and WCB.

NOTE: See Reporting to Governing Bodies section for further details on what must be reported to OHS and WCB.
Alberta OHS Call Centre 1-866-415-8690 (24hrs/7 days a week)

Link to OHS-Reporting and investigating bulletin LI016

NEAR MISS
In its simplest terms a near miss is an event that did not result in loss to person or property but, given slightly
different circumstances, could have. Near Miss events are often referred to as “almost accidents”, “close calls”, and
“near hits”, etc. Regardless of the term used to describe them, near misses are opportunities to address the situation
before it results in measured loss.
The definitions of a near miss can vary depending on the organization’s or individual’s interpretation of a near
miss. Some believe an event must occur for a near miss situation to be present while others feel that unsafe acts or
conditions can also constitute a near miss. Regardless of your definition all interpretations provide an organization with
an opportunity to address the conditions in efforts to prevent future loss.

There is a strong belief among many Occupational Health & Safety experts that when unsafe acts or unsafe
conditions are addressed at their lowest loss potential (near miss) and before they result in loss, it will
reduce the chances of repeat incidents occurring with potentially greater, even significant loss. Also referred
to as “the law of probability”. (Also see PSI section, as PSIs could include near miss events)
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LAW OF PROBABILITY
The accident triangle, also known as Heinrich’s triangle or Bird’s triangle, is a theory of industrial accident prevention.

1

Accident with
major injuries

29

Accidents with
minor injuries

300

Accidents with no injuries

It shows a relationship between serious accidents, minor accidents and near misses and proposes that if the number of
minor accidents is reduced then there will be a corresponding fall in the number of serious accidents.

The triangle was first proposed by Herbert William Heinrich in 1931
and has since been updated and expanded upon by other writers,
notably Frank E. Bird.
It is often shown pictorially as a triangle or pyramid and has been
described as a cornerstone of 20th century workplace health and
safety philosophy. In recent times, it has come under criticism over
the values allocated to each category of accident and for focusing
only on the reduction in minor injuries. (Source: Wikipedia)

1
death

10
serious accidents
30
minor accidents

600
near misses

unsafe acts
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RIGHT TO REFUSE DANGEROUS WORK
(Source: Government of Alberta - OHS Legislation 2019)

Workers have the right to refuse dangerous work and are protected from reprisal for exercising
this right:
• Workers must continue to be paid while a work refusal is being investigated
• Employers must ensure workers understand the hazards at the workplace, know what needs to
be reported and have the support to exercise their right
• Employers must investigate the matter in cooperation with the joint work site health and safety
committee or health and safety representative, if applicable
• Employers cannot take or threaten discriminatory action against a worker for exercising their
rights and duties under the legislation
• Other workers may be assigned to the work if they are advised of the refusal, the reason for it and
are made aware of their own right to refuse work after the employer determines there is not a risk

HOW IT WORKS
`` Workers on provincially regulated work sites have the right to refuse to carry out any
work they reasonably think will put themselves, or others, in danger.
`` Asking a worker to work in a situation where there is a danger to health and safety is
against provincial labour laws.
`` Work involving health and safety hazards that are not normal for the job is
considered a dangerous condition that could trigger a work refusal.
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HOW TO ADDRESS DANGEROUS WORK
WORKER OBLIGATIONS
If you’re being asked to do work you think could present a danger for you or another, follow these steps:
1.

Don't do the work.

2.

Tell your employer, supervisor or another designated person as soon as possible what you're
refusing to do, and why.

3.

Your employer must investigate and take action to eliminate the danger.

4.

This may include the employer finding a qualified worker to do the work or implementing controls.

5.

Unless the danger is fixed immediately, the employer must prepare and provide you with a report
once their investigation is complete that explains the actions they took to address the danger.

6.

Connect with the OHS Contact Centre if your employer won't stop work you think is dangerous.

7.

Do other work that your employer assigns you in the meantime, providing you can reasonably do it
and it’s safe

8.

Review the written report your employer gives you about their investigation into the danger, and the
actions they take to fix it.

9.

Connect with the OHS Contact Centre if you think your employer hasn't corrected the situation.
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HOW TO ADDRESS DANGEROUS WORK
EMPLOYER OBLIGATIONS
If you’re an employer who has been notified that your worker is refusing work they think is unsafe, you’re
required by law to look into and eliminate the danger. If a worker refuses unsafe work, follow these steps:

1.

Investigate and take action to eliminate the danger

2.

Ensure that no other worker is assigned to the same work, or equipment, unless:
• the danger has been eliminated
• the worker to be assigned is not exposed to the danger
• the worker assigned is informed of the refusal, the reasons for the refusal and their right to refuse
work that presents a danger.

3.

You may temporarily assign the worker to another job, but at no loss of pay.

4.

Document in writing:
• the worker’s notification
• your investigation findings
• what actions you took to remedy the situation.

5.

Involve the joint work site health and safety committee or health and safety representative, if there is
one at the work site, in the investigation.

6.

Give the committee or health and safety representative, if there is one, as well as the worker a copy of
the written report.

7.

If you have questions about how to handle a worker’s refusal to do work they think is unsafe,
call the OHS Contact Centre

If my worker feels their work is too dangerous, can I ask someone else to do it instead?

No. In order to do so, there is a process for dangerous work refusals in the Alberta OHS legislation,
which must be followed step by step. In addition, you must ensure they are not penalized for
refusing dangerous work.

Link to Alberta OHS- Dangerous Work Information
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PURPOSE
The purpose for carrying out investigations is to assist companies in making needed
changes in efforts to prevent the same or similar incidents from happening again.
Following are the key steps to take after an incident occurred:

STEP 1 — IMMEDIATE RESPONSE
1. Control the scene
• Start by getting everyone’s attention
• Never blame anyone
• Send someone to get help so you can keep control of the scene
2. Activate Emergency Services/provide first aid
• Have someone keep the injured calm until help arrives, prevent further injury
• Have someone locate a member of your first-aid team
• Have someone contact emergency services. Be very clear on the specific details they will need to provide
to emergency services
3. Prevent secondary incidents
• Stop others from being injured or involved in secondary incidents
• Assign someone to keep spectators from entering the potentially dangerous area. This will also keep them
out of the responders’ way, and help them to provide effective care
4. Identify all possible evidence
• Identify all possible sources of evidence and determine the area to block off in order to preserve the evidence
5. Protect all evidence
• Have someone stand in front of the potential hazards so others are not injured or evidence is not disturbed
• Block off the entire area to preserve the evidence
• Obtain a camera and notepads to record the original location of evidence
6. Determine all possible loss
• Preserving evidence will assist in determining the potential loss- determine if the loss could have been worse
7. Advise critical personnel (Managers)
• Send someone to notify the appropriate department manager in person
• Send someone to meet emergency services at the entrance(s) and provide directions to the area (this will help
prevent unnecessary delays and assist in quick medical attention)
8. Contact authorities (as required)
• Determine if other external sources must be contacted, such as OHS or the police
• Assign appropriate personnel to make needed phone calls
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STEP 2 — CONDUCT INVESTIGATIONS
1.

Debrief with everyone involved

2. Gather all related information
3.

Formulate the investigation team

4.

Analyze the information

5. Identify all contributing causes (immediate, underlying, and root/system)
6.

Identify and implement immediate and longer-term corrective actions based on the causes

STEP 3 — POST INVESTIGATIONS
1.

Verify corrective actions have been addressed

2. Deliver summary of the investigation findings and corrective actions to all affected persons
3.

Monitor corrective actions for effectiveness

4.

Reflect changes in all related portions of the safety program and company systems

Full incident investigation courses are available through training agencies such as the
Alberta Association for Safety Partnerships (AASP)

Link to AASP- Courses
Link to OHS- Sample Incident Investigation Template
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Conducting incident investigations determines where your company’s health and safety management system has
failed and ways to try to prevent repeat incidents from occurring.
Apart from achieving the ultimate goal of preventing repeat incidents an effective investigation can provide many
benefits to an organization, including:
■■ Identifying outdated operational methods
■■ Improvements in the work environment,
■■ Improvements to operational and safety procedures
■■ Raising the level of safety awareness within an organization

REMEMBER:
An event does not “have to” already have caused physical injury in order to justify an investigation.
The intent of an investigation is to “catch” the situation at the “lowest” level on the pyramid.

CATEGORIZING INCIDENTS
An incident may fall into more than one type of event. In such cases, categorizing the incident into the type where the
greatest consequence occurred will help in determining the proper method of investigation.

INCIDENTS CATEGORIES
■■ Safety
■■ Environment
■■ Production/Quality
■■ Others

SAFETY EVENTS
Incidents which compromise or have potential to compromise the safety of people or property:
■■ Near Miss
■■ Injury or illness
■■ Occupational health/hygiene exposures
■■ Vehicle incident
■■ Transportation incident
■■ Equipment and/or structural damage
■■ Process operational safety
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CATEGORIZING INCIDENTS
ENVIRONMENTAL EVENTS
Incidents which compromise or have potential to compromise the environment.
■■ Spills, releases which result in or have potential to result in adverse effect to the environment
(ground water, air, soil, human health, biological, safety of property)
■■ Public complaints
■■ Regulatory noncompliance
■■ Regulatory actions
■■ Wildlife issues (birds, fish, animals, insects)
■■ Odour, noise, visible emissions

PRODUCTION/QUALITY EVENTS
Incidents that result in or have potential to result in production restrictions or losses.

OTHER EVENTS
Incidents that do not fit into any of the other categories.
■■ Theft or Vandalism
■■ Sabotage
■■ Extortion
■■ Armed Robbery
■■ Bomb Threat
■■ Psychosocial

RESPONSIBILITIES
EMPLOYER
The prime contractor or, if there is no prime contractor, the contractor or employer responsible for the work
site shall carry out an investigation into the circumstances surrounding the serious injury or incident and
prepare a report.
This report is a requirement of Section 40 (2)(5) of the Occupational Health and Safety Act, which also outlines the
responsibility of the party preparing the report.
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RESPONSIBILITIES
HSR/HSC
One of the duties of the HSR/HSC delegates is to participate in investigations of serious injuries and incidents at
the work site (OHS Act Section 40).

BEST PRACTICE
OHS legislation requires an employer to conduct investigations and the HSC/HSR to participate in the
investigation of serious injuries and incidents. To ensure your investigations are all-encompassing and
unbiased other knowledgeable individuals should participate in incident investigations.
Examples can include other workers that have worked in the area involved in the incident, or outside
equipment or process experts.

ROOT CAUSES
The focus of an incident investigation is to determine all contributing causes with focus on the root causes,
such as deficiencies in your company’s processes or practices.

A simple process to determine “Root Causes” is by asking the “5 Whys?”

Why is there a problem?
Why is it happening?
Why was it not noticed?
Why was it not corrected?
Why was no procedure in place?
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ROOT CAUSES
HOW TO COMPLETE THE ‘5 WHYS’?
1. Write down the specific problem.
Writing the issue helps you formalize the problem and describe it completely. It also helps a team focus on the
same problem.
2. Ask Why?
Ask why the problem happened and write the answer down below the problem.
3. Ask Why? again.
If the answer you just provided doesn’t identify the root cause of the problem written down in Step 1, ask WHY
again and write that answer down.
4. Loop back to Step 3.
Repeat this until the team is in agreement that the problem’s root cause is identified. Keep in mind, this might take
fewer than 5 WHYS or more than 5 WHYs

THREE BASIC FACTS
1.

Incidents are caused

2.

Incidents can be prevented if the causes are eliminated

3.

Unless the causes are eliminated, the same incident will happen again!

|106|

CONDUCTING INVESTIGATIONS

DETERMINING CORRECTIVE ACTIONS
Always consider the hierarchy of controls when implementing corrective actions.* The controls can be used
in combination. There may also be both temporary and permanent corrective actions needed, depending on the
circumstances.
EXAMPLES

STEP ONE

 Eliminate if possible, or substitute the hazard

INVESTIGATION
MATRIX
STEP TWO
 Apply
Engineering Controls
To better determine what will be investigated and the level of investigation required, consider creating an

STEP THREE
Apply
Administrative
Controls
investigation
matrix.
A company
specific table
such as this can help ensure investigations are conducted in a timely
manner and at the appropriate level. It is important to customize the process to fit your company and focus on
 Apply PPE Controls
potential loss, not realized loss. Ensure the process meets the legislated expectations to investigate serious injuries
and incidents,
andMeasures”
involves the HSC/HSR as required.
“Control
* See Section

STEP FOUR

EXAMPLE OF AN INVESTIGATION MATRIX

SAMPLE INVESTIGATION MATRIX

Investigation
Matrix

Level of

Investigation

No loss/no
potential
loss

Minor

First Aid

Minor

Medical Aid

Minor

Lost Time/
Property
Damage
<$1000

Medium/
Major (major
required if
potential was
greater)

Major
injury/ Loss
>$1000

Major

Business
Disruptions/
Fatality

Major

Who will
conduct

Department
supervisor
w/appropriate
workers
Department
supervisor
w/appropriate
workers
Department
supervisor
w/appropriate
workers
Department
Supervisor
w/ HSC &
appropriate
workers
Department
Manager &
Supervisor &
HSC , along
w/appropriate
workers
Department
Manager &
Supervisor
w/senior
Mgmt, HSC
and workers

Form(s) to
Complete

Follow-up
Info Required

1st Aid/
Incident
Report

Communicatio
n at Safety
meetings/
minutes
Communicatio
n at Safety
meetings &
minutes
Communicatio
n at Safety
meetings &
minutes
Communicatio
n at Safety
Meetings &
Minutes

1st Aid/
Incident
Report
1st Aid/
Incident
Report
1st Aid/
Incident
Report,
possibly
Investigatio
n Report
1st Aid/
Incident
Report and
Investigatio
n Report
1st Aid/
Incident
Report and
Investigatio
n Report

Who
Responsible
to Ensure
Completion
Safety
Coordinator/
Snr
Management
Safety
Coordinator/
Snr
Management
Safety
Coordinator/
Snr
Management
Senior
Manager

Who
signs-off
on Final
Report
Senior
Manager

Communicatio
n at Safety
Meetings &
Minutes and
Safety Alert
Communicatio
n at Safety
Meetings &
Minutes and
Investigation
Summary
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Estimated
time for
Completion
2 weeks

Senior
Manager

2 weeks

Senior
Manager

2 Days

Senior
Manager

1 Day

Senior
Manager

Senior
Manager

1 Week

Senior
Manager

Senior
Manager

2 Weeks
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SAFETY ALERTS
Safety Alerts can be a great tool to communicate the changes a company is making to prevent repeat incidents.
Safety Alerts also educate employees as to what has gone wrong to increase their acceptance of why things need to
change.

EXAMPLE INVESTIGATION SAFETY ALERT

SAFETY ALERT
Date of Incident:

July 8, 2019

DETAILS OF INCIDENT
An employee was guiding guests to the safe muster
point during our weekly “bear alert” exercise. The group
was further behind the other groups because they were
still unloading their vehicle in the parking lot. The group
took a shortcut through the trees to catch up to the
remaining groups. The employee slipped on mud cutting
their leg on tree branches. Guests had not yet entered
the muddy area, and were not hurt.

IDENTIFIED CAUSES
The following contributed to the incident:
• It was the employee’s first day and they had not yet completed their full site
tour.
• The employee did not know it was an exercise, because they had not yet been
shown the daily events board.
• There had been rain the evening before.
• The employee was wearing sandals.

ACTIONS AIMED AT FUTURE PREVENTION
1. New employees must complete all orientation activities and job shadow a lead for
1-week before being assigned a group or being allowed to work alone.
2. Supervisors will not hold drills when new employees are alone with groups and
have not yet participated in a response exercise.
3. Supervisors must ensure workers are wearing the required footwear each
morning.
4. New hire package will be enhanced to clearly highlight expected footwear.

When we work together we can all enjoy a safe work environment!
18 June 2019

AASP Resource Page - Templates and Samples
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PROCEDURES FOR WORKER PARTICIPATION

PURPOSE
Employers must ensure workers have meaningful participation in health
and safety activities.

REQUIREMENTS
Workers have the right to meaningful participation in health and safety activities pertaining to their work and work site.
OHS legislation requires employers to involve affected workers in hazard assessments and in the control or elimination
of the identified hazards.
One of the duties noted for the HSR/HSC in OHS legislation is to participate in the identification of hazards to workers
or other persons arising out of or in connection with work site activities.

OTHER CONSIDERATIONS
OHS legislation is founded on an Internal Responsibility System (IRS).
All employees should be actively involved in the program to ensure it reflects their work activities and verify they have the
needed health and safety controls and resources. Some examples could include writing safe work procedures/practices,
completing hazard assessments, inspections, and more.
The implementation of an HSR/HSC will provide employers with a body of people that will represent workers and help
ensure they can actively participate in health and safety matters.
Other areas where workers should be actively involved in health and safety activities included hazard assessments,
inspections, investigations (when appropriate), as well as reporting and program review activities.
Regardless of the size of your company, ensure processes validate and monitor all H&S concerns or complaints and
any feedback forwarded by employees/volunteers. Doing so will assist in developing a positive workplace H&S culture,
and ensure continued involvement from employees.

How do I involve my staff/volunteers in OHS processes?

There are many activities where you can involve personnel. Some examples include:
• Ask them for feedback, and encourage feedback on an ongoing basis.
• Include them in the creation of practices, policies, training, etc.
• Validate their knowledge and expertise, and explain the value of what they have to offer the OHS program.
• Task them with mentoring and job shadowing.
• Communicate the IRS, and the 3-Rights.
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OTHER CONSIDERATIONS
How can I get my people to participate in health and safety activities, when we are all so very busy?

You have a responsibility to afford your workers their 3-Rights, which includes meaningful
participation in activities that could affect their health and safety. Some actions you can take
include:
• Promote a proactive safety culture in your workplace.
• Engage workers at every opportunity to share ideas, concerns, and learnings.
• Incorporate H&S into other successful activities such as new hire on-boarding, and company and
team discussions/meetings. H&S doesn’t need to be a stand-alone activity to be successful.
• Consider your IRS and share the roles and responsibilities accordingly among everyone in your
organization.
• Celebrate all successes, even the little ones. Employee recognitions can be as simple as a
“thank you”, or “job well done”. Simple acknowledgments can go a long way.

AASP Resource Page - Templates and Samples
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SAFETY PROGRAM REVIEW AND REVISION

PURPOSE
The purpose of reviewing and revising the health and safety program is to keep it current
and all-encompassing.
These processes can identify areas where workers are exposed to hazards that had been
missed in the past, or have been introduced through operational or process changes.

OTHER CONSIDERATIONS
Reviews of program elements should be conducted with representatives from affected parties and with the involvement
of the HSR/HSC to ensure all aspects are being considered.
Including multiple representatives in the process can help assist a company in ensuring their workers’ right to
meaningful participation in the H&S program is being exercised.

Reviews of program elements should be conducted with representatives from affected parties with the involvement of
the HSR/HSC, to ensure all aspects are being considered. Including multiple representatives in the process can help
assist a company in ensuring their workers’ right to meaningful participation in the H&S.

Health and Safety Program

•

Outlines an organization’s
expectations for meeting OHS
obligations.

•

Requires a review and update at
least every three years.

•

Examples include the policies,
procedures, practices, and
processes that are to be applied
and followed.

Operational Documentation

Completed documents used to apply,
verify and enforces the application of an
organization’s Health & Safety Program.
These documents are used frequently and
by multiple individuals.
Examples can include:
•

Hazard Assessment records

•

Contractor management processes

•

Orientation and training records

•

Incident reports and investigation
records

•

Communication records and audit
action plan, etc.
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Along with maintaining your health and safety program and ensuring it remains
current, records must be maintained.
Two years of records must be made readily available to an OHS officer upon request .
When an OHS officer is requesting documentation it is likely to verify your company has
been meeting OHS expectations.

These records are the first step for proving your company’s H&S compliance.

When creating any document or corrective action registry, be sure the process will serve its intended purpose.
Documentation should always capture all related information and details and then feed into other company processes
that should verify issues were properly considered and closed out.
Solid documentation practices and systems help ensure items do not fall through your program’s gaps.

When systems and documentation cannot verify that corrective actions were taken, it leaves the company
and/or individuals vulnerable.
For example: a group of employees conduct an inspection and identify a few deficiencies that require attention. The
inspectors complete the inspection report and pass it along to their supervisor to address the concerns.
The supervisor is very busy and determines the issues are low risk at this time. They place the inspection report on
the corner of their desk with full intentions to address the concern once they get back from lunch. The supervisor
returns from lunch and simply forgets about the report.
Two weeks later an incident occurs involving one of the areas of concern noted on the inspection report.

Backup systems and deficiency tracking processes will help ensure required records are maintained, followed up
on, and closed out as part of the employer’s (manager/supervisor) accountability systems. Each employer’s health and
safety management system should reflect their operations and will likely vary from other employers.
The following are some of the areas outlined in the Alberta OHS legislation that require records be maintained.

OHS ACT
PART 3 — Joint Work Site Health and Safety Committees and Health and Safety Representatives
Duties of a joint work site health and safety committee
19 The duties of a joint work site health and safety committee include the following:
(i)

the maintenance of records in conjunction with the receipt and disposition of concerns and
complaints and the attendance to other matters relating to the duties of the committee.
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RECORD KEEPING

OHS ACT
Part 8 — Compliance and Enforcement
Inspection
51 (1)

For the purposes of this Act, an officer may

(a) at any reasonable hour and without warrant, enter into or on any work site and inspect the
		
work site except for a premises used as a private dwelling,
(b) subject to section 48 (6), require the production of any records, books, plans or other
		
documents, including electronic documents, that relate to the health and safety of workers
		
and may examine them, make copies of them or remove them temporarily for the purpose of
		making copies,
(c) use data storage, information processing or retrieval devices or systems that are used by an
		
employer in order to examine records, books, plans or other documents…
Investigation of injury or incident
53 (1)

If an injury or incident occurs at a work site, an officer may, subject to section 51 (2),

(d) require the production of any records, books, plans or other documents, including electronic
		
documents, and examine them, make copies of them or seize them, and
(e) use data storage, information processing or retrieval devices or systems that are used by an
		
employer in order to examine records, books, plans or other documents.

OHS CODE
More information can be found in the following sections of the OHS Code:
Part 4—
Chemical Hazards
Biological Hazards and
Harmful Substances, as applicable.
Part 5— Confined Spaces
46- Training
48- Safety and protection- generally
52- Testing the atmosphere
58- Pertaining records

Part 6— Cranes, Hoists and Lifting Devices
65- Log books
Part 11— First Aid
181- First aid providers
183- Record of injury or illness
184- First aid records access
Part 16- Noise Exposure
220- Results recorded
221 – 223, as applicable
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Campsites

Trailer Parks
White Water Rafting
Hot Air Ballooning
Paint Ball
Laser Tag
Amusement Parks
Canoeing
Hunting Tours
Fishing Tours
Hiking Tours
Trail Rides
Dog Sledding
Snowmobile Tours
Go-Kart Tracks
Carnivals
Pack Trains
Trampoline Parks
Indoor Playgrounds
Boat Rentals & Tours

additional

OHS
considerations

Occupational Health & Safety Toolkit

ADDITIONAL OHS CONSIDER ATIONS
The following information reflects other areas within the Alberta Occupational Health and Safety Act, Regulation, and
Code that have been identified as relevant to this project.

It must be understood that this section is not exhaustive and each employer must ensure they have
reflected all legislated requirements within their health and safety management system (HSMS).
The intent of this section is to draw attention to other requirements and provide some suggested
examples of how employers can begin to address these expectations within their own HSMS.

The information and examples provided in this section and the entire best practice manual have been generalized to
help reflect the vast nature of the employers within the scope of this project.
The obligation remains with the employers to identify hazards and do what is reasonably practicable to prevent worker
exposure and the exposure of any other person at or in the vicinity of the employer’s work site/activities.
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OHS REGULATIONS
Part 1 - General

EQUIPMENT
Equipment

Means any mechanical or non-mechanical article or
device, and includes any machine, tool, appliance,
apparatus, implement or other thing used in carrying
out of work, but does not include the personal
property owned by an individual unless that property
is used in the carrying out of work.

Manufacturer’s
Specifications

Means the written specifications, instructions
or recommendations, if any, of the manufacturer
of equipment or supplies that describe how the
equipment or supplies are to be used, erected,
installed, assembled, started, operated, handled,
stored, stopped, calibrated, adjusted, maintained,
repaired, dismantled or disposed of, including a
manufacturer’s instructions, operating or maintenance
manual or drawings of equipment or supplies.

Personal Protective
Equipment (PPE)

Means equipment or clothing worn by a person for
protection from health and safety hazards associated
with conditions at a worksite.

Specifications

Other than manufacturer’s specifications, includes
the written instructions, procedures, drawings or
other documents of a professional engineer or other
person designated in the regulations or the OHS code
relating to equipment, supplies and a work process or
operation.

Supplier

Means a person who sells, rents, leases, erects,
installs or provides any equipment or who sells or
otherwise provides any harmful substance or explosive
to be used by a worker in respect of any occupation,
project or work site.

Work Site

Means a location where a worker is, or is likely to
be, engaged in any occupation and includes any
vehicle or mobile equipment used by a worker in an
occupation.

Equipment
12(1) An employer must ensure that all
equipment used at a work site
(a) is maintained in a condition that will
not compromise the health or safety of
workers using or transporting it,
(b) will safely perform the function for
which it is intended or was designed,
(c) is of adequate strength for its purpose,
and
(d) is free from obvious defects.

General Protection of Workers
13 (3) An employer must ensure that
workers
who may be required to use safety
equipment or personal protective equipment
are competent in the application, care,
use, maintenance and limitations of that
equipment.

Duties of Workers
14(2) A worker must immediately report to
the
employer equipment that
(a) is in a condition that will compromise
the health or safety of workers using or
transporting it,
(b) will not perform the function for which it
is intended or was designed,
(c) is not strong enough for its purpose,or
(d) has an obvious defect.
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Equipment continued…

OHS CODE

EQUIPMENT

OHS Code- Part 3 Specifications and
Part 3 - Specifications &
Certifications
Certifications
Following specifications
Following Specifications
12- An employer must ensure that
12

An employer must ensure that

(a)(a)equipment
sufficientsize,
size,
equipment is
is of
of sufficient
strength
design
made
of
strength
andand
design
and and
made
of suitable
materials
withstand to
thewithstand
stresses
suitabletomaterials
imposed
on it during
its operation
and to
the stresses
imposed
on it during
perform the function for which it is
its operation and to perform the
intended or was designed,
function for which it is intended
(b) the rated capacity or other limitations
or was designed,
on the operation of the equipment, or any
(b)part
theofrated
capacity
or other
it, or on
the supplies
as described
limitations
on
the
operation
of or
in the manufacturer’s specifications
specifications
certified
by
a
professional
the equipment, or any part of it,
engineer,
aresupplies
not exceeded,
or on the
as described in
(c)the
modifications
to equipment
that may
manufacturer's
specifications
affect its structural integrity or stability
or specifications certified by a
are performed in accordance with the
professional engineer, are not
manufacturer’s specifications or
exceeded, certified by a professional
specifications
and
(c) engineer,
modifications
to equipment that
may
affect
its
structural
integrity
(d) equipment and supplies are
erected,
installed,
assembled,
started, operated,
or stability
are performed
in
handled,
stored,with
serviced,
accordance
the tested,
adjusted, calibrated, maintained, repaired
manufacturer's specifications or
and dismantled in accordance with
specifications certified by a
the manufacturer’s specifications or the
professionalcertified
engineer,
specifications
by aand
professional
(d)engineer.
equipment and supplies are
erected, installed, assembled,
started, operated, handled,
For
moreserviced,
information
to:
stored,
tested,go
adjusted,
OHS
Code (15)
calibrated,
maintained, repaired
Approved
Equipment
and dismantled
in accordance
OHS
Code
with
the (25)
manufacturer's
Tools,
Equipmentorand
specifications
theMachinery
specifications
by a
OHS
Regulationscertified
(7)
professional
engineer.
Availability
of specifications

#12- SWP Hand Tools
Examples & Templates
#12- SWP Hand Tools
#13- SWPAvailable on Resource
Page Hut Cleaning
#13- SWP- Hut Cleaning
(INSERT LINK TO#19RESOURCE
#19- Equipment
Pre-trip
Equipment Pre-trip
Checklist
PAGE)
Checklist
#26- SWP Powered
Equipment
#26-Mobile
SWP Powered
Mobile
Equipment
T21- Snowmobile Inspection Form
T21- Snowmobile Inspection
T22- ATV Inspection
FormForm
ATV Inspection
T23- ATV & TrailerT22Inspection
Form Form
T23- ATV & Trailer Inspection
Form

AASP Resource Page - Templates and Samples

Also see:
OHS Code (15)-Approved equipment
OHS Code (25) Tools, Equipment, and
Machinery
OHS Regulations-(7) Availability of
specifications
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SAFETY TRAINING
Competent

In relation to a person, means adequately qualified,
suitably trained and with sufficient experience to
safely perform work without supervision or with only a
minimal degree of supervision.

Direct Supervision

Means that a competent worker is personally and
visually supervising the worker who is not competent,
and is able to communicate readily and clearly with
the worker who is not competent.

Training
15(1) An employer must ensure that a
worker is trained in the safe operation of the
equipment the worker is required to operate.
(2) An employer must ensure that the
training referred to in subsection (1) includes
the following:
(a) the selection of appropriate equipment;
b) the limitations of the equipment;

(OHS Code)-

Harmful Substance

Means a substance that, because of its properties
application or presence, creates or could create a
danger, including a chemical, biological or radiological
hazard, to the health and safety of a worker exposed
to it.

Health and Safety

Includes physical, psychological and social wellbeing.

Train

Train or any similar term or word means to give
information and explanation to a worker with respect
to a particular subject matter and to require a
particular demonstration that the worker has acquired
knowledge or skill related to the subject matter.

(c) an operator’s pre-use inspection;
(d) the use of the equipment;
(e) the operator skills required by the
manufacturer’s specifications for the
equipment;
(f) the basic mechanical and maintenance
requirements of the equipment;
(g) loading and unloading the equipment
if doing so is a job requirement;
(h) the hazard specific to the operation
of the equipment at the work site.
(3) If a worker may be exposed to harmful
substance at a worksite, an employer must
(a) establish procedures that minimize
the worker’s exposure to the harmful
substance, and
(b) ensure that a worker who may be
exposed to the harmful substance.
(i) is trained in the procedures,
(ii) applies the training, and
(iii) is informed of the health hazards
associated with exposures to the
harmful substance.
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OHS CODE

SAFETY TRAINING

Part 18 - Personal Protective
Equipment

Workers have a right to be informed about the hazards of their work site and to
know how to prevent or reduce their exposure to these hazards.

Duty to use personal protective
equipment

Workers also have a right to meaningful participation in health and safety
activities as it pertains to their work or work site.

228 (1) If the hazard assessment indicates
the need for personal protective equipment,
an employer must ensure that

When planning your training programs, you must consider all aspects of your
work site.

(d) workers are trained in the correct use,
care, limitations and assigned maintenance
of the personal protective equipment.

This should include all persons, all situations, and all facilities. Although training
requirements within each industry and possibly each company can differ,
training is essential to both workplace safety and worker competency.

Part 19- Powered Mobile Equipment
Operator Responsibilities

It is often easy to identify external training requirements such as sending
workers for first aid training or all-terrain vehicle (ATV) certifications.

256 (1) A worker must not operate powered
mobile equipment unless the worker

As an employer, you want to ensure that your training programs also focuses on
affording your workers their three basic health and safety rights.

(a) is trained to safely operate the
equipment
(b) has demonstrated competency in
operating equipment to a competent worker
designated by the employer,
(c) is familiar with the equipment’s operating
instructions, and
(d) is authorized by the employer to operate
the equipment.
(2) Subsections (1) (a), (b) and (c) do not
apply if the worker in training operates the
equipment under the direct supervision
of a competent worker designated by the
employer.

Part 27- Violence and Harassment
Training of workers

Workers need to be informed of the hazards and how to control them; therefore,
training should reflect on all potential hazards each individual can be exposed
to through either their work tasks or their work environment.
Workers need to know how to control those hazards; therefore, training should
also address all a written safe work practices/procedures, WHMIS training
(when applicable), and safety equipment operation.
Workers have a right to meaningful participation in the health and safety
program.
In effort to encourage awareness of and participation in the health and safety
program employers should consider all aspects of their health and safety
program to determine where the various groups of workers should participate
in the activities and where their participation could benefit the outcome of such
processes/activities. Examples could include:
• Workplace inspections

391 – An employer must ensure that workers
are trained in

• Conducting hazard assessments

(a) the recognition of violence and
harassment,

• Training other workers

(b) the policies procedures and workplace
arrangements that the employer has
developed and implemented to eliminate
or control the hazards of violence and
harassment,
(c) the appropriate response to violence
and harassment,including procedures for
obtaining assistance, and

• Participating in incident investigations and/or reviews

Once participation has been identified, training programs should be created
and provided.

For more Information go to OHS CODE;
21, 46, 56, 62, 117,141, 158, 211, 221, 392, 397, 812, 822, 825

(d) the procedures for reporting
investigating and documenting incidents of
violence and harassment.
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SAFETY TRAINING
Training should be an ongoing activity. Employers need to verify competency throughout
an employee’s time with the company. Some of the key areas where training can often be
overlooked include:
•

Employees delivering health and safety orientations when they do not understand the
information they are delivering

•

Workers being promoted to supervisor or management roles (OHS obligations,
accountability, and due diligence)

•

Those tasked with overseeing others in the work site (e.g. contractors or temporary
staff)

•

Workers being transferred from one facility to another

•

Workers being asked to cover another area during vacation or while being short
staffed

•

Workers being expected to work alone when this is not a regular occurrence

•

Those expected to hold meetings or deliver presentations

•

Workers taking a leave of absence or leaving the company for an extended period (
e.g. 6 months or more)

•

Managers and supervisors expected to fulfil worker tasks during company downsizing
or employee vacations

•

General emergency response training (beyond evacuations)

•

Employees being assigned specialized emergency response roles

•

Changes to equipment or processes (e.g purchasing a different
type of forklift or ATV)

•

New PPE being introduced into the workplace

•

New chemicals being introduced into the workplace

•

A manager being assigned the responsibility to support
a health and safety representative

•

Whenever there are updates made to company policies, procedures
or practices

•

Refresher training for infrequently used equipment/tasks/processes

•

Managers and supervisors being expected to participate/conduct
incident investigations

•

Managers signing off on completed investigations and inspections
without understanding why they are doing so

Be sure to formalize all types of training, even mentor type training, and keep records.
Comprehensive training records and competency measures are essential to a company’s due diligence
defence. Documented quizzes, tests and skills verifications are extremely valuable.
(See T13- Training Agenda and Sign-in & T12- Training and Competency Template in the resource page)
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OHS CODE
Part 8 - Entrances, Walkways,
Stairways and Ladders

FALL PROTECTION
Anchor-

Means an engineered component for coupling a fall
arrest or travel restraint system to an anchor.

Fall Arresting Device

Means a part of a worker’s personal protective
equipment that stops the worker’s fall and does not
allow the worker to fall farther.

Fall Protection
System

Means a personal fall arrest system, a travel restraint
system, fabric or netting panels intended for leading
edge protection, as safety net, a control zone, or use
of procedures in place of fall protection equipment.

Horizontal Lifeline
System

Means a system composed of synthetic or wire rope,
secured horizontally between two or more anchor
points, to which a worker attaches of personal fall
arrest system or travel restraint system.

Lifeline

Means a synthetic or wire rope, rigged from one
or more anchor points, to which a workers lanyard
or other part of the personal fall arrest system is
attached.

Personal Fall Arrest
System

Means personal protective equipment that will stop a
worker’s fall before the worker hits a surface below the
worker.

Travel Restraint
System

Means a type of fall protection system, including
guardrails or similar barriers that prevent a worker
from travelling to the edge of a structure or to a work
position from which the worker could fall.

Fall Protection
137(1) An employer must ensure that a
worker working from a portable ladder from
which the worker may fall 3 metres or more
uses a personal fall arrest system.
(2) Subsection (1) does not apply while the
worker is moving up or down the portable
ladder.
(3) Despite subsection (1), if it is not
reasonably practical to use a personal fall
arrest system, a worker may work from a
portable ladder without fall protection if
(a) the work is a light-duty task of short
duration at each location,
(b) the worker’s centre of balance is at the
centre of the ladder at all times even with an
arm extended beyond the side rails of the
ladder, and
(c) the worker maintains three point contact
whenever the worker extends an arm beyond
a side rail.

Part 9 - Fall Protection
General Protection
139(1) An employer and a supervisor, or a
self-employed person, must ensure that a
worker is protected from falling if the worker
may fall,
(a) at a temporary or permanent work area,
a vertical distance of 3 metres or more,
(b) at a temporary or permanent work area,
a vertical distance of less than three metres
if there is an unusual possibility of injury,
(c) at a temporary or permanent work
area, into or onto a hazardous substance
or object, or through an opening in a work
surface, or
(d) at a permanent work area, a vertical
distance of more than 1.2 metres and less
than 3 metres.
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FALL PROTECTION
Why is fall protection planning important? (Source CCOHS)

General Protection
139(2) For the purpose of this section,there
is an unusual possibility of injury if the injury
may be worse than an injury from landing on
a solid, flat surface.
(3) Subject to subsection (5), an employer
or self-employed person must install a
guardrail.
(5) Subject to subsection (6), if the use of a
guard rail is not reasonably practicable, an
employer and a supervisor, or self-employed
person, must ensure that a worker uses
a travel restraint system that meets the
requirements of this part.
(6) Subject to subsection (7), if the use of
a travel restraint system is not reasonably
practicable, an employer and a supervisor
or self-employed person, must ensure that
a worker uses a personal fall arrest system
that meets the requirements of this part.
(7) If the use of a personal fall arrest system
is not reasonably practicable, an employer
and the supervisor, or self-employed person,
must ensure that a worker uses an equally
effective fall protection system.
(8) A worker must use the system required
by this section.

Falls are common causes of serious work related injuries and deaths. Fall
protection planning can help to eliminate the hazards or control the risks
associated with working near openings or at heights.
This document will focus on working at heights. For information about falls on
the same level, please see the OSH Answers document on the prevention of
slips, trips and falls

What is working at heights?
Working at heights is any work where a person could fall a distance and be
injured. This event might include, for example, falling from a step ladder, off of a
roof, or through an unguarded hole in the ground or floor.
Fall protection may also be required when working above an open top tank, bin,
hopper, or vat.
Other situations that may require fall protection include the use of:
• Forklift platforms,
• Elevated work platforms,
• Fixed suspended work platforms,
• Swing staging,
• Boatswain’s chairs,
• Aerial devices,
• Suspended equipment, or
• Personnel carrying equipment
(e.g., personnel lifting units raised by cranes or hoists)
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Part 9 - Fall Protection
Fall Protection Plan
140 (1) An employer must develop
procedures that comply with this Part in
a fall protection plan for a work site if a
worker at the work site may fall 3 metres
or more and the worker is not protected by
guardrails.
(2) A fall protection plan must specify
(a) the fall hazards at the work site,
(b) the fall protection system to be used at
the work site,
(c) the anchors to be used during the
work,
(d) the clearance distances below the
work area, if applicable, have been
confirmed as sufficient to prevent a worker
from striking the ground or an object or
level below the work area,
(e) the procedures used to assemble,
maintain, inspect, use and disassemble the
fall protection system, where applicable,
and
(f) the rescue procedures to be used
if a worker falls and is suspended by a
personal fall arrest system or safety net
and needs to be rescued.
(3) The employer must ensure that the fall
protection plan is available at the work site
and is reviewed with workers before work
with a risk of falling begins.

FALL PROTECTION
Occupational health and safety laws generally require action when a worker
has the potential to fall 3 metres (10 feet) or more.
Check with your jurisdiction as exact requirements do vary. Note that most
jurisdictions require the use of specific fall protection measures before, or in
addition to, personal protective equipment (PPE).

These measures generally include the use of some of the following:
•

Fixed barriers (e.g. handrails, guardrails, covers, etc.)

•

Warning barriers/control zones

•

Fall or travel restraint systems (i.e., a system to prevent a worker from
falling from a work position, or from travelling to an unguarded edge from
which the worker could fall)

•

Fall containment system (e.g., safety nets)

•

Fall arrest system (i.e., a system that will stop a worker’s fall before the
worker hits a surface below)
There may also be specific legal requirements around use of
equipment like ladders and scaffolding.
Industrial fall protection and recreational fall protection have many variations.
It was indicated during the scope of this project that both types are used by
87600 employers.
The Alberta Government has an “acceptance” process that employers
can use to apply for a variance from the legislated requirements when
workers use processes/equipment that deviates from legislation.
Of course the variance will be assessed to verify they meet the intent of
the legislation.

(4) The employer must ensure that the
plan is updated when conditions affecting
fall protection change.

For more information go to
OHS Code:
Section 138,
141 to 151,
Part 41

Link to CCOHS- Fall Protection- Fall Protection Plan (General)
Link to OHS LI030- Applying for a Variance
AASP Resource Page - Templates and Samples
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FIRST AID TRAINING & SUPPLIES
Acute Illness or Injury

Means a physical injury or sudden occurrence of
an illness that results in the need for immediate
care.

Advanced Care
Paramedic

Means an advanced care paramedic under the
Paramedic’s Profession Regulation (AR 151/2016).

Advanced First Aider

Means an emergency medical responder, primary
care paramedic, nurse or other person who holds
a certificate in advanced first aid from an approved
training agency.

Approved Training
Agency

Means a person or organization that enter it into
an agreement with the Director of Medical Services
under section 177.

Close Work Site

Means a work site that is more than 20 minutes
but less than 40 minutes travel time from a health
care facility, under normal travel conditions using
available means of transportation.

Distant Work Site

Means a work site that is more than 20 minutes
but less than 40 minutes travel time from a health
care facility, under normal travel conditions using
available means of transportation.

Emergency First
Aider

Means a person who holds a certificate in an
emergency first aid from an approved training
agency.

Emergency Medical
Responder

Means an emergency medical responder under the
Paramedic’s Profession Regulation (AR 151/2016).

First Aid

Aid- Means the immediate and temporary care
given to an injured or ill person at a worksite using
available equipment, supplies, facilities or services,
including treatment to sustain life, to prevent a
condition from becoming worse or to promote
recovery.

First Aider

Means an emergency first aider, standard first
aider or advanced first aider designated by an
employer to provide first aid to workers at a work
site.

Emergency Response Plan
115(1) An employer must establish an
emergency response plan for responding
to an emergency that may require rescue
or evacuation.

Contents of Plan
116 An emergency response plan must
include the following:
(c) the identification of, location of and
operational procedures for emergency
equipment
(e) the location and use of emergency
facilities
(h) the first aid services required.

Part 11 - First Aid
Training Standards
Training Standards (training agencies must
be approved by the Director of Medical
Services
(See OHS Code Section 177).
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FIRST AID TRAINING & SUPPLIES
Health Care Facility

Means a hospital, medical clinic or physician’s
office that can dispense emergency medical
treatment during the time the workers are at the
work site.

Isolated Work Site

Means a work site that is 40 minutes or more travel
time from the work site to a health care facility
under normal travel conditions using available
means of transportation.

Low Hazard Work

Means work at administrative sites where the work
performed is clerical or administrative in nature,
dispersal sites where worker is based, where a
worker is required to report for instruction, and
from which a worker is transported to a work site
where the work is performed.

Medium Hazard Work

Means work that is not low or high hazard. (See
Schedule 2 in the OHS Code).

Nurse

Means a registered nurse who is a member of the
College and Association of Registered Nurses of
Alberta established under the Health Profession
Act and who is an advanced first aider.

Standard First Aider

Means a first aider who holds a certificate in
standard first aid from an approved training
agency.

Providing services, supplies,
equipment
178(1) An employer must provide firstaid services, supplies and equipment and
provide a first-aid room in accordance with
the applicable requirements of Schedule
2, Tables 3 to 7 or an acceptance from the
Director of Medical Services.
(2) A prime contractor must ensure that in
accordance with the applicable requirements
of Schedule 2, Tables 3 to 7, first aid
services, supplies and equipment and a
first aid room, are available at the work site
suitable for the type of work site and the
total number of workers at the work site.
(3) Despite subsections (1) and (2), the
employers and prime contractor at a
project may enter into a written agreement
to collectively provide first-aid services,
supplies and equipment and provide a first
aid room for workers in accordance with
the applicable requirements in Schedule 2,
Tables 3 to 7 or an acceptance as allowed
by section 55 of the Act.
(4) If a first-aid room is a temporary or
mobile facility, an employer must ensure that
it meets the requirements of Schedule 2,
Table 4 except that
(a) the room may be used for other services
if it is maintained appropriately to provide
first aid, and
(b) where it is not possible or practicable
to provide a supply of hot and cold portable
water, a supply of cold potable water is
acceptable.

How to determine your first aid requirements?
• First you must determine if you are considered a “Low”, “Medium”, or “High”
hazard workplace.
• Next you must determine how far you are from a medical care center.
(See Schedule 2 in the OHS Code)

Key Tip
Low hazard workplaces are typically administrative in nature or
worker dispersals sites.
High hazard work sites are triggered by activities outlined in
Schedule 2- Table 2.
If you do not fit into either Low or High, you are likely medium.
There is no list or breakdown of work activities that would be
considered “Medium Hazard”.
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Location of first aid
179- An employer and prime contractor must
(a) Ensure that first-aid services, first aid
equipment, supplies and the first aid room
required by this Code are
(i) located at or near the worksite they are
intended to serve, and
(ii) available and accessible during all
working hours;
(b) Ensure the first aid equipment and
supplies are (i) maintain in a clean, dry and
serviceable condition,
(ii) contained in a material that protects
the contents of from the environment, and
(iii) clearly identified as first-aid equipment
and supplies

Emergency transportation
180 (1) Before workers are sent to a
work site, the employer must ensure that
arrangements are in place to transport
injured or ill workers from the work site to
the nearest healthcare facility.
(2) An employer must ensure that an
ambulance service licensed in accordance
with the Ambulance Services Act is readily
available to the work site when travel
conditions are normal.
(3) If an ambulance service licensed in
accordance with the Ambulance Services
Act is not readily available to the work
site, or if travel conditions are not normal,
an employer must ensure that other
transportation is available that
(a) is suitable, considering the distance to
be travelled and the types of acute illnesses
or injuries that may occur at the work site,
(b) protects occupants from the weather,
(c) has systems that allow the occupants to
communicate with the health care facility to
which the injured or ill worker is being taken,
and
(d) can accommodate a stretcher and an
accompanying person if required to.

FIRST AID TRAINING & SUPPLIES
OCCUPATIONAL HEALTH AND SAFETY CODE

Schedule 2

Table 5

AR 87/2009

First aid requirements for low hazard work
[ See sections 178, 181(1) ]

Number of
workers at work
site per shift
1
2–9

Close work site
(up to 20 minutes)

Distant work site
(20 – 40 minutes)

Type P First Aid Kit
No. 1 First Aid Kit

Type P First Aid Kit
1 Emergency First Aider
No. 2 First Aid Kit
10 – 49
1 Emergency First Aider
1 Emergency First Aider
No. 1 First Aid Kit
No. 2 First Aid Kit
50 – 99
1 Emergency First Aider
1 Emergency First Aider
1 Standard First Aider
1 Standard First Aider
No. 2 First Aid Kit
No. 2 First Aid Kit
100 – 199
1 Emergency First Aider
1 Emergency First Aider
2 Standard First Aiders
2 Standard First Aiders
No. 3 First Aid Kit
No. 3 First Aid Kit
3 blankets, stretcher,
Designated area for
splints
first aid services
Designated area for
first aid services
200 or more
1 Emergency First Aider
1 Emergency First Aider
2 Standard First Aiders
2 Standard First Aiders
Plus
Plus
1 Standard First Aider for
1 Standard First Aider for
each additional increment each additional increment
of 1 to 100 workers
of 1 to 100 workers
No. 3 First Aid Kit
No. 3 First Aid Kit
3 blankets, stretcher,
Designated area
splints
for first aid services
Designated area
for first aid services
Note: Number of first aiders indicated is for a shift at all times.

Isolated work site (more
than 40 minutes)
Type P First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
2 Standard First Aiders
No. 2 First Aid Kit
3 Standard First Aiders
No. 3 First Aid Kit
3 blankets, stretcher,
splints
Designated area for
first aid services
3 Standard First Aiders
Plus
1 Standard First Aider for
each additional increment
of 1 to 100 workers
No. 3 First Aid Kit
3 blankets, stretcher,
splints
Designated area
for first aid services

OCCUPATIONAL HEALTH AND SAFETY CODE

Schedule 2

Table 6

AR 87/2009

First aid requirements for medium hazard work
[ See sections 178, 181(1) ]

Number of
workers at work
site per shift
1
2–9

Close work site
(up to 20 minutes)
Type P First Aid Kit
1 Emergency First Aider
No. 1 First Aid Kit

10 – 19

1 Emergency First Aider
1 Standard First Aider
No. 2 First Aid Kit

20 – 49

1 Emergency First Aider
1 Standard First Aider
No. 2 First Aid Kit

50 – 99

2 Emergency First Aiders
1 Standard First Aider
No. 3 First Aid Kit

100 – 199

2 Emergency First Aiders
2 Standard First Aiders

Distant work site
(20 – 40 minutes)
Type P First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
3S2-6
blankets
1 Emergency First Aider
1 Standard First Aider
No. 2 First Aid Kit
3 blankets
1 Emergency First Aider
1 Standard First Aider
No. 2 First Aid Kit
3 blankets
2 Emergency First Aiders
1 Standard First Aider
No. 3 First Aid Kit
3 blankets
2 Emergency First Aiders
2 Standard First Aiders

No. 3 First Aid Kit

No. 3 First Aid Kit
3 blankets, stretcher,
splints
Designated area for
first aid services
200 or more
2 Emergency First Aiders
2 Emergency First Aiders
2 Standard First Aiders
2 Standard First Aiders
1 Nurse or 1 ACP
1 Nurse or 1 ACP
Plus
Plus
1 Standard First Aider for
1 Standard First Aider for
each additional increment each additional increment
of 1 to 100 workers
of 1 to 100 workers
First Aid Room
First Aid Room
Note: Number of first aiders indicated is for a shift at all times.
Designated area for
first aid services
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Isolated work site
(more than 40 minutes)
Type P First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
3 blankets
2 Standard First Aiders
No. 2 First Aid Kit
3 blankets
2 Standard First Aiders
No. 2 First Aid Kit
3 blankets
3 Standard First Aiders
No. 3 First Aid Kit
3 blankets
3 Standard First Aiders
1 Advanced First Aider
No. 3 First Aid Kit
3 blankets, stretcher,
splints
Designated area
for first aid services
4 Standard First Aiders
1 Nurse or 1 ACP
Plus
1 Standard First Aider for
each additional increment
of 1 to 100 workers
First Aid Room
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Part 11- First Aid
Emergency transportation
180(4) An employer must provide a means
of communication at the work site to
summon an ambulance service licensed
in accordance with the Ambulance
Services Act or transportation described in
subsection (3).
(5) If a worker is acutely ill or injured or
needs to be accompanied during transport
to a health care facility, an employer must
ensure that the worker is accompanied by
at least one first aider, in addition to the
operator of the transportation.
(6) Subsection (5) does not apply if there
are three or fewer workers at the work site
at the time.

FIRST AID TRAINING & SUPPLIES
OCCUPATIONAL HEALTH AND SAFETY CODE

Schedule 2

Table 7

AR 87/2009

First aid requirements for high hazard work
[ See sections 178, 181(1) ]

Number of
workers at work
site per shift
1
2–4

Close work site
(up to 20 minutes)
Type P First Aid Kit
1 Emergency First Aider
No. 1 First Aid Kit

5–9

1 Emergency First Aider
1 Standard First Aider
No. 2 First Aid Kit

10 – 19

1 Emergency First Aider
1 Standard First Aider
No. 2 First Aid Kit
3 blankets

20 – 49

2 Emergency First Aiders
1 Standard First Aider
No. 2 First Aid Kit
3 blankets

50 – 99

2 Emergency First Aiders
2 Standard First Aiders
No. 3 First Aid Kit
3 blankets

100 – 199

200 or more

2 Emergency First Aiders
2 Standard First Aiders
1 Advanced First Aider
First Aid Room
2 Emergency First Aiders
2 Standard First Aiders

Distant work site
(20 – 40 minutes)
Type P First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
3 blankets

Type P First Aid Kit
1 Standard First Aider
No. 2 First Aid Kit
3 blankets

2 Standard First Aiders
No. 2 First Aid Kit
3 blankets

2 Standard First Aiders
No. 2 First Aid Kit
3 blankets

2 Standard First Aiders
No. 3 First Aid Kit
3 blankets, stretcher,
splints

2 Standard First Aiders
No. 3 First Aid Kit
3 blankets, stretcher,
splints

3 Standard First Aiders
No. 3 First Aid Kit
3 blankets, stretcher,
splints
2 Emergency First Aiders
3 Standard First Aiders

3 Standard First Aiders
No. 3 First Aid Kit
3 blankets, stretcher,
splints

No. 3 First Aid Kit
3 blankets, stretcher,
splints

4 Standard First Aiders
1 Advanced First Aider
No. 3 First Aid Kit
3 blankets, stretcher,
splints

4 Standard First Aiders
1 Advanced First Aider
First Aid Room

4 Standard First Aiders
1 Advanced First Aider
First Aid Room

4 Standard First Aiders

4 Standard First Aiders
1 Advanced First Aider
1 Nurse or 1 ACP
Plus
1 Standard First Aider for
each additional increment
of 1 to 100 workers
First Aid Room

1 Nurse or 1 ACP
1 Nurse or 1 ACP
Plus
Plus
1 Standard First Aider for
1 Standard First Aider for
each additional increment
each additional increment
of 1 to 100 workers
of 1 to 100 workers
First Aid Room
First Aid Room
Note: Number of first aiders indicated is for a shift at all times.

S2-8
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FIRST AID TRAINING & SUPPLIES
First Aid Supplies

Duty to report injury or illness
182 If a worker has an acute illness or
injury at the work site, the worker must
report the illness or injury to the employer as
soon as is practicable.

Schedule 2 in the OHS legislation outlines the minimum contents that a
workplace first-aid kit must contain.

(3) A Number 3 First Aid Kit consists of the following:
(a) 24 antiseptic cleansing towelettes, individually packaged;
(b) 100 sterile adhesive dressings, individually packaged;

Record of injury or illness
183(1) An employer must record every acute
illness or injury that occurs at the work site
in a record kept for the purpose as soon as
is practicable after the illness or injury is
reported to the employer.

(c) 50 10 centimetres x 10 centimetres sterile gauze pads individually
packaged;
(d) 6 10 centimetres x 10 centimetres sterile compress dressings, with ties,
individually packaged;
(e) 6 15 centimetres x 15 centimetres sterile compress dressings, with ties,
individually packaged;

(2) A record under subsection (1) must
include the following:

(f) 4 20 centimetres x 25 centimetres sterile abdominal dressings,
individually packaged;

(a) the name of the worker;

(g) 6 conform gauze bandages — 75 millimetres wide;

(b) the name and qualifications of the
person giving first aid;

(h) 12 cotton triangular bandages;

(c) a description of the illness or injury;

(j) 1 pair of scissors;

d) the first aid given to the worker;

(k) 1 pair of tweezers;

(e) the date and time of the illness or injury;

(l) 2 25 millimetres x 4.5 metres rolls of adhesive tape;

(f) the date and time the illness or injury was
reported;

(m)

(g) where at the work site the incident
occurred;

(o) 12 pairs of disposable surgical gloves;

(h) the work-related cause of the incident,
if any.

(q) 1 tubular finger bandage with applicator;

(3) The employer must retain the records
kept under this section for three years from
the date the incident is recorded.

(i) 12 safety pins — assorted sizes;

4 crepe tension bandages — 75 millimetres wide;

(n) 1 resuscitation barrier device with a one-way valve;
(p) 2 sterile, dry eye dressings, individually packaged;
(r) 1 first aid instruction manual (condensed);
(s) 1 inventory of kit contents;
(t) 2 waterproof waste bags.

(4) A Type P First Aid Kit consists of the following:
(a) 10 sterile adhesive dressings, assorted sizes, individually packaged;
(b) 5 10 centimetres x 10 centimetres sterile gauze pads, individually packaged;
(c) 1 10 centimetres x 10 centimetres sterile compress dressing, with ties;
(d) 5 antiseptic cleansing towelettes, individually packaged;

For more information go to:
OHS Code 181, 182,183,184 & Schedule 2

(e) 1 cotton triangular bandage;
(f) 1 waterproof waste bag;
(g) 1 pair disposable surgical gloves.
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LIFTING & HANDLING LOADS
Material Hoist

means a hoist that is not designed to lift people.

Musculoskeletal
Injury

means an injury to a worker of the muscles,
tendons, ligaments, joints, nerves, blood
vessels or related soft tissues that are caused
or aggravated by work, including overexertion
injuries and overuse injuries.

Assessing manual handling hazards
210(1) Before a worker manually lifts,
lowers, pushes, pulls, carries, handles
or transports a load that could injure the
worker, an employer must perform a hazard
assessment that considers
(a) the weight of the load,
(b) the size of the load,
(c) the shape of the load,
(d) the number of times the load will be
moved, and
(e) the manner in which the load will be
moved.

Musculoskeletal injuries
211 If a worker reports to the employer
what the worker believes to be work related
symptoms of a musculoskeletal injury, the
employer must promptly
(a) review the activities of that worker, and of
other workers doing similar tasks, to identify
work-related causes of the symptoms, if any,
and
(b) take corrective measures to avoid further
injuries if the causes of the symptoms are
work related.

Training to prevent musculoskeletal
injury
211.1(1) An employer must ensure that
a worker who may be exposed to the
possibility of musculoskeletal injury is
trained in specific measures to eliminate or
reduce that possibility.
(2) An employer must ensure that the
training referred to in subsection (1) includes
(a) identification of factors that could lead to
a musculoskeletal injury,
(b) the early signs and symptoms of
musculoskeletal injury and their potential
health effects, and
(c) preventive measures including, where
applicable, the use of altered work
procedures, mechanical aids and personal
protective equipment.

Link to OHS Bulletin -Lifting ERG013
Link to CCOHS Lifting, Pushing, Pulling Facts Sheet
Link to CCOHS Posters
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dBA (Decibel)

216 An employer must ensure that all
reasonably practicable measures are used
to reduce the noise to which workers are
exposed in areas of the work site where
workers may be present.

means a measure of sound level in dB using a
reference sound pressure of 20 micro pascals
when measured on the A- waiting network of a
sound level meter.

Excess Noise

means noise that exceeds the limits specified
in section 18 of the OHS Code and Schedule 3
Table 1.

Noise control design

Lex

means the level of workers total exposure to
noise in decibels (dBA), averaged over the
entire workday and adjusted to an equivalent
eight hour exposure measured in accordance
with section 219 (OHS Code) and based on a 3
decibel exchange rate.

Noise

means sound energy at a work site.

3 Decibel
Exchange Rate

means that when the sound energy doubles, the
decibel level increases by three.

Part 16 - Noise Exposure
Duty to reduce

217(1) An employer must ensure that the
following are designed and constructed in
such a way that the continuous noise levels
generated are not more than 85 dBA or are
as low as reasonably practicable:
(a) a new work site;
(b) significant physical alterations,
renovations or repairs to an existing work
site or work area;
(c) a work process introduced to the work
site or work area;
(d) significant equipment introduced to the
work site or work area.

Worker exposure to noise
218 An employer must ensure that a
worker’s exposure to noise does not exceed
(a) the noise exposure limits in Schedule 3,
Table 1, and
(b) 85 dBA LBex.

Link to CCOHS- Noise Facts Sheets
Link to CCOHS- Hearing Protectors Fact Sheet
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NOISE EXPOSURE
OCCUPATIONAL HEALTH AND SAFETY CODE

Schedule 3

Part 16 - Noise Exposure

Schedule 3

Schedule 3

Duty to reduce

Table 1

219(1) If workers are, or may be, exposed to
noise at a work site in excess of 85 dBA Lex
and the noise exposure limits in Schedule
3, Table 1, an employer must do a noise
exposure assessment under section 7
(Hazard Assessment, Elimination and Control)

For more information go to
OHS Code:
219(2-4) Noise Exposure Assessment

Schedule 3
Table 1

84
85

12 hours and 41minutes
8 hours

84

88

10 hours and 4 minutes
4 hours

85

91

94
97

221 Noise Management Program

103

222 Hearing Protection

106

223 Audiometric Testing

109

83

16 hours
Exposure duration
12 hours and 41minutes
16 hours
10 hours and 4 minutes

94
97
100
103
106
109
112

8 hours
4 hours
2 hours
1 hour
30 minutes
15 minutes
8 minutes
4 minutes

2 hours
1 hour
30 minutes
15 minutes
8 minutes
4 minutes
2 minutes
56 seconds

2 minutes
0
56 seconds
Note: Exposure levels and exposure durations to be prorated if not specified
115 and greater
0
112

115 and greater

Note: Exposure
levels and
exposure durations
to be prorated
if not specified
Table 2
Selection
of hearing
protection
devices
[ See subsection 222(1) ]

Table 2
More information can also be
found on CCOHS website.

Occupational
exposure
limits
for noise
Exposure
level
Exposure
duration
[ See
sections 218, 219(1) ]
(dBA)

83

100

Schedule 3, Tables 1-3

Occupational exposure limits for noise

82

91

AR 87/2009

Noise
[ See sections 218, 219(1) ]

82

220 Results Recorded

224 Credit of Time

Noise

OCCUPATIONAL HEALTH AND SAFETY CODE

Exposure level
(dBA)

88

AR 87/2

Selection of hearing protection devices

[ See subsection
Maximum
equivalent222(1) ]
CSA Class of
noise level (dBA Lex)
hearing protection
Maximum equivalent
CSA Class of
≤ 90
C, B or A
noise level (dBA Lex)
hearing protection
≤
95
B or A
≤ 90
C, B or A
≤ 95
≤ 100
≤ 105
≤ 110
> 110

≤ 100
≤ 105
≤ 110

B or A
A

A

CSA Grade of
hearing protection
CSA Grade of
1, 2, 3, or 4
hearing protection
2, 3, or 4
1, 2, 3, or 4
2, 3, or 4

A

3 or 4

3 or 4
4

A earplug +
3 or 4 earplug +
A
4
A or B earmuff
2, 3, or 4 earmuff
A earplug +
3 or 4 earplug +
oror4 4earplug
> 110
A orABearplug
earmuff+ A or B earmuff and 2,33,
earmuff+ 2, 3, or 4 earmuff and
limited exposure time to keep
limited exposure time to keep sound
A earplug + sound
A or B reaching
earmuff and
3 or 4 earplug
+ 2, 3, orthe
4 earmuff
the worker’s
ear reaching
worker’sand
ear drum below 85
limited exposure
to keep
drumtime
below
85 dBA Lexlimited exposure
dBAtime
Lex to keep sound
sound reaching the worker’s ear reaching the worker’s ear drum below 85
drum below 85 dBA Lex
dBA Lex
S3-1
S3-1
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NOISE EXPOSURE
Why is noise an important workplace hazard?
Noise is one of the most common occupational health hazards. In heavy industrial and manufacturing environments, as
well as in farms, cafeterias, permanent hearing loss is the main health concern.
Annoyance, stress and interference with speech communication are the main concerns in noisy offices, schools and
computer rooms.

To prevent adverse outcomes of noise exposure, noise levels should be reduced to acceptable levels.
The best method of noise reduction is to use engineering modifications to the noise source itself, or to the workplace
environment. Where technology cannot adequately control the problem, personal hearing protection (such as ear muffs
or plugs) can be used.
Personal protection, however, should be considered as an interim measure while other means of reducing workplace
noise are being explored and implemented.
As a first step in dealing with noise, workplaces need to identify areas or operations where excessive exposure

to noise occurs.

How can I tell if my workplace is too loud?
If you answer yes to any of the following questions, the workplace may have a noise problem. (Source CCOHS)
 Do people have to raise their voices?
 Do people who work in noisy environments have ringing in their ears at the end of a shift?
 Do they find when they return home from work that they have to increase the volume on their car radio higher than
they did when they went to work?
 Does a person who has worked in a noisy workplace for years have problems understanding conversations at
parties, or restaurants, or in crowds where there are many voices and “competing” noises?

Noise ThermometerHoward Leight by Honeywell 

Link to Honeywell- Full Noise Thermometer Poster
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OHS ACT
Part 1 - Obligations of Work Site
Parties

PERSONAL PROTECTIVE EQUIPMENT
Life Jacket

Means personal protective equipment capable of
supporting a person with the head above water in a
face-up position without the direct effort of the person
wearing the equipment

Personal
Flotation
Device

Means personal protective equipment capable of
supporting a person with the head above water, without
the direct effort of the person wearing the equipment.

Personal
Protective
Equipment

Means equipment or clothing worn by a person for
protection from health or safety hazards associated with
conditions at a work site.

Obligations of supervisors
4 Every supervisor shall
(a) as far as it is reasonably practicable for
the supervisor to do so,
(iv) ensure that every worker under the
supervisor’s supervision uses all hazard
controls, and properly uses or wears
personal protective equipment designated
or provided by the employer or required to
be used or worn by this Act, the regulations
or the OHS code,

What is Personal Protective Equipment (PPE)? (Source CCOHS)
Part 2 - Hazard Assessment,
Elimination and Control

OHS Code

Hazard assessment

7(1) An employer must assess a work site
and identify existing and potential hazards
before work begins at the work site or prior
to the construction of a new work site.
7(2) An employer must prepare a report of
the results of a hazard assessment and the
methods used to control or eliminate the
hazards identified.

Hazard elimination and control
9(1) If an existing or potential hazard
to workers is identified during a hazard
assessment, an employer must take
measures in accordance with this section to
(a) eliminate the hazards, or
(b) if elimination is not reasonably
practicable, control the hazard.

PPE is equipment worn by a worker to minimize exposure to specific hazards.
Examples of PPE include respirators, gloves, aprons, fall protection, and full body
suits, as well as head, eye and foot protection. Using PPE is only one element
in a complete hazard control program that would use a variety of strategies to
maintain a safe and healthy environment. PPE does not reduce the hazard itself
nor does it guarantee permanent or total protection.

What does the Law say about who pays for PPE?
By law, workers must use personal protective equipment in the workplace when it
is required. Employer responsibilities include providing instruction on what PPE is
needed, maintenance and cleaning of the equipment, and educating and training
workers on proper use of PPE. In every jurisdiction, it is clear that the employer
is responsible for making sure these requirements are met. However, the law is
not always clear about who is responsible for paying for the PPE itself. It depends
on the jurisdiction, and in some jurisdictions, it depends on the type of PPE
required.

Northwest Territories, Nunavut, Quebec, and Saskatchewan require
the employer to provide the worker, free of charge, with all the PPE either
selected by the health and safety committee or required by the legislation.
British Columbia, Manitoba, and Yukon state in their legislation who is
responsible for each specific type of PPE. Alberta requires employers to
provide workers with, and pay for, PPE for emergency response, hearing
and respiratory protection if it is required for the job. The worker is
responsible for providing and using PPE such as hard hats, safety boots,
flame resistant clothing, or eye protection if they are required for the job.
Ontario, New Brunswick, Prince Edward Island, Newfoundland and
Labrador, Nova Scotia, and those organizations that follow legislation from
the Canadian federal government use the term “provide”. However, the term
“provide” is not always clearly defined, and its intention should be verified
with your jurisdiction.

REMEMBER: The above is a general summary only. For any information about legislation and the requirement
to provide PPE, always check directly with your jurisdiction for the exact legal interpretation.
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OHS CODE
Part 2 - Hazard Assessment,
Elimination and Control
Hazard elimination and control
9(4) If the hazard cannot be eliminated or
controlled under subsections (2) or (3), the
employer must ensure that the appropriate
personal protective equipment is used by
workers affected by the hazard.
9(5) If the hazard cannot be eliminated or
controlled under subsections (2), (3) or
(4), the employer may use a combination of
engineering controls, administrative controls
or personal protective equipment if there is
a greater level of worker safety because a
combination is used.

Part 7 - Emergency Preparedness
and Response
Equipment
118(1) An employer must provide workers
designated under section 117 with
personal protective clothing and equipment
appropriate to the work site and the potential
emergencies identified in the emergency
response plan.
118(2) Workers who respond to an
emergency must wear and use personal
protective clothing and equipment
appropriate to the work site and the
emergency.

PERSONAL PROTECTIVE EQUIPMENT
What should you know about biohazardous waste?
Occasionally, you may encounter discarded hypodermic needles, syringes,
condoms, objects, materials or fluids that may be contaminated with blood and
body fluids.
You must use special precautions when handling such materials/objects. Often
these biological wastes are contaminated with “germs” or other micro-organisms
which can make you ill. Major concerns are the spread of hepatitis B, hepatitis C
and HIV/AIDS.

DO...
• Ask your supervisor for training to be able to:
- understand potential hazards
- be familiar with regulations
• Consider all biological wastes as infectious.
• Handle all contaminated wastes carefully to prevent body contact and injury.
or example, carry objects or waste bags away from your body to reduce the
chance of coming in contact with a sharp object.
• Wear puncture-resistant gloves and safety boots appropriate for the situation.
• Try not to touch a sharp object such as a needle. Use a dust pan or shovel to
move it.
• Dispose of sharp objects and infectious waste in a puncture-resistance
container such as a bucket with a secure lid and lined with leak-proof, punctureresistant plastic.
• Put a biological hazard symbol on the container if it does not have one already.
• Wear puncture-resistant or leather gloves and empty waste paper baskets (or
other containers) by holding container on the outside. DO NOT empty or carry
the container by putting your fingers on the inside.
• Call your local public health department or police for further assistance.

DO Not...
Part 18 - Personal Protective
Equipment
Duty to use personal protective
equipment
228(1) If the hazard assessment indicates
the need for personal protective equipment,
an employer must ensure that
(a) workers wear personal protective
equipment that is correct for the hazard and
protects workers,

• Do not load the container beyond its capacity.
• Do not compact infectious waste. This process may spread
the contamination.
• Do not mix infectious waste with regular garbage or trash.
• Do not reach your hand into any waste container, receptacle,
or pile of waste which may contain hazardous waste.

Link to CCOHS- Biohazardous Waste
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OHS CODE
Part 18 - Personal Protective
Equipment
Duty to use personal protective
equipment
228(1) If the hazard assessment indicates
the need for personal protective equipment,
an employer must ensure that
(b) workers properly use and wear the
personal protective equipment,
(c) the personal protective equipment is in a
condition to perform the function for which it
was designed, and
(d) workers are trained in the correct use,
care, limitations and assigned maintenance
of the personal protective equipment.

For more information go to
OHS Code:
Part 9- Fall Protection
138 Rescue personnel exemption

PERSONAL PROTECTIVE EQUIPMENT
Why are there so many precautions about using PPE? (Source CCOHS)
PPE programs are often plagued by the belief that once a piece of equipment
is put on, the worker is totally protected. This is a false sense of security. Basic
safety principles, such as housekeeping and engineering controls, must not be
ignored.
PPE is designed to meet criteria which is only an approximation of real working
conditions. PPE should not be used when hazards are greater than those
for which that specific piece of equipment is designed. When it comes to the
evaluation of potential hazards, uncertainties need to be taken into account.
Unfortunately, PPE design criteria cannot cover all eventualities.
Wearing PPE should not in itself create a greater danger. For example, gloves
prevent skin damage while working with moving equipment, but can create an
entanglement hazard when working with a drill press or metal lathe.
Most regulatory agencies require that PPE not be used unless the employer
has taken all the necessary measures in terms of engineering controls, work
practices, administrative controls, and hygiene to control the hazard.
Since the goal of an occupational health and safety program is to prevent
occupational injury and illness, PPE cannot be the first protection option. The
use of PPE does not prevent an incident from happening. It does not eliminate
the hazard. It only minimizes the exposure or may reduce the severity of injury or
illness. For these reasons, PPE is often described as “the last line of defence”.

139 General protection
140 Fall protection plan
141 Instruction of workers

When should PPE be used? (Source CCOHS)

142 148, as applicable
312 No safeguards

Part 41- Work Requiring Rope
Access
OHS Explanation Guide

PPE is used to reduce or minimize the exposure or contact to injurious physical,
chemical, ergonomic, or biological agents. Remember, a hazard is not “gone”
when PPE is used, but the risk of injury may be reduced. For example, wearing
hearing protection reduces the likelihood of hearing damage when the ear plugs
or muffs are appropriate for the kind of noise exposure and when the PPE is used
properly. However, using hearing protection does not eliminate the noise.

Section 9
Hazard Elimination and control.

PPE should only be used:

Section 228
Duty to use personal protective equipment.

• Where other controls are not available or adequate

Section 232
Flame resistant clothing

• As an interim (short term) measure before controls are implemented
• During activities such as maintenance, clean up, and repair where pre-contact
controls are not feasible or effective
• During emergency situations

Link to CCOHS- Designing a PPE Program
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PERSONAL PROTECTIVE EQUIPMENT
What should I know about the fit and care of eye wear? (Source CCOHS)
Eye wear will protect the user if the eye and surrounding soft tissues are fully covered by the protection device. If eye protection
is required, establish a complete eye safety protection program including selection, fit testing, training, maintenance and
inspection.

How do I recognize safety eye wear? (Source CCOHS)
Lenses:
CSA-certified eye and face protectors must meet the criteria
for impact resistance as outlined in the standard. Only
devices made of approved materials are permitted.

Markings:
The manufacturer or supplier certification mark must be
present on all approved safety lenses, frames (front and
temple), removable side shields, and other parts of the
glasses, goggles, or helmets.

Frames:
Safety frames are stronger than street-wear frames and
are often heat resistant. They are also designed to prevent
lenses from being pushed into the eyes.

Link to CCOHS- Eye and Face Protectors
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OHS CODE
Part 15 - Managing the Control of
Hazardous Energy
Isolation
212(1) If machinery, equipment or powered
mobile equipment is to be serviced,
repaired, tested, adjusted or inspected,
an employer must ensure that no worker
performs such work on the machinery,
equipment or powered mobile equipment
until it has come to a complete stop and
(a) all hazardous energy at the location
at which the work is to be carried out is
isolated by activation of an energy-isolating
device and the energy–isolating device
is secured in accordance with section
214, 215, or 215.1 as designated by the
employer, or
(b) the machinery, equipment or powered
mobile equipment is otherwise rendered
inoperative in a manner that prevents its
accidental activation and provides equal
or greater protection than the protection
afforded under (a).

212(2) An employer must develop and
implement procedures and controls that
ensure the machinery, equipment or
powered mobile equipment is serviced,
repaired, tested, adjusted or inspected
safely if
(a) the manufacturer’s specifications require
the machinery, equipment or powered
mobile equipment to remain operative
while it is being serviced, repaired, tested,
adjusted, or inspected, or
(b) there are no manufacturer’s
specifications and it is not reasonably
practicable to stop or render the machinery,
equipment or powered mobile equipment
inoperative.

POWERED MOBILE EQUIPMENT
Powered Mobile
Equipment

Means a self-propelled machine or combination of
machines, including a prime mover or a motor vehicle,
designed to manipulate or move material or to provide
a powered aerial device for workers.

What else do I need to consider?
(Alberta OHS- Alberta.ca GS012)

Hazard Assessment
(Part 2, OHS Code)
Perform a detailed hazard assessment that identifies all of the factors that
may contribute to a rollover at your worksite and develop controls to address
those factors. Repeat the hazard assessment as required.

Manufacturer’s Specifications and Operating Procedures
(Part 3, OHS Code)
Read, understand and follow the powered mobile equipment manufacturer’s
specifications and operating procedures.

Training and Experience
(Section 15, OHS Regulation)
Make sure that operators are competent to operate the powered mobile
equipment by ensuring they have or receive the appropriate training and gain
the necessary experience.

Repair, Maintenance and Inspection
(Section 12, OHS Regulation)
Keep powered mobile equipment in good working order and perform a
visual inspection prior to each use. It is vital that all of the equipment’s
systems are kept in good working order, which requires regular inspection,
testing, maintenance and repair. Never operate a piece of powered mobile
equipment that cannot be operated safely.

Link to OHS- Rollover Safety Precautions Bulletin GS012
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OHS CODE
Part 19 - Powered Mobile
Equipment

POWERED MOBILE EQUIPMENT
Link to OHS- Rollover Safety Precautions Bulletin GS012

Operator Responsibilities
256(1) A worker must not operate powered
mobile equipment unless the worker

Why should I be concerned?

(a) is trained to safely operate the
equipment,

A rollover is a type of incident where the mobile equipment tips over onto its side
or roof. Without rollover protection, the operator can be crushed, and may result
in severe to fatal injuries.

(b) has demonstrated competency in
operating the equipment to a competent
worker designated by the employer,

Even rollovers involving smaller mobile equipment such as garden tractors can
lead to severe injuries or death and should not be ignored.

(c) is familiar with the equipment’s operating
instructions, and
(d) is authorized by the employer to operate
the equipment.

(2) Subsections (1)(a), (b) and (c) do not
apply if a worker in training operates the
equipment under the direct supervision
of a competent worker designated by the
employer.

(3) The operator of powered mobile
equipment must
(a) report to the employer any conditions
affecting the safe operation of the
equipment,
(b) operate the equipment safely,

Shared Responsibilities
The employer must ensure that:
• The powered mobile equipment is appropriate for the task and is in good
working order
• The operator is aware of the worksite hazards and follows the identified
controls
• The operator is competent (training and experience) to operate the equipment,
including:
-Has the required trade certification or other required certificates (e.g. crane
and hoist operator)
-Reads, understands and follows the manufacturer’s specifications and
operating procedures
-Has awareness of the equipment’s capabilities and limitations under various
conditions’

(c) maintain full control of the equipment at
all times,

The operator must:

(d) use the seat belts and other safety
equipment in the powered mobile equipment

• Take and follow the employer’s training, including any site-specific safety
procedures or measures

(e) ensure that passengers in the powered
mobile equipment use the seat belts and
other safety equipment in the powered
mobile equipment, and

• Use the equipment as designed

(f) keep the cab, floor and deck of the
powered mobile equipment free of materials,
tools or other objects that could interfere
with the operation of the controls or create
a tripping or other hazard to the operator or
other occupants of the equipment.

• Assess how conditions at the worksite will affect the equipment’s safe
operation
• Only operate the equipment if it is safe to do so
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OHS CODE
Part 19 - Powered Mobile
Equipment
Pedestrian Traffic
259(1) An employer must ensure that, if
reasonably practicable,
(a) walkways are designated that separate
pedestrian traffic from areas where powered
mobile equipment is operating,
(b) workers use the designated walkways.

POWERED MOBILE EQUIPMENT
For more information got to OHS Code:
• 213............... Verifying isolation
• 214 (7)......... Securing by individual workers
• 215............... Securing by a group
• 257............... Visual inspection
• 258............... Dangerous movement
• 259............... Pedestrian traffic
• 260............... Inspection and maintenance
• 261............... Maintenance on elevated parts

(2) If it is not reasonably practicable to use
designated walkways, an employer must
ensure that safe work procedures are used
to protect workers who enter areas where
powered mobile equipment is operating.

• 262............... Starting engines
• 263............... Unattended equipment
• 264............... Lights
• 265............... Windows and windshields
• 266............... Other safety equipment
• 267............... -Warning Signals, and
• 268- 290 .... (as applicable)

Link to OHS Insider - Sample Alberta Version:
“Model Policy” on Powered Mobile Equipment
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OHS CODE
Part 5 - Confined Spaces

RESTRICTED & CONFINED SPACES
Confined Space

Code of Practice

Means a restricted space which may become
hazardous to a worker entering it because of
a. An atmosphere that is or may be injurious by reason

44(1) An employer must have a written code
of practice governing the practices and
procedures to be followed when workers
enter and work in a confined space.

of oxygen deficiency or enrichment, flammability,
explosiveness or toxicity,
b. A condition or changing set of circumstances within

(2) The code of practice must

the space that presents a potential for injury or illness,
or

(a) take into account and apply the
requirements of this Part and of section 169,

c. The potential or inherent characteristics of an activity

which can produce adverse or harmful consequences
within the space;

(b) be maintained and periodically reviewed,
and
(c) identify all existing and potential confined
space work locations at a work site.

Restricted Space

(3) A worker involved in any aspect of a
confined space entry must comply with the
requirements and procedures in the code of
practice.

Hazard assessment
45 If a worker will enter a confined space
or a restricted space to work, an employer
must appoint a competent person to
(a) identify and assess the hazards the
worker is likely to be exposed to while in the
confined space or restricted space,
(b) specify the type and frequency of
inspections and tests necessary to
determine the likelihood of worker exposure
to any of the identified hazards,
(c) perform the inspections and tests
specified,

Means an enclosed or partially enclosed space,
not designed or intended for continuous human
occupancy, that has a restricted, limited or impeded
means of entry or exit because of its construction;

OHS Code Explanation Guide - “Restricted Space”
(Queen’s Printer 2018)
For the sake of simplicity, a restricted space can be thought of as a work area in
which the only hazard is the difficulty of getting into and out of the space.
All other hazards are either non-existent or have been eliminated or controlled as
required by Part 2.
Restricted spaces are therefore not subject to the permitting, atmospheric testing
and tending worker requirements of a confined space.
Workers and employers sometimes refer to restricted spaces as non-permitted
confined spaces.
Examples of restricted spaces may include
• Building attics,

(d) specify the safety and personal
protective equipment required to perform the
work,and

• Below-ground vaults used for electrical and telecommunications cables,

(e) identify the personal protective
equipment and emergency equipment to be
used by a worker who undertakes rescue
operations in the event of an accident or
other emergency.

• Trenches are also often be considered to be restricted spaces if all hazards
have been eliminated or controlled prior to workers entering the trench.

• Some ventilation system passages and crawlspaces in buildings and the
interior inspection spaces of wind turbine blades.

|141|

Occupational Health & Safety Toolkit

ADDITIONAL OHS CONSIDER ATIONS

Occupational Health & Safety Toolkit

ADDITIONAL OHS CONSIDER ATIONS
OHS CODE
Part 5 - Confined Spaces
Training

RESTRICTED & CONFINED SPACES
OHS Code Explanation Guide - “Restricted Space”
(Queen’s Printer 2018)

46(1) An employer must ensure that a
worker assigned duties related to confined
space or restricted space entry is trained by
a competent person in
(a) recognizing hazards associated with
working in confined spaces or restricted
spaces, and
(b) performing the worker’s duties in a safe
and healthy manner.

Despite being classified as a restricted space, the following requirements of
Part 5 Confined Spaces, continue to apply to workers entering a restricted
space:

Restricted and confined
(2) An employer must
keep records
of the
spaces
continued…
training given under subsection (1).

(d) specify the safety and
personal protective
equipment required to
(3) An employer must ensure
that the work, and
perform

competence in the following is represented
(e) toidentify
the personal
in the workers responding
a confined
protective equipment and
space or restricted space emergency:

• A hazard assessment must be performed prior to entry ( section 45)
• Workers assigned duties related to the entry must be trained to
recognize hazards and how to perform their duties in a safe and
healthy manner - (section 46)
• General safety requirements involving the use and availability of safety,
personal protective, and emergency equipment, as well as a
communication system (section 48)
• Prevention of unauthorized persons entering a restricted space
• general safety requirements involving the use and availability of

(section
50) protective, and emergency equipment, as well as a
safety, personal

communication
system—section
48;
• Protection
of workers
from hazards
created by traffic in the area of the
•
prevention
of
unauthorized
persons
restricted space (section 51) entering a restricted space—
section 50;

• Workers
cannot
enter from
or remain
in a restricted
an
• protection
of workers
hazards created
by traffic inspace
the areaunless
of
the restricted
space—section
51;
effective
rescue
can be carried
out - (section 55)

emergency equipment to be •
used by a worker who
(a) first aid;
undertakes rescue operations
(b) the use of appropriate emergency
in the event of an accident or
other emergency.
response equipment;
•

(c) procedures appropriate
to the confined
46-Training
space or restricted space.

(1) An employer must ensure that a
worker assigned duties related to
confined space or restricted space
For more information go to OHS Code:
entry is trained by a competent
person in
47 Entry Permit System

48
49

communication
(section
56) with the worker(s) inside a restricted space—section 56;
and

• a safe
meansofofentry
entry and
exitexit
must
be available
to all workers
A safe
means
and
must
be available
to all workers required
required to work in the restricted space—section 57.
to work
in the restricted space (section 57)
• Employers and workers must be mindful that a restricted space can

become a and
confined
space ifmust
conditions
or work practices
• Employers
workers
be mindful
that a change.
restricted space can
become a confined space if conditions or work practices change.

Safety and ProtectionGenerally
(a) recognizing hazards

associated
with working in
Protection — hazardous
substances
confined spaces or restricted
and energy

50

Unauthorized Entry

51

Traffic hazards

spaces, and

52

(b) performing the worker’s
duties in a safe and healthy
Testing the atmosphere
manner.

53

Ventilation and Purging

54

Inerting

55

Emergency Response

56

(3) An employer must ensure that
Tending Worker

57

Entry and exitrepresented in the workers

58

• workers cannot enter or remain in a restricted space unless an

A competent
worker,
by the
effective rescue
can be designated
carried out—section
55;employer, must be in
communication
with the
worker(s)
a restricted
• a competent worker,
designated
by theinside
employer,
must be in space

(2) An employer must keep records of
the training given under subsection
(1).

competence in the following is

responding to a confined space or
Retaining Records
restricted space emergency:

Link to AASP Resource Page

(a) first aid;
(b) the use of appropriate
emergency response
equipment;
(c) procedures appropriate to
the confined space or
restricted space.
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TOILETS & WASHING FACILITIES
OCCUPATIONAL HEALTH AND SAFETY CODE

Schedule 7

Part 24 - Toilets and Washing
Facilities
Restrictions by employer
354 An employer must not place
unreasonable restrictions on a worker’s
use of, or access to, any of the facilities
required by this Part.

Schedule 7

Toilets at a Work Site

[ See subsection 357(1) ]

Number of toilets required at a work site
Number of workers
of the sex

Minimum number of
toilets for that sex

1 — 10

1

11 — 25

2

Drinking fluids

26 — 50

3

355(1) An employer must ensure that
an adequate supply of drinking fluids is
available to workers at a work site.

51 — 75

4

76 — 100

5

> 100

6
plus 1 for each additional
30 workers of the sex in
excess of 100

(2) The drinking fluids available at a work
site must include potable water.
(3) Unless water is provided by a drinking
fountain, the employer must ensure that an
adequate supply of single-use drinking cups
is provided in a sanitary container located
by the water supply.
(4) If there are outlets at a work site for
both potable water and non-potable fluid,
the employer must ensure that the outlet
for potable water has a prominent label that
clearly indicates drinking water.

Toilet facilities
357 (1) subject to subsection (2), an employer must ensure that a work site has
a number of toilets for each sex that are required by Schedule 7, in separate toilet
facilities.

(2) a work site may have only one toilet facility for the use of both sexes if
(a) the total number of workers at the work site is never more than 10, and
(b) the door to the toilet facility can be locked from the inside.
(5) An employer must ensure that a toilet facility is located so that it is readily
accessible to the workers who may use it.
359 (1) An employer must ensure that at least one washbasin or hand cleaning
facility is provided in a toilet facility.

360 An employer must ensure that a toilet facility at a work site has (a) toilet
S7-1
paper available at each toilet.
361 (1) An employer must ensure that a lunchroom, change room, toilet, urinal,
washbasin, hand cleaning facility, secular wash fountain or shower at a work site
is clean, sanitary, and operational.
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Part 24 - Toilets and Washing
Facilities

TOILETS & WASHING FACILITIES
How do I provide toilet facilities in remote areas?

Exception
356 Sections 357 to 361 do not apply to
(a) a food establishment or other work site
for which there are specific regulations
under the Public Health Act, or
(b) a mobile or temporary work site at
which work is being performed for a period
of not more than five working days if the
employer has arranged for workers to use
local toilet facilities during that period.

Depending on how remote your work area is, here are a
few options.
• Limited Access
Designate a specific location and arrange for washing
facilities.
If you have access to commercial locations in the area,
contact ownership/managers and arrange for your staff to use
their washrooms, if available. (i.e. hotel, gas station, public
works building, etc.)
• Somewhat remote

For more information go to
OHS Code:
357 Toilet facilities
358 Water and drainage
359 Hand cleaning facilities
360 Supplies and waste receptacle
361 Condition of facilities

Provide temporary facilities such as a portable toilet with hand
washing function and toilet paper.
• Very Remote
Create a safe work practice that respects industry practices
and nearby bodies of water.
Advise your staff to designate a specific area, and bring
sanitary supplies such as biodegradable toilet paper, and
hand sanitizer along with them. Provide supplies.

Schedule 7- Toilets at a Work Site
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OHS ACT
Part 5 Program & Practice
Serious injuries and incidents
40(1) When an injury or incident described
in subsection (2) occurs at a work site, the
prime contractor or, if there is no prime
contractor, the employer shall report the
time, place and nature of the injury or
incident to a Director of Inspection as soon
as possible.

FIRE & EXPLOSION HAZARDS
Combustible
Liquid

Means a liquid that has a flash point at or above
37.8°C, as determined by using the methods described
in the Alberta Fire Code (1997).

Explosive

Means a chemical compound or mixture that by fire,
friction, impact, percussion or detonation may cause
a sudden release of gases at a pressure capable of
producing destructive effects to adjacent objects or of
killing or injuring a person.

Flash Point

Means the minimum temperature at which a liquid in a
container gives off vapour in sufficient concentration
to form an ignitable mixture with a or near the surface
of the liquid, as determined by using the methods
described in the Alberta Fire Code (1997).

Hazardous
Location

In Part 10 means a place where fire or explosion
hazards may exist due to flammable gases or vapours,
flammable or combustible liquids, combustible dust or
ignitable fibers or flyings, as described in the Canadian
Electrical Code.

(2) The injuries and incidents to be
reported under subsection (1) are
(a) an injury or incident that results in the
death of a worker,
(b) an injury or incident that results in a
worker being admitted to a hospital, and for
the purposes of this clause, “admitted to a
hospital” means when a physician writes
admitting orders to cause a worker to be
an inpatient of a hospital, but excludes a
worker being assessed in an emergency
room or urgent care centre without being
admitted,
(c) an unplanned or uncontrolled
explosion, fire or flood that causes a
serious injury or that has the potential of
causing a serious injury,

OHS CODE
Part 7 - Emergency Preparedness
and Response
Emergency response plan
115(1) An employer must establish an
emergency response plan for responding to
an emergency that may require rescue or
evacuation.
116 An emergency response plan must
include the following:
(f) the fire protection requirements

NOTE: Non-mining Blasting Operations were determined to be outside the scope
of this project. Those conducting these type of activities should refer to the
OHS Regulation Part 16, and other relevant Federal, Provincial and municipal
requirements.
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OHS CODE

FIRE & EXPLOSION HAZARDS

Part 10 - Fire and Explosion
Hazards

How do Fires occur? (Source: Work Safe Alberta)

Flammable or explosive
atmospheres a hazard

For a fire to occur, there are three elements that must come together at the same time
and in the right proportions, fuel, heat (ignition source) and oxygen. Remove any of the
elements and the fire will go out. The “fire triangle” is commonly used as a model to
understand how a fire starts and how it can be prevented.

161.1 Flammable or explosive atmospheres
are considered a hazard for the purposes
of Part 2.

General Protection & Prevention
Prohibitions
162(1) A person must not enter or work
at a work area if more than 20 percent of
the lower explosive limit of a flammable
or explosive substance is present in the
atmosphere.
(3) A person must not smoke in a work area
where a flammable substance is stored,
handled, processed or used.
(4) A person must not mix, clean or use
a flammable or combustible liquid at a
temperature at or above its flash point in an
open vessel if a potential source of ignition
is in the immediate vicinity of the activity.
(5) A person must not use a flammable or
combustible liquid at a temperature above
its flash point in a washing or cleaning
operation, unless the washing or cleaning
equipment is specifically designed and
manufactured for the use of the liquid.
(6) A person must not store contaminated
rags used to clean or wipe up flammable
substances other than in a covered
container that has a label that clearly
indicates it is to be used for the storage of
contaminated rags.

For more information go to
OHS Code:
171(3), (4), (5), (7,) (8)

Fuel
Fuels are flammable or combustible materials and can be gases, liquids or solids.

Heat
These are ignition sources and include an open flame, lit cigarette and sparks (such as
from electrical current and static electricity shorts). A chemical reaction that creates heat
can also ignite a fuel and oxygen mixture.

Oxygen
The most common source of oxygen is air, but oxygen can also come from chemicals
called oxidizers. Examples of oxidizers are some acids and chemicals such as chlorine,
chlorine dioxide, potassium permanganate and potassium chlorate.

Alberta OHS-Handling and Storage of Flammable Materials Bulletin
CCOHS- Flammables and Combustibles
CCOHS- Compressed Gases- Hazards
CCOHS- How Do I Work Safely with Compressed Gas
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Part 10 - Fire and Explosion
Hazards

SAFETY ALERT

General Protection & Prevention
Compressed and liquefied gas

DATE OF INCIDENT:

171(1) An employer must ensure that

July 23, 2018

(a) compressed or liquefied gas containers
are used, handled, stored and transported
in accordance with the manufacturer’s
specifications,
(b) a cylinder of compressed flammable gas
is not stored in the same room as a cylinder
of compressed oxygen, unless the storage
arrangements are in accordance with Part 3
(c) compressed or liquefied gas
cylinders, piping and fittings are protected
from damage during handling, filling,
transportation and storage,
(d) compressed or liquefied gas cylinders
are equipped with a valve protection cap if
manufactured with a means of attachment,
and
(e) oxygen cylinders or valves, regulators or
other fittings of the oxygen-using apparatus
or oxygen distributing system are kept free
of oil and grease.

DETAILS OF INCIDENT






Community BBQ
Strong swirling winds
Uncertified propane appliances
Appliances were used too close
to the ground
Many appliance used in close
proximity

IDENTIFIED CAUSES
The fire department was unable to identify one single cause. There were 3 potential scenarios that
caused a cascading effect:
1- A leaking gas fitting on a tank ignited and melted the rubber line which resulted in flames
shooting at another propane tank which then caused the pressure relief valve to release on the
second propane tank. Propane vapours ignited and spread to the tent.
2- A gas line from a propane cylinder melted (likely from radiant heat) and the gas escaping from the
line ignited, and shot flames onto another propane tank which caused the pressure relief valve on
the second propane tanks to release. The propane gas vapour was ignited, spreading to the tent.
3- The flame from one propane appliance was blown out by strong winds, causing the accumulating
fumes to be ignited by another gas fired appliance. The subsequent fire melted a gas line which was
directed at another propane tank and caused the pressure relief valve to release. The propane gas
vapour was ignited, spreading to the tent.

When we work together we can all enjoy a safe work environment!

171(2) An employer must ensure that a
compressed or liquefied gas system is not
exposed to heat sources that generate
temperatures that may
(a) result in the failure or explosion of the
contents or the system, or
(b) exceed the maximum exposure
temperatures specified by the manufacturer.

12 October 2018

For more information go to OHS Code:
115............ Emergency response plan
116............ Contents of plan
117............ Rescue and evacuation workers
118............ Equipment
162.1......... Classification of work sites
163............ Procedures and precautions
164............ Contaminated clothing and skin
165............ Protective procedures and precautions in hazardous location
166............ Internal combustion engines
168............ Industrial furnaces and fired heaters
169............ Hot work
170.1......... Spray operations
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SAFE WORK PRACTICE

WILDLIFE & INSECTS

TICKS & LYME DISEASE

Animal Encounters
Purpose
Much of the work conducted by workers is
in forested and sometimes remote areas of
the backcountry. The potential to encounter
wildlife is high.
The purpose of this SWP (Safe Work
Practice) is to decrease the potential for
animal encounters and to provide guidelines
for behaviour during an encounter.

Responsibilities
It is the responsibility of the Workers to
• Comply with this SWP and follow
manufacturers’ instructions
• Ensure recommended controls are
implemented and used appropriately.

Lyme borreliosis or “Lyme disease” is a tick-borne illness caused by the Borrelia
burgdorferi bacteria. This bacterium is hosted primarily by small rodents, and is
passed to humans by the bite of an infected black-legged tick.
Ticks cannot fly - they hang onto small bushes or tall grasses and are usually
found close to the ground. They wait for an animal or person to pass near them
and when they make contact, the ticks attach themselves to the skin to feed.
High risk areas in Canada include southern British Columbia, southeastern
and south-central Manitoba, southern and eastern Ontario, southern Quebec,
southern New Brunswick, and parts of Nova Scotia, usually in forested and
overgrown areas.
Your risk of a tick bite is highest in the spring and summer months. However,
these insects can be active throughout much of the year.
Because the ticks are small, their bites are usually painless, and you may not
know you’ve been bitten. With Lyme disease on the rise, it’s important to be on
the lookout for ticks and to know the signs.

Hazards
Hazards from animals include bites,
trampling, etc. Potential threats within the hut
trails system include bears, cougars, moose,
or other ungulates (particularly when with
young and during rutting), rabid or otherwise
sick animals (e.g. fox, coyote), domestic
animals such as cattle, horses, or dogs.
Almost all animal attacks are the result of
surprise encounters.

Tick bites are usually painless and most people do not know they have been
bitten. Signs and symptoms of Lyme disease vary greatly from person to person.
Symptoms often include:

• Fatigue.
• Fever or chills.
• Headache.
• Spasms or weakness.
• Numbness or tingling.

Controls
Controls may include elimination/
substitution, engineering, warnings,
administrative, and/or PPE. Guidelines are
presented below, grouped by type.

• Swollen lymph nodes.
• Skin rash.

Who is at risk?
Many occupations may be at risk, including forestry, farming, veterinarians,
construction, landscaping, ground keepers, park or wildlife management, and
anyone who either works outside or has contact with animals that may carry the
ticks (including domestic animals like dogs, cats, goats, cows, horses, etc.)
Similarly, any person who spends a lot time outdoors (hiking, camping, birding,
golfing, hunting, fishing, etc.), especially in grassy or wooded areas may also be
at risk.

Link to CCOHS- Lyme Disease
Link to CCOHS- West Nile
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HANTAVIRUS
Hantavirus is a virus that is found in the urine, saliva, or droppings of infected deer mice and some other wild
rodents (cotton rats, rice rats in the southeastern Unites States and the white-footed mouse and the redbacked vole).
It causes a rare but serious lung disease called Hantavirus pulmonary syndrome (HPS). The virus does not
remain active for long once outside of its host, less than 1 week outdoors and a few hours when exposed to
direct sunlight.

Link to CCOHS- Hantavirus
Link to Work Safe Alberta- Hantavirus Information for Employers & Workers Bulletin (BH015)
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life continued…

(Cont’d)

Cougars

ADDITIONAL
OHS
CONSIDER
ATIONS
• Check
the trail reports
for any cougar sightings/trail

are normally timid and
k to flee when people come
.

closures; reconsider the hut trip if a cougar is in the area

•

Be prepared before you leave the trailhead. Discuss
wildlife risks and means of controlling that risk.

•

WILDLIFE & INSECTS

Travel as a group. Cougars are less likely to approach groups of
people.

wever, deer
• Make aCOUGARS
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become surprisingly
or other
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Be alert. Always watch for wildlife behind and ahead of you.

• Be extra wary along tree lines, rock outcroppings or under
er approach fawns that have
• Be extra wary along tree lines, rockledges.
outcroppings or under
temporarily left alone by
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Tracks in Mud

Buried Kill Site

Buried Kill Site
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MOOSE ENCOUNTERS
Moose are not normally aggressive. However, a moose that feels threatened, a bull moose in the fall rut, or a
cow moose protecting her calves may be easily provoked into an attack.
Calves may not always be obviously close or may be hidden from view by thick brush. Never come between a
cow and its calf.
An agitated moose may show some of the following behaviours:
• Neck and back hairs standing up
• Ears going back against its head
• Snorting
• Lip licking
If you are charged by a moose, run away as fast as you can and try to find a car, tree or building to hide
behind. If the moose knocks you down before you reach safety, don’t fight - curl up into a ball and cover your
head.
To help prevent a possible confrontation, do not allow your dog to harass the moose and do not try to scare the
moose off by yelling or throwing things.
Never approach moose calves that have been left alone by their mothers. The mother may have temporarily
left the calf in a safe spot and may not be too far away. Moose mothers can also be very protective. If she
senses that you are too near her calf, she may defend them.
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DEER

Deer are normally timid and quick to flee when people come near. However, deer can become surprisingly
aggressive in protecting themselves and their young.
Always keep your distance from any wildlife. If it appears that the deer won’t run away as you approach, walk
around the deer – giving it a lot of space – or back away and find another route to your destination.
Never approach fawns that have been temporarily left alone by their mothers. Their mothers will return, and
if they see that you are too close to the fawn, they may attack.
Collisions between vehicles and deer increase in areas with higher deer populations. These collisions can be
very destructive to vehicles and result in human fatalities each year.
Practice safe driving habits relative to wildlife – commonly deer and moose:
• Reduce speed at night:
Scan the road and ditches ahead for animals, especially when travelling at dawn or dusk.
• Slow down in a curve, when reaching the crest of a hill or in wildlife-populated areas:
Use high beams when possible. A deer’s eyes will glow when they catch light.
• Look for more than one animal:
While moose are often solitary, deer travel in groups. Brake firmly if an animal is in the vehicle’s path. Avoid
swerving. Honk in a series of short bursts to encourage animals to move out of the way.
• Leave plenty of room when driving around an animal on or near a road:
A frightened animal may run in any direction.
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BEARS
• Check any trail reports for any bear sightings/trail closures; reconsider the job at hand if a bear is
in the area
• Pack bear spray, as well as noise makers such as whistles or air horns. Ensure that the bear spray
is not expired, is easily accessible, but secured
• Bear spray should be directed towards the animal’s face; be aware of wind direction, so that the
spray does not blow back into your own face. Bear spray is a last resort; do not depend on its
efficacy
• In the event of an encounter, administer appropriate first aid treatment; a doctor should treat any
animal bites/scratches to prevent infection and possibly test for rabies
• Notify Emergency Dispatch for adverse encounters with bears/cougars/coyotes
• When working in bear country, stay aware of your surroundings
• All bears are individuals and so all bear encounters will be unique. Serious attacks are rare, but
you must always be cautious and alert
• When working in areas of dense brush/limited visibility, make noise so that the bear knows where
you are and what you are
`` Do not approach carcasses
`` Watch for/avoid berry patches
`` Watch for bear sign (scat, fresh tracks, diggings)
`` Do not leave food or garbage in the area
`` Never approach a wild animal
`` If you see a bear, leave the area

If you see a bear but the bear doesn’t see you
`` Don’t attract attention. Leave the way you came without calling
attention to yourself. Retreat slowly while keeping your eye on the
bear. Never run.
`` If you must move forward, give the bear a wide berth. If you have no
choice but to move forward, give the bear as much space as you can.
`` Stay quiet and alert. Even if you think you are a safe distance away
from the bear, remain quiet, alert and calm. Continue watching for the
bear until you reach your destination.
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BEARS

If you see the bear and the bear sees you
`` Do not run. Stay calm. Stay with your group. Assess the situation
`` Look around. If you see cubs or an animal carcass, the bear will want
to protect them. If you see either, back away from them.
`` Prepare to use your bear spray.
`` Back out. Leave the area the way that you came. Keep your eye on the
bear without staring at it aggressively.
`` Watch for a place to hide. As you back away, seek out a place of safety,
such as a car or building.
`` Speak to the bear in a soft, low voice. Let the bear know that you are
human and not a prey animal.
`` Use your noisemaker and prepare to defend yourself with bear spray.

If you encounter a bear at close range when you’re on your bike
`` Step off your bike and walk slowly away
`` Keep your bike between you and the bear
`` Do not try to outrun or out-cycle the bear
`` Leave the area the way you came if you spot a bear from a distance.
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BEARS
If the encounter is a defensive one, it occurs when the bear is feeling stressed or threatened.
The bear may have been surprised by your sudden appearance or feel that you are a threat to itself, its
cubs, or its food source. In such an encounter, the bear may show some of the following behaviours:
`` Vocalizing such as blowing, huffing, “woofing”, growling, or snapping its jaws
`` Flicking the ears back
`` Swatting the ground
`` Swaying the head
`` Making a bluff charge

If this occurs
`` Do not run. Stay calm, make no sudden movements, and do not act in a threatening manner.
`` Speak to the bear in a soft, low voice. Speaking calmly to the bear lets it know that you are not
a prey animal and helps to keep you calm and focused.
`` Keep the group together.
`` Prepare to use your bear spray.
`` Back away slowly without turning your back to the bear

If the bear charges, do not run
Stand your ground. A bear may come very close to you when making a bluff charge, and it may make
more than one bluff charge. NEVER run. Remember that bluff charges are made to communicate that
you’ve invaded the bear’s space and it wants you to move off. Most of bluff charges are, in fact, bluffs,
and do not end with the bear making contact. Shooting the bear out of fear in bluff situations may result
in the needless death of a bear.

When the bear approaches, use your bear spray
`` At 9 to 15 m (30 to 50 ft) fire a warning blast for 1/2 to 1 second, aiming the bear spray slightly
downward.
`` At 6 to 9 m (20 to 30 ft) fire 1 to 2-second blasts in continuous succession, aiming slightly
downward in front of the bear’s head until the bear leaves.
`` At 0 to 6 m (0 to 20 ft) fire 1 to 2-second blasts in continuous succession, aiming at the head,
or into the nose and mouth of the bear until the bear leaves. Try to keep some bear spray in reserve.
`` Always re-evaluate your situation
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BEARS
After spraying the bear, back away.
Keep the bear in sight as you leave the area and stay alert. Bears may be attracted to the bear spray
residue.

If the bear does make contact, play dead.
`` Cover the back of your neck with your hands. Lie on your stomach with your legs anchored in the
ground. If the bear rolls you over, roll back on to your stomach. Don’t move until you’re sure the
bear has left the area.
`` Once the bear has stopped, remain quiet. Yelling at the bear may provoke it into a further attack.
`` Defensive attacks are short. If the bear has started to bite or if the attack
is prolonged, it may have turned predatory.

If the bear sees you, is not showing signs of stress and is closing the distance
It may be curious, looking for a handout, attempting to assert its dominance or be assessing you as
a potential food source. In these cases, the bear is not showing signs of stress and is
`` Staring intently
`` Circling around you to detect your scent
`` Remaining quiet
`` Approaching in a slow, hesitant manner
`` Keeping its head and its ears up

In these kinds of encounters
`` Do not run. Prepare to fight with all means at your disposal. Do not play dead in a predatory
encounter.
`` Make yourself look big and shout at the bear. Yell aggressively at the bear and stand on a rock or
a tree stump to remind the bear that you are not easy prey
`` Use your noisemaker and bear spray. Continue to use your bear spray, even when in close contact
with the bear.
`` Pick up rocks or sticks to use as weapons. Aim at the bear’s eyes, face, and nose
`` If the bear makes contact, fight back as forcefully as you can.
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WORKING ALONE
Working Alone

Application

Means when a worker is working alone on a work site
and assistance would not be readily available in an
emergency situation, or the worker is injured, or ill.

393(1) This Part applies if
(a) a worker is working alone at a work site,
and
(b) assistance is not readily available if there
is an emergency or the worker is injured
or ill.
(2) Working alone is considered a hazard for
the purposes of Part 2.

Precautions required
394(1) An employer must, for any worker
working alone, provide an effective
communication system consisting of

EXPLANATION
Visual contact is too limiting
Many situations arise in which workers may be unable to see one another but can
maintain audible contact. Examples include workers in adjoining offices, a welder
working behind a welding screen, and a trades person and their helper separated
by an intervening wall. In such circumstances, the working alone requirements
need not apply.

Two conditions when working alone:
The working alone requirements of the OHS Code apply when both of the
following conditions are met:

(a) radio communication,

1. A worker is working by himself or herself; and

(b) land-line or cellular telephone
communication, or

2. Assistance, in the event of an injury, illness or emergency, is not readily
available to the worker.

(c) some other effective means of electronic
communication that includes regular contact
by the employer or designate at intervals
appropriate to the nature of the hazard
associated with the worker’s work.

Assessment factors for “Readily available”
The following factors must be assessed when determining if assistance is “readily
available” in the event of an injury, illness or emergency:

394(1.1) Despite subsection (1), if effective
electronic communication is not practicable
at the work site, the employer must ensure
that

1. Awareness - will other persons capable of providing assistance be aware
of the worker’s needs?

(a) the employer or designate visits the
worker, or

3. Time lines - will assistance be provided within a reasonable period of
time?

(b) the worker contacts the employer or
designate at intervals appropriate to the
nature of the hazard associated with the
worker’s work.

2. Willingness - is it reasonable to expect those other persons will provide
helpful assistance?

If two or more workers of the same employer are working together, the
working alone requirements of the OHS Code do not apply.
If two or more workers of different employers are working together,
the working alone requirements of the OHS Code do not apply as it is
reasonable to expect that the workers will provide assistance to one
another.
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WORKING ALONE
Employer requirements for workers who work alone

Precautions required
394(1.1) Despite subsection (1), if effective
electronic communication is not practicable
at the work site, the employer must ensure
that
(a) the employer or designate visits the
worker, or
(b) the worker contacts the employer or
designate at intervals appropriate to the
nature of the hazard associated with the
worker’s work.

If an employer has workers who work alone, the OHS Code requires the
employer to:

`` Conduct a hazard assessment to identify existing or potential
health and safety hazards in the workplace associated with
working alone.
`` Implement health and safety measures to eliminate, or if
elimination is not reasonably practicable, control the risk to
workers from the identified hazards.
`` Ensure that workers have an effective way of communicating with
their employer, immediate supervisor or another designated
person in case of an emergency situation.
`` Contact the workers at regular intervals appropriate to the hazards
associated with the work.
`` Ensure that workers are trained and educated so they can perform
their job safely.

Link to OHS- Working Alone Explained WA002 (2009)
Link to CCOHS- Working Alone
AASP Resource Page - Templates and Samples
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Part 29 - Workplace Hazardous
Materials Information System
(WHMIS)

WHMIS 2015
Bulk Shipment

Means a shipment of a hazardous product contained in
any of the following without intermediate containment
or intermediate packaging:
(a) a vessel with a water capacity equal to or greater
than 450 litres;
(b) a freight container, road vehicle, railway vehicle or
portable tank;
(c) the hold of a ship;
(d) a pipeline;

Application
395(1) Subject to subsections (3), (4) and
(5), this Part applies to hazardous products
at a work site.
(2) An employer must ensure that a
hazardous product is used, stored,
handled or manufactured at a work site in
accordance with this Part.

Fugitive
Emission

Means a substance that leaks or escapes from process
equipment, a container, emission control equipment or
product.

(3) This Part does not apply if the hazardous
product is
(a) wood or a product made of wood,

Hazard
Information

Means information on the correct and safe use,
storage, handling and manufacture of a hazardous
product, including information relating to its health and
physical hazards.

Hazardous
Product

Means any product, mixture, material or substance
classified in accordance with the regulations made
under subsection 15
(1) of the Hazardous Products Act (Canada) in a
category or subcategory of the hazard class listed in
Schedule 2 of that Act.

Hazardous
Waste

Means a hazardous product that is intended for
disposal, or is acquired or generated for recycling or
recovery.

Label

Means a group of written, printed or graphic
information elements that relate to hazardous product
which group is designed to be affixed to, printed on or
attached to the hazardous product or the container in
which the hazardous product is packaged.

Laboratory
Sample

Means a sample of a hazardous product that is
packaged in a container that contains less than 10 kg
of the hazardous product and is intended solely to be
tested in the laboratory, but does not include a sample
that is to be used.

Mixture

means a combination of, or a solution that is composed
of two or more ingredients that, when they are
combined, do not react with each other, but excludes
any such combination or solution that is the substance.

(b) tobacco or a tobacco product governed
by the Tobacco Act (Canada),
(c) a hazardous waste, or
(d) a manufactured article.
(4) Except for section 407, this Part does
not apply if the hazardous product is a
dangerous good, under the Dangerous
Goods Transportation and Handling Act,
to the extent that its handling, offering for
transport or transport is subject to that Act.
(5) Sections 398, 403, 404, 405, 406, 407
and 408 do not apply if the hazardous
product is
(a) an explosive governed by the Explosives
Act (Canada),
(b) a cosmetic, device, drug or food
governed by the Food and Drugs Act
(Canada),
(c) a product governed by the Pest Control
Products Act (Canada),
(d) a nuclear substance that is radioactive
governed by the Nuclear Safety and Control
Act (Canada), or
(e) a product, material or substance
packaged as a consumer product as defined
in section 2 of the Canada Consumer
Product Safety Act (Canada).
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WHMIS 2015
Manufactured
Article

Means any article that is formed to a specific
shape or design during manufacture, the intended use of
which when in that form is dependent in whole or in part
on it shape or design, and that, when being installed, if the
intended use of the article requires it to
be installed, and under normal conditions of use, will not
release or otherwise cause an individual to be exposed to
hazardous product.

Product
Identifier

With respect to a hazardous product, means the brand
name, chemical name, common name, generic name or
trade name.

Safety Data
Sheet

Means a document that contains information about a
hazardous product, including the information related to the
hazards associated with any use, handling or storage of the
hazardous product at a work site, in accordance with the
regulations made under subsection 15 (1) of the Hazardous
Products Act (Canada)..

Substance

Means any chemical element or chemical compound that
is in its natural state or that is obtained by a production
process, whether alone or together with

Hazardous waste
396 If a hazardous product is a hazardous
waste generated at the work site, an
employer must ensure that it is stored and
handled safely using a combination of
(a) an appropriate means of identification,
and
(b) instruction of workers on the safe
handling of the hazardous waste.

Training
397(2) An employer must develop and
implement the procedures referred to in
subsection (1) in consultation with the joint
work site health and safety committee or
health and safety representative, if there is
one.

• any additive that is necessary to preserve the stability of
the chemical element or chemical compound
• any solvent that is necessary to preserve the stability
or composition of the chemical element or chemical
compound, or
• any impurity that is derived from the production process.

Supplier

Means a person who, in the course of business, imports or
sells a hazardous product..

Work Site
Label

With respects to hazardous product means a label that
contains

Laboratory
Sample

Means a sample of a hazardous product that is packaged in
a container that contains less than 10 kg of the hazardous
product and is intended solely to be tested in the laboratory,
but does not include a sample that is to be used.

Mixture

Means a combination of, or a solution that is composed
of two or more ingredients that, when they are combined,
do not react with each other, but excludes any such
combination or solution that is the substance.

• a product identifier that is identical to that found on the
safety data sheet for the hazardous product
• information for the safe handling of the hazardous
product, and
• reference to the safety data sheet for hazardous products.
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WHMIS Education includes three critical components
1. Hazard Elimination & Prevention

Label required
398(1) Subject to subsection (5), an
employer must ensure that a hazardous
product or its container at a work site has a
supplier label or a work site label on it.
(2) Subject to any labelling exemptions
in the Hazardous Products Regulations
(Canada), an employer must not remove,
modify or alter a supplier label on a
container in which a hazardous product is
received from a supplier if any amount of the
hazardous product remains in the container.
(3) If significant new data is provided to the
employer from the supplier regarding the
label content, the employer must update the
supplier label or work site label as soon as
this information is received.
(4) Subject to any labelling exemptions
in the Hazardous Products Regulations
(Canada), if the supplier label on a
hazardous product or its container is
illegible or is removed or detached, an
employer must immediately replace the label
with another supplier label or a work site
label.
(5) An employer may store a hazardous
product that does not have a supplier label
or a work site label on it for not more than
120 days if the employer
(a) is actively seeking the supplier label or
the information required for a work site label,

Ideally, hazardous materials at the work site should be eliminated. If elimination
is not possible or practicable, WHMIS provides information about preventive
measures to be taken in order to protect workers.

2. Materials Information
WHMIS requires that documentation is available to the worker that provides
detailed information about the nature and the risks of hazardous materials they
are exposed to.

3. Emergency Planning
WHMIS provides employers and workers with information on how to respond in
case of an emergency, such as accidental spill, explosion, etc.

WHMIS Training
Employers are required to provide workers with both general WHMIS education
and workplace specific training.

• General WHMIS education involves teaching workers how to identify
hazardous materials and where to find information about safe handling of
these materials.

• Site specific WHMIS training involves instructing workers on how to apply
the acquired knowledge at their job. This is an ongoing process and will vary
depending on the requirements at the workplace.

(b) posts a placard that complies with
section 401, and
(c) ensures that a worker who works with or
in proximity to the stored hazardous roduct
(i) knows the purpose of the placard and
the significance of the information on it,
(ii) is trained in the procedures to be
followed if there are fugitive emissions,
and
(iii) is trained in the procedures to
be followed in case of an emergency
involving the hazardous product.
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Materials Information System
(WHMIS)
Label required
398(6) If a hazardous product is imported
and received at a work site without a
supplier label, the employer must apply a
work site label.
(7) An employer who receives an
unpackaged hazardous product or a
hazardous product transported as a bulk
shipment must apply a label containing the
information required on a supplier label
or a work site label to the container of the
hazardous product or to the hazardous
product at the work site.

WHMIS 2015
Responsibilities & Duties
Supplier
• Must provide a Safety Data Sheet with the first shipment of any hazardous
product to your place of work.
• Must affix a Supplier Label to the container of the hazardous product with
every shipment.
Employer
• Must provide workplace specific WHMIS training as required by the
hazards present at the workplace.
• Must provide workplace labels, whenever required.
• Must ensure that Safety Data Sheets are easily accessible to its employees
handling hazardous materials.
Employee
• Employees are required to participate in WHMIS education and site specific
Training on an ongoing basis.

Decanted products
400(1) If a hazardous product is decanted
at a work site into a container other than
the container in which it was received from
a supplier, the employer must ensure that a
work site label is applied to the container.

Pictograms
Pictograms have replaced the former Hazard Symbols.

(2) Subsection (1) does not apply to a
portable container that is filled directly
from a container that has a supplier label
or a work site label if all of the hazardous
product is required for immediate use and
the hazardous product is
(a) under the control of and used exclusively
by the worker who filled the portable
container,
(b) used only during the shift during which
the portable container is filled, and
(c) the contents of the portable container
are clearly identified on the container.
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WHMIS Training
Employers are required to provide workers with general WHMIS education and
workplace specific training.

Training
397(1) An employer must ensure that a
worker who works with or near a hazardous
product or performs work involving the
manufacture of a hazardous product is
trained in
(a) the content required to be on a supplier
label and a work site label and the purpose
and significance of the information on the
label,
(b) the content required to be on a safety
data sheet and the purpose and significance
of the information on the safety data sheet,

• General WHMIS education involves teaching workers how to identify
hazardous materials and where to find information about safe
handling of these materials.

• Site specific WHMIS training involves instructing workers on how to
apply the acquired knowledge at their job. This is an ongoing process
and will vary depending on the requirements at the workplace.

➊

LABELS & PICTOGRAMS

(d) if applicable, the procedures for safely
manufacturing the hazardous product,

➋

SAFETY DATA SHEETS (SDS)

(e) if applicable, the methods of
identification referred to in section 402,

➌

TRAINING

(c) procedures for safely storing, using and
handling the hazardous product,

(f) the procedures to be followed if there are
fugitive emissions, and
(g) the procedures to be followed in case
of an emergency involving the hazardous
product.
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CHAPTER FIVE

Part 29 - Workplace Hazardous
What Information is on an SDS?
Materials Information System SAFETY DATA SHEET - SDS
(WHMIS)
A Safety Data Sheet specifies 16 different sections of detailed information. They
Safety data sheet — supplier
404(1) An employer who acquires a
hazardous product for use at a work site
must obtain a supplier safety data sheet for
that hazardous product unless the supplier
is exempted from the requirement to provide
a safety data sheet by the Hazardous
Products Regulations (Canada).

contain very detailed information about the health effects of a hazardous product.
To
make
it easieristoimportant
memorize
different
sections
SDS,
it may be useful to think of
This
information
forthe
employers
and
workersofasthe
well
as emergency
sections
as
being
groups
of
information:
response personnel in case of an incident.

#1, 2 & 3

Identification of the material and its hazards

#4, 5 & 6

Emergency Procedures

#7 & 8

Preventive Procedures

#9,10 & 11

Technical Descriptors & Information

#12 to 15

Information relating to environmental, disposal,
transportation & legal issues

Safety data sheet — employer

(not required in Canada)

405(1) An employer must prepare a
safety data sheet for a hazardous product
produced or manufactured at a work site.

#16

(2) Subsection (1) does not apply to a
SDS
sample
WHMIS 2015product
fugitive
emission
or an intermediate
SECTION reaction
9 - PHYSICAL AND
CHEMICAL
undergoing
within
a PROPERTIES
reaction vessel.

SDS sample

SECTION 1 - IDENTIFICATION
PRODUCT IDENTIFIER

Product Name
Product Code
Other means of identification

chlorBleach
123456
None

RECOMMENDED USE OF THE CHEMICAL AND RESTRICTIONS ON USE
•Recommended use
chlorinating liquid for control of bacteria/algae in swimming pool waters
•Uses advised against
no information available

(a) the supplier safety data sheet is available1
SECTION 10 - STABILITY AND REACTIVITY

REACTIVITY .............................................................Reacts with other chemicals such as toilet bowl cleaners, rust removers,
.......................................................................................................acids, or products containing ammonia to produce hazardous irritating
.......................................................................................................gases, such as chlorine and other chlorinated compounds. Avoid
.......................................................................................................contact with metals, reducing agents, and other oxidizing agents.

at the work site, and

DETAILS OF THE SUPPLIER OF THE SAFETY DATA SHEET
Supplier Address
Bleach Canada Ltd.
1500 River Avenue Brampton Ontario 1K3 2X5
www.whiteknightbleach.com - phone 416 234 5687

IDENTIFICATION
▸

Introduces the Hazardous Product by its common and/or trade names;

▸

Recommended use of the material, including any restrictions on use;

▸

Supplier’s information and emergency contact.

CHEMICAL STABILITY ...........................................Stable under recommended storage conditions.

SECTION 2 - HAZARD IDENTIFICATION

REACTIONS ...
(b) the POSSIBILITY
safetyOF HAZARDOUS
data sheet,
subject to section
INCOMPATIBLE MATERIALS ................................
408, HAZARDOUS DECOMPOSITION PRODUCTS .
None under normal processing.

CONDITIONS TO AVOID ............................................................ None known based on information supplied.

Toilet bowl cleaners, rust removers, acids, reducing agents, other
.......................................................................................................oxidizing agents, and products containing ammonia.
None known based on information supplied.

(i) includes the information required for a
SECTION 11 - TOXICOLOGICAL INFORMATION
supplier
safety
data sheet, and
LIKELY ROUTES
OF EXPOSURE

CLASSIFICATION

This chemical is considered hazardous under GHS.
Skin corrosion/irritation

Category 1

Serious eye damage/eye irritation

Category 1

GHS LABEL ELEMENTS, INCLUDING PRECAUTIONARY STATEMENTS
SIGNAL WORD .................................DANGER

2

Exposure to vapour or mist may irritate respiratory tract and cause coughing. Inhalation of high
concentrations may cause pulmonary edema.

(ii) states that the supplier safety data
sheet is available at the work site.

for medical emergencies call: 1 800 456 1234
for transportation emergencies call Chemtrec: 1-800-424-9300

EMERGENCY NUMBER

Eye Contact

Corrosive. May cause severe damage to eyes.

Skin Contact

May cause severe irritation or burns to skin.

Ingestion

Ingestion may cause burns to gastrointestinal tract and respiratory tract, nausea, vomiting, and diarrhea.

COMPONENT INFORMATION
Chemical Name

LD50 Oral

LD50 Dermal

LC50 Inhalation

Sodium hypochlorite7681-52-9

8200 mg/kg (Rat)

>10000 mg/kg (Rabbit)

-

HAZARD STATEMENTS .................Causes severe skin burns and eye damage.
Causes serious eye damage.
PRECAUTIONARY STATEMENTS
•Prevention
Wash face, hands and any exposed skin thoroughly after handling.
Wear protective gloves, protective clothing, face protection, and eye protection such as safety glasses.

HAZARD IDENTIFICATION
•Response

▸

Symptoms .............May cause redness and tearing of the eyes. May cause burns to eyes. May cause redness or burns to
.................................skin. Inhalation may cause coughing.

SECTION 16 - OTHER INFORMATION
Prepared By ......................... Bleach Canada Ltd., 500 River Avenue, Brampton, Ontario 1K3 2X5
................................................ phone 416 234 5687
Revision Date ....................... New
Revision Note ....................... New

3

Immediately call a poison center or doctor.
If on skin (or hair): Take off immediately all contaminated clothing.
Rinse skin with water.
Wash contaminated clothing before reuse.
If inhaled: Remove person to fresh air and keep comfortable for breathing.
Specific treatment: (see supplemental first aid instructions on this label).
If in eyes: Rinse cautiously with water for several minutes.
Remove contact lenses, if present and easy to do. Continue rinsing.

This section provides information similar to what you will see on a supplier label. Informa
•

INFORMATION ON TOXICOLOGICAL EFFECTS

GENERAL DISCLAIMER
The information provided in this Safety Data Sheet is correct to the best of our knowledge, information and belief at the date of
its publication. The information given is designed only as a guidance for safe handling, use, processing, storage, transportation,
disposal, and release and is not to be considered a warranty or quality specification. The information relates only to the specific
material designated and may not be valid for such material used in combination with any other materials or in any process, unless
specified in the text.

IDENTIFICATION OF THE MATERIAL AND ITS HAZARDS

TECHNICAL DESCRIPTORS & INFORMATION

WHMIS 2015

SECTION
1, 2 & 3
chlor
IDENTIFICATION OF THE MATERIAL AND ITS HAZAR

PROPERTY ........................................................................VALUES
pH
..................................................................................12.5 - 13
Vapour pressure .............................................................No data available
Vapour density ................................................................No data available
Specific Gravity ...............................................................~1.17 at 20°C
Water Solubility ...............................................................Soluble
Explosive Properties ......................................................Not explosive
Oxidizing Properties ........................................................No data available

END OF SAFETY DATA SHEET

Other Information

You will find
Safety Data
back of this
be pulled ou
conjunction w

SAFETY DATA SHEET

Physical State ...................................................................Thin liquid
Appearance .....................................................................Clear
Colour ...............................................................................Lime-yellow

(3) An employer may provide a safety data
sheet in a format different from the supplier
safety data sheet or containing additional
hazard information if

Inhalation

Type of Information

SECTION

(2) An employer may store a hazardous
product for which there is no supplier safety
data sheet for not more than 120 days if the
employer is actively seeking the supplier
safety data sheet.

OTHER INFORMATION
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Classification of the material by its hazards and the appropriate Pictograms;
•Storage
•Disposal

Store locked up.
Dispose of contents in accordance with all applicable federal, provincial, and local regulations.

HAZARDS NOT OTHERWISE CLASSIFIED
Although not expected, heart conditions or chronic respiratory problems such as asthma, chronic bronchitis, or obstructive lung disease
may be aggravated by exposure to high concentrations of vapour or mist. Product contains a strong oxidizer. Always flush drains before
and after use.

•

Label elements, including Signal Word, Hazard Statement, Precautionary Statement

•

Other hazards that may not be covered by WHMIS 2015 requirements.

OTHER INFORMATION
Very toxic to aquatic life with long lasting effects.

INTERACTIONS WITH OTHER CHEMICALS
Reacts with other chemicals such as toilet bowl cleaners, rust removers, acids, or products containing ammonia to produce hazardous
irritating gases, such as chlorine and other chlorinated compounds. Avoid contact with metals, reducing agents, and other oxidizing
agents.

INFORMATION ON INGREDIENTS
SECTION 3 - COMPOSITION/INFORMATION ON INGREDIENTS
Chemical Name

CAS-No

Sodium hypochlorite

7681-52-9

Weight %

7 - 13

Trade Secret

The exact percentage (concentration) of composition has been withheld
as a trade secret.

▸

This section identifies all of the hazardous ingredients in the material and concentration

▸

For each of the hazardous ingredients, additional information is required including any a
form of identification (such as a synonym, or common name) and more technical inform
|164| Abstracts Services (CAS) number, which serves as a numerical identifier;
the Chemical

▸

In some cases, there may be information withheld if it is considered a “trade secret”. Th

OHS CODE
Part 29 - Workplace Hazardous
Materials Information System
(WHMIS)
Information current
406(1) The employer must ensure that the
safety data sheet for a hazardous product
received at the time of purchase from the
supplier is the most current version.
406(2) If significant new data are provided to
the employer from the supplier regarding the
safety data sheet content, the employer must
update the safety data sheet referred to in
subsection (1)
(a) as soon as reasonably practicable, and,
in any case,
(b) not more than 90 days after significant
new data are provided to the employer.

Availability of safety data sheet
407 An employer must ensure that the
safety data sheet required by this Part is
readily available at a work site to workers
who may be exposed to a hazardous
product and to the joint work site health
and safety committee or health and safety
representative, if there is one.

WHMIS 2015
What is a “Signal Word”? (source CCOHS)
A signal word is a prompt that alerts you about the degree or level of hazard of
the product.
There are only two signal words used: “Danger” or “Warning”.
“Danger” is used for high risk hazards, while “Warning” is used for less severe
hazards. If a signal word is assigned to a hazard class and category, it must be
shown on the label, and listed in section 2 (Hazards Identification) of the Safety
Data Sheet (SDS). Some hazard classes or categories do not have a signal
word assigned to them.

What is a Hazard Statement? (source CCOHS)
Each hazard class and category has an assigned “hazard statement”. Hazard
statements are brief, standardized sentences that tell you more about the exact
hazard of the product. The statements are short but they describe the most
significant hazards of the product.
Examples of hazard statements are:
•
•
•
•
•

Extremely flammable gas.
Contains gas under pressure; may explode if heated.
Fatal if inhaled.
Causes eye irritation.
May cause cancer.

The wording of the hazard statement helps to describe the degree of the hazard.
For example: “May cause cancer” is more hazardous than “Suspected of causing
cancer”.

What is a precautionary statement? (source CCOHS)
For more information go to
OHS Code
Sections
397, 399, 401, 402, 403, 407, 408 to 414,
as applicable to your company.

Precautionary statements provide advice on how to minimize or prevent adverse
effects resulting from exposure to a hazardous product or resulting from
improper storage or handling of a hazardous product.
These statements can include instructions about storage, handling, first aid,
personal protective equipment and emergency measures. Like the hazard
statements, the wording of precautionary statements is standardized and
harmonized.
There are five types of
precautionary statements:

Examples of precautionary statements:
• Keep container tightly closed.

• General.

• Wear protective gloves/protective
clothing/eye protection/face protection.

• Prevention.
• Response (including first aid).
• Storage.
• Disposal.

• If exposed or concerned: Get medical
advice/attention.
• Fight fire remotely due to the risk of
explosion.
• Protect from sunlight.
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Part 27 - Violence and Harassment

WORKPLACE VIOLENCE & HARASSMENT
Harassment

Hazard assessment
389 Violence and harassment are
considered hazards for the purposes of
Part 2.

Includes:
• conduct, comment, bullying or action because
of race, religious beliefs, colour, physical
disability, mental disability, age, ancestry, place
of origin, marital status, source of income, family
status, gender, gender identity, gender expression
and sexual orientation, and

Violence prevention plan
390(1) An employer must develop and
implement a violence prevention plan that
includes a violence prevention policy and
violence prevention procedures.
(2) The employer must develop and
implement the violence prevention plan in
consultation with

• a sexual solicitation or advance
Excludes:
• any reasonable conduct of an employer or
supervisor in respect of the management of
workers or a work site

(a) the joint work site health and safety
committee or the health and safety
representative, if the employer is required
to establish a committee or designate a
representative, or
(b) affected workers, if the employer is
not required to establish a committee or
designate a representative.

Means any single incident or repeated incidents of
objectionable or unwelcome conduct, comment,
bullying, or action by a person that the person knows
or ought reasonably to know will or would cause
offence or humiliation to a worker, or adversely affects
the worker’s health and safety.

Violence

Whether at a work site or work-related, means
the threatened, attempted or actual conduct of a
person that causes or is likely to cause physical or
psychological injury or harm, and includes domestic
or sexual violence.

Violence prevention policy
390.1 An employer must ensure that a
violence prevention policy under section
390(1) includes the following:
(a) a statement that the employer is
committed to eliminating or, if that is not
reasonably practicable, controlling the
hazard of violence;
(b) a statement that the employer will
investigate any incidents of violence and
take corrective action to address the
incidents;

Responsibilities/Obligations
Employer Responsibilities - OHS Act 3 (1)
Every employer shall ensure, as far as it is reasonably practicable for the
employer to do so,
(c) that none of the employer’s workers are subjected to or participate in
harassment or violence at the work site.

Supervisor Responsibilities - OHS Act 4
Every supervisor shall
(v) ensure that none of the workers under the supervisor’s supervision are
subjected to or participate in harassment or violence at the work site.

Worker Responsibilities - OHS Act 5
Every worker shall, while engaged in an occupation
(d) refrain from causing or participating in harassment or violence.
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Violence prevention procedures
390.2 An employer must ensure that the
violence prevention procedures under
section 390(1) include the following:
(a) the measures the employer will take
to eliminate or, if that is not reasonably
practicable, control the hazard of violence
to workers;
(b) information about the nature and
extent of the hazard of violence, including
information related to specific or general
threats of violence or potential violence;
(c) the procedure to be followed by the
employer when disclosing the information
in clause (b), which must be in compliance
with section 390.1(c) and (d);
(d) the procedure to be followed by a worker
to obtain immediate assistance when an
incident of violence occurs;

Domestic violence
When an employer is aware that a worker is or is likely to be exposed to domestic
violence at a work site, the employer must take reasonable precautions to protect
the worker and any other persons at the work site likely to be affected.

Link to OHS- Workplace Harassment and Violence Resource Page
Link to OHS- Violence and Harassment Policy Templates & Worksheet
Link to OHS- Harassment and Violence in the Workplace Bulletin LI045
Workplace violence and harassment are considered Hazards
and must be assessed as such when an employer conducts
their hazard identification,assessment, and elimination or
control activities.

(e) the procedure to be followed by a worker
when reporting violence;
(f) the procedure to be followed by the
employer when
(i) documenting and investigating an
incident of violence, and
(ii) implementing any measures to
eliminate or control the hazard of violence
that have been identified as a result of the
investigation;
(g) the procedure to be followed by the
employer when informing the parties involved
in an incident of violence of
(i) the results of an investigation of the
incident, and
(ii) any corrective action to be taken to
address the incident
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WORKPLACE VIOLENCE & HARASSMENT

Part 27 - Violence and Harassment
Harassment prevention plan

Retail fuel and convenience store worker safety application
392.1

390.4(1) An employer must develop and
implement a harassment prevention plan that
includes a harassment prevention policy and
harassment prevention procedures

Sections 392.2 to 392.6 apply to gas stations, other retail fuelling outlets and
convenience stores where workers are ordinarily present during business hours.

390.4(2) The employer must develop and
implement the harassment prevention plan in
consultation with
(a) the joint work site health and safety
committee or the health and safety
representative, if the employer is required
to establish a committee or designate a
representative, or
(b) affected workers, if the employer is
not required to establish a committee or
designate a representative.

Harassment prevention policy
390.5 An employer must ensure that a
harassment prevention policy under section
390.4(1) includes the following:
(a) a statement that the employer is
committed to eliminating or, if that is not
reasonably practicable, controlling the
hazard of harassment;
(b) a statement that the employer will
investigate any incidents of harassment
and take corrective action to address the
incidents;
(c) a statement that the employer will not
disclose the circumstances related to an
incident of harassment or the names of
the complainant, the person alleged to
have committed the harassment, and any
witnesses, except
(i) where necessary to investigate the
incident or to take corrective action, or to
inform the parties involved in the incident
of the results of the investigation and any
corrective action to be taken to address
the incident, or

+

Additional requirements for violence prevention plan
392.2
An employer must ensure that the violence prevention plan contains the following
procedures, policies and control measures, in addition to those required under
sections 390, 390.1 and 390.2:

`` Safe cash-handling procedures, including procedures that minimize the
amount of money readily accessible to a worker at the work site
`` Where the work site is open to the public between the hours of
11:00 p.m. and 5:00 a.m.:
• A time lock safe at the work site that cannot be opened by a worker
between those hours, at minimum
• Limiting the quantities of high-value items, including cash and lottery
tickets, accessible at the work site between those hours, at minimum
• Storing remaining high-value items in the time lock safe referred to
in sub clause (i) or securely elsewhere
• Maintaining good visibility into and out of the work site
• Limiting access by the public to the interior of any buildings at the
work site
• Monitoring the work site by video surveillance
• Signs at the work site visible to the public indicating that the safe at
the work site is a time lock safe and cannot be opened; the quantity
of high-value items such as cash and lottery tickets at the work site
is limited
• The work site is monitored by video surveillance;
• Each worker working alone is provided with a personal emergency
transmitter that is monitored by the employer or the employer’s
designate.

(ii) as required by law;
(d) a statement that the harassment
prevention policy is not intended to
discourage a worker from exercising rights
pursuant to any other law, including the
Alberta Human Rights Act.
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WORKPLACE VIOLENCE & HARASSMENT

Part 27 - Violence and Harassment
Harassment prevention procedures

Additional training required
392.3

390.6 An employer must ensure that the
harassment prevention procedures under
section 390.4(1) include the following:

In addition to any training under section 391, the employer must ensure that a
worker is trained in the violence prevention plan requirements listed in section
392.2.

(a) the procedure to be followed by a
worker when reporting harassment;
(b) the procedure to be followed by the

employer when documenting, investigating
and preventing harassment;
(c) the procedure to be followed by the
employer when informing the parties
involved in an incident of harassment of
(i) the results of an investigation of the

incident, and
(ii) any corrective action to be taken to
address the incident

For more information go to
OHS Code:
390.7 , 391 , 392

Review of violence prevention plan and worker training
392.4
The employer must ensure that the violence prevention plan requirements
under section 392.2 and corresponding worker training under section 392.3
are reviewed and, if necessary, revised every 3 years, and whenever there is a
change of circumstances that may affect the health and safety of workers.

Personal emergency transmitter
392.5
A worker working alone must at all times during the worker’s work shift wear the
personal emergency transmitter referred to in section 392.2(g).

Mandatory fuel prepayment
392.6
(1) An employer must require that customers prepay for fuel sold at gas stations
and other retail fuelling outlets.
(2) In addition to the requirement in subsection (1), an employer may implement
procedures or use equipment as approved by a Director for payment for or sale
of fuel, or the dispensing of fuel, to ensure worker safety.

Link to OHS- Gas Station Worker Safety Resource Page
Link to OHS- OHS Guide for Retail Workers and Employers
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EXTREME TEMPERATURES & WEATHER

WORK SAFE ALBERTA

Link to OHS Best Practice
Working Safely in the
Heat and Cold 

|170|

EXTREME TEMPERATURES & WEATHER
WORKING IN EXTREME
TEMPERATURES

WORK SAFE ALBERTA

Link to OHS Poster
Working in Extreme Temperatures
Cold 
Link to OHS Poster
Working in Extreme Temperatures
Heat 

SIGNS OF COLD
?

Shivering
To maintain a constant inner
temperature in cold environments, the body shivers to
increase heat production and
reduces blood ﬂow to the skin
and extremities to reduce heat
loss.

Impaired
Coordination
Loss of muscular coordination,
may result in slow and labored
movements as well as reduced
dexterity in ﬁngers, hands and
toes.

WORK SAFE ALBERTA

Link to OHSIndoor Air Quality Toolkit

?

Tingling

Confusion

Loss of feeling or tingling in
ﬁngers and toes. Frost nip,
when the top layer of exposed
skin freezes, can occur to
exposed skin.

Watch for “unusual -umbles”
in yourself and your co-workers – stumbles, mumbles,
fumbles and grumbles.

PREVENTION
Stay in the sun. It may
help reduce windchill

Take breaks inside
Wear suitable clothing
for cold conditions that
can be layered and/or
has high insulating properties

Keep footwear
dry to save heat
Keep moving to generate
body heat

Cover exposed skin

WORKPLACE HEALTH AND SAFETY
Working in extreme temperatures you should expect:

!

Heaters

Warm ups

as on-site source of heat

as part of a schedule
before and after work

Brieﬁngs

A Flexible pace

on the hazards of working
in the cold and the
controls in place for
protection

where workers can take
extra breaks if needed

Buddy systems

Adjustment periods

so no one is working
alone

before assigning a full
work schedule

Wind protection
to shield workers from
drafts or winds

Is your workplace not providing a safe work environment?
Occupational Health and Safety contact centre

1-866-415-8690
Government
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EXTREME TEMPERATURES & WEATHER

(GS006)
The Body’s Response to Heat and
Cold

Factors affecting how you feel

Your body works best when it has an internal
“core” temperature of 37°C.

1.

37°C might seem warm but this is
your internal temperature (not the air
temperature). This temperature is necessary
or your vital organs to function normally.
During a regular day, your body temperature
may vary by about 1°C depending on
the time of day, your level of physical
activity and how you are feeling (emotional
reactions). The body’s metabolic processes
produce the right amount to heat you need
when you digest your food and when you
perform physical activity.

How “hot” or “cold” you feel depends on 6 main factors:

2.

To stay warm in cold environments,
the body...

3.

Relative humidity

This is the amount of moisture (water) in the air. The warmer the air, the more
moisture it can hold. High humidity makes people feel hotter because sweat
does not evaporate off the skin (it is the evaporation of sweat that makes
you feel cooler). Cold air with high relative humidity “feels” colder than dry
air at the same temperature. Why? Because high humidity in cold weather
increases the conduction (loss) of heat from the body to the surrounding air.
4.

Moving air (speed)

Usually this cools a person. Cooling provides relief in a hot environment
as long as the moving air is cooler than the person. In cold situations, air
movement can create wind chill and make you feel much colder than the
temperature may indicate.
5.

Physical exertion

How hard you are working also influences how hot or cold you feel. Moving
around or working generates heat. When working on a very hot day, this
movement increases your heat stress.

• Shivers – moving muscles helps increase
heat production, and
• Reduces blood flow to the skin and
extremities (hands and feet) to reduce
heat loss from the surface.

Other sources of heat (radiant heat).

These sources can include direct sunlight, machinery that generates heat,
hot water, heaters or open flames, asphalt, etc. Over time on a hot day, these
sources can radiate heat into the air and add to the amount of heat you
“feel”.

Maintaining Balance
When you work in extreme temperatures,
your body has to adapt. To maintain a
constant inner body temperature, the
body must continually keep or gain heat
in cold environments and lose heat in hot
environments.

Air temperature

Air temperature is what can be measured with a thermometer. However, in
situations where there is a lot of radiant heat (see below for examples) it is
not always an accurate indication of how hot or cold you feel.

6.

Clothing
It can help you stay warmer. However, when mist, rain or sweat is heavy

enough to make your clothing wet, you feel colder as wet clothing loses its
insulating properties.
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Maintaining Balance
To stay cool in hot environments,
the body...
• Sweats – evaporating sweat cools the
body, and
• Increases blood flow to the skin to speed
up the loss of heat from the skin (radiate
away from excess heat) if the outside air
is cooler.
By sweating, shivering, and changing the
rate of blood flow, the body can adapt to a
fairly wide range of temperatures. However,
there are limits to what the body can
adapt to and its ability to maintain its core
temperature can fail.

Other Factors
A person’s general health also influences how well the person adapts to heat and
cold.

Those with extra weight often have trouble in both cold and hot situations due to
the body having difficulty maintaining a good heat balance. Age (particularly for
people about 45 years and older), poor general health, and a low level of fitness
will make people more susceptible to feeling the extremes of heat and cold.
Medical conditions can also increase how susceptible the body is to heat and
cold. People with heart disease, high blood pressure, respiratory disease and
uncontrolled diabetes may need to take special precautions.
In addition, people with skin diseases and rashes may be more susceptible
to heat, while people with Raynaud’s disease (also known as white finger or
vibration disease) will be more susceptible to the cold.

Did you know?
As your hands get used to the cold, the body diverts more blood to
them. For example, acclimatized workers at a fish processing facility
can fillet fish with their hands in near freezing water for long periods
of time. A non-acclimatized person would be in severe pain!

Work Safe Alberta (GS006)

AASP Resource Page - Templates and Samples
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OHS CODE

TREE CARE OPERATIONS

Part 39 - Tree Care Operations

Application
792 This Part applies to arboriculture
activities that involve pruning, repairing,
maintaining or removing trees or cutting
brush if a worker works at height and
depends on the tree for support.

Safe work practices
793(1) An employer must develop and
implement safe work practices and
procedures that include
(a) the assessment of hazards at the work
site,
(b) worker training, including hazard
recognition,

A RBORIST
I NDUSTRY

(c) the selection, limitation, operation and
maintenance of equipment,
(d) work positioning and fall protection, and
(e) emergency rescue.

SAFE WORK
P RACTICES

(2) If reasonably practicable, an employer
must involve affected workers in the
development and implementation of the safe
work practices and procedures.

Third Edition

Fall protection and work positioning
794(1) If it is not reasonably practicable to
comply with the fall protection requirements
of section 139, an employer must ensure
that a worker uses a work positioning
system.
(2) A worker must use or wear the work
positioning or fall protection system the
employer requires the worker the worker to
use or wear.

Link to Ontario WSPS- Arborists Manual 3rd Edition
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TREE CARE OPERATIONS

Arborist Safe Work Practices

TREE FELLING

Harness standards
795(1) An employer must ensure that a
harness manufactured on or after July
1, 2009 and used as part of a work
positioning system is approved to
(a) NFPA Standard 1983, Standard on
Fire Service Life Safety Rope and System
Components, 2006 Edition, as a Class II or
Class III life safety harness,

TREE FELLING

Part 39 - Tree Care Operations

INTRODUCTION
This section outlines the practice of felling, bucking and limbing trees during tree removal operations.

HAZARDS
Biotic Conditions
Chemical
Climatic Conditions

Gravity
Mechanical
Pedestrian

Electrical
Ergonomics

Vehicular

LEGISLATION/SAFE WORK PRACTICE
General Legislation
Work in a Safe Environment
Protect Self and Others
Arborist Job Planning
Chainsaw Operation
Legislation

RRO/RSO

Construction

213/91

Industrial

(b) CEN Standard EN 813: 1997, Personal
protective equipment for prevention of falls
from a height — Sit harnesses,

851/90

Section Referenced
43, 52, 53, 54, 55, 67, 68, 69, 78, 79, 80, 81, 82, 83, 84, 93,
94, 95, 96, 112, 113, 183, 186
22, 23, 39, 42, 43, 45, 60, 73, 79, 80, 81, 82, 84, 103, 139

Temporary Conditions Field Edition Ontario Traffic Manual Book 7

MANDATORY INFORMATION

(c) CSA Standard CAN/CSA-Z259.10-06,
Full Body Harnesses,
(d) ANSI/ASSE Standard Z359.1-2007,
Safety requirements for personal fall arrest
systems, subsystems and components, or
(e) CEN Standard EN 361: 2007, Personal
protective equipment against falls from a
height - Full body harnesses.




All trees must be inspected for hazards prior to cutting.
All appropriate Personal Protective Equipment must be worn.





Escape routes must be cleared before felling operations.
All workers must be notified that the "Back Cut" is being performed.
Workers must stay outside of the Hazard Area and at least 3 metres (10 feet) away from the



saw operator when operating a chain saw.
Do not fell trees onto lodged trees.




Do not climb lodged trees.
Do not work directly underneath or within striking distance of a lodged tree unless the work
can be done safely.




Do not turn your back to a falling tree.
Workers must be aware of all dangers.




Saw operator must ensure there are no obstacles or hazards within the Hazard zone.
Notches should be used for all trees greater than 13 centimeters (5 inches) diameter at breast height (DBH).

WORK PRACTICES

796 Section 150.3 does not apply to
arboriculture activities to which this Part
applies.

STEP

ACTION

Inspect tree for hazards

Inspect tree for:


Rot



Lean



Insect damage



Foreign bodies in tree, staples, wires etc.



Structural deficiencies, decay, cavities,
cracks, splits etc.



Broken tops and dead limbs

Identify hazards within the Hazard Area

Inspect for:

Hazard Area is the intended falling path of the tree



Terrain



Dead trees



Overhead utilities



Pedestrian and vehicular traffic



Workers



Climatic conditions / wind, snow loading etc.



Ground conditions / slope



Trip hazards

Set control measures

Determine Escape Route

56
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Barriers include:


Maintaining appropriate Limits of Approach



Utilize traffic and pedestrian control measures



Removing dead trees



Lowering stumps

Clear escape route 45 degrees away from
the intended felling path.

EXAMPLES AVAILABLE ON AASP resource page

WORK PRACTICES

Knot exemption

55

Site Inspection
Third
Edition, 2011

TREE CARE OPERATIONS
Arborist Safe Work Practices

Site Inspection

SITE INSPECTION

Occupational Health & Safety Toolkit
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STEP

ACTION

Inspect tools and equipment to be used

Ensure tools and equipment are free of defects
and readily available.
Ensure tools are sharp.

Set rigging equipment if required
Note:
All trees must have a guide rope installed if
they could fall in a direction other than intended
which may cause damage.

Refer to the Climb Tree Working at Heights Safe
Work Practice.
Place rope(s) at least 2/3 the distance up the tree.
Rope(s) must be strong enough and long
enough to keep all workers and equipment out of the
Hazard Area during felling operations.

EXAMPLES AVAILABLE ON AASP resource page
Set Notch

STEP

ACTION

Determine notch to use

Ensure an appropriate notch is used.
Consider:

Secure tree to prevent Barber Chairing

Set notch



Lean of the tree



Wind



Potential targets



Condition of tree i.e. decay, splits, cracks,
foreign objects



Size of tree



Length of chain saw bar

Consider options to prevent Barber Chairing such as:


Chain trees



Use of a Plunge Cut



Use of alternative notch styles

Set notch in accordance with notch used.
Ensure notch direction is in the correct location.
Inspect notch for rot or decay.

57Perform Back Cut

Third Edition, 2011

PERFORM BACK CUT

STEP

ACTION

Determine location of back cut

Back Cut location should be in accordance with
the notch used.

Communicate intent toback cut

Communicate to workers that the “back cut” is
going to be performed.
Note: Ensure all workers understand that
the back cut is occurring.
Ensure all workers are clear of the Hazard Area.

Perform back cut

Monitor the tree for unusual sounds or movements.
Ensure that the holding wood is not cut off.
A spotter may be necessary to ensure
that the holding wood is not cut off.
The spotter must stay out of the Hazard Area
and at least 3 metres (10 feet) away.
Note: If tree begins to fall in a direction other
than intended, the saw operator must leave
the area by the Escape Route.
If the saw becomes bound in a cut, the number one
priority is the safety of the saw operator.
Leave all equipment behind.

Monitor the tree as it falls

Never turn your back to a falling tree.
Watch for dead limbs and other objects falling
from trees.
Monitor the tree as it strikes the ground as the
butt portion may move towards the saw operator.
Ensure that the tree has completely settled and
adjacent trees are secure before moving in to
remove rigging or starting bucking operations.
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58

TREE CARE OPERATIONS
Arborist Safe Work Practices

Limb Trees

LIMB TREE

STEP

ACTION

Clear spring poles

Spring poles have explosive forces and should
be removed carefully.

Spring poles are small trees bent over from
pressure of the felled tree

Make several small cuts on the tension side
to release the forces. This should be done slowly.

Determine pressure points

Limbs bent over objects or angled severely will
have explosive pressure associated with them.

Begin cut

Cut limbs slowly to relieve tension.
Monitor saw kerf for tension relief.
Ensure body part(s) are out of the strike zone of the
tree

EXAMPLES AVAILABLE ON AASP resource page

LODGED TREE

Lodged Tree
The following are four examples for removing lodged trees.

STEP

ACTION

Cut tree from stump

Sever lodged tree from stump.Tree may roll free at this
time.

Roll tree off support tree

Attempt to roll lodged tree off from support tree using
either a cant hook or pull rope.

Utilize mechanical means to pull tree from lodged tree
i.e. truck, crane

Mechanical means may be used when manual
methods have failed.

Block lodged tree into small pieces

Cut small blocks from the base of the lodged tree.
Note: Lodged tree may slip and move uncontrollably.
Caution must be exercised to ensure that the worker
does not stand in the fall direction of the tree.

59Bucking up Felled Trees

Third Edition, 2011

BUCKING UP FELLED TREES

STEP

ACTION

Determine length required

Smaller blocks of wood are lighter and easier to
manipulate.

Determine pressure points

Trees bent over or weight applied to one end will
create pressure on the log.
Tree logs may bind the saw when pressure is
released.
Cut log from the stressed section.
Note: Logs under pressure can break suddenly and
explosively. Cut log slowly to relieve the pressure.

Begin cutting

Logs may require two cuts, one from the top and then
rolled over for a second cut.
Cut trees from the high side of the terrain i.e. the tree
will roll away from the saw operator.
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CCOHS
Every year in Canada hundreds of workers
experience carbon monoxide poisoning.
Many survive, but others are not so
fortunate.
Carbon Monoxide can also become
dangerous and even fatal in snow caves,
tents, and RVs, etc.
Sources of workplace carbon monoxide
emissions
Carbon monoxide is produced when natural
gas, coal, and other carbon fuels such as
gasoline, kerosene, oil, propane or wood are
not burned completely. Cigarette smoke and
motor vehicle exhaust are also sources of
carbon monoxide.
How exposure to carbon monoxide can
affect your health
When we breathe in carbon monoxide, it
interferes with the ability of our blood to
carry oxygen to vital organs such as our
brain and heart.
The most common symptoms of exposure
are headache, weakness, dizziness, nausea,
vomiting, and confusion. Prolonged or high
exposures may lead to convulsions, coma
and even death. Large amounts can cause a
person to be overcome in just minutes with
few or no warning signs.
The mental impairment and sense of
confusion brought on by this gas can
interfere with the victim’s ability to realize
that their life is in danger and prevent them
from getting to safety

CARBON MONOXIDE
During the winter months, this odourless, colourless, deadly gas creeps back
into the spotlight. The heightened concern is due in part to the increased use of
furnaces, space heaters and generators as we try to escape the cold, but also
because of the use of fuel burning tools indoors.
In the workplace, internal combustion engines (engines that burn the fuel inside
the engine) are a common source of carbon monoxide.
Workers can be exposed to this deadly gas in warehouses, construction sites,
welding shops, steel production, and in areas with heavy vehicle traffic such as
border crossings.
While workers in confined spaces, such as mines or basements, are at higher
risk, harmful levels of carbon monoxide can also be present in large buildings
and outdoor areas. Emergency workers entering uncontrolled environments
without wearing a carbon monoxide detector have also been seriously injured or
died.

Steps that employers can take to protect their employees
• Install an effective ventilation system that will remove carbon monoxide from
work areas.
• Avoid operating fuel-powered machinery indoors where possible. When it is
not possible, limit exposure times to these machines.
• Make sure that potential sources of carbon monoxide such as furnaces,
internal combustion engines and gas ranges are well-maintained.
• Do not allow the use of gasoline-powered engines or tools in poorly
ventilated areas.
• Use equipment powered by electricity, batteries, or compressed air as an
alternative to gasoline-powered equipment.
• Eliminate heat and ignition sources such as sparks, open flames, hot
surfaces and static discharge.
• Install carbon monoxide detectors in working areas that will give immediate
visual and audible warnings of the presence of this deadly gas before
dangerous conditions develop.
• Test air quality regularly in areas where carbon monoxide may be present,
including confined spaces, before anyone enters the space.
• Have your employees wear a certified, full-facepiece pressure-demand
self-contained breathing apparatus (SCBA) or a combination full-facepiece
pressure demand supplied-air respirator with auxiliary self-contained air
supply in areas with high carbon monoxide concentrations.
• Educate workers who may be exposed to carbon monoxide on the sources,
symptoms of exposure, how to protect themselves, how to recognize
symptoms in coworkers, and how to respond in an emergency.

Link to CCOHS - Carbon Monoixde
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OHS CODE
Part 12 - General Safety
Precautions
Housekeeping
185 An employer must ensure that a work
site is kept clean and free from materials or
equipment that could cause workers to slip
or trip.
Lighting
186(1) An employer must ensure that
lighting at a work site is sufficient to enable
work to be done safely.
(2) An employer must ensure that a light
source above a working or walking surface
is protected against damage.
(3) An employer must ensure that there is
emergency lighting at a work site if workers
are in danger if the normal lighting system
fails.
(4) Emergency lighting must generate
enough light so that workers can
(a) leave the work site safely,
(b) start the necessary emergency
shut-down procedures, and
(c) restore normal lighting.

GENERAL SAFETY PRECAUTIONS
Part 12 of the OHS Code contains multiple pieces of General H&S requirements,
such as:
•
•
•
•
•
•

Housekeeping
Lighting
Pallets and storage racks
Securing equipment and materials
Vehicle traffic control and
Working on ice

The following includes some of the general information covered by the OHS
Explanation Guide (Queens Printer 2018)

Housekeeping
Slipping and tripping are common workplace hazards. Employers are responsible
for making sure that the work site, and in particular entry and exit routes at a
work site, are free of waste, materials and equipment. Obstructed entry and exit
routes can pose a serious hazard to workers having to leave a work site quickly,
as might be required during an emergency.

Securing equipment and materials
This section applies to both equipment and materials that may endanger a worker
because of dislodgement, movement, spillage or damage. Bags, containers,
bundles, etc., stored in tiers must be stacked, blocked, interlocked and limited
in height to prevent sliding or collapse. Loads must be secured by tie-downs,
bulkheads, or blocking. Rolling equipment, when parked, should have wheels
chocked to prevent unintentional movement.

Vehicle traffic control / Traffic hazards
Pallets and storage racks
187(1) An employer must ensure that
pallets used to transport or store materials
or containers are loaded, moved, stacked,
arranged and stored in a manner that does
not create a danger to workers.
(2) An employer must ensure that racks
used to store materials or equipment
(a) are designed, constructed and
maintained to support the load placed on
them, and
(b) are placed on firm foundations that can
support the load.
(3) A worker must report any damage to a
storage rack to an employer as quickly as is
practicable.
(4) The employer and the workers at a
work site must take all reasonable steps to
prevent storage racks from being damaged
to the extent that their integrity as structures
is compromised.

This section addresses the importance of protecting workers from traffic hazards.
When determining the presence and degree of danger from traffic to workers, the
employer should consider the speed of the moving vehicles and the duties and
work location of workers relative to vehicles and powered mobile equipment.

High Visibility Apparel
The risk of injury from traffic hazards should first be controlled or eliminated
through the use of engineering or administrative controls. Highly visible apparel
should be considered to be a second line of defense against such hazards.
Workers on foot and exposed to the hazards of moving vehicles are required
to wear highly visible apparel that is clearly distinguishable. (See OHS Code &
Explanation guide for more info)

195-Working on ice
If a worker is to work on ice and the water below the ice is more than 1 metre
deep at any point, an employer must ensure the ice will support the load to be
placed on it. (See OHS Code & Explanation guide for more info).

Link to Best Practice - Building & Working on Ice Covers
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87600

Campsites

Trailer Parks
White Water Rafting
Hot Air Ballooning
Paint Ball
Laser Tag
Amusement Park
Canoeing
Hunting Tours
Fishing Tours
Hiking Tours
Trail Rides
Dog Sledding
SnowMobil Tours
Go-Kart Tracks
Carnivals
Pack Trains
Trampoline Parks
Indoor Playgrounds
Boat Rentals & Tours

Building guide

Occupational Health & Safety Toolkit

Health & Safety
Program

Occupational Health & Safety Toolkit

H&S PROGR AM BUILDING GUIDE
INTERNAL RESPONSIBILITY SYSTEM
Tying it all together
The internal responsibility system (IRS) describes that everyone in the workplace is responsible,
according to their authority and control, to ensure a healthy and safe workplace.

H&S PROGRAM BUILDING GUIDE
The following information identifies suggested actions you can follow to create your H&S program.
The activities should fit most companies; however, small companies (<5) may find some of the information
impractical.
The information is based on best practices and does not relieve you or your company of legal obligations. The
information also provides suggested involvement from the various groups within a company, which can help meet
internal and external obligations and goals.
To better understand what is legally required and what would be considered a best practice the lines that have
been bolded reflect information required by OHS legislation. Links have been embedded into specific items to
connect you to portions of this document that may be useful to you.
REMEMBER. OHS is not a “one size fits all” application. Reasonably practicable is based on your
particular set of circumstances and the hazards at or stemming from your work sites.
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DOCUMENT

1

2

H&S
Commitment
Statement

Assignment of
Responsibilities

DETAILS

MANAGEMENT

Can be a policy or a directive.

Sample H&S Policy Statement

Identify OHS responsibilities for
the various groups or levels within
your organization. Should address
all aspects of the H&S program to
ensure everyone knows what is
expected and can do their part.

HSC/HSR

Workers

Develop, sign, post,
and communicate

Lead the process,
and communicate

Participate in
development &
review/ updates

AASP Resource Page Templates and Samples

3

4

Accountability/
Enforcement
program

Formal Hazard
Assessments

Determine how non-compliance
will be addressed. Often same
process as HR disciplinary
process

AASP Resource Page Templates and Samples
Identify, evaluate, and control your
hazards. Should be based on your
org chart, so that all roles are
assessed.

Develop, implement,
and communicate

Review, and
communicate

Lead the
process

Participate

Implement &
monitor process

Help create and
monitor process

Participate

Help create,
and periodically
conduct reviews
and update

Assist in
providing
content as
subject matter
experts

Monitor training
needs and
effectiveness

Provide
feedback when
training is
inadequate

Formal Hazard Assessments

5

Site Specific
Hazard
Assessments

Create processes for front-line
people to use.

Site Specific Hazard
Assessment Info

6

Safe work
practices and
procedures

Based on the risks in the formal
hazard assessments create the
written safe work procedures and
practices.

Participate
in creation,
communicate
expectations,
and ensure,
implemented.
Later monitor
compliance.

7

Training
Program or
Policy

Based on the risks in the formal
hazard assessments, identify all
required training. Include both
internal and external training.

Identify
competencies,
provide training,
and verify required
training
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DOCUMENT

8

Codes of
Practice

9

Policies

10

Hazard
Assessment
Program

DETAILS

MANAGEMENT

Based on the risks in the formal
hazard assessments, develop any
needed codes of practice.

HSC/HSR

Monitor compliance

Participate

Develop and verify

Assist in
development and
periodic reviews/
updates

Develop and verify

Assist in
development and
periodic reviews/
updates

Link to OHS Act- Part 8- Sec.
64 Code of Practice

Based on the risks in the formal
hazard assessments, develop all
other policies.

Develop program/procedures for
the hazard assessment processes
to ensure they are completed and
updated as required.

Updates and Revisions

11

Preventative
Maintenance
Program

Develop a proactive process.
Make sure all equipment/vehicles/
tools that require preventative
maintenance are included.

12

Lock-out/Tagout

Implement process to remove
defective equipment from use

13

Workplace
violence Policy

14

Workplace
Harassment
Policy

15

Workplace
violence &
harassment
prevention
program

Workplace Violence and
Harassment Info

Create Policy as per legislation.

Workplace Violence and
Harassment Info

Develop awareness, prevention,
reporting, and investigation
program as per legislation.

Review Program

Develop Program

Review Program

Assist in
providing
content as
subject matter
experts

Lead the process,
implement, and
communicate

Participate in
development

Lead the process,
implement, and
communicate

Participate in
development

Lead the process,
implement, and
communicate
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Assist in
providing
content as
subject matter
experts

Assist in
providing
content as
subject matter
experts

Develop Program

Create Policy as per legislation.

Workers

Participate in
development &
review/ updates

Follow as
expected

DOCUMENT

16

17

Workplace
violence &
harassment
training program

HSC Terms of
Reference

DETAILS

MANAGEMENT

Develop awareness, prevention,
reporting, and investigation
training program as per legislation.

Develop a terms of reference for
your H&S Committee. (Or written
program for HSR, if less than 20
people)

Lead the process,
implement, and
communicate

Participate in
development &
review/ updates

Assist in development

Lead creation
process, and
conduct period
reviews and
updates

Lead the process,
implement, and
communicate

Participate in
development &
review/ updates

Lead the process,
and implement

Participate in
development &
review/ updates

Lead the process,
and implement

Participate in
development &
review/ updates.
Use the system.

Lead the process,
and implement

Participate in
development &
review/ updates

Lead the process,
implement,
communicate, and
monitor

Assist with
verification and
monitoring as
needed.

AASP Resource Page Templates and Samples

18

Reporting form

Develop a report form employees
can use to report H&S concerns
or complaints to the HSC/HSR or
management.

HSC/HSR

Sample Hazard ID Card

19

Corrective
Action Registry

Create a tracking system to
ensure all action items are actively
monitored and addressed in a
timely manner. Actions could
come from worker reports,
hazard assessments, inspections,
investigations, audits, etc. One
system could be used for all
action items or could involve
multiple tracking systems

Effective Record Keeping

20

21

22

HSC Meeting
Agendas &
Meeting Minutes

Recommendation
Form or Process

Qualification
verification
process

Develop templates for the HSC
to create meeting agendas and
meeting minutes.

AASP Resource Page Templates and Samples
Develop a document the
HSC can use to make formal
recommendations to the employer.
Small employers should develop a
communication system appropriate
for your operations.
Develop a documented process to
verify the qualifications of potential
new hires. Typically part of a
candidate selection phase prior
to hiring.

Basic Job Qualifications
Verification Form
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DOCUMENT

23

Training
Tracking
Process

DETAILS

MANAGEMENT

Create process for verifying all
internal and external training and
refresher/recertification training is
taking place as required. Implement
it into all appropriate areas of the
company.

HSC/HSR

Workers

Participate in
development &
monitor compliance
with action items

Participate in
development &
review/ updates

Provide feedback
when training is
inadequate

Lead the process,
implement, and
communicate

Participate in
development &
review/ updates

Provide feedback
when training is
inadequate

Lead the process,
implement, and
communicate

Assist with
verification and
monitoring as
needed.

Provide feedback
when training is
inadequate

Lead the process,
implement, and
communicate

Assist with
verification and
monitoring as
needed.

Provide feedback
when training is
inadequate

Lead the process,
implement, and
communicate

Assist with
verification and
monitoring as
requested.

Lead the process,
implement, and
communicate

Assist with
verification and
monitoring as
needed.

Lead the process,
implement, and
communicate

Assist with
verification and
monitoring as
needed.

Lead the process,
implement, and
communicate

Take an active role.

Training & Qualifications

24

Orientation

Create new hire orientation
process & verification document.
Implement it into all appropriate
areas of the company.

Information and Orientation
Sample Form

25

OHS for leaders
training

Develop OHS awareness and
accountability training program or
process for all leaders (managers,
supervisors, team leads) to help
ensure competency.

AASP- Training Modules

26

27

Training
programs

Job Observation
Forms

Develop internal training
programs based on the formal
hazard assessments. Focus on
all areas (use the formal hazard
assessment controls as a starting
point).
Develop form/process to conduct
worker competency observations.
Primary focus should be on higher
risk or safety-sensitive tasks or
areas.

Job Task Training,
Competency Form Sample

28

Contractor
Assessment
Process

Create process to verify others
working on your property or on
your behalf are qualified and
competent.

Contractor Information

29

Contractor
and/or visitor
orientation

Create process to communicate
H&S hazards, controls, rules
and responsibilities, and key
emergency response information
to visitors and others working on
your property or on your behalf.

Work Site Parties

30

Share
Information

Implement processes to address
the “Availability of Information”
requirements. Primary focus
should be anyone working on your
property.

Other Work Site Parties
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Provide feedback
when training is
inadequate

DOCUMENT

31

Inspection
Program

DETAILS

MANAGEMENT

Implement processes to monitor
all equipment, tools and facilities
to ensure items remain in good
working order. Assign inspection
frequencies and responsibilities
for conducting inspections, followup, completion of action items,
and verification.

Lead the creation
process, implement,
and communicate

HSC/HSR

Assist with
verification and
monitoring as
needed.
Lead inspection
processes.

Inspections

Inspection
Checklist

Create inspection checklist(s)
appropriate for all of your
company’s inspections.

Assist with creation,
implement and
communicate

Participate in
development &
review/ updates

33

Inspection
Training

Provide training appropriate for
the types of inspections being
completed. Use knowledgeable
staff for the more technical
inspection such as equipment
inspections.

Lead the process,
implement, and
communicate

Assist with
verification and
monitoring as
needed.

34

Emergency
Response Plan
(ERP)

Lead the creation
process, implement,
and communicate

Assist with
verification and
monitoring as
needed.

Implement and Verify

Assist with
verification and
monitoring as
needed.

Implement and Verify

Assist with
verification and
monitoring as
needed.

Lead the creation
process, implement,
and communicate

Assist with
verification and
monitoring as
needed.

32

35

First Aid
Training

Create an ERP for the types of
emergency situations that could
result in an evacuation or rescue.

Emergency Response
Planning
Train first aid responders to meet
Schedule 2 in the OHS Code.
Keep copies of training certificates
on site.

Emergency Response

36

37

Train Emergency
Responders

Response
Exercises/Drills

Determine if other emergency
response roles will be necessary
for your operations. Provide
needed training and maintain
records. Examples could include
fire wardens, advanced or
wilderness first aid, fire brigades,
search and rescue, suspended
worker rescue, emergency animal
relocation, etc., with a focus on
each location.
Create process to test the various
components of your ERP. At a
minimum the process should
document exercise results,
prompt needed changes, and
communicate the successes,
failures and needed changes to all
affected.

AASP Resource Page Templates and Samples
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38

39

40

41

Incident
Reporting &
investigation
Policy/
Procedure

Incident Report
Form

Investigation
Training

Safety Alerts

DETAILS

MANAGEMENT

Create written policy/directive
that includes internal and
external incident reporting and
investigations expectations and
procedures.

HSC/HSR

Lead the creation
process, implement,
and communicate

Participate in
development &
review/ updates

Lead the creation
process, implement,
and communicate

Participate in
development &
review/ updates

Implement and verify

Assist with
verification and
monitoring as
needed.

Implement and verify

Participate in
development &
review/ updates

Lead the creation
process, implement,
and communicate

Assist with
verification,
monitoring and
communication as
needed.

Workers

Incident Reporting and
Investigation
Create an incident reporting form.
Could be a multiple purpose
reporting form, or include multiple
types/levels of reports.

AASP Resource Page Templates and Samples
Provide investigation training to
at least the HSC Co-chairs and
key management. Keep training
records on site.

HSC/HSR Info
Investigation Info
AASP Training Modules

Create process/form to
communicate the lessons learned
after incident investigations are
completed.

Safety Alert Info

42

Communication
Processes

Implement internal processes to
ensure the effective and timely
delivery of OHS information to all
affected groups.

43

Employee
feedback
process

Ensure processes encourage and
address employee feedback on
OHS issues. Ensure feedback is
streamlined into other corrective
action processes.

Lead the creation
process, implement,
and communicate

Assist with
verification,
monitoring and
communication as
needed.

Statistical
analysis

Implement process to gather
and analyze OHS information
to identify OHS trends, gaps
or program needs. Smaller
companies may simply set a
plan to review OHS info- due to
potentially limited information.

Lead the creation
process, implement,
and communicate

Assist with
verification,
monitoring and
communication as
needed.

Legislation

Make a copy of the current
legislation readily available to all
workers and the HSC.

Implement, verify, and
communicate

Assist with
verification,
monitoring and
communication as
needed.

44

45
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Provide
feedback when
communication is
inadequate

H&S PROGRAM BUILDING GUIDE

Employers with functioning health and safety management systems can participate in the
Partnerships in Injury Reduction (PIR) program and achieve a Certificate of Recognition (COR).

OVERVIEW OF PIR PROGRAM
Partnerships in Injury Reduction is a voluntary program in which employer and worker
representatives work collaboratively with government to build effective health and safety
management systems. By improving health and safety, the social and financial costs of
workplace injury and illness are reduced.

CERTIFICATE OF RECOGNITION (COR)
The Partnerships in Injury Reduction program awards Certificates of Recognition (CORs) to
employers that have developed a health and safety management system and met established
standards.

Link to AASP- What is COR/SECOR
Link to OHS- PIR Program
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Administrative Penalty

The amount paid to the Crown in relation to an OHS offence.

Biohazardous Material

A pathogenic organism, including a blood-borne pathogen, that because of
its known or reasonably believed ability to cause disease in humans, would
be classified as specific risk groups in the Human Pathogens and Toxins act
(Canada), or any material contaminated with such organisms. (ref. AB OH&S Reg
Sec(1).

Competent

In relation to a person, means adequately qualified, suitably trained and with
sufficient experience to safely perform work without supervision or with only a
minimal degree of supervision (ref. AB Act Sec (1)(d))

Confined Space

A restricted space which may become hazardous to a worker entering it
because of;
• an atmosphere that is or may be injurious by reason of oxygen deficiency or
enrichment, flammability, explosivity or toxicity
• a condition or changing set of circumstances within the space at present the
potential for injury or illness, or
• the potential or inherent characteristics of an activity which can produce
or harmful consequences within the space. (ref. AB OH&S Code Sec (1).

Continuous
Improvement

Always striving to innovate, implement and improve on current conditions.

Contractor

Means a person, partnership or group of persons who, through a contract, an
agreement or ownership, directs the activities of one or more employers or selfemployed persons involved in work at a work site (ref. AB Act Sec (1)(f)).

Critical Task

A task with high potential for serious loss or injury.

Direct Supervision

Under the supervision of a competent person who is personally and visually
supervising the other worker, and able to communicate readily and clearly with
the other worker. (ref. AB Reg Sec (h)(i)(ii))

Director of Inspection

Government employees designated by the provincial minister to administer the
OHS Act. (see AB OHS Act Part 6, Sec 42(1), (2)).

Distant Work Site

A work site that is more than 20 minutes but less than 40 minutes travel time from
a health care facility, under normal travel conditions using available means of
transportation. (ref AB OH&S Code Sec (1).

Employee

Anyone who works for an organization (e.g. senior managers, managers,
supervisors and workers)
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Employer

One who employs/engages others (including those from temporary staffing
agencies), and a person designated by the employer as their representative, and
a director/officer/employee of an employer that oversees the occupational health
and safety of those employed by the corporation/employer.

First Aid

The immediate and temporary care given to an injured or ill person at a work site
using available equipment, supplies, facilities or services, including treatment to
sustain life, to prevent a condition from becoming worse or to promote recovery
(ref AB OH&S Code Sec (1).

Harassment

Any single incident or repeated incident of objectionable or unwelcome conduct,
comment, lien or action by person that the person knows or ought reasonably to
no will or would cause offense or humiliation to worker, or adversely affect the
worker’s health and safety.

Hazard

A situation, condition or thing that may be dangerous to health and safety. Can
include physical, chemical, biological or psychological hazards that have the
potential to cause harm.

Health Hazard

Has the potential to cause an acute or chronic condition, illness or disease from
exposure (e.g. noise, dust, heat, etc.)

Safety Hazard

Has the potential to cause immediate injury
(e.g. pinch points, working at heights, etc.)

Hazard Assessment

A written process to recognize existing and potential hazards at work before they
can cause harm to people or property. (reference Partnerships’ Standard)

Formal Hazard
Assessment

Involves a step-by-step ongoing process to identify hazards, evaluate risk (in
order to prioritize hazards), and determine and assess control measures for an
organization’s overall operations.

Site-Specific Hazard
Assessment

The process to check for the introduction of any unexpected hazards, or hazards
for which additional controls may be needed, used when:
• work is conducted at temporary/mobile work sites
• workers are conducting activities at a work site not owned by their employer,
and/or
• a new activity has been temporarily introduced at the work site
(Note- Should also be conducted for infrequent tasks are being conducted, with a
focus on safety sensitive aspects)

Hazard Control

Methods used to eliminate or control loss.

Health and Safety
Committee

A group of worker and management representatives elected/selected at a work
site.
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Health and Safety
Representative

A worker who is designated as a health and safety representative for an
employer.

Incident

Any an undesired, unplanned, unexpected event that results, or has the potential
to result, in physical harm to a person or damage to property (loss or no loss).
(reference- Partnerships’ Standard)

Internal Responsibility
System

Everyone is responsible for workplace health and safety to their level of authority
and control.

Isolated Work Site

A work site that is 40 minutes or more travel time from the work site to a
healthcare facility under normal travel conditions using available means of
transportation. (reference AB OH&S Code Sec (1).

Modified Work

Modifications made to a worker’s work duties because of a workplace injury or
illness, can be temporary or permanent in nature.

Near Miss

An undesired event that under slightly different circumstances could have
resulted in personal harm, property damage, or loss.
Every occupation, employment, business, calling or pursuit over which the
(Alberta) Legislature has jurisdiction.

Occupation

(With the exception of some farming and ranching and some work conducted in
private dwellings or land connected to the private dwelling, See AB OH&S Code
Sec 1).

Occupational Disease

A disease or state of ill health arising out of or relayed to an occupation (ref-AB
OHS Act Sec (1)(ii))

OHS

Occupational Health and Safety

Orientation.

A process used to familiarize employees to an organization, and communicate the
employer’s expectations and critical information about a new job or situation.

Owners

Individuals who own land or the premises of a work site.
The “prime contractor” for a work site. (ref AB Act Sec (1)(oo)).

Prime Contractor

Every construction and oil and gas work site were work site or class a work sites
designated by the Director must have a prime contractor if there are two or more
employers or self-employed persons, or one or more employers and one or more
self-employed persons involved in the work of that work site.(see OH&S Act Sec
(10))
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Potentially Serious
Injury (PSI)

Any event that occurred and had the potential to cause a serious injury to a
person, even though in that particular circumstance it did not actually result in a
serious injury (similar to near miss events).

Restricted Space

An enclosed or partially enclosed space, not designed or intended for continuous
human occupancy, that has a restricted, limited or impeded means of entry or exit
because of its construction (ref AB OH&S Code Sec (1).

Root Cause

The absence of a best practice or failure to apply knowledge that would have
prevented the problem. The process and her management level deficiencies
would contribute to an incident. (ref Partnerships Standard)

Safe Work Practice

A written set of guidelines, which establish a standard of performance for an
activity or work process. (ref Partnerships Standard)

Safe Work Procedure

A written, step-by-step instruction of how to perform a task from beginning to
end. (ref Partnerships Standard)

Self-employed Persons

A person who is engaged in an occupation but is not in the service of an
employer for that occupation (ref AB Act Sec (1) (qq))

Service Providers

A person who provides training, consulting, testing, program development or
other services in respect to any occupation, project or work site
(ref AB Act Sec (1) (rr))

Supervisor

A person who has charge of a work site or authority over a worker
(ref AB Act Sec (1)(tt))

Supplier

A person who sells, rents, leases, erects, installs or provides any equipment or
sells or otherwise provides any harmful substances or explosive to be used by a
worker in respect of any occupation, project or work site
(ref AB Act Sec (1)(uu))

Temporary Staffing
Agency

A person who retains workers and deploys or facilitates the placement of those
workers with other employers (see AB OH&S Act Sec (12)

Vehicle

Means a device in, on or by which a person or thing may be transported or
drawn, and includes a combination of vehicles (ref AB OH&S Code Sec (1).

Violence

Threatened, attempted or actual conduct of a person that causes or is likely to
cause physical or psychological injury or harm, and includes domestic or sexual
violence. (ref Partnerships Standard)

Volunteer

An established volunteer-employer relationship, where the volunteer performs or
participates in the work of the company
– for example, teaching students or staff, collecting roadside waste, helping build
a house for the organization, etc.
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WCB

Worker’s Compensation Board
Workplace Hazardous Materials Information System.

WHMIS

Federal legislation outlining requirements for Canadian employees to work
with hazardous materials. (Note: Canada transitioning from WHMIS to Global
Harmonized System (GHS) at the time of this document)

Work Area

A place at a work site where a worker is, or may be, during work or during a work
break (ref AB OH&S Code Sec (1).

Work Site

Means a location where a worker is, or is likely to be, engaged in any occupation
and includes any vehicle or mobile equipment used by a worker in an occupation.
(ref AB Act Sec (1)(bbb))

Work Site Parties

Every workplace is unique and any of the following can be considered a work
site party: employers, supervisors, workers, suppliers, service providers, owners,
contractors, prime contractors, temporary staffing agencies, and self-employed
persons.

Worker

A person engaged in an occupation, including a person who performs or
supplies services for no monetary compensation for an organization or employer
and, for greater certainty, includes a self-employed person
(ref AB Act Sec (1)(aaa))

|195|

Occupational Health & Safety Toolkit

GLOSSARY OF TERMS

RESOURCES

RESOURCES
Occupational Health & Safey		
www.alberta.ca/occupational-health-safety.aspx

Alberta Association for Safety Partnership
www.aasp.ca

CCOHS
www.ccohs.ca

Queen’s Printers
http://www.qp.alberta.ca/1266.cfm?page=2003_276.cfm&leg_type=Regs&isbncln=9780779738021

Howard Leight- Honeywell
safety.honeywell.com/en-us/brands/howard-leight

ADDITIONAL RESOURCES
Link

Paddle Alberta		

Link

Alberta Whitewater Association

Link

Association of Canadian Mountain Guides

Link

Alberta Camping Association

Link

Royal Lifesaving Society

Link

Canadian Red Cross

Link

Olds College- Utility Tree Worker Safety Training

Link

Arborist Safe Work Practices Guide (Copyright © Workplace Safety & Prevention Services, 2011)

Where can I go for clarification on this document?
The Alberta Association for Safety Partnerships AASP

Where can I go for clarification on the Alberta OHS legislation?
OHS- Ask an Export

OHS “Ask an Expert”
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APPENDICES

The following examples and templates are available to you on the AASP’s Resource Portal. Keep in
mind many of these are simple examples created for this project or shared by project participants
based on their programs. As clearly indicated within this document, each employer has an
obligation to address their own workplace hazards based on their circumstances. These items
are intended for basic reference, however they can be adapted appropriately for use within your
company’s HSMS.

AASP Resource Page - Templates and Samples

Inventory - Sample Documents
Item #

Name of Sample Document

Item #

Name of Sample Document

1

Basic Emergency Response Plan

21

Examples of Control Measures

2

SWP Alpine Safety Plan

22

SWP Working Alone

3

Lightning Closure Policy

23

Health and Safety Policy

4

SOP- Lightning Closure

24

ERP Response Matrix & Codes

5

SWP Extreme Weather & Working
Outdoors

25

SWP Dangerous Work Refusals

6

Sample Health & Safety Plan

26

SWP Powered Mobile Equipment

7

SWP Air Quality Policy

27

SWP Working at Heights

8

ERP Flowchart

28

SWP Rope Access – Freefall Plan

9

SWP Manual Lifting

29

SWP Zip-line Fall Protection Plan

10

SWP Backcountry Travel

30

SWP Fall Arrest Plan – Ski Lift

11

SWP Working in Cold Weather

31

SWP Propane Filling

12

SWP Hand Tools

32

Confined Space Flowchart

13

SWP Hut Cleaning

33

Work Refusal Flowchart

14

SWP Heat Stress

34

Examples of Common Hazards

15

SWP Severe Weather

35

H&S Responsibilities

16

SWP Animal Encounters

36

Accountability Measure (example)

17

Backcountry Travel plan – Template

37

HSC Terms of reference (example)

18

SWP Cabin Safety Procedures

38

19

Equipment Pre-trip Checklist

39

20

Investigation Matrix

40
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APPENDICES
Inventory - Templates
Item #

Name of Template

Item #

Name of Template

T1

Formal Hazard Assessment Template

T15

Incident – Near Miss Report Form

T2

Site Specific Hazard Assessment Card

T16

Investigation Report Form

T3

Visitor Orientation & Sign-in Sheet (Basic)

T17

Sample Investigation Template (Gov AB)

T4

Contractor OHS Agreement Package
(Basic)

T18

Safety Alert Template

T5

Contractor Orientation Checklist

T19

Vehicle Pre-use Inspection Checklist

T6

Hazard ID Card

T20

Drill Report Template

T7

Inspection Checklist (27 pages)

T21

Snowmobile Inspection Checklist

T8

Light Duty Vehicle Pre-use Inspection

T22

ATV Inspection Checklist

T9

Daily Forklift Inspection Checklist

T23

ATV & Trailer Inspection Checklist

T10

Job Qualification Verification Form
(Basic)

T24

Due Diligence Checklist

T11

H&S Orientation Checklist (Basic)

T25

JWSHSC Meeting Template

T12

Task Training & Competency Form

T26

Area Team Meeting Minutes Form

T13

Training Agenda and Sign-in Sheet

T27

T14

Training Matrix (Basic)

T28
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