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ABOUT THIS GUIDE
This document was developed with the unique needs of of Alberta employers in WCB Industry Code 89702. This
industry code includes Property Management, Condominium Corporations and Hostels.
Roadmap to Health, Safety and Compliance includes the information condominium corporations, commercial
building owners and property management employers need to create a health and safety management system to
ensure safe and healthy workplaces for their employees, contractors and tenants, including:
• An overview of their legal obligations under the Occupational Health and Safety (OHS) Act , Regulation
and Code.
• The importance of management leadership and organizational commitment to health and safety.
• Includes an explanation of the voluntary Partnerships Certificate of Recognition (COR)SECOR Program.
• The need for employee involvement in health and safety planning.
• The importance of managing contractors and their employees, and contract workers.
• Sources of information and support to help set up a successful health and safety plan for their specific
needs with a focus on contractor management.
The manual is intended to be a guide and resource to the following, but not limited to:
• Employers and workers of property management companies and condominium managers.
• Members of Real Estate Council of Alberta (RECA), and others in the building management industry
• Service provider companies which may include, but are not limited to:
▸
▸
▸
▸
▸
▸
▸
▸

Construction contractors
Custodial companies
Vendors and suppliers
Electrical contractors
Mechanical contractors
Materials suppliers
Environmental consultants
Property tenants

It is now mandated that anyone working
for a condo corporation is required to be
licensed and trained by the Real Estate
Council of Alberta (RECA)

www.reca.ca

Clarity is important to fully understand the OHS Legislative requirements and Best Practices for the
industry. Please be sure to access the additional two courses available and posted on our website:

AASP Industry Best Practices website portal:
• CONTRACTOR MANAGEMENT — Best Practices for Property Management
• OHS Leadership Strategies for Property Management. (Industry Code 89702)

ACKNOWLEDGMENT
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Jorge Molina GM, Property Management,
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Melissa Garland, Occupational Health & Safety
Adele Tait, Occupational Health & Safety
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TRAINING OUTCOME
The following objectives will give you an overview of what you will learn in this course. These objectives specify
the things you should be able to do after you have finished this training. At the end of this course you should be
able to:

• List and describe the ten elements of an Occupational Health & Safety Management
System, including the purpose and benefits of each.
• Demonstrate the technical knowledge necessary to implement a functional health and
safety system within your organization based on the ten elements of an effective system.
• Understand the relationship between the OHS Act, Regulations and Codes, as related to
an Occupational Health and Safety Management System.
• State the importance of developing and implementing a comprehensive Contractor
Management System as part of the employers OSHMS.
• State the key benefits of an effective Occupational Health & Safety Management System for
organization in both financial and human terms.
• Explain techniques for communicating with management regarding health and safety issues
in a manner that will be meaningful to management and will foster management commitment
and ongoing support.
• Explain techniques for fostering worker involvement in an organization’s health and safety
system.
• Explain some simple methods of estimating the actual direct and indirect costs of an
incident.
• Identify the relationship between an Occupational Health & Safety Management System
and Health and Safety Legislation, with particular emphasis on the responsibility of an
organization to undertake due diligence.
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PARTNERSHIPS IN INJURY REDUCTION (PIR)
PROGRAM STRUCTURE
The Partnerships program is designed to promote injury prevention through the development of effective
workplace health and safety management systems. The Partnerships program operates through a combined effort
of the Workers’ Compensation Board - Alberta, the Alberta Government, industry partners, safety associations,
employers, and labour groups.

ALBERTA GOVERNMENT
Partners in Injury
Reduction (PIR)
Certificate of
Recognition (COR)

CERTIFYING PARTNERS

WORKERS COMPENSATION
BOARD
Administers the
PIR rebate
program

AASP
Training and
Audits

Development and
implementation of
an Occupational
Health & Safety
Management
System

EMPLOYER
Partnerships is a voluntary program available to all employers
in Alberta the Standard that AASP promotes and forms the
base information of this manual.

page 3

ROLES IN THE PARTNERSHIPS PROGRAM
ALBERTA GOVERNMENT
Alberta Government sets the standards for the Partnerships program, and encourages partnerships between
safety associations, industry groups, educational institutions, and labour organizations. The mission of the
Partnerships program, as designed by Alberta Government is to “work in partnership with Albertans to promote
safe and health workplaces, a quality working life and effective health and safety management systems”. There
is a belief that more can be achieved through a cooperative, collaborative approach than by a regulatory,
interventionist approach.

WORKERS’ COMPENSATION BOARD
By achieving and maintaining a valid COR, the WCB offers the employer a financial incentive through the
Partnerships in Injury Reduction (PIR) program. This initiative is based on the concept that when employers
and workers build effective health and safety systems, the human and financial costs of workplace injuries and
illnesses can be reduced.

CERTIFYING PARTNER
A designation of Certifying Partner is given to Partners who are responsible for assessing the quality of an
Occupational Health & Safety Management System in Alberta and issuing Certificates of Recognition to employers
in partnership with Alberta Government. There are currently eleven (11) Certifying Partners within the province. A
company wishing to attain a Certificate of Recognition must register with one of these Certifying Partners.

ALBERTA ASSOCIATION FOR SAFETY PARTNERSHIPS
The Alberta Association for Safety Partnerships is a non-profit health and safety association registered under the
Society Act of Alberta and an accredited Certifying Partner offering services to Alberta businesses regardless
of size or geographic location.
Being a Certifying Partner means the Association has developed and implemented a Quality Assurance Program
that meets the Quality Assurance Standard of Alberta Labour Partnerships.
The head office of the Alberta Association for Safety Partnerships is located in Taber, Alberta and is funded
solely by memberships and course fees. We provide a practical, reasonable approach to health and safety in the
workplace. The protocols used by the Association are approved by Partnerships both for Occupational Health &
Safety Management System development and for auditing.
The AASP provides support and guidance for all members, as well as promotes networking and information
sharing, which will ultimately lead to quality health and safety systems and safer workplaces throughout our
province.

EMPLOYER
The last piece of the partnership is you, the “Employer”. Small, large or in between each employer has a
responsibility to comply with legislation and provide a safe working environment for their employees and anyone
who comes on site. To assist you in achieving this goal, the partnership protocol lays out the requirements of an
effective Occupational Health & Safety Management System (OHSMS).
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SECTION
ONE

INTRODUCTION TO
OCCUPATIONAL
HEALTH & SAFETY
LEGISLATION

OCCUPATIONAL HEALTH & SAFETY
LEGISLATION

OHS

Act
Regulation
Code

A safe and healthy work environment is a goal everyone shares. The Alberta OHS legislation sets standards to
protect and promote the health and safety of workers throughout Alberta. It outlines responsibilities for employers
and workers, as well as the responsibilities of others working at, or involved with, the work site.
The Alberta OHS legislation is comprised of three main pieces: the Act, the Regulation, and the Code.

OHS ACT
The OHS Act gives the government authority to make Regulations and Codes (or rules) about health and safety
in the workplace. Under the legislative framework:
The OHS Act prescribes basic duties and obligations of employers and workers. The Act is the Statute and
is the enabling legislation for the regulations and code. i.e. The Act states the Governments expectation, the
Regulations deal with policy and administration while the Code provides the minimum technical requirements for
health and safety in Alberta workplaces.

THE PURPOSE OF THE ACT (OHS ACT, S. 2)
(a) the promotion and maintenance of the highest degree of physical, psychological, and social wellbeing 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.
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 OHS Code.
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION

OHS

Act
Regulation
Code

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

OHS CODE
The OHS Code specifies detailed technical standards and safety rules that employers and workers
must comply with to fulfill their obligations. Technical requirements cover areas such as equipment
safety, noise, chemical hazards and first aid, to name a few.

OTHER LEGISLATION
CRIMINAL CODE OF CANADA
Everyone who undertakes, or has the authority, to direct how another person does work or performs a
task is under a legal duty to take reasonable steps to prevent bodily harm to that person, or any other
person, arising from that work or task.
Consider other types of legislation which may be applicable to your organization:
• Fire Code
• Building Code
• TDG
• WHMIS
• Electrical Code
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION
ACCESS TO OHS LEGISLATION
The Alberta government is responsible for Occupational Health & Safety in our province and is required to review
OHS legislation every five years. In addition, the OHS Regulations and Code are assessed annually.
This means there is continual change. Always be sure to obtain/reference the most current legislation that can
be obtained from Queen’s Printer.

Employers are expected to provide employees with access to the current OHS legislation 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 copy of the OHS Legislation (Handbook)
Alberta Queens Printer

How do I provide my employees with a copy of the legislation when they are out and about
all day?

An employer can provide their staff with an electronic link to the legislation directly to
Queen's Printer or to the employer's intranet.

TIPS
OHS has created an Online service “ASK AN EXPERT” if employers or staff have questions or need
further information.

Link to OHS- “Ask an Expert” On-line Submission Form
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION
Why should we pay attention to health and safety?

It is the right thing to do and it is the law. Promoting and maintaining the highest degree of
physical, psychological and social well-being by preventing work site incidents, injuries,
illness and disease is a responsibility of every employer.

MORE BUSINESS, BETTER BUSINESS
A SAFE AND HEALTHY BUSINESS IS A WELL-MANAGED BUSINESS
Here are some reasons why: Many companies check to ensure that suppliers have a good health and safety
record before they contract them for work or to provide services. Financial institutions are interested in a firm’s
health and safety record when considering a loan application. A good health and safety record shows that your
building is a desirable place to work and can increase your tenancy rates.
▸ A Certificate of Recognition (COR) is often a bidding requirement on many contracts. This document
is meant to provide information and strategies to assist building owners, condominium associations and
property managers to meet the requirements of the legislation and provide for a safe and healthy work
environment for their workers and contractors. An unsafe business exposes you to liabilities that others don’t
want to assume.
▸ Motivated Workers - An active commitment to health and safety by management lets workers know they
matter most. You have already invested in your workers through training and providing on-the-job experience.
It makes sense to keep them in their jobs by preventing injury and illness.
▸ Better Quality - Many businesses, large and small, have found that the quality of their products and services
improved. Many factors contribute to improved quality, such as training, effective communication, worker
involvement, and a system for ensuring standards and compliance are met. Like quality, health and safety has
to start at the top with management commitment. This document is meant to provide information and strategies
for building owners and managers to meet the requirements of the legislation and industry to provide a safe
and healthy work environment for their workers and contractors.

DID YOU KNOW?
The total claims costs in 2020 for this industry was over $2.8 million in Alberta, with over 2.5 million in
lost time claims. Those are only the direct costs related to compensation, treatment and rehabilitation of the
workers. It doesn’t include the costs to their family or the business.
For 2020, it all adds up to 6,526 days of work lost, of which 231 were modified claims work days.

THIS INDUSTRY CAN DO BETTER FOR OUR WORKERS
Reference: WCB Alberta Industry Synopsis. Industry: 89702 Property Management. Run date: 31/08/2021
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION
INTERNAL RESPONSIBILITY 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. Everyone in the workplace
has a role to play in keeping workplaces safe and healthy.
The Internal Responsibility System (IRS) puts in place an employee-employer partnership to ensure a safe and
disease free workplace. Employers and workers each share in this responsibility, to their individual degree
of authority and control. For the system to work everyone must know their legislated obligations and internal
responsibilities.
Designating health and safety responsibilities to various parties within the OHS legislation does not alone make
an IRS successful. A successful IRS depends on a workplace culture that portrays a positive attitude and
cohesiveness. An acceptance and understanding of OHS obligations as well as an accountability system helps
to fulfill an IRS.
Workers in the workplace who see unsafe acts or conditions have an obligation to report the situation to the
employer or the manager/supervisor. Employers are required to advise of all known or reasonably foreseeable
hazards in the work they do.
Because employers have the greatest degree of control over the workplace, they also have the greatest degree
of legal responsibility for health and safety. But, this does not relieve managers, supervisors and workers from
their duty to cooperate in controlling workplace hazards and to take the necessary precautions to protect
themselves and others from hazards.

KEY POINT
Every workplace party (worker, supervisor, manager, senior executive, etc.) is responsible for health
and safety and has specific roles to maintain a safe and healthy workplace as well as improve unsafe
working conditions if necessary.
The OHS Act (Part 1) defines obligations of the various work site parties including:
• Employers, supervisors, workers
• Suppliers, service providers, owners
• Contractors, prime contractors
• Self-employed persons
• Temporary staffing agencies
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION

All of my people 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 “manager”.
As defined in the OHS Act 1(f), a contractor means a person or a 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.
Therefore, in most cases, a property manager would be the "Contractor".
How does this apply to me, I am a consultant?
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 self-employed persons.

DID YOU KNOW?
Where there is a volunteer-employer relationship, the organization is responsible to fulfill all employer
responsibilities under the OHS legislation.

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)
Link to Bulletin- OHS and the Internal Responsibility System (LI051)
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION
WORKER RIGHTS
RIGHT TO KNOW
OHS Act Section 2 s. (d) (i)

RIGHT TO KNOW

Workers have the right to be
informed of any health and safety
hazards at the work site and the means
to eliminate or control those hazards.

RIGHT TO PARTICIPATE
OHS Act Section 2 s. (d) (ii)
Workers have 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.

RIGHT TO

PARTICIPATE

RIGHT TO REFUSE DANGEROUS WORK
OHS Act Section 2 s. (d) (iii) and Part 4 s. 31 through 34

RIGHT TO REFUSE

DANGEROUS WORK

Workers have the right to refuse any work if they believe on
reasonable grounds that there is a dangerous condition at
the work site or that the work constitutes a danger to their
health and safety or to another worker or person.

KEY POINT
Along with the three rights, workers also have the “ability to work without being subject to
discriminatory action for exercising a right or fulfilling a duty imposed by the legislation.”
(see OHS Act, Section 2 s. (d) (iv))
For more information, look up Alberta OHS Act, Part 4, Dangerous Work and Discriminatory Action.

Link to OHS Act, Regulations and Code
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OCCUPATIONAL HEALTH & SAFETY
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In our industry we regularly work evening and night call outs. Can a worker exercise their
right to refuse dangerous work, or possibly refuse due to the conditions to get to the work
(i.e.blizzard) ?

Every employee in the province of Alberta has a Right to Refuse Dangerous Work.
This does not mean however that an employee simply states, “I think it is dangerous and
therefore I am not going to complete that work”.
When an employee exercises this right there is a process that must be followed and is
outlined in the Alberta OHS Act – Part 4 - Section 31. This process includes reporting
the reasons for the refusal to the employer who is required to investigate the dangerous
condition and if it cannot be immediately rectified, involve the health and safety committee
to examine the situation and identify a potential solution.
The employer cannot assign this task to another employee unless the second employee is
informed about why the first employee refused, why the employer feels t is not dangerous
and remind the second employee they too have a right to refuse.

Key Point
All refusal details must be documented.
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OCCUPATIONAL HEALTH & SAFETY
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DANGEROUS WORK REFUSALS
Danger that can trigger a refusal might include:
• a danger that is not normal for the job.
• a danger that would normally stop work.
• a situation for which the worker is not properly trained, equipped or experienced.
If a worker believes that the assigned work is dangerous, they must report their refusal and the reason for
the refusal to the employer or supervisor promptly. If the employer cannot remedy the dangerous condition
immediately, they must inspect the condition with the worker reporting the refusal and another worker, providing
it is safe to do so.
The legislation stipulates who the other worker will be, depending on the circumstances of your work site:
• if you have an HSC, this worker will be the co-chair who represents the workers.
• if you have an HS representative, this will be the representative for the workers.
• if you have no HSC or HS representative, the worker refusing to do the work should select the other worker.
The employer is required to prepare a written report of the refusal to work, the inspection and any actions taken.
This report must be given to:
• the worker who refused the dangerous work, and
• the HSC/HS representative if one exists. The employer must ensure that this report does not contain any
personal information related to the worker who refused dangerous work.
Until the dangerous condition is remedied, the worker who reported may continue to refuse the dangerous work.
If the dangerous condition is not remedied after the inspection, the worker who refused to perform the work or
any person present during the inspection may file a complaint with an Alberta OHS officer who may investigate
the matter further. The employer must continue to pay the worker despite the refusal.

ASSIGNING REFUSED WORK TO OTHERS
If the employer determines that the work does not pose a danger to the health and safety of any person, they may
assign another worker to perform the work. The employer must advise that worker in writing:
• of the first worker’s refusal,
• of the reasons for the refusal,
• of the reason why, in the opinion of the employer, the work does not constitute a danger to the health
and safety of any person or that a dangerous condition is not present, and
• of a worker’s right to refuse to do dangerous work.

page 14

OCCUPATIONAL HEALTH & SAFETY
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PROHIBITION OF DISCRIMINATORY ACTION
Section 35 of the OHS Act states that no person shall take discriminatory action against a worker, if that
worker is:
• acting in compliance with the legislation.
• called to testify, intending to testify or testifying in a proceeding under the Act.
• giving relevant information about work site conditions.
• performing duties or exercising rights as a member of the HSC/HS representative.
• assisting or has assisted with the activities of the HSC/HS representative.
• refusing to do work under section 31(1).
• trying to establish an HSC or have an HS representative designated.
• being prevented from working because of an order under the legislation.
• taking reasonable action to protect the health and safety of themselves or any other person.
If a worker has reason to believe that they have been subjected to discriminatory action they may file a
complaint with an officer (OHS Act s. 36(1)).

REMEMBER
For additional training in legislation please go to www.aasp.ca
AASP offers a 4-hour workshop, titled 'Understanding the Legislation' in classroom, virtual,
or e-Learning.
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OCCUPATIONAL HEALTH & SAFETY
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DANGEROUS WORK REFUSAL PROCESS - ALBERTA
Worker believes on reasonable ground that there is a dangerous condition at the work site or that the work constitutes a danger
to the worker's health & safety, or to the health & safety of another worker or person.

OHS ACT Part 4, Section 31 (1)

Worker shall promptly report the refusal and reason for it to their employer/supervisor.
The employer/supervisor should remedy the dangerous condition immediately

If the employer/supervisor does not immediately remedy the dangerous condition, they shall
conduct an inspection of the concern (if safe to do so), along with the worker, and a worker level
HSC co-chair/member or the HSR delegate; or if no HSC/HSR exists, another worker chosen by
the refusing worker. The employer prepares and shares a report.

OHS Act Part 4, Section 31 (8) (9)

If a dangerous condition is found

If no dangerous condition is found

The employer shall take any action necessary to remedy
any dangerous condition or ensure action is taken.

If worker agrees the condition no longer exists, they can
resume work

If the worker still believes the dangerous conditions exist, the worker or any person that was part of the inspection can file a
complaint with an OHS officer

After receiving the complaint, the OHS officer shall investigate the matter and decide if a dangerous condition or the refused
work constitutes a danger to the worker or others.

If dangerous work/conditions exist,, the officer will issue
the employer a written order and forward a report of their
decision to all involved parties and the HSC/HSR if they
exist
OHS Act Part 4, Section 32(3)

If the OHS officer determines dangerous work/conditions
do not exist, the officer will inform the employer, worker,
and HSC/HSR of their decision in writing.

Employer takes needed actions to meet the written
compliance order.

The officer will inform the refusing worker that the worker
is no longer entitled to refuse to do the work.

RELATED LEGISLATION - OHS ACT PART 4
s.
s.
s.
s.
s.
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31(7)
33
34
35
36

(assigning the work to others)
Worker entitled to be paid despite refusal
Employer not to make worker work in dangerous conditions
Prohibition of discriminatory action
Discriminatory action complaint

OCCUPATIONAL HEALTH & SAFETY
LEGISLATION
DUE DILIGENCE
Alberta OHS legislation allows for a “Due Diligence” defence should someone need to prove they did what was
reasonable and what was practicable to protect their workers and prevent incidents.
Mounting a due diligence defence would involve proving a company took all reasonable and practicable measures
to comply with legislation, based on a particular set of circumstances.
Although the courts will be interested in the changes the company is going to make going forward (to prevent
repeated incidents) during their decision-making process, they are only concerned with the steps the company
took prior to the incident occurring. Much of a due diligence defence will involve documentation (health and
safety records).
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 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 the employer set
of circumstances.

When determining if due diligence has been met, common measures used by OHS officers and the court system
include:

FORESEEABILITY
Could a reasonable person foresee that something could go wrong?

anticipate

PREVENTABILITY
Is there an opportunity to prevent an injury or incident?

CONTROL
Who has the ability or responsibility to prevent an injury
or incident from occurring?

prevent

Link to OHS Bulletin / Due Diligence

supervise

TIPS
You surely have heard the old adage: “if it’s NOT documented, it never happened”.
When it comes to proving OHS due diligence, this could not be more applicable.
Remember, stating that you were unaware of legislative requirements is not a legal defense.
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION
OHS ENFORCEMENT
HOW ARE OHS LAWS ENFORCED?
OHS enforces provincial legislation through inspections, investigations, education of legislative requirements,
and enhanced enforcement measures. OHS officers play an important role in monitoring for compliance. They
have authority to enforce the legislation in a number of ways, including:
• Conducting inspections
• Issuing orders
• Writing ticket;
• Issuing administrative penalties

WORKING WITH OHS OFFICERS
• Employers and staff are expected to cooperate with OHS Officers.

OHS ACT - Part 8 s.54
No person shall interfere with or in any manner hinder an occupational health
and safety officer or a police officer who is exercising powers or performing duties or functions under
this Act.

ROLES OF OHS OFFICERS
Officers play an important role in keeping Alberta’s work sites safe and healthy:
• Officers may enter any work site to conduct an inspection or investigate an incident.
• Officers can enter private dwellings that are work sites upon consent or with a warrant.
• Officers can order employers and others to comply with OHS rules.
• Officers can issue stop work orders to single or multiple work sites controlled by a single employer.

Link to OHS Bulletin- Roles & Duties of OHS Officers
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LEGISLATION
OHS ENFORCEMENT
ENFORCEMENT TOOLS
OHS officers use a wide range of enforcement and education tools and resources, including:
• Attend and/or host meetings with 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 noncompliance.

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 one hundred dollars to one million dollars, depending on the situation
and violation. This process is a civil action against a corporate entity that can be triggered by continuous noncompliance 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.
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OCCUPATIONAL HEALTH & SAFETY
LEGISLATION
OHS LEGISLATION OVERVIEW
Link to OHS Act

OHS ACT

• Definitions
• Purpose of the Act
• Obligations of Work Site Parties - Part 1
• Committees/HS Representatives - Part 3
• Programs and Practices - Part 5
• Health and safety programs

OHS REGULATIONS

• Serious injuries and incidents

Link to OHS Regulations
• Part 1 Sections:
• 12 - Equipment
• 13 - General Protection of Workers
• 14 - Duties of Workers
• 15 - Safety Training

OHS CODE

Link to OHS Code & OHS Code Explanation Guide
• Part 1 - Definitions

• Part 19 - Powered Mobile Equipment

• Part 2 - Hazard Assessment, Elimination &
Control

• Part 23 - Scaffolds & Temporary Work
Platforms

• Part 5 - Confined Space

• Part 24 - Toilets & Washing Facilities

• Part 7 - Emergency Preparedness & Response

• Part 27 - Violence and Harassment

• Part 8 - Entrances, Walkways, Stairways &
Ladders

• Part 28 - Working Alone

• Part 11 - First Aid

• Part 35 - Biological Hazards

• Part 13 - JWSHSC/HS Representatives
• Part 14 - Lifting & Handling Loads ss.209
• Part 18 - Personal Protective Equipment
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BASICS OF A HEALTH & SAFETY MANAGEMENT SYSTEM
A Health & Safety Management System (HSMS) is a comprehensive approach to health and safety that
involves management and workers and identifies problem areas and potential solutions. It is more than
just a management statement or a company safety guide.
It is an in-depth system that looks at all aspects of company operations from a health and safety viewpoint.
Right, but what is it really?
The old view of an Occupational Health & Safety Management System was something separate from the
major operation of a company or organization. Management was interested in improving productivity and
keeping costs down, yet some still deemed health & safety as an added expense.

A more recent and growing trend is to think of a Health & Safety Management System as an
integral part of operations.
Health and safety issues are involved with almost every aspect of management, anything from purchasing,
marketing, training, facilities planning, human resource allocation, customer service, cost control to
those more commonly recognized such as health and safety programs, regulatory compliance, and due
diligence.

To be successful, all members of the leadership team must recognize the value of implementing a Health &
Safety Management System, called HSMS in short. .

Link to AASP Property Management portal to the Leadership course

SOMETHING TO TAKE INTO CONSIDERATION
The only way you can have a real impact after you complete this training is to conduct an honest evaluation of
your HSMS and work towards improvement.
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WHY AN H&S MANAGEMENT SYSTEM IS IMPORTANT
An Occupational Health & Safety Management System will:
• assist management to identify and control health and safety risks.
• provide the basis for action to health and safety problems.
• assist in the maximization of productivity for the organization’s resources.

An effective HSMS will also promote continuous improvement through annual evaluations and
the resulting action plan.

BENEFITS
• Better work environment
• Higher morale
• Lower employee turnover
• Fewer grievances
• Increased productivity
• Better quality control
• Lower absenteeism
• Lower lost opportunity costs
• Less equipment damages
• Higher facility reliability
• Savings in both direct costs (e.g. WCB Costs)
and indirect costs (e.g. property and equipment damage)
• Promotes continuous improvement, and
• Effective contractor management
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ACTIVITY


Identify Your Benefits
(1) BENEFITS TO EMPLOYEES
Describe how employees will benefit from having or enhancing our Health Safety Management System (HSMS):

(2) BENEFITS TO THE COMPANY
Describe how the company will benefit from having or enhancing our Health Safety Management System (HSMS):
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KEY COMPONENTS OF A HEALTH & SAFETY PROGRAM
Throughout this guide you will find certain terms are used within each element that you might be required to develop.
To ensure everyone is clear here is an explanation of each.

POLICY
A policy states clearly what the employer intends to do about commitment and support for health & safety in
the workplace. Example(s); Health and Safety Policy, Hazard Assessment Policy, Drug and Alcohol Policy, and
Workplace Violence/Harassment Policy.

PROCEDURE
A procedure is a series of specific steps to guide a worker through a task from start to finish in a specific order.
For example a procedure might be developed for the use of a piece of equipment (office, home, vehicle). In this
case, the operator’s manual would be used as a guideline in developing the needed steps.

PRACTICE
Practices are similar to procedures in the sense that they deliver critical information, such as the “do’s and
don'ts”, however do not necessarily require the information to be followed in sequential steps. Could refer to
best industry practice)

PROCESS
A process identifies how to get from A to Z. Often a process will be reflected in a flowchart or an infographic. An
example could include the dangerous work refusal process which employers, staff, and committee members
must follow in such situations.

Policy
Procedure
Practice
Process
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EXAMPLE

 POLICY
HEALTH AND SAFETY POLICY STATEMENT
Our company believes our people are our single most important resource. Our commitment is to our staff’ safety. It is our goal to
introduce a health and safety management system which is designed to minimize our workers’ exposure to the risks and hazards
associated with our operation. In order to accomplish this goal, the safety of our staff, contractors, and the general public is of utmost
importance. This includes the protection and maintenance of health and safety of staff’s physical, psychological, and social well-being.
On-going hazard analysis, communication and training will provide our workers with the skill and knowledge to perform their jobs
efficiently and with reduced risk. To ensure that our company maintains a safe work environment for all staff, visitors, contractors and
the public and remains in compliance with all applicable health and safety legislation, the health and safety management system will
consist of the following elements:
• Management Leadership and Organization Commitment
• Hazard identification assessment
• Hazard control
• Worksite inspections
• Employee education, orientation and training
• Emergency Response
• Event (near miss, incident and accident) investigations
• Health and safety program administration
• Health and safety committee
• Contractor Management
Senior Management will ensure staff have an open forum to identify and report any health and safety concerns they may have and that
workers will receive a response to those concerns. All occupational health and safety legislation, programs and procedures will be
adhered to and enforced. Management and supervisors are responsible to ensure that all staff are properly trained, and all appropriate
safety procedures are followed.
Every employee shall be aware of his/her health and safety related responsibilities and must do their part towards workplace safety.
These responsibilities will be outlined in policy and available at all worksites (located in the Health and Safety binder).
All persons must be aware of the occupational health and safety rights;
- Right to Know
- Right to Participate
- Right to Refuse Dangerous Work
Contractors and subcontractors are responsible for their own health and safety and that of others in the workplace. Contractors are to
follow our health and safety policies as well as all applicable health and safety legislation.
It is our goal to identify potential hazards or concerns at the lowest possible level (near misses, hazard reports) prior to them
becoming personal injuries or worse. To attain this goal, everyone within the company must adhere to their roles and responsibilities.
This statement and all health and safety policies will be reviewed on an annual (minimum) basis to ensure that our health and safety
policies and practices remain current.

Senior Operating Officer
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EXAMPLE

 PROCEDURES

SAMPLE

SAFE WORK PROCEDURE
Shoveling Snow
Facility:

Written By:

Hazards Present:
•
•
•
•
•

Muscle Cramps
Heart Attack
Stroke
Dehydration
Frost Bite

Approved By:

Date Created:

Date of Last revision:

PPE or Devices Required:

Additional Training Required:

• Steel Toed Boot
• Eye Protection
• Hand Protection

• Lifting
• Body Posture

Safe Work Procedure:
1.

Warm up muscles for 10 minutes with stretching

2.

Early and often - newly fallen snow is lighter than heavily packed or partially melted snow

3.

Push the snow
It is Better to push the snow rather than lifting it
Keep the shovel close to your body
Space your hands on the shovel to increase leverage
Shovel an inch or two off the top off the snow
Use a shovel that feel comfortable for your height and strength

4.

Lifting the snow
Squat with your legs apart, knees bent and back straight
Lift with your legs and do not bend at the waist
Scoop small amounts of snow into the shovel and walk where you want to put it

5.

Pace yourself – Take frequent breaks and replenish fluids to prevent dehydration

Report any hazardous situation to your Supervisor immediately
Guidance Documents/Standards:
-

OHS Code – Part 2 Hazard Assessments
OHS Code – Musculoskeletal Injuries

This Safe Work Procedure will be reviewed any time
the task, equipment or materials change and at a
minimum of every three years

Reviewed By:
Date:
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EXAMPLE

 PRACTICE
SAFE WORK PRACTICE
Rent Collection
Do not accept cash. Accept cheques, money orders or arrange for direct payment.
Don’t use signs to indicate rent payment drop-off location.
Vary rent collection and bank trip routes and times. Don’t be predictable.
Keys
Do not hang keys on an open pegboard. Keep keys secure and private.
Use a coding system to identify the keys.
Do not reveal spare key storage location to maintenance or contract people.
Office and files
Lock resident files in a secure cabinet in a secure room.
Do not show applicants where files are kept.
Always lock the office door when you are absent – theft takes seconds.
Avoid using personal space for your office/interviews.
Showing suites
Request picture identification before showing suites. Record it and any vehicle information.
Always carry a fully charged cellular phone. Keep it accessible.
Limit what personal information you provide.
Inform your office or coworker that you are showing a suite – leave a name and a time frame for
completion. If possible, have a co-worker or maintenance person join you.
Do not close suite doors. Do not get trapped in small places like laundry rooms or underground
garages. Have the applicant enter the area first.
Always trust your instincts. If you have a bad feeling listen to it – you are probably right.
Have an emergency plan in place – assume the worst possible outcome.
If something goes wrong
Call 911 in case of an emergency. If it is a non-emergency, call the complaint line at 780-423-4567.
Do not confront the applicant.
Never threaten or attempt to use a weapon – any weapon you carry may be used against you. The
threat of a weapon may cause escalation.
Advise your management company or owner.

Source: Edmonton Police Service

Link to AASP Resource Page - Templates and Examples
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EXAMPLE

 PROCESS
DANGEROUS WORK REFUSAL

AASP Resource Page - Templates and Examples
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MINIMUM HEALTH & SAFETY PROGRAM REQUIREMENTS
KEY POINT
An employer who employs 20 or more workers shall establish, in consultation with the health and safety
committee, a health and safety program that includes, at a minimum the following elements.

LEGAL REQUIREMENTS FOR EMPLOYERS WITH MORE THAN 20 WORKERS
(OHS Act, Part 5 s. 37 (1 through 4)
• 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; or
• whenever changing conditions create or could create hazards.

LEGAL REQUIREMENTS FOR EMPLOYERS WITH LESS THAN 20 WORKERS
At a minimum, small businesses are required to involve affected workers and the Health & Safety
Representative in hazard assessment and control, according to the OHS Regulations and Code. (OHS Act,
Part 5 s. 37(5)
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 you as an
employer in meeting the requirements and maintaining essential health and safety records in case they are ever
needed for due diligence purposes.

REMEMBER:
When the legislation refers to 'Workers' they mean every employee in the company/organization.
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ELEMENTS
Health and Safety Management Systems (HSMS) differ from site to site and industry to industry. However, all
management systems have some combination of the same basic elements.

An effective Health & Safety Management System includes, at minimum, the 10 elements listed below. Some
Agencies will have more and may refer to them differently. However by implementing these, the employer will
start realizing benefits before long.

1

Management Leadership & Organizational Commitment.

2

Hazard Assessment - Formal / Site specific and Violence
specific

3

Hazard Controls & Implementation

4

Joint Work Site Health & Safety Committee and/or Health
& Safety Representative

5

Qualifications, Orientation and Training

6

Other Parties at or in the Vicinity of the Work Site

7

Inspections - Work Sites

8

Emergency Response Systems

9

Incident Reporting and Investigation

10

System Administration

By following this manual, you will learn how to develop and implement
a system that works for your organization and how to measure your
success once these elements are put into effect.
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ELEMENTS OVERVIEW
1. Management Leadership and

Organizational Commitment
Management commitment and leadership is the essential
foundation for a successful occupational health and safety
management system (OHSMS). Management and employees
working cooperatively together is required for a health and
safety system to succeed.

2. Hazard Assessment
A formal hazard assessment takes a close look at the
overall operations of an organization to identify hazards,
and determine the level of risk for each hazard associated
with each job task. Worker jobs or types of work are
broken down into separate tasks. Formal assessments are
detailed,can involve many people, and will require time to
complete.
A site-specific hazard assessment (also referred to a
field-level) is performed before work starts at a site where
conditions change or when non-routine work is added. this
flags hazards identified at the location (e.g. overhead power
lines, poor lighting, wet surfaces, extreme temperatures,
presence of wildlife), or introduced by a change at the work
site (e.g. scaffolding, unfamiliar chemicals, introduction of
new equipment). Any hazards identified are to be eliminated
or controlled before work starts or continues.

3. Hazard Control
All hazards identified must be controlled as much as possible.
If an identified hazard cannot be eliminated, controls are
implemented to reduce the risk of the hazard. Three methods
of control are: Engineering (i.e. elimination, substitution,
guards, ventilation, sound barriers,etc.); Administrative (i.e.
safe work practices, job procedures, job rotation, training,
etc.); Personal Protective Equipment (i.e. eye protection,
hearing protection, gloves, fire retardant coveralls, etc.).

4. Joint Work Site Health & Safety Committee(HSC)
& Health & Safety Representative (HSR)
Joint work site health and safety committee are a key element
of the internal responsibility system. It brings work site parties
together to work on topics such as hazard identification and
control, investigation of health and safety incidents and
responding to reports of dangerous work. If the employer
has 1 - 4 employees this element does not apply.
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5. Qualifications, Orientation and Training
Qualifications, orientations and training are essential to
ensure employees perform their job tasks in a safe and
healthy manner. An employer is responsible to ensure the
employee is competent.

6. Other Parties at or in the Vicinity of the Work Site
Other employers and or self-employed persons, visitors and
external work site parties must be included in the employer's
health and safety management system. This is the contractor/
supplier/visitor section of an OHS management system.

7. Inspections
The formal inspection process can proactively identify new
potential hazards, as well as confirm the effectiveness of
controls already in place.

8. Emergency Response
An emergency response plan helps ensure appropriate and
efficient actions will take place in the event of an emergency
or disaster. This includes pandemic planning.

9. Incident Investigation
Investigations determine the cause(s) of an incident, and
the corrective actions(s) required to prevent recurrence.
Investigations must determine the root cause(s) it is not a
fault finding exercise.

10.System Administration
System administration provides a method of monitoring
documentation and evaluation of the overall effectiveness
of the occupational health and safety management system
(HSMS).

OHSMS

ELEMENT ONE
MANAGEMENT
LEADERSHIP
&
ORGANIZATIONAL
COMMITMENT

MANAGEMENT LEADERSHIP &
ORGANIZATIONAL COMMITMENT

1

SELF EVALUATION
Question

Has the organization developed a
written Health and Safety Policy which
states management’s commitment to
health and safety and is it signed by
the most senior management?

Has the organization made policy
readily available to employees?

Has the organization developed formal
health & safety responsibilities and
accountabilities for each level within
the organizations structure?
Manager?
Supervisor"
Worker?

Have you developed formal health
and safety responsibilities and
accountabilities for each level?

How does management communicate
to employees their:
a) OHS Rights?
b) Company assigned responsibilities?
c) Legislated obligations?
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SELF EVALUATION
Question

Yes

No

Action Needed

Assigned
to

To be
Completed by

Does the organization set realistic
health and safety goals, and assigned
responsibilities?

Is every employee within the
organization held accountable for
health and safety responsibilities?
Does management regularly discuss
health and safety,document and take
attendance at meetings?
(i.e.. management/committee/toolbox)
Are workers given the opportunity
to express their health and safety
concerns?

Do you have an escalation system
implemented to follow-up with health
and safety concerns?

Do you have an system implemented for
employee non-compliance with policies
and procedures?

Does the employer set a budget for
health and safety ?

Do managers take an active role in
all aspects of your health and safety
system?
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INDUSTRY NOTES
Businesses typically have a structure of management versus employees, a team atmosphere where everyone
is working together to provide the best possible results. Even though everyone is working together within a
business there are still designated management positions that are responsible for developing policies and setting
expectations. This holds true for health and safety as well.
Commitment to providing a safe and healthy work environment for employees must come from the top. A successful
Health and Safety Management System starts with management making a written statement of how they intend
to develop a positive HSMS where management and employees work together to keep employees and tenants
safe from harm.
Senior management should take every possible opportunity to show workers they are committed to health and
safety practices by becoming actively involved. Talk to your workers about your health and safety practices. Offer
your suggestions for improvements, and solicit their opinions. Make your workers feel comfortable coming to you
to discuss their concerns. At meetings, make sure health and safety is discussed and take an active role.
Within this element you will create a health and safety commitment and leadership policy and assign responsibilities
and accountabilities for all levels within the company.

NOTE
This will probably not be completed in one pass, but as you progress through the different elements in this
guide you will likely note additional responsibilities to be added to the list.
EXAMPLE: In this section the requirement to create and implement a Corporate Health and Safety Policy
is discussed. This might then translate to having the responsibility assigned to management to create and
communicate the overarching health and safety policy to all employees. The employee responsibility might
be to be aware of and understand the health and safety policy. As each element is created in your HSMS it
will flow through to the assignment of responsibility.

REMEMBER: as you create a responsibility you must also consider how you will measure that
responsibility to hold people accountable. What gets measured gets done!
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MANAGEMENT LEADERSHIP
WHY IS THIS IMPORTANT?
• Management leadership is essential to ensure the policy is followed throughout the organization.
• Employees believe actions that are consistent, not just words and good leadership will assist the organization in
achieving compliance with Partnerships and legislative requirements.

BENEFIT
• Management leadership makes a program come to life and become action instead of just more words.

LEGISLATION
• OHS Act – Purposes of the Act (s. 2)
• OHS Act - Part 1 – Obligations of Work Site Parties

▸ Obligations of employers
▸ Obligations of supervisors
▸ Obligations of workers
▸ Obligations of suppliers
▸ Obligations of service providers
▸ Obligations of contractors
▸ Obligations of prime contractors
▸ Obligations of self-employed persons
▸ Obligations of temporary staffing agencies

Federal Criminal Code of Canada – applies to all organizations within Canada
Everyone who undertakes, or has authority, to direct how another person does work or performs a
task, is under a legal duty to take reasonable steps to prevent bodily harm to that person, or any other
person, arising from that work or task.
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Good leadership will assist employers in achieving compliance with legislative requirements. One of the primary
reasons Health Safety Management Systems succeed is due to good leadership and commitment to the process
by senior management. Management must make it a top priority to ensure the protection of their employees and
maintain the physical, psychological, and social well-being of their employees.
Management must:
• be seen as enforcers of the program;
• be actively involved and supportive of the program;
• must practice what they preach (lead by example), decisions and actions should match their words;
• communicate expectations and accountabilities to employees, tenants and contractors;
• create a culture where employees feel comfortable in bringing forward any issues or concerns about
health and safety at the workplace.
In order for employers to have a strong Health & Safety Management System and build a strong safety culture
there must be a coordinated effort between management and workers.
When workers are asked for input and involvement there will be enhanced buy-in from the workers, as it is now
their ideas being discussed and implemented, not just management.

Workers can and should be encouraged to participate in the HSMS.
For example by:
• Participating in hazard assessments.
• Participating in training.
• Attending health and safety meetings.
• Identifying and communicating potential hazards.
• Becoming part of the health and safety committee.

Note
Experience has shown that lack of management commitment and leadership are the main reasons
for failure of an OHMS, second is lack of worker involvement.

page 38

MANAGEMENT LEADERSHIP &
ORGANIZATIONAL COMMITMENT

1

MANAGEMENT COMMITMENT POLICY
REQUIREMENTS
Management must demonstrate their commitment through a written policy. It presents all employees,
contractors, visitors, and clients the importance of health and safety with a clear statement about the company’s
commitment to health and safety.
For an HSMS to be effective, strong leadership and a fi rm commitment to continuously improving health and
safety performance, backed by action, are the foundations of a strong health and safety culture.

The first step to accomplish this is to develop a Health and Safety Policy and put in writing. Such a policy should
reflect the special needs of your workplace and should be regularly reviewed and updated. It should be signed
by the Senior Manager to further demonstrate the company commitment to health and safety. Management
commitment must be real and demonstrated daily. Putting it in writing reminds everyone this it is taken seriously
by management.
The Policy must include:
• Declaration of management commitment to health and safety, including their physical, psychological and
social well-being.
• General responsibilities of managers, supervisors, workers and contractors (including self- employed
persons) and visitors regarding health and safety.
• Individual OHS rights (right to know, right to participate and right to refuse dangerous work).
• Expectation that employees will comply with applicable government regulations, and the organization’s
own health and safety standards.
• Senior manager must sign and date the policy. .

Once the policy is developed and approved by the management team, provide each employee a copy of the policy
through a health and safety meeting or any other event involving management and workers.
On an ongoing basis, ensure the policy is included in your orientation package for new hires and is posted
throughout the workplace

Tips
Review the policy with all contractors performing tasks for the company, emphasizing their
responsibilities.

page 39

MANAGEMENT LEADERSHIP &
ORGANIZATIONAL COMMITMENT

1

HEALTH & SAFETY POLICY STATEMENT — EXAMPLE
ABC Building Management Group believes our people are our single most important resource. Our commitment is to our employees’ safety. It
is our goal to introduce a health and safety management system which is designed to minimize our workers’ exposure to the risks and hazards
associated with our operation. In order to accomplish this goal, the safety of our employees, tenants, contractors, and the general public is of
utmost importance. This includes the protection and maintenance of health and safety of staff’s physical, psychological, and social well-being.
On-going hazard analysis, communication and training will provide our workers with the skill and knowledge to perform their jobs efficiently
and with reduced risk. To ensure that our company maintains a safe work environment for all employees, tenants, visitors, contractors and
the public and remains in compliance with all applicable health and safety legislation, the health and safety management system will consist
of the following elements: To ensure that our company maintains a safe work environment for all employees, tenants, visitors, contractors and
the public and remains in compliance with all applicable health and safety legislation, the health and safety management system will consist
of the following elements:
•
•
•
•
•
•
•
•
•
•

Management Leadership and Organizational Commitment,
Hazard identification assessment,
Hazard Control,
Joint Work Site Health and Safety Committee and/or Health and Safety Representative,
Qualifications, Orientation And Training,
Other Parties at or in the Vicinity of the Work Site,
Worksite inspections,
Emergency Response,
Investigations (near miss, incident and accident),
System Administration.

Senior Management will ensure employees have an open forum to identify and report any health and safety concerns they may have
and that employees will receive a response to those concerns. All occupational health and safety legislation, programs and procedures
will be adhered to and enforced. Management and supervisors are responsible to ensure that all employees are properly trained, and all
appropriate safety procedures are followed. Every employee shall be aware of his/her health and safety related responsibilities and must do
their part towards workplace safety. These responsibilities will be outlined in policy and available at all worksites (located in the Health
and Safety binder).

All persons must be aware of the occupational health and safety rights;
-

Right to Know

-

Right to Participate

-

Right to Refuse Dangerous Work, with the ability to exercise these rights without reprisal.

Contractors and subcontractors are responsible for their own health and safety and that of others in the workplace. Contractors are
to follow our health and safety policies as well as all applicable health and safety legislation. It is our goal to identify potential hazards
or concerns at the lowest possible level (near misses, hazard reports) prior to them becoming personal injuries or worse. To attain
this goal, everyone within the company must adhere to their roles and responsibilities.
This statement and all health and safety policies will be reviewed on an annual (minimum) basis to ensure that our health and safety
policies and practices remain current.

____________________________________
Senior Management

AASP Resource Page - Templates
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EXERCISE #1
BUILDING YOUR PROGRAM
ASSESSING YOUR HEALTH & SAFETY COMMITMENT POLICY
Your company has a current Health and Safety Policy?

YES
Please answer the following questions.

Your company has a current Health and Safety
Policy?

NO

To implement follow the steps.

• What are its strengths?

Draft a policy.

• What are the weaknesses?

Ensure it meets established requirements.

• How could it be improved?

Distribute and discuss policy with employees.

• What kind of arguments would you make to convince
others to make these improvements?

• What would be the benefits of having such a policy?
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ASSIGNMENT OF RESPONSIBILITY & ACCOUNTABILITY
Before writing or developing a list of health and safety responsibilities, it is important to have an
organizational chart ready. It helps understand how the organization is structured and clearly shows the
hierarchy of all employee levels. When all positions within the organizational structure are defined, then health
and safety responsibilities can be developed and assigned that are appropriate to the reporting structure.

WRITTEN ASSIGNMENT OF RESPONSIBILITIES
The purpose of this document is to provide employees with a written assignment of their responsibilities to
coordinate efforts and to measure their performance. Written responsibility/accountability statements:
• Bring worker rights to the forefront and ensures all levels are aware of their individual roles and
responsibilities, as set out by legislation and by the employer’s HSMS. If not written, there is no method
to provide a consistent message to workers or have the ability to measure them.
• Promotes worker participation in the HSMS and encourages all levels of employees to provide their
input and get involved in processes such as hazard assessment, inspections, training, and reporting.
A written Assignment of Responsibility also benefits employers by:
• Providing each employee with a clear understanding of his or her responsibility.
• Communicating to employees that the rules and processes of an HSMS are part of everyone’s
responsibility.
• Maintaining continuity of the HSMS.
• Clearly stated responsibilities for contractors, considering that many trades are contracted in
the property management industry, as employers can also be a contractor.
(Reference OHS Act, Sec.3(a)(ii) which states part of that duty, in addition to the OHS Act.9(1)
Obligations of Contractors)
• Ensuring the HSMS does not fail when one person leaves the employer.
Have a current copy of all appropriate Health and Safety Regulations available; explain the importance to
understand their roles and responsibilities as legislated for both the employer and the employees; explain to
employees that health and safety evaluations will form part of the performance evaluations.

Link to OHS Act - Part 1 - Obligations of Work Site Parties

Tips
When workers understand their health and safety roles, their involvement in the health and safety system
and the culture within the organization will improve, along with buy-in.

SAFETY WILL BECOME A WAY OF DOING BUSINESS
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EMPLOYER
OHS ACT PART 1, SECTION 3
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 he 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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MANAGEMENT RESPONSIBILITIES
(SENIOR MANAGEMENT/ MANAGER)

EXAMPLE
• Responsible to communicate annually the company's commitment to the protection and maintenance of
the health and safety of the employees physical, psychological and social well-being.
• Responsible to demonstrate commitment to health and safety.
• Responsible to be knowledgeable about the high-risk hazards within the organization.
• Responsible to ensure health and safety representative is identified or committee is established as per
legislation and meetings are being conducted.
• Responsible to participate in health and safety meetings.
• Responsible for the continuous improvement of the health and safety system.
• Responsible to be involved in the Action Plan created from the previous year’s audit.

Link to OHS Act

page 44

MANAGEMENT LEADERSHIP &
ORGANIZATIONAL COMMITMENT

1

MANAGEMENT ACCOUNTABILITY / PERFORMANCE
EXAMPLE
Section A: Description
Manager Name:
Self-Evaluation:
Section B: Evaluation
Requirement
Responsible to communicate annually the
company's commitment to the protection and
maintenance of the health and safety of the
employees physical, psychological and social
well-being

Responsible to demonstrate commitment to
health and safety.

Responsible to be knowledgeable about the
high-risk hazards within the employer

Responsible to ensure health and safety
meetings are being conducted

1 – Excellent

2 – Above Average 3 – Satisfactory 4 – Needs Improvement

Example

Quarterly Date
/ /

/ /

/ /

/ /

• Annual reviewing, signing, communicating
of health and safety policy
• Safety Celebration Day
• Company meetings with all staff
• Accreditation Standards are met
• Demonstrating knowledge of OH&S
legislation
• Lead by example
• Staff have access to appropriate training
• Review hazard assessments
• Tracking and follow-up of high-risk hazards
being identified by staff
• Ensure monthly meetings are occurring and
reviewing all meeting minutes

Responsible to participate in health and
safety meetings.

• Ensure participation at least twice a
year

Responsible for the continuous
improvement of the health and safety
system.

• Share results of audits, investigations
and reviews.
• Staying current and communicating any
new or changes to OHS legislation.

Responsible to be involved in the Action
Plan created from the previous year’s
audit.

• Keep audit results on health and safety
committee monthly agendas and minutes.
Communicates any updates or completion
actions made.
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SUPERVISOR
OHS ACT PART 1, SECTION 3
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.

Link to OHS Act
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SUPERVISOR RESPONSIBILITIES
EXAMPLE
Supervisors are responsible to:
• They are competent to supervise the workers under their supervision;
• The workers under their supervision work in accordance with procedures and measures required by the
Occupational Health and Safety Act, regulations and Code;
• The workers under their supervision use all hazard controls and properly use or wear the personal
protective equipment required by the employer or under the Occupational Health and Safety Act,
Regulations or Code;
• Workers are not subjected to and do not participate in harassment or violence at the work site;
• Take all precautions necessary to protect the health and safety of every worker under their supervision;
• Advise every worker under their supervision of all known or reasonably foreseeable hazards to health
and safety in the area where the worker is performing work;
• Report concerns about an unsafe or harmful work site act or condition that occurs/exists or has
occurred/existed to the employer;
• Inform employees of their health and safety responsibility;
• Conduct employee observations of staff (home base or field location);
• Provide contractors and contractor workers with orientations of health and safety related information;
• Be involved in positional and site-specific hazard assessments and controls;
• Participate in formal inspections;
• Ensure orientations are conducted prior to employees and/or contract workers conducting their duties;
• Ensure competency documentation is maintained for employees and contract workers;
• Participate in the investigation process; and
• Ensure investigation results are communicated to all employees and contract workers.

AASP Resource Page - Templates and Samples
OHS Link to OHS Act – Obligations of Supervisors
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SUPERVISOR ACCOUNTABILITY / PERFORMANCE
EXAMPLE
Section A: Description
Supervisor Name:

Department

Evaluator:
Section B: Evaluation			

Requirement

1 – Excellent

2 – Above Average 3 – Satisfactory 4 – Needs Improvement

Example
•
•
•

Attend health and safety training
Lead by example
Stay up-to-date of current industry
practices

•
•
•

Orientation
Job-Specific Training
Competency Training

•

Contractor Orientation

•

Demonstrate involvement in
completion of formal and sitespecific hazard assessments (i.e.
documentation – not simply verbal
instructions

•
•
•
•

Observation documentation
Walk-arounds
Hazard forms
Site visits

•
•
•
•

Observation documentation
Walk-arounds
Hazard forms
Site visits

•

Orientation records

•
•

EE training records
Competency standards are evaluated
and measured

Responsible to participate in the
investigation process

•

Review completed investigation
reports

Responsible to ensure investigation
results are communicated to all staff.

•
•

Lessons Learned communication
Safety Alerts

Responsible to understand the protection
and maintenance of the health and safety
of workers physical, psychological and
social well being

Responsible to inform employees of their
health and safety responsibility
Responsible to provide contractors with
orientations of health and safety related
information
Responsible to be involved in positional
and site-specific hazard assessments and
controls

Responsible to enforce the use of
controls

Responsible to participate in formal
inspections

Responsible to ensure orientations are
conducted prior to employees conducting
their duties
Responsible to ensure competency
documentation is maintained for
employees
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WORKERS
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

(c) other workers not engaged in the work of that employer but present at the work site at which that work
		
is being carried out.
(d)
		
		
(e)

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.
refrain from causing or participating in harassment or violence.

(f) 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.
(g) cooperate with any person exercising a duty imposed by this Act, the regulations and the OHS code;
		and
(h) comply with this Act, the Regulations and the OHS Code.

Link to OHS Act
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WORKER RESPONSIBILITIES
EXAMPLE
Workers are responsible:
• To take every reasonable precaution to protect the health and safety of themselves, other people at or
near the work site.
• Co-operate with their employer to protect the health and safety of themselves and others.
• To use all devices and wear all personal protective equipment for the worker’s protection as required by
the OHS Act, regulations and Code.
• Refrain from causing or participating in harassment or violence.
• To wear appropriate personal protective equipment and clothing for their tasks.
• To report to management any concerns about an unsafe or harmful acts or conditions that occur/exist
at the work site.
• To report any unsafe, unhealthy condition or potential hazards to their Supervisor or Team Lead
immediately.
• To read, understand, promote and comply with the PMG health and safety policies and safe work
practices.
• To review and provide feedback of formal positional hazard assessments or site-specific hazard
assessments.
• To participate in all training requirements as determined by the PPG or accreditation standards.
• To report any near miss, injury, equipment damage accident to their Supervisor or Team Lead
immediately and complete the required reports.
• To attend health and safety meetings and actively participate in the Health & Safety Management
System.

AASP Resource Page - Templates and Samples
Link to OHS Act
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ACTIVITY


Who is Who?


An Internal Responsibility System (IRS) is founded on the principal that everyone on a work site has
obligations towards Health and Safety (H&S). Considering your organization’s operations determine which
of the following structural groups might apply while you build/enhance your HSMS.

EXAMPLES

STRUCTURAL LEVEL
Senior Management

Owners, president, vice-president, director, board members

Managers

Department and area mangers, property managers

Supervisor

Team leads, foreman, department, or area supervisors

Worker

Non-management / non supervisory

Worker (part-time or casual)

Limited or irregularly present employees, summer students, volunteers

Contract workers

Those functioning like employees, but are not paid in the same manner

H&S Committee or Representative

All H&S Committee and H&S Representative delegates

EXAMPLES

OTHER WORK SITE PARTIES
Suppliers

Vendors coming to site

Service Providers

Consultants

Owner

Landowners

Contractors

A contractor, in regards to property management, will be in many cases
the property manager. They procure and direct other employers to do
tasks such as cleaning, servicing equipment,

Prime Contractor

A person, a partnership, or a 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.
This could be the property manager, directing activities of a cleaning
company.

Self-employed persons

Anyone self-employed such as security, cleaning services.

Temporary Staffing Agencies

Temporary labour personnel

Emergency Responders

Fire, Police, Paramedics, Security
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EXERCISE #2
BUILDING YOUR PROGRAM
DEVELOPING YOUR RESPONSIBILITIES AND ACCOUNTABILITIES
• Develop an Assignment of Responsibility and Accountability section for your organization.
• Include all levels of employees and others relevant to your work activities.
REMEMBER: The property management company, hired to manage buildings for an owner, would
become the contractor who would assign their "Property Managers" the responsibility of overseeing
other employers' work activities (contractors)
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EMPLOYEE ENGAGEMENT
www.aasp.ca

Community Services Staff Safety

TOPIC

SUGGESTIONS
• Post copies throughout site.

Policy

• Communicate policy at least annually, discuss why

health and safety is important.

Contact us!
ray@aasp.ca

You have a role
to play in health
and safety!
You might feel like safety is the job of an OHS committee
member or representative, your supervisor, or your
employer, and that you, as a worker, don't have a say, or a
part to play in it.
However, the truth is, your role in ensuring health and safety
is just as important and essential as your OHS committee
member or representative, your supervisor, and your
employer. Empower yourself by learning more about it!

As a worker, you have rights.

• Include copies in your orientation.

The Right to Know
Employers are responsible
for making workers aware
of their rights and duties
under OHS legislation.
They must make workers
aware of any safety
hazards at the worksite.

• When committee members are conducting workplace

inspections ask employees about the policy’s content.

The Right to
Participate

Responsibility &
Accountability

Worker Rights

• Consider re-signing the policy as a celebration.

Workers have a right to be
involved in health and safety
discussions and to participate
in health and safety
committees (HSCs).

The Right to Refuse
Dangerous Work

• Post an infographic of Worker Rights in a common

Workers have the right to
refuse any work if they have
reasonable grounds to believe
that there is a dangerous
condition at the worksite, or
that the work constitutes a
danger to their health and
safety, or to another person.

area shared by all employees, including contractors.
• Hold meetings to discuss worker rights and how they

apply.

And you're also responsible for:

• Communicate in orientations the process around

Right To Refuse Dangerous Work (who to report to,
forms, investigation, corrective action).

The protection and
maintenance of your
physical, psychological
and social well-being
within your agency's
Health and Safety
Management System.

Reading,
understanding,
promoting, and
complying with your
agency’s health and
safety policies and safe
work practices.

Taking every
reasonable precaution
to protect your health
and safety, and ensure
you have developed
effective working
alone policies for your
organization.

Reporting any unsafe,
unhealthy condition or
potential hazards to
your supervisor or
team lead immediately.

Reviewing and
providing feedback on
formal job hazard
assessments or clientspecific hazard
assessments.

Participating in all
training requirements
as determined by your
company, or accreditation
standards, including
health and safety
training.

Reporting any near
miss, injury, equipment
damage accident to
your supervisor or
team lead immediately
and completing the
required reports.

Attending health and
safety meetings and
actively participating
in your company's Health
and Safety
Management System.

• Empower workers to identify areas to improve and

work towards solutions.

Empower yourself
and take an active
role in OHS!

Other

• Take every opportunity to talk about safety

(Safety moments in management meetings)

Wearing appropriate
personal protective
equipment and
clothing for your tasks.

References:
The Alberta Occupational Health and Safety Act, Part 1 ,Section 5

www.aasp.ca

Link to AASP Infographics
Contact us!
ray@aasp.ca
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ORGANIZATIONAL COMMITMENT

DOES YOUR DOCUMENTATION INCLUDE ✔
DOES YOUR DOCUMENTATION INCLUDE THE FOLLOWING?
Audit Question

Guidelines

Suggested Doc(s)

COMMITMENT ELEMENT 1. MANAGEMENT LEADERSHIP AND ORGANIZATIONAL
Is there a written Health Verified by reviewing written policy.
and Safety Policy signed
To award the 5 points, the policy be
by the current senior
signed by the current senior manager,
manager?
and must include:

• declaration of management
commitment to health and safety that
addresses physical, psychological, and
social well-being
• general health and safety
responsibilities of managers,
supervisors, workers, and contractors
• expectation that employees will comply
with applicable legislation and the
organization’s own health and safety
standards.
Have specific health
and safety
responsibilities been
written for all levels?

Verified by reviewing documentation,
other than the policy
There must be responsibilities written for
all applicable employee levels:
•
•
•
•

Does management
participate in meetings
where health and safety
is discussed?

78
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Senior Managers
Managers
Supervisors
Workers

Verified by review of health and safety
meeting minutes.

Point
Value

Company’s occupational health and
safety commitment statement or policy.
Often at start of H&S manual and posted
in the workplace. Must contain the
required information and be signed and
dated by the current most senior
manager or company owner(s).

0 or 5

These are different than the general
responsibilities in the H&S policy.
Typically lists of H&S responsibilities for
each level are found in health and safety
manuals, staff handbooks, etc.)

0-10

Records of meetings where management
is in attendance and H&S is at least an
agenda item.

0-10

To award points there must be
documented evidence of management
participation in meetings where health and These are NOT the HSC meetings (the HSC
meeting minutes are measured in
safety is on the agenda.
Element 4)
(Note: these are not HSC minutes- this is a
leadership question. HSC meeting minutes
Examples could include any meeting
are measured in Q4.13)
which has health and safety as an agenda
Points are awarded based on the
item such as; Company Town Hall
percentage of positive indicators of
Meetings, Annual AGM’s, Staff Meetings,
sampled meeting minutes.
Board of Director Meetings, Leadership
Steering Meetings, etc.

OHSMS

ELEMENT TWO
HAZARD
ASSESSMENTS

2

HAZARD ASSESSMENTS
SELF EVALUATION
FORMAL HAZARD ASSESSMENT
Question

Is there a developed list of all the
positions within the Organization?

(Organizational Chart)

Is there a compiled list of all the
tasks associated with each position?

Is there a list of tasks that are only
performed by contracted employees?

Are health and safety hazards
associated with each task identified?

Have each of the health and safety
hazards identified been evaluated
according to risk?

Does management participate in the
hazard assessment process?

Do employees participate in the
hazard assessment process?

Has training been provided to
those who develop formal hazard
assessments?
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HAZARD ASSESSMENTS
INTRODUCTION
WHY ARE HAZARD ASSESSMENTS IMPORTANT?
• To implement hazard assessment tools for employees to complete both formal and site-specific hazard
assessments.
• To establish guidance and a consistent approach in the identification of hazards and the determination
of level of risk.
• To increase awareness for those assigned the responsibility of developing formal hazard assessments or
leading the site-specific hazard assessments, thus ensuring consistency and compliance.

BENEFITS
• Ensures all hazards, both health and safety, are identified and evaluated for risk so they can be
controlled effectively.
• Promotes awareness and understanding of workplace hazards.
• Completed formal hazard assessments provide a great training tool for the orientation process.

LEGISLATION
Examples include, but not limited to:
OHS Act

Part 5 (Program and Practice) s. 37 (1)(b)

OHS Code

Part 2 (Hazard Assessment, Elimination and Control)

OHS Code

Part 14 (Lifting and Handling Loads) s. 210

OHS Code

Part 27 (Violence and Harassment) s. 389

OHS Code

Part 28 (Working Alone) s. 393 (2)

OHS Code

Part 10 (Classification of Work Sites) s. 162 1(1)
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HAZARD ASSESSMENTS
PURPOSE OF HAZARD ASSESSMENTS
Alberta’s Occupational Health and Safety legislation requires employers to conduct hazard assessments and put
controls in place to protect any work site party at, or in the vicinity, of their work activities.
A hazard assessment is a methodical safety check of all planned work activities. The purpose of a hazard
assessment is to identify potential hazards as well as to identify appropriate safety measures to mitigate exposure
to the identified hazards.

This element is considered critical in the development of your Health and Safety Management System. To
complete hazard assessments, employers must provide the necessary tools and training to those assigned the
responsibility of developing hazard assessments. In doing so, the employer provides guidance and a consistent
approach for hazard identification, determination of risk levels and compliance with legislation.

Formal hazard assessments are considered the backbone to your Health and Management System. All
other elements are designed to support this requirement to identify hazards and protect employees.
• Include the hazard assessments in the worker orientation package and on-going training.
• Include the completed hazard assessment forms in the HSMS and ensure they are always easily
accessible to employees.

Emergency
Response

Inspections

HAZARD
ASSESSMENTS
& CONTROLS

Qualifications
Orientations
Training
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Investigations

Health &
Safety
Committee

Other Parties

HAZARD ASSESSMENTS
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PURPOSE OF HAZARD ASSESSMENTS
A hazard assessment is a formalized document where an organization discusses how losses may occur (such as
injuries or loss of assets) in relation to business operations. Once the hazards are identified, organizations can
then work together with their health and safety committees and/or employees in discussions of what could be
done to reduce exposures

EXAMPLE

Below is a simple example to demonstrate the concept:

HAZARD 

slip and fall on ice

POTENTIAL
RESULT 

broken arm

CONTROL
MEASURES 

clearing snow
de-icing sidewalk

A completed formal hazard assessment requires participation in the process from
workers. This will contribute to their awareness and understanding of workplace
hazards.
Hazard Assessments also provide a great training tool during the orientation process
for new employees entering the organization.
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HAZARD ASSESSMENTS

THIS CHAPTER IS DIVIDED INTO FOUR PARTS
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PART A
FORMAL HAZARD ASSESSMENT

2

PART B
SITE SPECIFIC ASSESSMENT

3

PART C
ONGOING REPORTING

4

PART D
VIOLENCE & HARASSMENT

— PART A —
FORMAL HAZARD ASSESSMENTS

2

HAZARD ASSESSMENT LEGISLATION
OHS CODE - PART 2
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.

7(3)
		

An employer must ensure that the date on which the hazard assessment is prepared or revised is
recorded on it.

7(4)

An employer must ensure that the hazard assessment is repeated

		
(a) at reasonably practicable intervals to prevent the development of unsafe and unhealthy working
			conditions.
		
(b) when a new work process is introduced.
		
(c) when a work process or operation changes; or
		
(d) before the construction of significant additions or alterations to a work site.

WORKER PARTICIPATION
8(1)
		

An employer must involve affected workers in the hazard assessment and in the control or
elimination of the hazards identified.
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HAZARD ASSESSMENT POLICY
DEVELOP A HAZARD ASSESSMENT POLICY
IMPLEMENTATION GUIDELINE
Outline requirements such as...
(1) Where should the involvement come from:
• Senior Management?
• Managers?
• Supervisors?
• Workers?

(2) When is a positional (formal) hazard assessment required?
(3) When should they be updated? Ensure legislative requirements are built in (at minimum)
(4)What are the designated responsibilities?

Consider conducting an annual review and revision of the formal hazard assessments (if revisions have not
been prompted sooner by change).
This will help you identify any new tasks or hazards and bring to light any deficient, redundant, or out-ofdate controls.
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HAZARD ASSESSMENT POLICY - EXAMPLE
It is the intent of our organization to provide a healthy and safe work environment for all job tasks that are to be
performed. Proper hazard identification and controls will provide employees with proper direction in the safe
performance of their duties.
Before beginning any task or action, employees are to assess the possible danger to themselves and to other
persons and are to act appropriately.
It is our policy and practice to:
• assess the hazards of the workplace, job tasks, environment where the job tasks are being completed,
• eliminate or minimize the dangers of these hazards,
• ensure all employees understand the nature of the workplace hazards and use safe work practices
• ensure employees required to perform hazardous tasks will receive appropriate instruction and training
and written copies of safe work procedures will be accessible and available to all employees.
Senior Management must be aware of the hazards within the organization, particularly the high-risk hazards,
to ensure appropriate controls are considered and implemented. Managers and Supervisors are responsible
for ensuring they are involved in the completion of positional hazard assessments within their program areas
of responsibility and enforcing the use of controls.
Workers are to assist the supervisors in completing positional hazard assessments. Workers need be aware
and understand the hazards within their job tasks. Workers are expected to follow all applicable procedures
and advise Supervisors if they have a concern about the tasks they have been asked to perform.
Positional (formal) hazard assessments are to be reviewed:
• at least once every three years.
• when a new work process/client is introduced, or tasks change.
• incident reports indicate change.
• incident investigations indicate changes.
• when new regulations are implemented that affect a specific written procedure.
• new specifications are implemented.
• first aid records indicate a trend or need.
• employee suggestions are received and valid
• health and safety representative and/or committee requests change.
• when site-specific hazard assessments identify a new hazard.
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EXERCISE #3
BUILDING YOUR PROGRAM
DEVELOP A HAZARD ASSESSMENT POLICY
Develop a Hazard Assessment Policy that will explain the organizations need and requirements for hazard
assessments.(Use legislative requirements described in Part 2 of OHS Code and sample pages as a guideline)
It should identify: 1) Who should be involved? 2) When are hazard assessments required?
3) When should they be updated? 4) The designated responsibilities.
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HAZARD ASSESSMENT PROCESS
STEPS OF FORMAL HAZARD ASSESSMENTS
Steps

Implementation

1

Identify Job
Positions

• Using the organizational
chart, identify all types of
positions within employer
structure

2

Identify Tasks

• List the general tasks being
completed within each job
group or work type

• Within each task identify the
health and safety hazards.

3

4

Identify Hazards for
each Task

Assess the Risk of
each Hazard

• Consider psychological,
physical, chemical,
biological and ergonomic
hazards

• Evaluate the risk factors
of each hazard including
the Likelihood, Exposure,
Consequence

NOTE Steps 5 - 9 will be discussed in the Hazard Control - Part D section of this guide

page 65

2

— PART A —
FORMAL HAZARD ASSESSMENTS

STEP 1

IDENTIFY JOB POSITIONS

Create a list of all jobs and work types within your organization. Using your
company's organizational chart will ensure you are not missing any groups or job
positions.

You can group together personnel that has 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 minimal
number of formal hazard assessments.

Management should lead the hazard assessments process. A hazard assessment
training program (whether provided in-house or through an external party) is
recommended.

Establish a hazard identification team of two or more employees who are experienced
enough to know where to look, what to look at, and how to identify potential hazards.
Experienced workers have valuable input and should always be included in the process.
Brief the team on what is the expected outcome of the process and some basic training
in how to complete the task. Ensure a good understanding of both health and safety
hazards.

The team assigned to carry out hazard assessments should also have a good
understanding about the job tasks they will be evaluating and should have the
experience/ skill level of those who are doing the work.

It is important for the company to have an Organizational Chart to clearly
validate all levels and positions within the company/organization. A useful tool
within a management system, particularly when developing formal positional
hazard assessments.
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FORMAL HAZARD ASSESSMENTS
Step 2
IDENTIFY TASKS
STEP 2

2

IDENTIFY TASKS

88

page 67

— PART A —
FORMAL HAZARD ASSESSMENTS

2

STEP 3

IDENTIFY HAZARDS

WHAT IS A HAZARD?
DEFINITION
HAZARD

HEALTH
HAZARD

SAFETY
HAZARD

A situation, condition or behavior from a physical, (including radiological
and ergonomic), chemical, biological or psychological exposure that has the
potential to cause harm to people, property or environment.
An act or condition which has the potential to cause an acute or chronic
condition, illness, or disease from exposure (e.g. repetitive strains, excessive
noise levels, workplace violence/harassment, etc.)

An act or condition which has the potential to cause immediate injury.
For example: trips, slips, falls, or
after hours meeting with clients/tenants

EXERCISE 4
IDENTIFY A HEALTH/SAFETY HAZARD
Consider your own organization. Identify both a health and a safety hazard which may exist.
HEALTH

SAFETY
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IDENTIFY HAZARDS
HAZARD CATEGORIES

By identifying foreseeable hazards present at your work environment, suitable control measures can be
implemented.
Keep in mind, no matter the size and type of your organization, hazards vary from workplace to workplace and
not all categories apply to every job. However, it is prudent to look into all categories to avoid missing situations
which could create potential hazards.
The employer should also provide hazard assessment training to individuals who will lead, or are otherwise
involved in the hazard assessment process.

Hazard Category
Physical

Chemical

Biological

Psychological

Ergonomic
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STEP 3

IDENTIFY HAZARDS
PHYSICAL HAZARDS

A physical hazard can be defined as any physical object, item or process that can cause an immediate or
cumulative physical injury. Examples include but not limited to:
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• Animals

• Malfunctioning equipment

• Blocked Access/Egress

• Material shifting

• Confined Space
• Distracted Driving

• Missing person/no
assistance in emergency

• Exposure to excessive cold

• Mobile equipment

• Exposure to excessive heat

• Noise Exposure

• Exposure to sunlight/UV
rays

• Objects on the Floor

• Exposure to unguarded or
unprotected electrical
equipment

• Poor Design or Layout of
work area

• Fall from heights

• Poor Road Conditions

• Fall from ladders

• Radiation

• Falling objects

• Refueling

• Flammables
• Flash arc

• Rotating or Moving
Equipment

• Flying debris

• Sharp Objects

• Handling money

• Slipper Surfaces (icy, wet)

• High pressure

• Stacking and Storage

• Improper guarding

• Steam

• Incorrect wiring

• Uneven surfaces

• Lighting conditions

• Welding flash

• Load securement

• Wet surface conditions

• Loading and unloading

• Working Alone

• Loose surface conditions

• Workplace Violence

• Pinch Points

• Poor Housekeeping
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IDENTIFY HAZARDS

CHEMICAL HAZARDS
A chemical hazard can be defined as any chemical substance that can cause disease, illness, bodily harm, or
death, or can cause a change in a person’s behaviour, or a decrease in their mental alertness. Examples include
but not limited to:

• Arsenic

• Gases (carbon monoxide,
refrigerants)

• Asbestos

• Indoor air quality

• Carcinogenic Substances

• Lead exposure

• Chemical Absorption (skin/eyes)

• Mineral oil

• Chemical ingestion

• Mists

• Acids

• Chemical inhalation (carbon
monoxide)

• Mutagenic substances
• Paints

• Chemical reactions

• Pesticides

• Chemical storage

• Pressurized containers

• Combustible substance

• Silica dust

• Corrosive substances

• Solvents

• Fiberglass fibers

• Vapors

• Fumes (diesel exhaust, welding)
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STEP 3

IDENTIFY HAZARDS

BIOLOGICAL HAZARDS
A biological hazard is defined as any biological substance or organism that can cause an allergic reaction,
disease, or illness. Includes bacteria, viruses, funguses and parasites. Examples include but not limited to: :
• Animal Droppings

• Insects (tics, bees)

• Bacteria

• Mould

• Bird Droppings

• Poisonous plants
(poison ivy, poison oak, sumac)

• Blood-borne Pathogens
• Dusts (flour, grain, organics,
hardwood)

• Rodent droppings

• Fungi

• Viruses (Covid, rhinovirus)

• Scents (perfumes)

ERGONOMIC HAZARDS
An ergonomic hazard can be defined as any workplace situation or activity that can cause physical or mental
stress, or undue stress and fatigue to any part of the body’s anatomy. Examples include but not limited to:
• Overreaching
• Awkward positions and/or
Postures
• Excessive Manual handling
• Improper Workstation design
• Overexertion (lifting/pushing/
pulling)

• Repetitive Movements
• Sustained/Static Postures
(excessive sitting/standing)
• Vibration

PSYCHOLOGICAL HAZARDS
A Psychological hazard can be defined as any workplace situation or activity that can cause physical or mental
stress. Examples include but not limited to:
• Alcohol/Drugs in the Workplace

• Poor Leadership

• Bullying

• Sexual Harassment

• Tenant/Customer Aggression

• Shift Work

• Fatigue

• Violence

• Lack of Motivation

• Workload Demand

• Mental Stress

• Workplace Harassment
• Working conditions
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ACTIVITY


Identify the Hazard Category
Determine which category of hazard each of the following hazard/condition would be.
Physical? / Chemical? / Biological? / Psychological? / Ergonomic?

1. Displaying inappropriate pictures in the
workplace
2. Cleaning up broken glass
3. Vibration from vacuum
4. Co-workers with the flu who sneeze
on you
5. Handling oiled rags
6. Clutter in hallways
7. Uneven ground
8. Restructuring of a company
9. Icy parking lot
10. Industrial cleaning supplies
11. Non- adjustable chair
12. Vehicle fumes at a loading dock
13.Disinfecting work surfaces
14. Cashier scanning sales
15. Delivery driver experiencing road rage
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STEP 4

ASSESS RISKS FOR EACH HAZARDS

RANK THE IDENTIFIED HAZARDS ACCORDING TO THEIR RISK
When conducting formal hazard assessments, the evaluation process should be based on the potential hazards
(what could happen), but without considering any safety measures outlined in the HSMS.
Evaluating hazards in this manner will assist you in better measuring risk and identifying the control measures
needed for your particular hazards.
Some hazards pose a greater risk than others. By using a risk evaluation system, you can prioritize what hazards
need to be addressed first. Start by asking yourself the following questions:

Likelihood/Probability
How likely are you going to
experience the hazard while
doing the task?

Exposure/Frequency
How frequently does the hazard
occur?

Consequence/Severity
What is the potential result if no
control in place?

As a best practice, it is recommended the risk rating are totaled for each hazard and job task. This allows workers
to be able to identify immediately the task(s) with the highest risk rating and what are the highest risks associated
with the task. A further suggestion would be to color-code the column to identify low risk, medium risk and high
risk activities.

For the most accurate assessment, you should always rate the risk without considering control
mechanisms. Obviously, if there is a control mechanism in place, it is because there is an apparent
hazard to the worker, to the area, or to the environment, but you want to know what the true extent of the
hazard is.

Ensure the same evaluation system is used throughout your organization.
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STEP 4 HAZARD ASSESSMENT
ASSESS RISKS
FOR EACH HAZARDS
PROCESS
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ACTIVITY


Create a Formal Hazard Assessment
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ACTIVITY


Create a Formal Hazard Assessment

(continued)

Rating Scale



LIKELIHOOD
Likelihood of an
incident occurring

EXPOSURE
Frequency of
exposure to the
hazard

CONSEQUENCE
The severity of the
undesired result

Unlikely





Rarely/
Annually


Minor





Nearly
impossible

Infrequently/
Quarterly

Possible



Occasionally/
Monthly


Moderate



Serious





Likely

Almost Certain





Frequently/
Monthly


Major

Continuous
or many times
daily



Catastrophic

REMEMBER
This course is designed to provide you with a basic overview of hazard assessment
processes. For additional training in hazard identification, evaluation and control please go
to www.aasp.ca.
AASP offers a 4 hour workshop, entitled Hazard Assessment and Methods of Control in
classroom/live webinar or e-Learning.
For more information on hazard assessment and control, read the Government of Alberta
Hazard Assessment and Control: a handbook for Alberta’s employers and workers (BP018). It
can be downloaded from the OHS resource portal at:

ohs-pubstore.labour.alberta.ca/bp018
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SELF EVALUATION
SITE-SPECIFIC HAZARD ASSESSMENT
Question

Does your employer have a process
for conducting site-specific hazard
assessments when:
a) an activity is conducted at the
home site which is outside the norm
of day-to-day activities? (i.e. moving
offices, new construction)?

b) work is conducted at a temporary/
mobile work site?

Have employees been trained in the
completion of site-specific hazard
assessments and when they are
required?

Does your employer review your
site-specific hazard assessments
to identify new hazards and update
your HSMS?
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Yes

No

Action Needed

Assigned
to

To be
Completed by
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REQUIREMENTS
IMPLEMENTATION GUIDELINE
A Site-Specific Hazard Assessments (SSHA) are used as an addition to the original Formal Hazard Assessment.
SSHA’s assess the immediate environment and daily tasks.
They should be completed:
-

for infrequent but anticipated tasks.
to check for unexpected hazards in a new environment.
on a project basis.
before conducting high-risk tasks.
as work sites change.

• Employers are responsible to complete their own SSHA or have a SSHA from the organization that
contracted them.
• Site-specific hazard assessments do not typically reassess all the job tasks but rather focuses on the
environment and the differences the worker would face to complete the job duties/task. For example:
temperature stability of the ground, permits, overhead hazards such as power lines, falling hazards, or
ergonomic hazards.
• Affected workers must be trained on how to complete SSHA’s.
• Site-Specific assessments are often combined with on-site toolbox meetings.
• Site-Specific Assessments do not typically include a rating scale but should include control measures
taken for newly identified hazards.
• Employers are responsible to complete their own site-specific hazard assessment or have a record of
the site- specific hazard assessment completed by their employees.
• The SSHA form cannot simply be a checklist. Site-specific hazard assessments must include:
- Identification of hazards.
- Identification and implementation of controls.
- The participation by workers who are completing the task.
- The signature of all affected workers.
- Other related areas of the HSMS.

Any hazards identified during a site-specific hazard assessment must be addressed right
away, before work begins at the location.
If a Site-Specific Hazard Assessment recognizes a hazard that was overlooked by the formal
assessment, the formal hazard assessment should be updated to include it.

REMEMBER:
Work site inspections occur later to monitor work already under way whereas a SSHA
is conducted pre-task or before the work begins
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Steps
Examine the work site and
determine change that should
be assessed.

1.

Implementation
• Consider the nature of the work that is being performed

and who is scheduled to complete it. This can include staff
but also contracted personnel scheduled to be on site for
the day.
• Does the environment introduce new or high-risk hazards?

Identify existing or potential
hazards on the work site.

2.

• Are employees well trained/competent for the specific task

(new hire asked to work alone in a group home) ?
• Are visitors/contractors bringing in any new hazards?
• Does the client introduce new or high-risk hazards?
• If an existing or potential hazard to workers is identified

Eliminate or control the
identified hazards.

3.

during a hazard assessment, an employer must take
measures to eliminate the hazards, or if elimination is not
reasonably practicable, control the hazard.
• The employer is legally required to inform affected workers

Communicate the hazards
to ensure controls are being
followed.

4.

about the hazards identified in a hazard assessment, and
the measures introduced to control the hazards. Workers
are required to follow/use the controls.
• Having all affected workers review and sign the completed

site-specific hazard assessment is a good way to confirm
the information has been shared.
Repeat this process when
changes are made at the work
site

5.

• A site-specific hazard assessment must be repeated if

conditions at the work site change.
• They must also be dated should be retained on site for at

minimum, two years.

After completion, site-specific hazard assessments must be made readily available to employees and
affected work site parties, ensuring everyone at the work site understands and follows appropriate
controls.
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SITE-SPECIFIC
FORMS – Example 1
SITE SPECIFIC ASSESSMENT FORM — EXAMPLE 1
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Part B — Site Specific
Hazard

SITE SPECIFIC HAZARD ASSESSMENTS

SITE-SPECIFIC
FORMS – Example 1 (cont’d)
SITE SPECIFIC ASSESSMENT FORM — EXAMPLE 1
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SITE SPECIFIC ASSESSMENT FORM — EXAMPLE 2 (GOA)
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REQUIREMENTS
Alberta legislation requires an employer to do everything reasonable and practicable to protect the health
and safety of their workers. When a worker reports an unsafe act, condition or hazard, the employer is
expected to take corrective action in a timely manner. It is important for management and employees to
maintain a working relationship where everyone is involved in recognizing and reporting potential unsafe
acts, conditions, or hazards.
Management must be involved in assessing the hazards and implementing necessary controls to protect their
employees. Such as setting up systems to report and evaluate hazards whenever there are changes to the
operation or the scope of the work. This includes contracted workers, it is important they know the risks of the site
and if there are changes how to report and ensure they receive appropriate assistance.
Employees performing the work will have good insight into what is happening and the potential hazards they are
engaged with. One method to achieve this is to develop a form where unsafe acts, unsafe conditions or hazards
can be identified as they occur. When developing these forms, keep them simple and easy to use.

It is important that any concerns raised about potential hazards are in writing to ensure the
process is followed from identification through to completion, including closing the loop and going
back and updating the formal hazard assessments.

REMEMBER : Include the expectation that contractors and contract workers report on-going
hazards to the property management. Property management needs to make the forms readily
available.
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NEAR MISS/HAZARD REPORTING FORM - EXAMPLE
NEAR MISS/HAZARD REPORTING FORM — EXAMPLE
NEAR MISS REPORTING FORM
Name:

Date:

Location:

Description of Near Miss including location:

What could have happened if not corrected?
IMMEDIATE ACTIONS TAKEN
1.
2.
3.
4.

UNSAFE ACT/CONDITION OR HAZARD
Name:

Job:

Title:

Location of Hazard:
Date and Time Hazard Observed:
Description of Unsafe Act/Condition or Hazard:

What changes would you recommend to correct the condition or hazard:
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INTRODUCTION
Employers have a legislated responsibility to implement violence and harassment prevention plans and train their
employees on how to identify, prevent, and respond to these types of situations. It is essential that organizations
and all employees recognize how violence and harassment can affect their workplace and acknowledge their
responsibility to apply expected measures to mitigate exposure.
The first step is for an employer to recognize the types of violence and harassment that could be or are
present at the work site. The employer must also consider what types of violence or harassment could occur
while employees conduct off-site tasks such as:
• Business related driving or running company errands.
• While attending training or meetings, and online (cyber).
• Meeting with clients away from the main office.

LEGISLATION
Examples include, but not limited to:
OHS Act

Part 1 (Obligations of Work Site Parties)

OHS Act

Part 27 (Violence and Harassment)

OHS Code

Part 2 (Hazard Assessment, Elimination & Control

REQUIREMENTS
Harassment and violence are workplace hazards and must be addressed on a hazard assessment. It identifies
situations that could put workers at risk for harassment or violence at the workplace. Before employers can
accurately determine what violence and harassment probabilities exist in their workplace they need to:
• Determine the nature and extent of the problem in their workplace.
• Determine what in the work environment may enhance opportunities for abuse, the individuals at highest
risk and the need for controls.
• Determine who has been a victim of violence or harassment in the past.
• Identify if there is a higher frequency in some occupational groups? Are there typical "at risk" workers.
such as females vs males, inexperienced vs. experienced workers?
• Determine the nature of the violence or harassment. Identify the hazard.
• Complete the evaluation process for hazard assessment to determine the potential for serious acts and
provide a risk rating.
• A hazard assessment form specific for assessing building hazards has been provided.
• The formal (positional) hazard assessments discussed in Part A needs to list violence and harassment
as a hazard.
• Element 3, Part D - Violence and Harassment is discussed in greater detail to assist in determination of
the types of controls that would best eliminate or reduce the risk.
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INTRODUCTION
DEFINITIONS
VIOLENCE
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. (Alberta OHS Act Section 1)

HARASSMENT
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. (Alberta OHS Act Section 1)

DOMESTIC VIOLENCE
A pattern of behaviour used by one person
to gain power and control over another with
whom they have or have had an intimate relationship.

Domestic Violence becomes a
workplace issue when it follows
a victim to work or occurs in the
workplace

OHS Code - Part 27, s.390.3

BULLYING
OHS Code Part 27, s.390.3
An act or verbal comment that could mentally hurt or isolate a person. Can include negative physical contact
but usually involves repeated incidents or pattern of behaviour that is intended to intimidate, offend, degrade, or
humiliate a particular person or group of people. (CCOHS). Bullying is a form of harassment.

CYBERBULLYING
Involves the use of information and communication technologies to support deliberate, repeated, and hostile
behaviour by an individual or group which is intended to harm others.
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VIOLENCE
Violence can come in many forms and can often start with harassing behaviours. It is important that employees
recognize violence, and how to safely respond to violent or potentially violent situations.

COMMON TYPES OF VIOLENCE
PHYSICAL
Attacks or acts of aggression, including:
• Hitting, punching, shoving, kicking, throwing objects, and kicking items near a person, etc.

THREATENING BEHAVIOURS
Behaviours that make a person feel unsafe - including":
• Shaking a fist in a person’s face, indicating an object could be used as a weapon against a person, trying to hit a
person or run them down with a vehicle or equipment, destroying property, throwing objects, etc.

THREATS
Verbal or written comments that indicate the intent to inflict harm on a person - including:
• Actions such as making comments, leaving threatening notes, or sending electronic correspondence.

DOMESTIC
All forms of violence when initiated by a former or current intimate partner - including:
• Stalking, financial control, and emotional or psychological intimidation and harassment.

SEXUAL
“Sexual violence exists on a continuum from obscene name-calling to sexual assault and/or
homicide. It includes online forms of sexual violence such as Internet threats and harassment, and
sexual exploitation"
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HARASSMENT
As mentioned earlier violent acts can often start with or include harassing behaviours. Employees and employers
must recognize harassing behaviours, know how to report them, and when to take action in an effort to prevent
the behaviours from escalating into violence.

COMMON TYPES OF HARASSMENT
Harassment comes in many forms. Some of the common types include:

Comments intended to offend, degrade, or humiliate a person.
Can include unwelcomed comments and gestures, name calling,
spreading rumours, deliberate misgendering, etc.

Behaviours intended to scare a person or group of persons. Can
include gestures, exclusion, or isolation, deliberately standing too
close, displaying, or circulating offensive materials or pictures,
etc.
Intentionally setting a person up to fail. Can include
unreasonable work demands, impossible deadlines or interfering
with work projects, intentionally withholding information, or
providing incorrect information, etc.

Verbal

Intimidation

Sabotage

Acts of aggression to gain power, intended to cause
psychological affects, or isolate a person or group of persons.
Can include both verbal and physical behaviours.

Bullying

The use of the Internet to harass, threaten, or maliciously
embarrass a person or group of persons. Can include unsolicited
and/or threatening emails.

Cyberbullying
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INCREASED RISK FACTORS & HIGHER RISK JOBS
There are certain workplace factors, processes, and interactions that can put people at an increased risk
for workplace violence. Some of these include:
• Working with the public.
• Handling money, valuables, or
prescription drugs (i.e. cashiers and
pharmacists)
• Carrying out inspections or
enforcement duties (i.e. security
and government employees, such as
police, correctional officers)

• Working alone or in small numbers
(i.e. store clerk, real estate agents)
or in isolated or low traffic areas
(i.e. washrooms, storage areas, utility
rooms)
• Working in community-based settings
(i.e. nurses, social workers, and other
home visitors)

• Providing service, care, advice,
or education (i.e. healthcare staff,
teachers)

• Having a mobile workplace.
(i.e. taxicabs, ride-share services,
public transit)

• Working with unstable or volatile
persons (i.e. social services,
councilors, crisis intervention)

• Working during periods of intense
organizational change (i.e. strikes,
downsizing)

• Working at/near premises where
alcohol is served or sold (i.e.
cashiers, food, and beverage staff)

HIGHER RISK TIME FRAMES
The time of day and time of year can also contribute to an increased risk of violence. Some of the factors to
consider include:
• working late night or early morning hours.
• tax return season.
• overdue utility bill cut-off dates; during the holidays.
• paydays.

REMEMBER
Violence and harassment are hazards and need to be included on the formal (positional) hazard
assessments, could possibly need to be included on the site specific hazard assessments, and additionally,
employers are wise to conduct a building hazard assessment to ensure all hazards have been identified
and controlled. Learn more about Violence and Harassment in Element 3 - Part D.
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EXAMPLE
EXAMPLE
FORM
VIOLENCE AND HARASSMENT - BUILDING

VIOLENCE AND HARASSMENT - BUILDING
Hazard

Does this
exist in
workplace?

Yes

No

Degree of Risk

High

X

Med.

Control Measures in place

Low

X

Other
Control
Measures
needed

Yes
• Security system/alarm in place

No

X

• Restricted employee entry
Entrance to
building

• Domestic Violence Reporting
protocol

• Visitor sign-in/out process
• Monitored by property management
No

High

Med.

Low

• Daytime hours entranceway
needs to be monitored by
employees
• Wear lanyard panic buttons/
or carry cellphones

• ID cards

Yes

Identify any additional Control
Measures needed specific to your
workplace

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

• Exit signs lit

Blocked
Stairwells/
exits

• Stairwells/exits unobstructed
(allow for quick escape)
• Adequate lighting

Walking to
and from
Parking
Lot

Yes

No

High

Med.

Low
• Parking area well lit
• Entrances well lit
• Monitored by security cameras
• Motion detected lighting

Yes

No

High

Med.

Low
• Able to lock entry to prevent
unwelcomed entry of strangers
• Able to summon assistance if needed
• Panic buttons directly linked to
immediate emergency personnel
response (i.e. police)

Working
after hours

• Process to leave via buddy system
• Security system armed
• Cell Phone/Radio
Workplace
located in
high crime
area

Yes

High

Med.

Low
• Third party security provided
• Relationship developed with
community police

Yes
Potential
for robbery

No

No

High

Med.

Low
• Money kept in locked areas
• Maximum $ limit established for site
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EMPLOYEE ENGAGEMENT

Formal
Hazard Assessments

TOPIC

SUGGESTIONS
• Have your HSC/HSR contribute to or lead to the creation of the formal hazard assessments
program.
• Enlist team leaders to own the process within their group/area. This should include engaging
team members to complete and review the documents and continuing to communicate all
related activities to their staff.
• Have those training new staff communicate the importance of these assessments during initial
training (on-boarding).
• Provide training to those that will lead the process.
• Have all staff review the completed hazard assessment for their position and ask them to
identify any other job tasks they conduct, and hazards that may have been missed.

ONGOING
REPORTING

Site-Specific
Hazard AssessmentS

• Encourage workers to assist in keeping these documents current.
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• Communicate the purpose and importance of the process to all employees.
• Provide training to all staff.
• Ensure leaders understand how the processes apply to their team/area.
• Encourage leaders to actively participate in the process from time to time.
• Require leaders to review completed assessments with their team whenever there have been
new hazards identified, or changes made to the process, and at least annually.

• Communicate the importance of identifying and reporting hazards to all employees.
• Ensure all staff know how they can report any hazards they notice during their workday.
• Implement a simple reporting process that can be used by all.
• Celebrate the receipt of any reported hazards.
• Follow-up on all reports, and communicate the outcome, good or bad (not doing so will negate
your efforts).
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DOES YOUR DOCUMENTATION INCLUDE ✔

DOES YOUR DOCUMENTATION INCLUDE THE FOLLOWING?
Audit Question

Poinnt
Value

Guidelines

Sug gested
Doc(s)

Have jobs been
inventoried for the
purpose of formal
hazard
assessments?

Points are awarded based on the percentage of jobs and occupations
inventoried compared to the number required as identified on staff
listings or organizational charts. Sampling is not acceptable for this
question.
Note: missing any will affect the scoring of the following
dependent questions.

List of job tasks
based on all
operations. Often a
detailed
organizational chart
will be used for this
question. Can also
be accompanied by
detailed employee of
job position summary
list.

0-10

Has the employer
compiled a list of
tasks associated with
each job?

Verified by review of formal hazard assessments.

All formal
hazards
assessments.

0-20

All formal
hazards
assessments.

0 - 10
health
hazards

ELEMENT 2. HAZARD ASSESSMENT

The various tasks associated with each occupation/job must be
identified. Notes must include examples and list any tasks that were
missed.
Points are awarded based on the percentage of tasks identified for jobs in
the inventory. The maximum score allowed for this question will be
determined by the total percentage awarded in question 2.1.
For example, if only 50% of the points are awarded in question
2.1 (e.g. 5 points), then a maximum of 50% (e.g. 10 points) can be
awarded in question 2.2.

Are health and
safety hazards
identified for the
tasks associated
with each job?

Verified by review of formal hazard assessments
Must include both health and safety hazards have been identified for
tasks where applicable. (Confirmed by question 2.2).
Consider the four categories for health and safety hazards, which
include:
• Physical (e.g. radiological, working at heights, lifting heavy
loads, extreme temperatures, violence, ergonomics, etc.)

0 - 10
safety
hazards

• Chemical (e.g. fumes, vapors, gases, waste products, etc.)
• Biological (e.g. bodily fluids, viruses, bacteria, moulds, etc.)
Points are awarded based on the average percentage of tasks for
which hazards have been identified. The minimum score allowed for
this question will be determined by the total percentage awarded in
question 2.2.

Note: All hazard categories may not be applicable to every task
identified on formal hazard assessments.
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DOES YOUR DOCUMENTATION INCLUDE ✔
DOES YOUR DOCUMENTATION INCLUDE THE FOLLOWING?

Audit Question

Guidelines

ELEMENT 2. HAZARD ASSESSMENT (cont’d)

Have the identified
health and safety
hazards been
evaluated according
to risk?

Verified by review of formal hazard assessments

Each hazard identified in question 2.3 must be assessed for
risk to determine priority using a consistent approach of at
least 2 factors (e.g. severity and likelihood).

Suggested
Doc(s)

Point
Value

All formal
hazards
assessments.

0-110

Provide training
records for those
that led the
formal hazard
assessment
creation and/or
most recent
reviews.

0-55

Written policy or
process that
contains the
required
information.
Usually in the
H&S manual/
program.

0 or 55

The maximum percentage allowed for this question cannot
exceed the percentage awarded in question 2.3.
Are employees
designated to lead
the formal hazard
assessment
process trained?

Is there a written
policy and/or process
to review formal
hazard
assessments?

Verified by review of formal hazard assessments and
training records.
Employees who lead the formal hazard assessment
process (e.g. managers, supervisors, team leaders, etc.)
must be trained. Names of those leading the process
should be on the formal hazard assessments and training
records should verify they were trained. Training may be
done internally or by a third-party provider.
Verified by review of formal hazard assessment policy and/
or process.
Written process must confirm a requirement to review
formal hazard assessments, and includes the following
criteria:
• On a regular basis to keep the results up-to-date.
• When changes are made to the operation or workrelated process
• When a new work process is introduced
• When site-specific hazard assessments identify a
new hazard
• When an inspection identifies a new hazard
• When an investigation identifies a new hazard
Points are awarded based on 100% positive indicators
from documentation.
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OHSMS

ELEMENT THREE
HAZARD
CONTROL

3

HAZARD CONTROL
SELF EVALUATION
HAZARD CONTROL
Question

Have controls been identified for the
hazards identified in:
• Formal hazard assessment
• Site-specific hazard assessment
• Violence/Harassment

What type of control was considered:
• Engineering controls
• Administrative controls
• Personal protective equipment

Were front-line workers and HSC/
HSR involved in identifying possible
controls?

Have you communicated controls to
the employees?

Has the employer identified who will
be responsible for ensuring controls
are being followed, and a process for
non-compliance?
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Yes

No

Action Needed

Assigned
to

To be
Completed
by

3

HAZARD CONTROL
SELF EVALUATION
HAZARD CONTROL
Question

Yes

No

Action Needed

Assigned
to

To be
Completed
by

Is there a preventative maintenance
schedule created based on
legislation and recommended
manufacturer's specifications?

Do records verify the preventative
maintenance schedule is being
followed?:

Do all employees understand
how they are evaluated and held
accountable to meet their assigned
health and safety responsibilities?

Do Managers/Supervisors enforce
the HSMS with their team?
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HAZARD CONTROL
INDUSTRY NOTES

In the previous element the focus was to identify hazards that may be present in the property management
sector. Element three explores ways to reduce employee exposure to these hazards.
The measures taken to either eliminate or reduce employee exposure to hazards are called control measures.
Although the hazards presented within your organization may be similar to another, they are still unique in many
aspects.
For this reason, each organization is expected to work through the process to determine what is reasonable and
what is practicable for the specifics of their work environment.
These controls play a significant role in the organizations due diligence process and are critical in proving that
appropriate actions were taken before an event occurred.

WITHIN THIS SECTION YOU WILL BE INTRODUCED TO:
• The “Hierarchy of Controls”, working through a descending process starting with the most effective
measure.
• The three main types of control measures include engineering, administrative, and personal protective
equipment (PPE).
• How to apply these controls to both the formal hazard assessment, site-specific and building hazard
assessment processes.
• Learn more about violence and harassment in the workplace, how to recognize and control it..

Keep in mind when identifying and implementing controls it is important to have a good understanding of the
applicable legislation, definitions within the law as well as employers responsibilities Many building operators,
through the course of their work, will encounter harmful substances.
It may be chemicals for cleaning, chemicals used to condition water, pesticides, not to mention asbestos or
carbon monoxide in a building. Having basic knowledge about how to deal with these situations will help to
ensure worker safety, including contract workers..

For more information please see Parts 4 and 29 of the OHS Code and OHS Code Explanation
Guide.
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HAZARD CONTROL
INDUSTRY NOTES
EMPLOYER RESPONSIBILITIES
If a worker may be exposed to a harmful substance at a work site, the employer must:
• establish procedures that minimize the worker’s exposure to the harmful substance,
• ensure that a worker who may be exposed to the harmful substance:
• is trained in the procedures
• applies the training, and
• is informed of the health hazards
Refer to OHS Code Part 2, ss 9 (1 through 5)

EMERGENCY CONTROL OF A HAZARD
When it is determined that action is required to control or eliminate a dangerous hazard to ensure the
health and safety if the workers, the employer must ensure only those workers competent in correcting the
condition, and the minimum number necessary to correct the condition, may be exposed to the hazard, and
that every reasonable effort must be made to control the hazard while the condition is being corrected.
Refer to OHS Code Part 2, Sec.10 ss. (1)(a)(b)

WHAT IS A HAZARDOUS PRODUCT?
According to the OHS Code Part 29, 394.1

A hazardous product means any product, mixture, material or substance classified in accordance with
the regulations made under subsection 15(1) of thee Hazardous Products Act (Canada) in a category or
subcategory of a hazard class listed in Schedule 2 of that Act.

WHAT IS A HAZARDOUS LOCATION?
A hazardous location referred to in Part 10 of the OHS Code is described in Part 10 of the OHS Code
as a place where fire or explosion hazards may exist due to flammable gases or vapours, flammable or
combustible liquids, combustible dust or flammable material. Reference the Canadian Electrical Code for
additional information.

WORKER EXPOSURE
Ensure the worker’s exposure is kept as low as reasonably achievable, and the worker’s exposure does not
exceed the occupational exposure limit.
Refer to OHS Code, Part 4 Section 16 (1) through (43.1)
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HAZARD CONTROL
INDUSTRY NOTES

WHY IS HAZARD CONTROL IMPORTANT?
• To control or eliminate hazards identified during the hazard identification process.
• To ensure workers are informed of the control measures developed and implemented for the identified
hazards related to their job tasks.

BENEFITS
Providing all work site parties with and safety and healthy work environment.

LEGISLATION
Examples include, but not limited to:
OHS Code

Part 2 (Hazard Assessment, Elimination and Control) s. (9) (10)

OHS Act

Part 3 (Joint Work Site HSC/HSR) s. 19 (c) (e)

OHS Act

Part 5 (Program and Practice) s. 37 (1)(b)

OHS Code

Part 4 (Chemical Hazards, Biological Hazards and Harmful Substances) s. 16

OHS Code

Part 5 (Confined Spaces) (44) (45)

OHS Code

Part 7 (Emergency Preparedness and Response)

OHS Code

Part 9 (Fall Protection)

OHS Code

Part 10 (Fire and Explosion Hazards)

OHS Code

Part 12 (General Safety Precautions)

OHS Code

Part 14 (Lifting and Handling Loads) – s. 210 (3)

OHS Code

Part 18 (Personal Protective Equipment)

OHS Code

Part 22 (Safeguards)

OHS Code

Part 25 (Tools, Equipment and Machinery)

OHS Code

Part 27 (Violence and Harassment) – s. 390.2, 390.3, 390.6, 391

OHS Code

Part 28 (Working Alone)

OHS Code

Part 29 (WHMIS)
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HAZARD CONTROL

3

CHAPTER THREE IS DIVIDED INTO FOUR PARTS

1

PART A
HAZARD CONTROL

2

PART B
MAINTENANCE & PREVENTIVE MAINTENANCE

3

PART C
ENFORCEMENT

4

PART D
VIOLENCE & HARASSMENT
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LEGISLATION
OHS CODE - PART 2
9(1) If an existing or potential hazard to workers is identified during a hazard assessment, an employer
must take:
(a) eliminate the hazards; or
(b) if elimination is not reasonably practicable, control the hazard
9(2) If reasonably practicable, an employer must eliminate or control a hazard through the use of
engineering controls.
9(3) If a hazard cannot be eliminated or controlled under subsection (2), the employer must use
administrative controls that control the hazard to a level as low as reasonably achievable.
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 .

EMERGENCY CONTROL OF HAZARD
10(1) If emergency action is required to control or eliminate a hazard that is dangerous to the safety or
health of workers:
(a) only those workers competent in correcting the condition, and the minimum number
necessary to correct the condition, may be exposed to the hazard; and
(b) every reasonable effort must be made to control the hazard while the condition is
being corrected.

10(2) Sections 7(2) and 7(3) do not apply to an emergency response during the period
that emergency action is required.
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HIERARCHY OF CONTROLS
IMPLEMENTATION GUIDELINE
Employers are expected to follow a hierarchy of controls.
Whenever possible, hazards should be eliminated or substituted. If this cannot be accomplished, then the
remaining hierarchy of controls should be applied accordingly. (OHS Code Part 2, s. 9)

Most
effective
Physically remove
the hazard
Replace
the hazard

Isolate people
from the hazard

Change the way
people work
Protect the worker with
Personal Protective Equipment
Least
effective

A preventative approach involves analyzing and understanding past incidents and
determining actions that can circumvent or avoid their re-occurrence.
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HIERARCHY OF CONTROLS
ELIMINATION
This control measure involves eliminating or removing the hazard from the workplace. It is the most effective as
the hazard is no longer present. Should always be the first step when applying the hierarchy.
EXAMPLE 1
Identified Risk:

Topping up batteries with water.

Control:

Replace batteries with a maintenance free battery.
EXAMPLE 2

Identified Risk:

Lifting and carrying materials off truck.

Control:

Replace lifting and carrying with using floor jack.

SUBSTITUTION
This form of control involves substituting a safer process or material for the hazardous process/material identified.
EXAMPLE 1
Identified Risk:

Control:

Cleaning solution found to be caustic and damaging to
environment if put down drains.
Substitute cleaning solution with a less caustic and more
environmentally friendly. (i.e. green products).

EXAMPLE 2
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Identified Risk:

Sandstone grinding wheels (causes severe respiratory
illness due to silica).

Control:

Substitute Sandstone with synthetic grinding wheel such
as aluminum oxide.
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HIERARCHY OF CONTROLS
ENGINEERING CONTROLS
If elimination is not possible, engineering controls should always be the organization’s next option because they
are implemented into the work environment and take limited or no actions from employees for them to be effective.

ISOLATION
This method of control involves designing and/or a modification to sites, equipment, ventilation systems and
processed which reduce the source of the exposure.
EXAMPLE
Identified Risk

Excessive noise emanating from equipment.

Control:

Enclosing the equipment creating an isolating barrier
between the hazard and the person
EXAMPLE

Identified Risk:

High voltage plant

Control:

Plant totally enclosed in fencing.

EQUIPMENT & WORKPLACE DESIGN
The provision of new and/or additional equipment or redesign of a workplace can be used to control
identified hazards.
EXAMPLE
Identified Risk:

A poorly designed clerical workstation resulting in a risk
of injury to the back, neck, shoulder and wrist.

Control:

Re-design the workstation to recommended ergonomic
specifications for the personnel including the provision of
equipment such as slope- boards, document holders, foot
stools and ergonomic chairs.
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HIERARCHY OF CONTROLS
CONTAINMENT
Ventilation, Dilution, Extraction. Containing or drawing away a hazard at the source so that personnel are
not exposed.
EXAMPLE
Identified Risk:

Carbon Monoxide fumes from a boiler or indoor
parking lot

Control:

Construction of a local extraction system to remove the
fumes at the source.

GUARDS
Must be provided when there is the potential for people to come into contact with hazardous situations to ensure
that no part of the person (including hair, clothing etc.) can be caught in the moving part. There are several
different types of guards, movable/ interlocked, fixed, and photoelectric beam.
EXAMPLE
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Identified Risk:

Accessible high speed rotating parts on a machine

Control:

Placing appropriate guards to prevent access to the
rotating parts.
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ENGINEERING CONTROLS - EXAMPLES
•Alarm System

Flooring

•Anti-fatigue mats

•Forklift blue-lights

•Auto dispensers/ feeders

•Gating

•Back-alarms/ sensors/ beepers

•Gel pads

•Back flow valves

•GPS system

•Bluetooth

•Handrails

•Bollards

•Handheld scanners

•Cabinet securement

•Hydraulic lifts

•Cages or containment

•Kill switch

•Chock blocks

•LCD Monitors

•Cranes

•Location of start switch

•Designated walkways

•Machine guarding

•Dollies/trollies/carts

•Panic alarms

•Edging (risers/stairs marked with
contrasting glow tape

•Pest traps

•Electrical grounding

•Seat belts

•Emergency kits

•Shower station

•Emergency lighting

•Speed bumps

•Emergency stop button

•Stabilizing bars

•Enclosure/fencing

•Swipe cards

•Entrance matting

•Tool rests

•Equipment design/re-design

•Two-way radio

•Ergonomic office chairs

•Vacuum systems

•Ergonomic workstation

•Ventilation systems

•Extension bars

•Welding blanket

•Fall restraint system

•Welding screen

•Fans

•Winter emergency kits

•File cabinet securement

•Winter tires

•Fire suppression system

•Workstation design

•Flares

•Yard lighting

•Roll cages

•Flashing beacons
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HIERARCHY OF CONTROLS
ADMINISTRATIVE CONTROLS
Administrative controls are the second most effective type of control measure. Administrative controls direct the
actions of employees and are often on paper. They typically involve the implementation of policies, practices,
procedures, and posting of signage. Examples include:

•Adequate housekeeping

•Job specific training

•Adequate Supervision

•Lockout/ tag out program

•Audiometric testing

•Manufacturers; operators
manual

•Competency evaluations/
training
•Defensive driving course

•Policies

•DOT Regulations

•Preventative maintenance
program

•Designated walkways
•Directional travel
•Driver abstracts
•Driver logbooks
•Emergency evacuation maps
•Employee assistance program
•Exposure monitoring /
surveillance

•Professional driver
improvement course
•Purchasing standards
•Racking inspection program
•Random testing
•Reporting forms
•Safe work practices

•Frequent breaks

•Safe work procedures

•Harassment prevention
program

•Signage/posters

•High visibility vest

•WHMIS

•H2S training

•Worker training

•Inspection program
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•Orientation

•Violence prevention programs
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HIERARCHY OF CONTROLS
PERSONAL PROTECTIVE EQUIPMENT
Personal protective equipment is often the easiest control to implement but is usually the least effective because
it only places a barrier between the worker and the hazard. PPE does nothing to reduce or eliminate the hazard;
therefore the hazard still exists. If the right PPE is not worn properly, when it is needed, or the PPE fails, the
workers are exposed to the hazard. Examples include:

• Apron

•Gloves - latex

• Cooling vests

•Gloves - leather

• Coveralls – industrial

•Gloves – rubber

• Coveralls - reflective

•Hard hat – CSA approved

• Dust masks

•Hearing protection – ear plugs

• Eye Protection – safety glasses

•Hearing protection – earmuffs

• Eye Protection – safety glasses with
side shields

•Lab coats/gowns

•Eye Protection - safety goggles

•Respiratory protection – quarter mask

•Face Protection – face shield

•Respiratory protection – half mask

•Foot Protection
•Footwear (Seasonal)

•Respiratory protection full cartridge

•Gloves – chemical resistant

•Respiratory protection – SCBA

•Gloves – Kevlar

•Winter Clothing

•Polarized sunglasses

TIPS
One type of hazard control may not be effective on its own. A combination of several types of hazard
controls often works well.
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ACTIVITY


Identify Methods of Control
Listed below are several common control measures that are widely used in today’s workplace. Identify each
control as either Engineering, Administrative or Personal Protective Equipment.

Steel Toed Boots
Roll Cage
Emergency Shut Offs
Eye goggles
WHMIS training
Safe work procedure
Automated dispenser
Gel mouse pads
Hard hats
Emergency Evacuation poster
High noise area signage
Vacuum systems on a power saw
Ear plugs
Sit-stand workstation
Non-slip strips on a kitchen floor
Sign-in sheets
Fall protection harness
Distracted Driving Policy
Handrails
No smoking while fueling rule
Caution tape
Face mask
The location of a start switch
A muffler
Speed bump
Speed limit sign
Company orientation
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STEPS TO COMPLETE HAZARD CONTROLS
* Steps 1 through 4 were discussed in the hazard identification/assessment section of this guide.

Steps

5

Eliminate or
Substitute hazards

6

Identify and
Implement Controls

7

Communicate and
provide Training

8

Monitor the
Controls

9

Review and Revise

Implementation

Find ways to eliminate or control the hazards, addressing
the hazards that pose the greatest risk first,

When hazards cannot be eliminated, identify controls for the
hazards in the following order:
Engineering,
Administrative,
Personal Protective Equipment

Provide communication and training/coaching in the
identification of hazards and the use of the controls to all
employees.

Continue to monitor the controls for their
effectiveness (i.e. an inspection program)

Review hazards and controls periodically and
revise as needed (minimum 3 years)
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HAZARD CONTROL PROCESS
STEP 5

ELIMINATE OR SUBSTITUTE HAZARDS

Find ways to eliminate or substitute the hazards and address the hazards posing the greatest risk
first. Elimination measures remove the hazard from the workplace altogether. Elimination means nobody is
exposed to the hazard.
Following elimination options, the employer should focus on methods that can substitute the hazard for something
that poses less risk. An example could include substituting cleaning agents to more environmentally friendly
products that are safer for the user, and the workers..

STEP 6

IDENTIFY AND IMPLEMENT CONTROLS

Using the information obtained in the Hazard Identification process, determine which hazards are already
effectively under control. Implement the controls to reduce the risk to a level as low as reasonably achievable.
Employers may find they have already implemented necessary control measures, such as policies, procedures,
or training programs. The process should look at all possible options using the hierarchy of controls, with a focus
on permanent solutions.
• Involve those affected by the hazards in the identification of controls. Workers performing the work will be able to
provide valuable insight into what controls might be needed. This also creates buy-in to the process.
• Re-assess the present controls to see if they can be improved, such as engineering out the hazard.•Address the
high priority hazards and highest risk job tasks first. Develop a plan of action to eliminate or control the hazards
that pose the greatest risk to the workers.
• Systematically work through the engineering, administrative, and PPE measures that could reduce exposure.
• Develop safe work practices and procedures for all jobs that have been identified, starting with the highest risk
tasks.
• Be specific when identifying control measures. Do not simply state follow safe work practice. State which specific
policy/procedure/practice should be followed. (i.e. SWP – Housekeeping, SWP – Lifting, SWP –Working Alone
etc.). This should be followed for PPE as well. Do not simply state gloves – state the specific type of gloves needed
(i.e. latex, gloves, chemical resistant gloves, neoprene gloves, leather work gloves, etc.).
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HAZARD ASSESSMENT - EXAMPLE
HAZARD
CONTROL - EXAMPLE

132
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HAZARD CONTROL PROCESS
STEP 7

COMMUNICATE AND TRAIN

Managers and supervisors are responsible to ensure affected workers are informed of the hazards
associated with their jobs, and the methods used to mitigate the hazards. For controls to be effective,
everyone involved must be aware of the expectations. This means managers and supervisors need to be
aware of the controls they are expected to communicate to their employees and later monitor.
Provide training for workers in the safe work practices and procedures, including the use, care,and maintenance
of PPE. These expectations must be communicated to all affected employees before they begin working.
Therefore, this communication should be included in orientation/on boarding processes. Employees must know
what controls they are expected to follow or apply before they begin conducting assigned tasks. Some methods
which might be considered include:
• Discussing hazards and controls during worker orientation.
• Developing training sessions for specific jobs.
• Worker mentorship/job shadowing.
• Posting safety information on health and safety bulletin boards.
• Discussing hazards and controls during safety meetings.

STEP 8

MONITOR THE CONTROLS

Employers are expected to monitor their workplace and their expected controls measures to ensure they remain
effective and reflective of their work environments. In efforts to meet this requirement, consider how control
measures will be monitored to ensure they are being followed and enforced.
Develop a method to ensure control methods (e.g. guards on machines) remain in place and are consistently used.
Parts of the health & safety management system, which can be used to assist in monitoring control measures,
include:
• Inspections completed by health and safety committee members.
• Management safety observations.
• Incident investigations.

Organizations should already have disciplinary process or employee enhancement programs in place. The
same can be used for health and safety non-compliance.
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HAZARD CONTROL PROCESS
STEP 9

REVIEW AND REVISE

Review and revise hazard assessments and controls as needed.
Ensure a requirement for an annual review of the formal assessment process is included in the Hazard Assessment
Policy. Also include a revised date on completed hazard assessment forms to help demonstrate how the
organization is continually updating these records.

A review of hazard assessments must be conducted:
• at reasonably practicable intervals to prevent the development of unsafe and unhealthy working conditions;
• at least once every three years;
• when a new work process is introduced;
• when a work process or operation changes;
• before the construction of significant additions or alterations to a work site.

Formal Hazard Assessments should also be updated whenever:
• an inspection report identifies a new hazard.
• an incident investigation identifies a new hazard.
• when site-specific hazard assessments identify a new hazard.

• health and safety representative and/or committee requests change.

REMEMBER
This course is designed to provide you with a basic overview of hazard assessment
processes. For additional training in hazard identification, evaluation and control
please go to www.aasp.ca. AASP offers a 4-workshop for hazard assessments in
classroom/live webinar or e-Learning.
For more information on hazard assessment and control, read the Government of For
more information on hazard assessment and control, read the Government of Alberta
Hazard Assessment and Control: a handbook for Alberta’s employers and workers
(BP018). It can be downloaded from the OHS resource portal at:

OHS-pubstore.labour.alberta.ca/bp018
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MAINTENANCE & PREVENTATIVE MAINTENANCE
EXERCISE #4
BUILDING YOUR PROGRAM
IDENTIFY AN EXAMPLE OF EACH TYPE OF CONTROL
Based on your knowledge of your organization, identify an example of each type of control which can be used,
or is currently in place.

ELIMINATION

SUBSTITUTION

ENGINEERING

ADMINISTRATIVE

PPE
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ACTIVITY #7

ACTIVITY
Add Controls to your
Formal Hazard
Assessment


Add Controls to your Formal Hazard Assessment

136
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MAINTENANCE & PREVENTATIVE MAINTENANCE
INTRODUCTION

WHY IS MAINTENANCE IMPORTANT?
To ensure equipment, vehicles, facilities and tools are maintained according to legislative requirements and
manufacturers’ specifications.

BENEFITS
• Reduction of equipment downtime.
• Equipment repaired prior to waiting until full breakdowns.
• Increases the efficiency of equipment to keep them running more effectively.
• Improved safety for everyone using the equipment.

LEGISLATION
Examples include, but not limited to:
OHS Regulation

Part 1 s. 12 (Equipment)

OHS Regulation

Part 1 s. 15 (Safety Training)

OHS Code

Part 15 (Managing the Control of Hazardous Energy)

OHS Code

Part 25 (Tools, Equipment and Machinery)

IMPLEMENTATION GUIDELINES
• Develop a process that prevents the use of defective equipment.
• Develop a policy/process requiring ongoing preventative maintenance for vehicles, equipment, facilities,
and tools.
• Develop maintenance schedule(s) according to:
- Relevant legislation (Fire Code, HSC, etc.)
- Manufacturer’s specifications
• Ensure preventative maintenance is being performed as required (work orders, logs).
• Identify system to be used for defective equipment (tag out, lockout, energy isolation)
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MAINTENANCE & PREVENTATIVE MAINTENANCE
PREVENTATIVE MAINTENANCE SCHEDULE — EXAMPLE

ITEM

REQUIREMENT

FREQUENCY

THIRD PARTY

ASSIGNED TO

EXAMPLE

EXAMPLE

EXAMPLE

EXAMPLE

Fire Extinguishers

Recertification

Annually

Third Party

Sprinkler System &
Alarm Panel

Recertification

Annually

Third Party

Site Supervisor

Kitchen
Suppression
System

Preventative
Maintenance &
Recertification

6 Months

Third Party

Site Supervisor

HVAC

Change Filters

Annually

Maintenance Person

Maintenance Person

Company Vehicle

Preventative
Maintenance

As per vehicle
manual

Third Party

Vehicle Owner/
Operator

Mobility Elevator

Preventative
Maintenance

Annually

Third Party

Site Supervisor

Mobility Elevator

Recertification

Annually

AEDARSA

Site Supervisor
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MAINTENANCE & PREVENTATIVE MAINTENANCE
EXERCISE #5
BUILDING YOUR PROGRAM
DEVELOP A PREVENTATIVE MAINTENANCE GUIDELINE/POLICY
The guideline/policy should identify:
• Requirements for vehicles, equipment, facilities, and tools
• System to be used for defective equipment (tag out, lock out, energy isolation,etc.)
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WHY IS ENFORCEMENT IMPORTANT?
• To ensure management takes immediate action to deal with serious risks before there is an injury or loss.
• To promote and achieve compliance with company requirements.
• To ensure anyone who breaches health and safety requirements, or who fails in their responsibilities can
be held accountable.

BENEFITS
• Maintains consistency of health and safety management system throughout the organization.

LEGISLATION
Examples include, but not limited to:
OHS Act

Part 6 (Minister and Staff)

OHS Act

Part 8 (Compliance and Enforcement)

OHS Act

Part10 (Offences and Penalties)

IMPLEMENTATION GUIDELINES
• Ensure enforcement of legislation, as well as rules and policies of the company’s health and safety
management system. It is important for management to understand their responsibility in enforcing the
use of control measures.
• Types of enforcement could include corrections while conducting observational tours, coaching/
mentoring,progressive discipline,
• Employers are also subject to administrative fines and prosecution by OHS.
• Develop and implement a disciplinary policy to ensure employees know how they will be held
accountable for following company policies and procedures, and what will take place if non-compliant.
• Develop and implement a method for documenting the use of the enforcement policy.

Positive reinforcement goes a long way in encouraging safe and healthy behaviours at the workplace!
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DISCIPLINARY POLICY — EXAMPLE

This policy is intended to provide rules and guidelines for administering disciplinary action to employees who
violate safety rules and procedures or who, by their record or actions, indicate a disregard for safety.
Safety related disciplinary action will be administered through the immediate Supervisor and/or Manager. The
purpose of this policy is to enhance safety awareness in all employees, and to motivate them to perform their
work safely, in accordance with established safety rules, procedures, and instructions. Circumstances leading
to disciplinary action listed below are conditions that could be considered for disciplinary action under the
provisions of this policy:

A.

Violation of a supervisor’s safety related instructions.

B.

Violation of established safety rules and/or procedures.

C.

Violation of instructions on posted safety related signs.

D.

Obvious unsafe actions as may be indicated by the improper use
of equipment, horseplay or practical joking, poor housekeeping
practices, etc.

E.

Lack of concern toward safety instructions and programs.

The above circumstances are not intended to be all-inclusive. Any other circumstances that indicate an
employee’s disregard for their own safety, the safety of others, or the neglect of proper care for equipment,
may also result in disciplinary action under the provisions of this policy.
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ELEMENT 3
JOB SAFETY OBSERVATION FORM — EXAMPLE
HAZARD CONTROL

ENFORCEMENT ‒ SAMPLE ‒

JOB SAFETY OBSERVATION FORM
Job Task:
Date:

Time:

Employee Name:
Supervisor Name:
Work Task being Observed:

Is a Safe Work Procedure required?

Yes

No

Was correct Produce Followed?

Yes

No

Yes

No

Unsafe Acts or Unsafe Conditions Noted

Was Job Observation Reviewed with Employee

Corrective Actions Recommended

Supervisor's Signature

Date

MODULE ONE | GUIDE TO DEVELOP AN OCCUPATIONAL HEALTH & SAFETY MANAGEMENT SYSTEM
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EXERCISE #6
BUILDING YOUR PROGRAM
DEVELOP AN ENFORCEMENT POLICY
Develop an enforcement policy to ensure all employees are informed about their specific
responsibilities and how they will be held accountable for following company requirements (e.g.
policies, procedures, training)
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SELF EVALUATION
VIOLENCE
Question

Yes

No

Action Needed

Assigned
to

To be
Completed
by

Do you have a Violence Prevention
Policy? Includes but not limited to:
• Commitment to eliminating or
controlling violence.
• Responsibility to investigate any
incidents of violence.
• Commitment to maintain
confidentiality of person
information of those involved.
• Statement the policy is not
intended to discourage a
worker from exercising their
rights.
Do you have Violence Procedures
developed? Including but not limited
to:
• The hazards related to specific,
general, or potential violence.
• Eliminating or controlling the
hazard of violence.
• How to obtain assistance when
an incident of violence occurs.
• How to report violence.
• How to investigate an incident of
violence and implementing.
• Control measures as
appropriate.
• Informing the parties involved of
the results of the investigation,
and corrective actions.

Do you train employees regarding
the Violence Prevention Plan?
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SELF EVALUATION
HARASSMENT
Question
Do you have a Harassment
Prevention Policy?
• Commitment to eliminating or
controlling harassment
• Responsibility to investigate
any incidents of harassment
and take corrective actions.
• Commitment to maintain
confidentiality of person
information of those involved.
• Statement the policy is not
intended to discourage a
worker from exercising their
rights.

Do you have Harassment
Procedures developed?
• How to report harassment.
• Documenting, investigating,
and preventing harassment.
• Informing the parties
involved of the results of the
investigation, and corrective
actions.

Do you train employees regarding
the Harassment Prevention Plan?

Do you review the Harassment
Policies and Procedures regularly?
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Employers have a legislated responsibility to implement violence and harassment prevention plans and train their
employees on how to identify, prevent, and respond to these types of situations. It is essential that organizations
and all employees recognize how violence and harassment can affect their workplace and acknowledge their
responsibility to apply expected measures to mitigate exposure.
Employers must recognize the types of violence and harassment that could be present and what types of incidents
could occur, both in the workplace and while employees conduct off-site tasks such as:
• Business related driving or running company errands.
• While attending training or meetings, and online.

WHY IS THIS IMPORTANT?
• To ensure the employer has made sufficient effort in the elimination or reduction of workplace violence
and harassment.
• To ensure employees understand what acceptable and unacceptable behaviour is, how it to recognize it,
and to have a reporting system.

BENEFITS
• Educates employees from all levels how to identify, reduce and address violence and/or harassment
situations.
• Reduction and elimination of workplace violence and/or harassment.

LEGISLATION
OHS Act

Part 1 (Obligations of Work Site Parties)

OHS Act

Part 27 (Violence and Harassment)

OHS Code

Part 2 - Hazard Assessment, Elimination and Control
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In this section we will review legislated workplace violence and harassment requirements and outline some of
the key information and/or tools that could be used to help identify, prevent, and respond to common types of
workplace violence and/or harassment.
Although workplace violence and harassment legislation has been a focus in the past, in 2018 Alberta enhanced
legislative requirements to ensure companies have written policies, procedures, and training programs in
place. Both employees and employers have clear responsibilities towards preventing violence and harassment
situations from occurring. In efforts to prevent workplace violence and harassment an organization’s Health &
Safety Management System must focus on awareness, prevention, reporting, investigating, and taking actions
aimed at future prevention.

1
AWARENESS

2
PREVENTION

Employers must identify
Employers must educate
situations where employees
their employees on the
could be subjected to
hazards of workplace
violence or harassment in
violence and harassment,
their workplace, preparing
including how to recognize
a plan and instructing
signs of danger, what to do
their employees on how to
about and how to
prevent potential situations.
report it.

3
REPORTING

4
INVESTIGATION

5
TAKING ACTIONS

All employees must
Employers must investigate
Employers must take action
recognize both their
any incident of workplace
to prevent repeat situations.
rights and responsibilities
violence or harassment.
for reporting workplace
violence and harassment to
their employers.
The employer and their
representatives (managers,
supervisors) must
understand how to respond
properly to the reports.

This information is not intended to replace legislated requirements or be used in all situations!
Human behaviours can be unpredictable therefore there is no one-size-fits-all solution in any aspect of
workplace harassment and violence. However, if we all do our part and work together, we can try to prevent
incidents and take actions to prevent repeated incidents, as required by legislation.
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DEFINITIONS
VIOLENCE
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. (Alberta OHS Act Section 1)

HARASSMENT
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. (Alberta OHS Act Section 1)

DOMESTIC VIOLENCE
A pattern of behaviour used by one person to gain power and
control over another with whom they have or have had an intimate
relationship.

Domestic Violence becomes a
workplace issue when it follows
a victim to work or occurs in the
workplace.

BULLYING
An act or verbal comment that could mentally hurt or isolate a person. Can include negative physical contact
but usually involves repeated incidents or pattern of behaviour that is intended to intimidate, offend, degrade, or
humiliate a particular person or group of people. (CCOHS).

CYBERBULLYING
Involves the use of information and communication technologies to support deliberate, repeated, and hostile
behaviour by an individual or group which is intended to harm others.
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LEGAL OBLIGATIONS
EMPLOYEE EXPECTATIONS
All employees have legislated obligations towards preventing workplace violence and harassment.

OHS legislation states that:
• Employers must ensure none of their employees are subject to or participate in

violence or harassment at the work site.
• Supervisors must ensure that none of the workers they supervise are subjected

to or participate in workplace violence or harassment.
• All workers must refrain from causing or participating in harassment or violence.

EMPLOYER EXPECTATIONS
We have already reviewed the employer’s obligation to do what is reasonably practicable to protect employees
and prevent incidents from occurring. This includes risks related to violence and harassment. When completing
hazard assessment activities, the employer is required to assess violence and harassment as workplace hazards,
and apply control measures to prevent such exposures.

WRITTEN PROGRAM (PLANS)
Alberta employers must develop and implement workplace violence and workplace harassment prevention plan
that includes prevention policies and prevention procedures. Employers must also implement an emergency
response plan and prepare people to deal with emergency situations that could result in an evacuation or a
rescue. Because procedures for responding to violent situations can often require an evacuation or rescue,
violent situations should be considered in the organization's emergency response plan. For this reason, your
HSMS should include:

Workplace Violence Prevention Plan
- Policy / Organization specific procedures for employees to follow.
Workplace Harassment Prevention Plan
- Policy / Organization specific procedures for employees to follow.
Violence and Harassment prevention and response training program for all
employees.
Emergency Response Plan (Violence)
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EMPLOYER EXPECTATIONS ...continued

INVOLVING WORKERS
The organization is expected to involve their HSC/HSR in the creation of their prevention plans. If there is no
Health & Safety Committee/Representative, the organization must involve affected workers.

TRAINING
The organization must ensure workers are trained in:
• Recognizing violence and harassment.
• The prevention programs (policies, procedures, control measures).
• Appropriate response procedures for violence and harassment situations.
• Procedures for reporting, investigating, and documenting violence and harassment.
• How to obtain immediate assistance.
Training should also include role specific training. For example, members of the management team, HR and even
the HSC/HSR may need additional training to learn how to handle such situations, should they be in receipt
of a report. Examples of potential training could include emergency response, handling reports, investigating,
resolving, and communicating results. This training should be specific to their potential role.

INVESTIGATIONS
Employers have a responsibility to investigate all reports of workplace violence and/or harassment. Investigations
are conducted to determine what contributed to the incident, and how repeat incidents will be prevented going
forward. Employers must:
• Identify deficiencies in the HSMS that allowed the event to occur (if applicable).
• Take action to address the deficiencies to prevent it from happening again.
• Prepare an investigation report outlining the circumstances of the incident and the corrective action.
• Inform involved parties of investigation results.

Employers must retain their investigation report for at least 2 years after the incident.
Keep it readily available and provide a copy to Alberta OHS on request.
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LEGAL OBLIGATIONS
It must be noted that legislation also requires the HSC/HSR participate in the investigation of serious
incidents (OHS Act Part 5, s. 40).
Because some workplace violence and harassment situations may not pose risk to others, the Alberta
Government has clarified that an employer is only required to involve the HSC/HSR or affected staff in the
investigation of workplace related violence and harassment incidents if they resulted in an employee being
hospitalized or fatally injured.
Employers can choose to exceed these expectations if they choose to as long as they maintain
required confidentiality.

INFORMING INVOLVED PARTIES
The employer must inform all parties involved in an incident of the investigation results and the actions to be
taken. It is essential the employer does not disclose personal information or any information regarding the
circumstances or people involved that are not necessary for the protection of others or required by law.

TREATMENT OR REFERRALS
When a worker reports adverse symptoms resulting from a workplace violence or harassment incident, the
employer/manager must advise them to consult a health professional of their choice for treatment or referral.
An example could be a cashier who witnesses an armed robbery and sends a text message to their Store
Manager that they are afraid to come to work because of the incident, therefore they are taking a personal day.
The Manager would have an obligation to advise them to seek treatment.
(For further Information reference Alberta OHS, Code 27, s. 391.2 & 392)

REVIEWS AND REVISIONS
The workplace violence and workplace harassment policies and procedures must be reviewed and updated at
least once every three years. The policies and programs should also be reviewed, and updated (if required),
whenever a workplace violence or harassment incident occurs, or whenever the HSC/HSR recommends a
review take place.

Best Practice
All program elements should be reviewed and revised annually (if required).
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VIOLENCE
Violence can come in many forms and can often start with harassing behaviours. It is important that employees
recognize violence, and how to safely respond to violent or potentially violent situations.

COMMON TYPES OF VIOLENCE
PHYSICAL
Attacks or acts of aggression. Including:
• Hitting, punching, shoving, kicking, throwing objects, and kicking items near a person, etc.

THREATENING BEHAVIOURS
Behaviours that make a person feel unsafe. Including:
• Shaking a fist in a person’s face, indicating an object could be used as a weapon against a person,
• Trying to hit a person or run them down with a vehicle or equipment, destroying property,
• Throwing objects, etc.

THREATS
Verbal or written comments that indicate the intent to inflict harm on a person. Including:
• Actions such as making comments, leaving threatening notes, or sending electronic correspondence.

DOMESTIC
All forms of violence when initiated by a former or current intimate partner. Including:
• stalking, financial control, and emotional or psychological intimidation and harassment.

SEXUAL
Sexual violence exists on a continuum from obscene name-calling to sexual assault and/or homicide. It includes
online forms of sexual violence such as Internet threats and harassment, and sexual exploitation”
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HARASSMENT
As mentioned earlier violent acts can often start with or include harassing behaviours. Employees and employers
must recognize harassing behaviours, know how to report them, and when to take action in an effort to prevent
the behaviours from escalating into violence.

COMMON TYPES OF HARASSMENT
Comments intended to offend, degrade, or humiliate
a person. Can include unwelcomed comments and
gestures, name calling, spreading rumours, deliberate
misgendering, etc.

VERBAL

Behaviours intended to scare a person or group of
persons. Can include gestures, exclusion, or isolation,
deliberately standing too close, displaying, or circulating
offensive materials or pictures, etc.

INTIMIDATION

Intentionally setting a person up to fail. Can include
unreasonable work demands, impossible deadlines or
interfering with work projects, intentionally withholding
information, or providing incorrect information, etc.

SABOTAGE

Acts of aggression to gain power, intended to cause
psychological affects, or isolate a person or group
of persons. Can include both verbal and physical
behaviours.

BULLYING

The use of the Internet to harass, threaten, or maliciously
embarrass a person or group of persons. Can include
unsolicited and/or threatening emails.

CYBERBULLYING
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WORKPLACE HARASSMENT — EXCEPTIONS
According to the Alberta Government (Harassment & Violence in the Workplace) any reasonable
actions taken by an employer or supervisor, while managing and directing workers, are not
considered harassment.

Reasonable actions, considered to be part of the manager’s or supervisor’s work functions, when done fairly
these actions should not be considered workplace harassment, such as:
• changing work assignments.
• scheduling, assessing, and evaluating work performance.
• inspecting workplaces.
• implementing health and safety measures.
• taking disciplinary actions such as dismissing, suspending, demoting, or reprimanding with just cause.

Differences of opinion or minor disagreements between coworkers are also not generally considered to be
workplace harassment, but can turn into harassment if steps are not taken to resolve the conflict.

Other situations not typically considered workplace harassment can include:
• difficult conditions of employment such as professional practice limitations.
• organizational changes.
• financial restrictions.
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INCREASED RISK FACTORS
HIGHER RISK JOBS
There are certain workplace factors, processes, and interactions that can put people at an increased risk for
workplace violence. Some of these include:

• Working with the public
• Handling money, valuables, or prescription drugs
• Carrying our inspections or enforcement duties
i.e. security and government employees, such as
police, correctional officers.
• Providing service, care, advice or education,
i.e. health care staff, teachers
• Working with unstable or volatile persons,
i.e. social services, councilors, crisis intervention

• Working at/near premises where alcohol is served
or sold, i.e. cashiers, food and beverage staff
• Working alone or in small number, i.e.store clerks,
real estate agents,
or in isolated or low traffic areas, i.e. nurses, social
workers and other home visitors
• Having a mobile workplace, i.e. taxi cabs, ride-share
services, public transit
• Working during periods of intense organizational
change, i.e. strikes, downsizing

HIGHER RISK TIME FRAMES
The time of day and time of year can also contribute to an increased risk of violence. Some of the factors to
consider include:
• working late night or early morning hours.
• tax return season.
• overdue utility bill cut-off dates; during the holidays.

• paydays.
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CONSEQUENCES OF VIOLENCE/HARASSMENT
It is never easy to predict if or when a person is going to become violent. However, there are some warning
signs that indicate a situation may turn violent. Therefore, it is especially important to understand that each
person is different. When you recognize escalating behaviours or indications of looming violence, your
safety is of utmost importance. Your goal is to remove yourself from the situation and get to safety as soon
as possible.
CCOHS suggests taking note if:
• There is a change in the person’s behaviour patterns.
• The frequency and intensity of the behaviours are disruptive to the work environment.
• The person is exhibiting many of the following behaviours, rather than just a few.

WARNING SIGNS TO WATCH FOR
Behaviours/warning signs that may indicate the potential for violence include:
Crying, sulking, or temper
tantrums

Excessive absenteeism or
lateness

Disrespect for authority

Faulty decision-making

Complaints of unusual and/
or nonspecific illnesses

Increased mistakes or
errors, or unsatisfactory
work quality

Refusal to acknowledge job
performance problems

Testing the limits to see
what they can get away with

Swearing or emotional
language

Misinterpretation of
communications from
supervisor or coworkers

Making inappropriate
statements

Inability to focus
forgetfulness, confusion
and/or distraction

Inappropriate romantic
obsession

Blaming others for mistakes

Complaints of unfair
personal treatment

Talking about the same
problems repeatedly
without resolving them

Insistence that he or she is
always right

Handles criticism poorly

Social isolation
(withdrawing from others)

Personal hygiene is poor or
ignored

Sudden and/or
unpredictable change in
energy level

Pushing the limits of
acceptable conduct or
disregarding the health and
safety of others

Holding grudges, especially against his or her supervisor.
Verbalizes hope that something negative will happen to the
person against whom he or she has a grudge.

Keep in mind: Some people will not display any signs.
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There are other warning signs of potentially violent people.
Some of these include:

HISTORY OF VIOLENCE
Can include a fascination with past workplace violence,
extreme interest or obsession with weapons, demonstrating
violence towards inanimate objects, evidence of earlier
violent behaviours.

THREATENING BEHAVIOURS
Can include stating the intention to hurt someone, holding
grudges, excessive behaviours, escalating threats that
appear well-planned, preoccupation with violence. Can
also include verbalized intentions of self- harm or suicidal
comments like “I cannot go on like this”.

INCREASE IN PERSONAL STRESS
Can include an un-reciprocated romantic obsession,
serious family or financial problems, or recent job or personal loss.

NEGATIVE PERSONALITY CHARACTERISTICS
Can include suspicion of others, sense of entitlement, feeling victimized, displaying a lack of concern for the
safety and well-being of others, blaming others, low self-esteem, and not taking criticism.

MARKED CHANGES IN MOOD OR BEHAVIOURS
Can include extreme or bizarre behaviours, irrational beliefs and ideas, appears depressed or expresses
hopelessness or heightened anxiety, a marked decline in work performance, and demonstrating a drastic change
in belief systems.

ALCOHOL AND DRUG ABUSE
According to Dictionary.com it is also known as substance abuse and described as:

“ Long-term, pathological use of alcohol or drugs, characterized by:
• daily intoxication,
• inability to reduce consumption, and
• impairment in social or occupational functioning…”
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HAZARD CONTROL REQUIREMENTS
Harassment and violence are workplace hazards and must be addressed during a hazard assessment.
It identifies situations that could put workers at risk for harassment or violence at the workplace.
Before employers can accurately determine what violence and harassment probabilities exist in their workplace
they need to:
• Determine the nature and extent of the problem in their workplace.
• Determine what in the work environment may enhance opportunities for abuse, the individuals at highest risk and
the need for controls.
• Determine who has been a victim of violence or harassment in the past.
• Identify if there is a higher frequency in some occupational groups? Are there typical "at risk" workers, such as
females vs males, inexperienced vs. experienced workers?
• Determine the nature of the violence or harassment. Identify the hazard.
• Complete the evaluation process for hazard assessment to determine the potential for serious acts and provide a
risk rating.
• Determine what types of controls would best eliminate or reduce the risk through development of a policy and plan.
• Need to communicate to all employees the hazard assessments, policy, and plan to ensure understanding. It is
paramount for employees to know how to recognize harassment and/or workplace violence, how to report and
know these incidents will be thoroughly investigated.

REMEMBER
This course is designed to provide you with a basic overview of hazard assessment
processes.
For additional training in hazard identification, evaluation and control or workplace
violence please go to www.aasp.ca.
AASP offers specific detailed Hazard Assessment and Methods of Control in
classroom/live webinar or e-Learning. As well, Module 8 is a detailed course
about workplace violence and harassment.
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EXAMPLE

VIOLENCE & HARASSMENT - BUILDING ASSESSMENT
Hazard

Does this
exist in
workplace?
Yes

Entrance to
building

No

Degree of Risk

High

X

Med.

Control Measures in place

Low

X

• Security system/alarm in place

Other
Control
Measures
needed

Identify any additional Control
Measures needed specific to
your workplace

Yes

• Daytime hours entranceway
needs to be monitored by
staff

No

X

• Restricted employee entry

• Wear lanyard panic buttons/
or carry cellphones

• Staff ID cards
• Visitor sign-in/out process

• Domestic Violence Reporting
protocol

• Monitored by property management
Yes

No

High

Med.

Low

Yes

No

Yes

No

Yes

No

Yes

No

Yes

No

• Exit signs lit

Blocked
Stairwells/
Exits

• Stairwells/exits unobstructed
(allow for quick escape)
• Adequate lighting
Yes

No

High

Med. Low
• Parking area well lit

Walking to
and from
Parking
Lot

• Entrances well lit
• Monitored by security cameras
• Motion detected lighting
Yes

No

High

Med.

Low
• Able to lock entry to prevent
unwelcomed entry of strangers
• Able to summon assistance if needed

Working
after
hours

• Panic buttons directly linked to
immediate emergency personnel
response (i.e. police)
• Process to leave via buddy system
• Security system armed
• Cell Phone/Radio

Workplace
located in
high crime
area

Yes

High

Med.

Low
• Third party security provided
• Relationship developed with
community police

Yes
Potential
for robbery

No

No

High

Med.

Low
• Money kept in locked areas
• Maximum limit established for site

page 142

— PART D —
VIOLENCE & HARASSMENT

3

RESPONDING TO HARASSMENT
PROCEDURES
Regardless of the procedures in place, safety is
always the first priority. If at any point you feel
you or others are in a potentially life-threatening
situation, get to a safe location and call 911
immediately!

DO YOU FEEL YOU ARE BEING BULLIED OR HARASSED?
CCOHS suggests you start by telling the person their behaviours are not acceptable and ask them to stop, this
can sometimes be enough to end such behaviours. The aggressor may not realize their behaviours are offensive to
others.

STEPS TO TAKE
Firmly tell the person that their behaviour is not acceptable and ask them to stop. You can ask a supervisor
or a union member to be with you when you approach the person.
Keep a factual journal or diary of daily events. Record the date, time, and what happened in as much detail as
possible. Include the names of witnesses and the outcome of the event.
Keep copies of any letters, memos, emails, faxes, etc., received from the person.
Report the harassment to the person identified in the workplace policy, your supervisor, or a delegated
manager. If you feel your reported concerns are minimized, proceed to the next level of management.
Do Not Retaliate. You may end up looking like the perpetrator and will most certainly cause confusion for those
responsible for evaluating and responding to the situation.

REPORTING
Reports should include:
• Name and contact information of complainant(s).
• Name, position, and contact information of alleged harasser (if known).
• Names and contact information of any witnesses or others with relevant information.
• Details of alleged incidents including what has occurred, when (dates), where, and frequencies.
• Supporting documentation such as copies of electronic communication and lists of other potentially related items
that others may have in their possession

page 143

— PART D —
VIOLENCE & HARASSMENT

3

RESPONDING TO HARASSMENT
IS THE ALLEGED AGGRESSOR YOUR SUPERVISOR?
If the alleged aggressor is the person you are expected to report the unacceptable behaviours to, contact the
Human Resources department or your health and safety representative.
If these individuals are not available to you or this person(s) also reports to the alleged harasser, contact a senior
management representative that you are comfortable discussing the concerns with.

ARE YOU CYBERBULLIED BY EMAIL?
If the harasser is known to you, DO advise them that you do not want them to contact you again.
• DO block the harasser from sending you email, whether you know
them or not. If you cannot block them from sending you email,
divert all emails into a separate folder.
• DO NOT reply to unsolicited, harassing, or offensive emails if the
harasser is not known to you. By responding you confirm that your
email address is valid and active.
• DO NOT open attachments as they may contain viruses. DO keep a
log of any harassing activities.
• DO keep both printed and electronic copies of all offending
communication, do not edit or alter them in any way.
• DO advise your supervisor and/or the manager responsible for
your organization’s email/Internet system, if the messages are
being sent on your work email. If appropriate call the police.

If you have the harasser to
stop contacting you and
they continue to harass you,
contact their Internet Service
Provider (ISP)
The ISP will likely have clear
policies on the use of their
services and shut down the
harasser's email address.
(The ISP is typically the
domain name that comes after
the "@" symbol in an email
address).

ARE YOU HARASSED ONLINE?
If you are being harassed through online chat rooms, online discussion groups, or through social media sites,
obtain the organizations “Terms and Conditions” information, review the information, and then contact the site’s
service administrator with valid violation concerns.
Although you may feel that you need to reply in efforts to defend or protect yourself, avoid retaliation. Most bullies
are looking to get a reaction, and a reaction could result in potentially harmful consequences.
Remove yourself and your contact information from the site or group!
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RESPONDING TO VIOLENCE
Regardless of the procedures in place, safety is
always the first priority. If at any point you feel
you or others are in a potentially life-threatening
situation, get to a safe location and call 911
immediately!

DEALING WITH WORKPLACE VIOLENCE SITUATIONS
CO-WORKER RELATED VERBAL, PHYSICAL ASSAULTS OR THREATS
• Advise the employee that you are uncomfortable with the situation.
• Walk away and report the incident to management.
• If the situation escalates into violence call 911.

ROBBERY/ UNWANTED VISITORS IN THE
WORKPLACE
• Cooperate, speak calmly, and do not argue.
• Make mental notes of situation and description of people.
• Leave area, building, vehicle if safe to do so.
• Call Police as soon as it is safe to call.
• Lock doors and remain calm until Police arrive.
• Apply First Aid to any injuries.
• Notify management.

Human Behaviours are
unpredictable and can
escalate without warning.
These guidelines are only
intended to provide basic
response information and
may not be appropriate in all
instances
Call 911 immediately
whenever violence
threatens lives!

ROAD RAGE
• Do not escalate the situation, back off or change direction of
travel if possible. Lock the doors and do not get out of the vehicle.
• Call 911 if you are being followed and drive to the nearest police station. Provide a license plate number
whenever possible.
• Remain calm.
• Report physical assault, and property damage to the police.
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RESPONDING TO VIOLENCE
DOMESTIC SITUATIONS IN THE WORKPLACE
Domestic situations can escalate quite quickly and become extremely dangerous, because they are typically
caused by heightened emotions. When domestic situations escalate into the workplace, you will not likely be
able to help even if you know both parties. Remove yourself from the area, advise others in the area to evacuate
and call 911.

ACTIVE SHOOTERS OR OTHER VIOLENT SITUATIONS
Your safety is always of utmost importance. In extreme situations where injury is almost certain use the
RUN-HIDE- FIGHT method.

RUN away as fast and as far as you can. If you cannot escape by
running, hide.

HIDE out of sight, if you cannot run and/or hide, fight.
FIGHT as hard as you can as long as you can. Run as soon as you
have the chance.

AFTERWARDS
Once the situation has ended, complete and submit an incident report. Be sure to document all details, using
a witness statement, while the details are fresh in your mind. Your employer will conduct an investigation, your
participation is essential.

FURTHER SUPPORT
If you are having a tough time coping with the situation or feel you need further assistant to help deal with the
psychological effects of violence, bullying or harassment, contact your company’s Employee Assistance Plan
(EAP).
If you do not have an EAP, consult a counselor or call 211 or 811 to determine what other services might be
available to you through Alberta Health Services or the Alberta Government.
If you are experiencing personal effects from the event(s) it is critical that self-care become part of your healing
process. If you are uncomfortable seeking outside help, be sure to talk to someone you trust such as a friend,
family member, or co-worker.
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VIOLENCE REPORTING
WORKER’S WORKPLACE VIOLENCE REPORTING
When an employee experiences workplace violence, their safety is of utmost importance. Procedures for dealing
with active violent people are outlined in the Emergency Response Plan (ERP). The general rule of thumb is to
Run ▸ Hide ▸Fight.
If the situation poses further risk, affected people should:
• Get to a safe location immediately and notify others whenever possible.
• Call 911 as soon as they are able to.
• Contact a manager (once able) and advise them of the situation.
• Complete an incident report form upon your return to the office.
When the violent situation no longer poses risk to others, a management representative should be contacted as
soon as possible. Complete an incident report form and provide it to your supervisor.

EMPLOYER’S WORKPLACE VIOLENCE REPORTING
Whenever an employer is made aware of a workplace violence situation, they should immediately:
• Assess the scene to ensure further risk has subsided. If people remain at risk (internally or externally)
Call ll 911immediately and activate the ERP.
• Render first-aid to any individuals injured during the incident.
• Provide further medical care, if needed.

Once the risk of any further violence has been subsided, an incident report should
be completed. All witnesses should complete a witness statement form.
All records must remain confidential, unless information is deemed necessary to
meet requirements.

(See Investigation section, Element 9)
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HARASSMENT REPORTING
WORKER’S HARASSMENT REPORTING
Workers are expected to report workplace harassment situations that they have experienced or witnessed.
The report should be made to the worker’s immediate supervisor or to Human Resources in a timely manner. If
the worker is uncomfortable reporting to their immediate supervisor, or HR, they can contact another manager
directly.
Reports of workplace harassment should be submitted using an incident report form. If the individual reporting
the incident has not completed an incident report, the contact should request the worker complete the report
form, and ensure they are available in case the worker has any questions.

EMPLOYER’S HARASSMENT REPORTING
When an employer representative is made aware of a workplace harassment situation the employer is required to
document the details of the reported harassment. The harassment event should be documented on an incident
report form. An incident investigation form can also be used for the investigation portion.
All actions, communications and meetings must be documented. Information must remain confidential
(See Investigations section).

TAKING ACTIONS
Following the completion of the investigation, the employer must take actions and implement control measures
aimed at preventing repeated events. The employer is expected to do what is reasonable and what is practical for
the safety of personnel, when making the changes needed for future prevention.

DOCUMENTATION
All reports and communication must be documented. The incident reporting, investigation, and witness statement
forms can be used to document the initial reporting and investigation information. Records of all communication,
meetings and disciplinary actions should be recorded and kept in the appropriate confidential files.

REMEMBER
For additional training in preparing your violence and harassment prevention plans and
training, please visit www.aasp.ca.
AASP offers classroom, instructor led, and e-Learning workshops.
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EMPLOYEE ENGAGEMENT

TOPIC

SUGGESTIONS
• Have your management team communicate/discuss hazard controls with affected employees
as safety topics during staff meetings. Consider starting each meeting with a safety moment –
this is an ideal opportunity to deliver a safety topic.
• Review with all employees the violence and harassment controls, such as reporting
requirements and policies to ensure they are clearly understood.
• Encourage employees to discuss a control measure as safety topics at staff meetings.

CONTROLS

• Enlist teams of managers and employees in the completion and reviews of formal and
sites specific hazard assessments.
• Allow your HSC/HSR to participate in the identification of possible controls for any hazards
identified in the hazard assessment processes, and whenever a new hazard is identified
during an inspection or investigation. (Note: this is one of their legislated duties)
• Monitor and verify that those delivering your new WORKER orientation clearly
communicates the importance of following the expected controls.
• Encourage your employees to continually offer ideas for new controls – and speak up
whenever updating is needed.
• Ensure front-line managers/supervisors train employees to understand the expectation and
application of the specific controls to be used for their job tasks (Engineering, Administrative,
and PPE).
• Ensure affected employees have input into the creation of safe work procedures/practices.
Consider having your HSC/HSR lead the process with affected employees.
• Involve different employee members in all processes to encourage involvement and also draw
from their knowledge and experience.

MONITORING

UPDATES

• Place a poster of the hierarchy of controls on health and safety bulletin boards.
• Implement a consistent communication process to advise employees whenever a change has
been made to expected controls.
• Consider implementing a verification process to measure/verify understanding and
comprehension. This could include a quick quiz or document sign-off.

• Involve your team leaders in conducting periodic observations of employees performing their
duties to ensure controls are being followed.
• Enlist your HSC/HSR to actively monitor the success of the expected controls.
• Empower the HSC/HSR to help identify alternate controls whenever the existing controls do
not seem to be working.
• Celebrate the receipt of any reported hazards.
• Encourage the HSC/HSR to be creative in their approach to improving the HSMS and
subsequent controls needed for hazards in their work area.
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DOES YOUR DOCUMENTATION INCLUDE:
Audit Question

Guidelines

ELEMENT 3 - HAZARD CONTROL
Have controls been
identified for the
hazards listed in the
formal hazard
assessments?

Verified by review of formal hazard assessments.

Have the identified
administrative controls
been implemented?

Refer to question 3.1 obtain a sample of administrative controls
to verify through a review of documentation.

Hazard assessments must include controls for each hazard
identified, including engineering, administrative, and PPE controls
where applicable.

Auditors must include high hazard items in the sample to verify
they have been given priority.

ELEMENT 3 – PREVENTATIVE MAINTENANCE

Verified by review of policy and/or process documents.
Documentation must include a policy and/or process requiring
ongoing preventative maintenance (PM) for vehicles, equipment,
facilities, and tools. (e.g.: overhead doors, cranes, localized
ventilation, forklifts, power tools, etc.). There must be
maintenance schedules where applicable.
Points are awarded based on 100% positive indicators from
documentation.

Is the preventative
Documentation must confirm that preventative maintenance is
maintenance process in being performed according to the schedule as identified in
use?
question 3.8.
Points are awarded based on the percentage of positive
indicators.
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Point
Value

All formal hazard
assessments.

0-10

Auditor will select
administrative
controls to verify.
Many will be in the
written program
or H&S manual.
Could include
other documented
processes and
training records.
Auditor’s
discretion which
controls they
choose to verify
but will focus on
high risk
hazards/tasks at a
minimum.

0-20

Written policy or
process that
contains the
required
information.
Usually in the
written H&S
manual/program.
MUST INCLUDE
A PM SCHEDULE.
Documented
verification the
OM schedule is
followed.

0 or 5

The maximum percentages allowed for this question will be
determined by the percentage awarded in question 2.3.
See question 2.3 for an example on calculating score.

Points are awarded based on the percentage of administrative
controls sampled from the formal hazard assessments that
have been verified through documentation.

Is there a process in
place for preventative
maintenance of
equipment, vehicles,
facilities, and tools?

Suggested
Doc(s)

0-5
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Audit
Guidelines
Question
ELEMENT 3 – VIOLENCE AND HARASSMENT
Is there a
written
Violence
Prevention
Policy as per
legislative
requirements?

0 or 5

As part of an employer’s violence prevention plan, a procedure must be Written procedures
in place that includes (but is not limited to):
(step-by-step of how
to)
that contains the
• the hazards related to specific, general, or potential
required
information.
violence
Usually
in
the written
• eliminating or controlling the hazard of violence
H&S
manual/program.
• how to obtain immediate assistance when an incident of

0 or 5

•
•
•

•
•
•
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Point
Value

Written policy that
contains the required
information. Usually in
the written H&S
manual/program.

As part of an employer’s violence prevention plan, a policy must be in
place that includes (but is not limited to):

•
Are there
Violence
Prevention
Procedures
written as per
legislative
requirements?

Suggested Doc(s)

commitment to eliminating or controlling the violence
responsibility to investigate any incidents of violence
commitment to maintain confidentiality of personal
information of those involved, where appropriate.
statement that the policy is not intended to discourage a
worker from exercising their rights

violence occurs
how to report violence
investigating an incident of violence, and
implementing controls as appropriate
informing the parties involved of the results of the
investigation, and corrective actions.

Is there a
Harassment
prevention
policy as per
legislative
requirements?

Documentation must confirm the Harassment Prevention policy
includes the following criteria:

Are there
Harassment
Prevention
Procedures
written as per
legislative
requirements?

Documentation must confirm there are Harassment Prevention
procedures written for the following

Have the
Violence and
Harassment
Policies and
Procedures
been
reviewed?

The violence and harassment policies and procedures must be
reviewed:

• commitment to eliminating or controlling the harassment
• responsibility to investigate any incidents of harassment
and take corrective actions
• commitment to maintain confidentiality of personal
information of those involved where appropriate.
• statement that the policy is not intended to discourage a
worker from exercising their rights

• how to report harassment
• documenting, investigating, and preventing harassment
• informing the parties involved of the results of the
investigation, and corrective actions.

• when an incident occurs related to violence and/or
harassment; or
• if the HSC or HS representative recommend a review; or at
least every 3 years.

Written policy that
contains the required
information. Usually in
the written H&S
manual/program.

0 or 5

Written procedures
(step-by-step of how
to) that contains the
required information.
Usually in the written
H&S manual/program.

0 or 5

Verification that the
violence and
harassment (Plans)
policies and
procedures have been
updated to reflect
guidelines.

0 or 5

page 151

OHSMS

ELEMENT FOUR
JOINT WORK SITE
HEALTH & SAFETY
COMMITTEE
&
HEALTH & SAFETY
REPRESENTATIVE

JOINT WORK SITE HEALTH & SAFETY
COMMITTEE & H&S REPRESENTATIVE

4

SELF EVALUATION
JOINT WORKSITE HEALTH & SAFETY COMMITTEE/REPRESENTATIVE

Question

Yes

No

Action Needed

Assigned
to

To be
Completed
by

Has your employer implemented
a health and safety committee or
appointed an HSR?

Has the employer/committee
developed a Terms of Reference
and Rules of Procedure for the
committee?

Have committee Co-Chairs or
Representative completed the
mandatory training?

Have all committee members
been trained as to their duties and
responsibilities while participating
on the health and safety committee?

Do your committee members know
their legislative duties and can they
explain them?

Has the committee held meetings as
per your Terms of Reference?

Has the committee developed a
meeting minutes form?
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SELF EVALUATION
JOINT WORKSITE HEALTH & SAFETY COMMITTEE/REPRESENTATIVE

Question
Is there a process for employees to
provide feedback regarding health
and safety concerns?

Is there a policy or procedure
for the receipt, consideration,
and disposition of concerns and
complaints regarding the health and
safety of workers?

Are employees aware of
committee members?

Do employees use the committee as
a health and safety resource?

Do employees understand the
functions of the committee/
representative?

Do Managers know how the
committee makes recommendations
to the employer?
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INDUSTRY NOTES
Health and safety committees (HSC) and Health & Safety Representatives (HSR) have only recently become a
requirement in Alberta (2018). Prior to the requirements, many organizations chose to implement committees in
efforts to establish a platform where employees and management can work together to help find solutions for
workplace health and safety concerns or complaints.
Due to the dynamic and diverse nature of the employers in Industry Code 89702 within the sector, establishing
an HSC or appointing an HSR can increase workplace health and safety awareness. In addition, it will develop
a knowledgeable group of representatives that can work towards finding practical and acceptable solutions for
both current and future workplace health and safety issues.

What is a Health and Safety Committee (HSC)?

A Health and Safety Committee is a group of employer and employee representatives
working together to solve workplace related health and safety issues.

What is a Health and Safety Representative (HSR)?

A non-management employee member designated to represent their peers and help work
towards solving workplace related health and safety issues.

Am I required to have both?

No. To meet what legislation requires, you are only required to have one or the other.

The requirements are based on how many workers you have and whether you are a single
employer or if the work site is operated by multiple employers and self-employed persons.
The HSC or HSR will need to be representative of the types of work, and departments at the
site for which they represents.
Some larger or diverse organization may determine they prefer to expand beyond the
minimum to ensure the process is both effective and reflective of all areas/operations.
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HEALTH & SAFETY COMMITTEE (HSC) / REPRESENTATIVE (HSR)
The establishment of a health and safety committee (HSC)/Health & Safety Representative (HSR) is required
in Alberta. Establishing an HSC or appointing an HSR can increase workplace health and safety awareness.
Employers with 20+ workers must establish a health committee. Employers with 5 – 19 workers must designate a
worker level employee as a Health and Safety Representative.

WHY IS THIS IMPORTANT?
• An HSC forms a knowledgeable group of employer and worker representatives who work together to find
practical and acceptable solutions for both current and future workplace health and safety issues.

BENEFITS
• Creates the opportunity for employers to involve their employees in the HSMS.

• Encourages employees to take ownership in HSMS.

LEGISLATION
OHS Act

Part 3
(Joint Work Site Health and Safety Committees and Health and Safety
Representatives)

OHS Regulations

Part 5
(Programs, Approvals and Designated Organizations) s. (43) and (45)

OHS Code

Part 13
(Joint Work Site Health and Safety Committees and Health and Safety
Representatives)

The HSC and HSR form is an important part of the Internal
Responsibility System, helping to ensure that work site parties
are aware of their roles and responsibilities in the workplace.
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MINIMUM REQUIREMENTS
WHEN IS AN HSC OR HSR REQUIRED?
— SINGLE EMPLOYER —

When an organization is the only employer or is the primary employer at the work site they would be responsible
to establish an HSC or designate an HSR as shown below.

Work expected to last
more than 90 days

Work expected to last

less than 90 days

No Legal
Requirement
for an HSR/HSC

Employer with
1-4 Workers

Employer with
5-19 Workers

Employer with
20 or more Workers

No Legal
Requirement
for an HSR/HSC

Must designate

Must establish

HS Representative

HS Committee

OHS Act
Part 3 - s. 17(1)

OHS Act
Part 3 - s. 16 (1)

The committee/representative needs to play a significant role in being a champion for health and
safety and taking leadership on health and safety workplace initiatives and must identify and
collectively recommend solutions to issues in the workplace.
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MINIMUM REQUIREMENTS
WHEN IS AN HSC OR HSR REQUIRED?
— MULTIPLE EMPLOYER —

A work site with two or more employers/self-employed persons and work that is expected to last 90 days or more
requires an HSC if there is a total of 20 or more full or part-time workers on the site. If there is a prime contractor
on the work site, they must establish the HSC. If there is no prime contractor, all employers and self-employed
persons at the site must coordinate establishing the HSC.

Multiple Employer Decision Tree
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HSC MEMBERS

Those designated to be HSC members must be employed at the work site or be an employee of the
company for those with multiple location, therefore they cannot be an outside consultants or contractor.
• Employer HSC members must be appointed by the employer.
• Worker HSC members are selected by their peers.
• An HSC must include a minimum of 4 designates.
• At least half of the committee members must represent non-management employees.
It is acceptable to have the non-management employees make up more than half of the committee, but never the
opposite. This means that an HSC can have equal or larger representation from non-management employees,
when compared to those that have management related duties. For example, a four person committee could be
comprised of
• 2 managers and 2 non-managers*; or
• 1 manager and 3 non-managers*

(Note: Management also includes those in supervisory roles)

Keep in mind that an equal committee could cause meetings to be considered invalid if one nonmanager member is unable to attend the meeting. The committee needs to be representative of the
concerns at the work site for which the committee represents.

Large organization and complex work sites may require more HSC members to adequately represent the health
and safety interests of both workers and the employer.
Any decision about the number of members required to create an effective HSC rests with the employer. No upper
limit for the size of the committee is prescribed in the Act. It is suggested not to exceed 12 whenever possible
because large committees may have a difficult time coming to consensus on issue and decisions.

Factors to consider when deciding on committee size:
• degree of hazards in the workplace;
• number of employees;
• number of departments;
• number of unions/collective agreements; and the
• need to represent different shifts.
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CO-CHAIR
An HS Committee must designate two co-chairs. One representing non-management and one representing
management.
The committee members will choose one of their peers as their co-chair. This means that the management
members on the HSC will choose an “employer” co-chair to represent them, and the non-management members
on the HSC will choose a “worker” co-chair to represent them. As noted, these co-chair roles are referred to as
the worker chair and the employer chair.

For unionized work environments, any binding collective agreements can be
adhered to regarding the establishment of an HSC, as long as it meets the
intent.

HEALTH & SAFETY REPRESENTATIVE
HS Representatives must be a non-management employee.
They are selected by their non-management employees, and in some instances, employers will hold elections.
Non-management employees must see the HS Representative as their peer. There must be a degree of trust
between employees and HSR.

An HS Representative must work at the work site or be an employee of the
employer when there are multiple locations. Therefore, they cannot be an
outside consultant or contractor.
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EMPLOYER
ESTABLISH AN HSC/HSR

Establish an HSC or designate an HSR based on the number of part-time or full-time employees on an average
workday.

KEY POINT
Worker means 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 selfemployed person but does include students and some ranching and farming operations.

OHS Act – Definitions s. (1)(aaa).
Therefore all employees (including Managers and Supervisors) and volunteers must be counted as
workers when calculating HSC/HSR requirements.

PROVIDE RESOURCES
Provide the needed resources to the HSC/HSR. Resources could include time to complete duties, take training,
and fulfill expected duties.

PROVIDE ACCESS AND TIME
• Provide the HSC/HSR with the time, opportunity and needed access to workers as required.
• All related duties including HSC meetings are expected to occur during regular working hours.
• Designates must be paid at the regular rate of pay while fulfilling their assigned duties.
• Allow the worker co-chair or HSR the time needed to accompany an OHS officer, should the officer make
such a request during an inspection at the work site.

SHARE INFORMATION
Share relevant health and safety information, instruction manuals, written practices, policies or procedures with
the HSC/HSR.

SUPPORT THE HSC/HSR
• Consult and cooperate with the HSC/HSR to develop policies, procedures and codes of practice
required by legislation.
• Respond to concerns made by the HSC/HSR in the appropriate time-frame.
• Take efforts to address concerns or complaints brought forward by the HSC/HSR, in a timely manner.
• Respond in writing when required, and within the expected time frame (max 30 days).
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EMPLOYER ....continued

PROVIDE A MANAGEMENT CONTACT TO WORK WITH THE HSR
For all intents and purposes the HSR is expected to fulfill the same duties as an HSC, with only necessary
modifications. The employer is expected to designate a member of the management team to work closely with the
HSR whenever there are health and safety issues that must be addressed.

PROVIDE TRAINING
• At a minimum, the HSR or HSC co-chairs must complete the mandatory training through an Alberta Government
approved training agency, such as the AASP. (6 to 8 hours)
• When given reasonable notice, approve the training needed for any HSC/HSR designate to fulfill their duties.
• Each designate can request up to 16 hours of training annually or the equivalent of 2 regular work shifts,
whichever is greater.

POST NAMES & CONTACT INFORMATION
Post the names and contact information for the HSC/HSR designates in a conspicuous location, where it can be
seen by those they represent.

ACCESS TO HEALTH AND SAFETY INFORMATION
• Keep health and safety information readily available and provide the HSC/HSR access to the information.
• Health and safety information includes information that may affect the health and safety of a person at a
work site and includes information about hazards at the work site, hazard controls and the work practices
and procedures. This does not include personal information about an identifiable individual or confidential
proprietary information or trade secrets.
• Provide a current paper or downloaded or stored electronic copies of the OHS legislation so that it is readily
available for reference by workers, and the HSC/HSR.
• Forward any health and safety information addressed to the HSR or an HSC designate in a timely manner once
received.
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EMPLOYER
HEALTH AND SAFETY PROGRAM / 20+ WORKERS

Employers with 20+ workers must establish a health and safety program, in consultation with the health and
safety committee. The program must include, at a minimum:
• A health and safety policy.
• Identification of existing and potential hazards including harassment, violence, physical, biological, chemical or
radiological hazards and the measures that will be taken to eliminate or reduce or control workers exposure to the
hazards.
• An emergency response plan.
• A statement of responsibilities for all levels of employees.
• Schedules and procedures for regular work site inspections.
• Procedures for protecting other employers and self-employed persons involved in work at the work site that
includes criteria for evaluating, selecting, monitoring these individuals.
• Worker and supervisor health and safety orientations and training.
• Procedures for investigating incidents, injuries and refusals to work.
• Procedures for worker participation in inspections and investigations of incidents, injuries and refusals to work.
• Procedures for reviewing and revising the program if the circumstances change that creates or could create
hazards to workers.
(OHS Act – Part 5 s. 37)

Employers should review the health and safety program at least once every 3 years or more often if there is a
change in circumstances at the work site that creates or could create a hazard to workers and revise the plan
as appropriate.

Organizations with fewer than 20 workers are not “required” to have the same program, but still must
meet OHS legislation.
At a minimum, these employers are expected to involve affected workers and the HSR during hazard
assessments and control or elimination of hazards practices, in accordance with the regulations and the
OHS Code.
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EMPLOYER VIOLENCE & HARASSMENT PLANS
• Establish workplace violence prevention plan in conjunction with the HSC/HSR.
• Establish workplace harassment prevention plan in conjunction with the HSC/HSR.
• Provide training related to the prevention plans to all employees.
• Investigate specific incidents of violence and harassment.

(see OHS Code Part 27) s.391)
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HEALTH & SAFETY COMMITTEE
MINIMUM DUTIES
Health & Safety Committees are required to:
• Receive, examine and deal with concerns and complaints respecting the health and safety of workers.

• Participate in the identification of hazards to workers or other persons arising out of or in connection with activities
at the work site.
• Develop and promote measures to protect the health and safety of persons at the work site and checking the
effectiveness of such measures.
• Cooperate with an officer exercising duties under this Act, the Regulations and the OHS Code.
• Develop and promote programs for education and information concerning health and safety.
• Make recommendations to the employer, prime contractor or owner respecting the health and safety of workers.
• Inspect the work site at regular intervals.
• Participate in investigations of serious injuries and incidents at the work site in accordance with section 40.
(see Note below)
• Maintain records in connection with the receipt and disposition of concerns and complaints and the attendance
to other matters relating to the duties of the committee.
• Carry out other duties as may be specified in the Occupational Health and Safety Act (OHS Act), Regulations and
Code.

Participating in investigations of serious injuries and incidents does not include
violence and harassment investigations, unless they resulted in hospitalization
or a fatality.
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OTHER EXPECTATIONS

The Rules of Procedure (ROP) and the Terms of Reference (TOR) identified below can be combined into one
document which outlines all related duties, procedures and expectations. Maintaining all related information in
one reference document could simplify things for everyone involved.

ESTABLISH RULES OF PROCEDURE (RoP)
The HSC shall establish rules of procedures for fulfilling its duties as outlined in the OHS Act s.19.

ESTABLISH A “TERMS OF REFERENCE” (ToR)
• The HSC must establish a TOR, that includes:
• Expectations that the committee includes representation of all relevant occupational health and safety concerns at
the work sites represented by the committee.
• Procedures for replacing a member of the committee during the member’s term of office.
• A dispute resolution process to be used in cases where the committee fails to reach consensus about making a
recommendation to the employer.
• Procedures for coordinating with other HSC’s established by the employer or prime contractor when applicable.
Consider posting a copy in the workplace and issuing a copy to each committee member so they can reference
the information as needed, and periodically review their duties. This document may also be used as a briefing/
training guide for new members, and as an information source for all workers.

Thise documents will need to be reviewed and revised periodically (at least once every three
years) and as things change, evolve, or further operational information or clarification of specific
details are determined.
Some modifications or additions could be expected when an HSC has recently been established
and as they begin to actively fulfill their expected roles and duties.
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HSC MEETINGS
• An HSC must hold their first HSC meeting within 10 days of being established.
• An HSC must hold health and safety meetings at least once every quarter. This is a minimum
requirement. Organizations and HSCs can hold meetings more frequently if desired.
• Attend the quarterly meetings.
• The committee should attempt to have full attendance at each scheduled meeting. For this reason it is
expected that each committee member will make the meeting a priority in their calendar and only cancel
or reschedule meetings under emergency circumstances.
• Special meetings may be called at the request of either co-chair to deal with urgent concerns at the
work site. An HSC must also convene a special meeting if requested to do so by an OHS officer.
Meetings must be held during normal working hours.

MEETING RECORDS
• The committee co-chairs are expected to compile and keep records of committee meetings. Meeting
records must be maintained for a minimum of 2 years and available upon request of the HSC or an OHS
officer.
• Meeting minutes must be distributed within 7 days of the meeting. A copy must be provided to the HSC
members, the employer and also made readily available to workers.

INSPECTIONS
• The HSC is expected to conduct a work site inspection prior to each quarterly meeting. Inspections can
be conducted more frequently and should be based on the nature of each work site and the level of risk
present.
• Assist with development of health and safety program.
• The employer is expected to involve the HSC in the development of the health and safety program. The
committee designates should actively participate in these activities.
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WORKPLACE VIOLENCE AND HARASSMENT PREVENTION PLANS
The employer is expected to create a workplace violence prevention plan that includes a policy and procedures.
The employer is also expected to create a workplace harassment prevention plan that includes a policy and
procedures. The employer is expected to involve the HSC in the creation of these plans; therefore, participation
is expected.

An HSC/HSR must help develop the violence and harassment prevention plans. However, they are not
legally required to participate in the investigation of such an incident, unless it results in an employee
being hospitalized or a fatality.

TERM OF OFFICE
The HSC members are expected to fulfill at least the one-year commitment to their role. Designates can remain
in the position beyond the one-year minimum if all parties agree. Committees can request longer terms of office;
the requirement should be outlined in the TOR.

SELECT CO-CHAIRS
The committee members are expected to select their committee co-chairs from among the other members. The
management members will select their employer co-chair, and the non-management members will select their
worker co-chair.

MAINTAIN CONFIDENTIALITY
All HSC members must not disclose a worker’s personal health information or the personal information of an
identifiable individual unless the disclosure is required by law.
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HEALTH & SAFETY COMMITTEE - CO-CHAIRS
CHAIR MEETINGS

The employer and worker co-chairs are expected to alternate chairing the health and safety meetings and shall
participate in all decisions of the committee.

OHS INSPECTIONS
The worker co-chair may be requested by an OHS officer to accompany them should they be conducting an
inspection of the work site. The co-chair is expected to cooperate with the request.

MEETING AGENDAS
It is suggested that the co-chairs alternate in creating HSC meeting agendas, organizing materials, arranging
guest speakers etc. and distributing the meeting agendas prior to the meeting. Creating and distributing meeting
agendas will help the meetings run smoothly.

MEETING MINUTES
HSC co-chairs must record the minutes of each meeting. Minutes are a written record of what went on at the
meeting. The meeting minutes must be "Approved".
• Approved is understood to mean that the minutes are reviewed by those who attended the meeting and
are considered to be an accurate record of what happened at the meeting.
• Meeting Minutes must be distributed within a maximum of 7 days, and must be...
• given to HSC members.
• given to the employer or prime contractor within seven days after the meeting.
• posted or provided electronically at the work site.
• Meeting Minutes must be saved by the employer or, if there is a prime contractor, the prime contractor,
for a period of two years.
• Meeting Minutes must be kept readily available for inspection by an HSC member or an officer, along
with any other relevant documents produced by the HSC.

MAKE DECISIONS
Depending on the procedures included in the HSC’s Terms of Reference (TOR), the co-chairs may play a larger
role in making decisions when the committee cannot come to consensus on an issue. These types of details
should be established when the committee creates their TOR.
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HEALTH & SAFETY REPRESENTATIVE
An HSR is expected to meet the same duties as the HSC with some necessary modifications.

INSPECTIONS

MAINTAIN CONFIDENTIALITY

The HSR is expected to conduct work site inspections
at regular intervals. There is no set frequency or
minimum number of work site inspections required
of the HSR. The inspection should be based on the
individual work site and frequency should reflect
the level of risk, number of workers, and types of
hazards at each work site.

The HSR designate must not disclose a worker’s
personal health information or the personal
information of an identifiable individual unless the
disclosure is required by law.

MEETING WITH MANAGEMENT
The HSR is expected to meet with their management
contact at regular intervals to discuss health and
safety issues. There is no set frequency or minimum
number of meetings expected. The frequency can be
scheduled or can be arranged as needed. Special
meetings may be called by the HSR to deal with
urgent concerns at the work site. Meetings must be
held during normal working hours.

TERM OF OFFICE
The HSR designate is expected to fulfill at least the
one-year commitment to their role. The designate
can remain in the position beyond the one-year
minimum if all parties agree.

WORKPLACE VIOLENCE AND
HARASSMENT PREVENTION PLANS
The employer is expected to create a workplace
violence prevention plan that includes a policy
and procedures. The employer is also expected to
create a workplace harassment prevention plan that
includes a policy and procedures. The employer is
expected to involve the HSR in the creation of these
plans, therefore participation is expected.

OHS INSPECTIONS
The HSR may be requested by an OHS officer
to accompany them should they be conducting
an inspection of the work site; they are expected
to cooperate with the request. Health & Safety
Representatives are required to perform, in
cooperation with a representative of the employer,
the same duties, as set out for the joint work site
health and safety committees in section 19, with any
necessary modifications.

REMEMBER:
For additional training in HSC/HSR training, please visit www.aasp.ca.
AASP offers classroom, virtual, and e-Learning workshops.
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EMPLOYEE ENGAGEMENT

TRAINING

SET UP
COMMITTEE

TOPIC

SUGGESTIONS
• Determine if the employer site requires a committee or a representative.
• Generate awareness amongst staff and management to promote the establishment of the
HSC/HSR.
• Involve employees in nominating their peers to fulfill the roles. Possibly run a secret ballot
election.

• Provide all committee members with the training needed to ensure they understand their
role and duties.
• Provide support management the same training so they can support the efforts.
• Provide hazard assessment, inspection, and investigation training to key staff members or
groups of staff members to enhance both awareness and involvement.

MEETINGS

• Pre-schedule HSC meeting dates well in advance to allow members to schedule around the
dates.
• Communicate the importance of attending the scheduled meetings.
• Never cancel an HSC meeting unless it is for emergency purposes.
• Hold meetings as expected.
• Maintain minutes for each meeting according to your site’s Term of Reference (minimally four
times a year)
• Post/share meeting minutes in a timely manner and as expected
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TOPIC

SUGGESTIONS
• Implement a designated health and safety bulletin board which will be used to communicate
key information. Consider organizing the information in a consistent format as demonstrated
below.

POSTING

Occupational Health & Safety Board
Committee Members

Meeting Minutes

Inspections

OHS Act/Regulations/Code

Company Policy

Memos

Safety Alerts

Emergency Evacuation Map

Emergency Evacuation Plan

WCB 1/2/3 Poster

Worker Rights Poster

First Aiders

Emergency Phone Numbers

• Post the names of all committee members and the areas they represent.
• Celebrate when the committee is established and recognize those that later replace an existing
member.
• Have committee members/or HSR introduce themselves to the employer and
employees they are representing.
• If you have a large site consider posting a picture of the HSR or HSC members.

OTHER

• Provide a method for employees to report their concerns/issues to committee members.
• Encourage HSR/HSC designates to be actively involved in health & safety issues in their work
areas, and to engage those they represent in suggesting possible solutions to health & safety
issues.
• Encourage managers to discuss the information received from the HSC/HSR at team or
department meetings, to demonstrate importance but also their own commitment.
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INCLUDE ✔
Audit
Guidelines
Question
ELEMENT 4 – JOINT WORK SITE HEALTH AND SAFETY COMMITTEES (HSC)
AND HEALTH AND SAFETY REPRESENTATIVES (HS REPRESENTATIVE)
Do the terms of
reference for the
HSC include all
legislated
requirements?

Does a policy or
procedure include
all legislated
requirements for
an HS
representative?

A term of reference for the HSC must include:
• Memberships structure requirements
• Membership succession strategy
• Committee dispute resolution process
• Coordinating with the employer’s other work site HSCs
or representatives
• Meeting frequencies
• Meeting quorum
• Reporting to management
• Term of office
• Training requirements for co-chairs and members
• Worker confidentiality
If the employer is only required to have a HS representative(s), this
question may be marked not applicable (n/a).
A policy or procedure for the HS representative(s) must include:
• Requirement to appoint a representative(s)
• Reporting to management
• Term of office
• Training Requirements
If the employer is only required to have an HSC, this question may be
marked not applicable (n/a).

Has the HSC
been established
as required in the
terms of
reference?

Review terms of reference and meeting minutes to determine there is an
established HSC.

Has a HS
representative
been appointed?

Review any policies, procedures, meeting minutes or documentation that
can verify that the HS representative has been appointed as per legislated
requirements.

Have duties been
written for the
HSC and/or HS
representative(s)?

If the employer is only required to have a HS representative(s), this
question may be marked not applicable (n/a).

If the employer is only required to have an HSC, this question may be
marked not applicable (n/a).
Duties of the HSC and/or HS representative(s) must be written and must
include:
• Responding to workers health and safety concerns and complaints
• Participating in hazard and control identification
• Developing and promote health and safety education and training
• Conducting inspections of the work site
• Participation in investigations
• Developing and promoting health and safety measures, and check
effectiveness
• Making recommendations to improve the health and safety
management system
• Maintaining records pertaining to the committee associated with the
above duties
Points are awarded based on 100% positive indicators from
documentation

4

Suggested
Doc(s)

Point
Value

TOR/ROP- with
all details
clarified- most
require step-bystep details on
how to.

0 or 5,
or N/A

Written policy or
procedure that
contains the
required
information.
Usually in the
written H&S
manual/program.
Verification HSC
established as
required and as
outlined in the
company’s TOR.
Verification an
HSR has been
designated as
required.

0 or 5,
or N/A

Written duties
for HSC/HSR, at a
minimum must
reflect OHS Act
Part 3, s. 19.

0 or 5,
or N/A

0 or 5,
or N/A

0 or 5
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Audit
Guidelines
Question
ELEMENT 4 – JOINT WORK SITE HEALTH AND SAFETY COMMITTEES (HSC)
AND HEALTH AND SAFETY REPRESENTATIVES (HS REPRESENTATIVE)

Have the HSC
members and/or
the HS
representative(s)
been trained in
their duties and
responsibilities?
Is there a policy or
procedure in place
for the HSC and/or
HS
representative(s) to
address employee
concerns related to
the health and
safety system?

Are health and
safety concerns/
complai nts
resolved in a timely
manner?

Does the HSC
hold meetings as
identified in the
terms of
reference?
Are formal
inspections
completed prior to
HSC meetings?

Point
Value

Review training records for committee members and/or the HS
Representative(s).

Proof of mandatory
training. (i.e.
AASP’s Module 3)

0-10

There must be a policy or procedure in place for the receipt, consideration, and
disposition of concerns and complaints regarding the health and safety of
workers.

Written procedures
or a process that
provides detailed
step-by-step
information on how
the HSC/HSR can
receive
(receipt) H&S
concerns, and how
the information will
be handled
(consideration),
and closed out
(Disposition).

0 or 5

Consider the complexity of the concerns/complaints to determine timeliness.

Documented
verification of the
handling of
worker’s H&S
concerns. Often in
meeting minutes
and/or other
documented
tracking process.

0-5, or
N/A

HSC Meeting
minutes (last 12
Months)

0-5, or
N/A

HSC work site
inspections, last
12 months.

0-5, or
N/A

This question may be marked “n/a” if there were no concerns/complaints in the
previous 12 months.

Review committee meeting minutes to confirm the meeting frequency is being met
as per the HSC Terms of Reference. HSC meetings must be held at least
quarterly.
If the employer is only required to have a HS Representative(s), this question may
be marked not applicable (n/a).
There should be a connection between formal inspections and the HSC
meetings. Inspection frequencies should not be limited by HSC meeting
frequencies; however, an inspection(s) must take place prior to each scheduled
HSC meeting.
If the employer is only required to have a HS representative(s), this question
may be marked not applicable (n/a).
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SELF-EVALUATION
TRAINING | QUALIFICATIONS | ORIENTATIONS
Question

Yes

No

Action Needed

Assigned
to

To be
Completed by

Is there a hiring process to ensure
job candidates are qualified and
suitable for the position for which
they are being considered?
Are your new hire orientations
conducted prior to the new
employee member beginning their
regular job duties?
Do records verify the new hire
orientation , discuss OHS Rights,
and critical health and safety
information?
Does management ensure
orientations are completed prior to
an employee starting regular duties?

Have all employees been provided
health & safety training to ensure
they are aware of their legal health &
safety responsibilities and key roles,
as well as how they might be held
accountable?

Do employees receive job-specific
training when:
• They are a new hire?
• Assigned a new tasks/
position?
• An operational change affects
their work?
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TRAINING | QUALIFICATIONS | ORIENTATIONS
Question

Are employees ever required to
provide a practical demonstration to
the trainer to ensure they understand
the training requirements?
If yes, when?
Does the organization ensure workers
are “competent” to perform the tasks
they have been assigned?
How is this done?
Are they documented?
Has the company provided Mangers/
Supervisors training for their
HSMS roles/responsibilities (i.e.
hazard assessments, inspections,
investigations),
AND supervisory techniques
(i.e. effective communication,
enforcement and discipline) ?
Do employees receive health & safety
refresher training?
• From the critical health and
safety information shared in
orientation?
• When a new task is introduced,
such as returning from a leave
of absence?
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TRAINING / ORIENTATIONS / QUALIFICATIONS
INDUSTRY NOTES
An organization may hire new employees and contracted workers based on qualifications, knowledge, and
past experiences. However, this does not mean they are competent to conduct their assigned tasks safely.
The organization cannot assume a new hire knows the hazards of any job upon being hired. OHS legislation
requires employers to ensure their supervisors (managers) and their workers are competent. An employee
competency is achieved through a balance of qualifications, knowledge, and experience for their assigned roles.
This element will guide you through the various stages of employee training to achieve competency, from new hire
selection and throughout their career with the organization. It will reinforce that training is not a one-time activity.

It is important all training is documented and are included in each employee’s file.
This training might need to be used as a legal defense should unforeseen
circumstances occur (i.e. incident investigations).
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While the orientation is designed to provide an overview of the site requirements, employees will learn on-the-job
requirements through various types of job training. This might involve job shadowing, completion of computerbased training, external training courses, or whatever is deemed necessary by the organization.
Choose a trainer that is experienced and competent in the skill to be covered. Keep in mind that seniority alone
does not always determine your best trainer.

WHY IS THIS IMPORTANT?
• To ensure workers have the qualifications and appropriate on-site training required to do the job safely.
• To ensure the person is physically and mentally capable of the task assignment.

BENEFITS
• Reduction in incidents and lost time, increased productivity.

LEGISLATION
Examples include, but not limited to:
OHS Regulation

Part 5 (Programs, Approvals and Designated Organizations), s. 45(1)

OHS Regulation

Part 1 (General) s.14.2 (Duties of Workers)

OHS Regulation

Part 1(General) s.15.1 to 15.4 (Safety Training)

OHS Code

Part 2 (Hazard Assessment, Elimination and Control) s. (8.1)

OHS Code

Part 5 (Confined Spaces) s. 46.1

OHS Code

Part 7 (Emergency Preparedness and Response) s. (117.2)

OHS Code

Part 9 (Fall Protection) s. 141

OHS Code

Part 11(First Aid) s. 181.2

OHS Code

Part 16 (Noise Exposure) s. 222.2

OHS Code

Part 18 (Personal Protective Equipment) s. 228.(1)(d)

OHS Code

Part 19 (Powered Mobile Equipment) s. 256.(1)(a)

OHS Code

Part 27 (Violence and Harassment s. 391, s. 392.3

OHS Code

Part 29 (WHMIS) s. 397.1
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The general requirements for worker, including contracted workers, training are included in the OHS Regulation.
Specific requirements for different types of worker training are identified throughout the OHS Code. Training is only
part of becoming competent at a particular task.

EMPLOYER RESPONSIBILITIES
Employers must ensure that a worker, including contracted workers, are trained in the safe operation of the
equipment the worker needs to operate. This training must include:
• Selection of the appropriate equipment.
• Limitations of the equipment.
• Operator's pre-use inspection.
• Use of the equipment.
• Operator skills required by the manufacturer’s specifications for the equipment.
• Mechanical and maintenance requirements of the equipment.
• Loading and unloading the equipment if doing so is a job requirement.
• The hazards specific to the operation of the equipment at the work site. OHS Regulation, section 15)

WHAT IS EQUIPMENT?
If a worker is required under the Act, the regulation or the adopted Code to use or wear specific equipment, the
employer and supervisor must ensure that the worker uses or wears the equipment at the work site.

OHS Regulation section 12(2)
The term equipment can also mean anything used to equip workers at a work site such as tools, supplies,
machinery and sanitary facilities. OHS Regulation section 2(1)(a)(b)(c)(d)

WORKER DUTIES AND RESPONSIBILITIES
Workers, including contracted workers, must participate in the training provided by an employer and apply the
training

OHS Regulation, Section 15(4)(5)

ADDITIONAL OHS REGULATIONS
OHS Regulation Section 13(1)(2)(3)(4
OHS Regulation, Section 14(1)(2)(3)(a)(b) and 15(1)(2)(a - h)(3)(a)(b)
Safety training - OHS Regulations, Section 15 (1)(2)(3)(4)(5)
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TRAINING
TRAINING DIAGRAM

Company identifies
positions – develops
job descriptions
and necessary
requirements

New Hire applies

Employee transfers to
new job/department

Pre-job
requirements
OHS legislation states that
the worker must participate in
training and apply the training
provided to them!
(Includes contracted workers)

New Hire receives
company orientation
including critical
information

All staff receive
on-going and/or
refresher training

New Hire introduced
to department where
they will receive formal
and informal job
specific training

Employee training is a key element of any Health
and Safety Management System.
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TRAINING
GENERAL TRAINING REQUIREMENTS
An employer must ensure all employees are trained so that they have the skills and know-how to safely
perform the work being asked of them. Plan to provide task specific training to new employees before
they begin their assigned duties and those assigned new tasks through transfers or promotions.

IMPLEMENTATION GUIDELINES
• Develop a written Health and Safety Training Guideline/Policy which clearly state the health and safety
training requirements required for the work site.
• Identify within the policy who will be responsible for the expense of the training required.
• Assign responsibility for training to those who have the skills to provide the required information. Arrange
for the time and facilities necessary to complete the training in a suitable environment. Obtain the
necessary training materials.
• Review all training requirements periodically to ensure relevance and effectiveness.
• Periodically test worker knowledge and skill level to confirm if training was effective or if knowledge is
being retained.
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HIRING POLICY

When hiring your employees and contracted workers, ensuring they understand doing their job safely and
without risk to their health is of utmost importance.
•Discuss their previous training and work experience.
•Confirm the validity of any certification or accreditations they claim to have.

HIRING POLICY - EXAMPLE

An employment application form must be completed before an applicant can be
considered. Those applying for Child and Youth Care positions must also provide:
• a resume
• three employment references
• a criminal record check/vulnerable persons check
• driver abstracts (when driving for organization business)
• professional registrations
• relevant degree/diploma, and/or certificates

Following the review of all completed applications, the employer will begin interviewing
the most qualified candidates based on screening criteria.
Prior to the employer making an offer of employment all conditional aspects of the job
offer would need to be met.
Following an acceptance of an offer of employment, all new employees will be given
a start date and location to report for an orientation session. Orientations must be
completed and documented prior to starting regular job duties. A probationary period
will follow according to employer requirements..

NOTE:
This policy example would also apply when hiring contract workers.
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HEALTH & SAFETY TRAINING GUIDELINES
All employees are required to attend general safety meetings which are scheduled on a regular basis where
additional training information may be provided, current training information reviewed, or new training requirements
discussed. As the employer we strive to provide the highest of quality services and facilities while maintaining a
safe and healthy workplace for our tenants/clients. To accomplish this goal, the employer must ensure workers
are adequately trained and qualified.

LEADERSHIP
Leadership Training will include:

Board of Directors
(if applicable)

Senior Management

•

OHS Due Diligence Training

•
•
•
•

OHS Due Diligence Training
Management Strategies for an Effective OHSMS
Incident Reporting and Investigation
Industry specific training as required by RECA

MANAGERS/SUPERVISORS
Training may include
Alberta OHS Legislation Essentials

Property Management Certificate (PMC)

Hazard Assessment and Methods of Controls

Broker License

Workplace Inspections

Real Estate Property Administrator (RPA)

Incident Reporting and Investigation

Certified Property Manager (CPM)

Enforcement Techniques

Accredited Residential Manager (ARM)

Conducting Meetings

Facilities Management

Supervisory Techniques
Understanding Workplace Violence and Harassment
Supporting Employee Mental Health in the Workplace
Managing Contractors in the Workplace
Ability Management (HR Manager /Operations Managers/
HS Manager
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HEALTH & SAFETY TRAINING GUIDELINES
ALL EMPLOYEES
The company will provide and ensure all employees receive the following training:
Orientation - (critical health and safety information will be completed prior to first
scheduled shift)
Job specific training/competency training as required
(i.e. Forklift Certification Training, Fall Protection Training)
WHMIS
Workplace Violence and Harassment Prevention Training
Other Possible Training (First Aid Training, Other Safety Tickets,

HSC/HSR
The company will provide and ensure Health and Safety Committee Co-Chairs/HS Representative
receive the following training:
HS Manager – Guide to Develop an OH&S Management System
Health and Safety Committee/Health and Safety Representative training (through an
OHS approved provider -8 hrs)
Introduction to Mental Health in the Workplace

EMERGENCY RESPONDERS
The company will provide and ensure all emergency responders receive the following training:
Fire Extinguisher Training
Ammonia Training
Confined Space Rescue
Emergency Response Training

It is the responsibility of the Supervisor to ensure the training requirements are met, documented and the
necessary information maintained in employee files.
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TRAINING EXAMPLE
POLICY — EXAMPLE

TRAINING POLICY

The PMG strives to provide the highest of quality services and product while maintaining a safe and healthy workplace.
To accomplish this goal, we must ensure our workers are adequately trained and qualified.
The PMG will provide and ensure that all employees receive the following training:
•

Critical Safety orientation prior to starting work

•

Job training for specific position/tasks

•

WHMIS 2015 training

Health Safety training requirements may include:
•

Health and Safety Committee/Health and Safety Representative training
- Legislation
- Hazard Assessment training
- Investigation training
- Workplace Inspection training

•

Management Leadership Training

Job Specific training requirements may include:
•

Workplace Violence Training

•

Contractor Management Training

•

Job competency observations and sign-offs

Annually
• TBD

Every 3 Years
•

First aid/CPR training

•

WHMIS refresher

•

TDG refresher

On-going
•

TBD

It is the responsibility of the Manager to ensure the training requirements are met, documented and the
necessary information maintained in employee files.

___________________________________
Senior Manager

____________________
Date

AASP Resource Page - Templates and Samples

153

AASP Resource Page - Templates and Samples
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EXERCISE #7
BUILDING YOUR PROGRAM
DEVELOP A SAFETY TRAINING GUIDELINE/POLICY
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PRE-HIRE

An employer has a responsibility to deem all employees are competent to perform their assigned job tasks.
Competency measures start at the job posting.
How will the company ensure the right candidate is hired for the job and any qualification deficiencies addressed?

IMPLEMENTATION GUIDELINES
• Review Job Description for position.
• Identify skillsets needed for position.
• Determine minimum qualifications potential candidates will require.
▸ Physical Demands
▸ Equipment
▸ Vehicles
▸ Other
• Implement a process to verify required qualifications prior to worker being hired.
▸ Degrees
▸ Diplomas
▸ Certificates
▸ Trade certificates
▸ Apprenticeship program diplomas
▸ Drivers’ licenses
▸ Driver abstracts
▸ Pre-employment medicals
▸ Security checks
• Implement a process to address any missing qualifications prior to the successful candidate conducting
related job tasks.

When hiring, ensuring employees understand doing their job safely and without
risk to their health is of utmost importance.
•Discuss their previous training and work experience.
•Confirm the validity of any certification or accreditations they claim to have.
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ORIENTATIONS
IMPLEMENTATION GUIDELINES
A timely and thorough health and safety orientation is important to help prepare staff to work safely.
Orientations provide an opportunity for the employer to share the expectations of the job, such as policies and
procedures. From a health and safety perspective this includes reviewing with new worker’s task/position hazard
assessments. These hazard assessments provide employees an opportunity to learn, what the job entails, the
hazards associated with completing the job, and what control measures the company has implemented.
It is imperative other critical health and safety information is discussed during the orientation process. This
includes:
• critical hazards of their job (formal hazard assessments).
• three worker rights (right to be informed, right to
participate, right to refuse dangerous work).
• emergency response procedures.
• reporting procedures (hazards, near misses, incident).

These topics should be the first items
on your orientation checklist. Ensure
they are reviewed before an employee
starts regular duties.

• organization’s rules of enforcement.

Sometimes all orientation information cannot be delivered in the first day. Plan to provide the critical information
the first day and then develop a plan for remaining orientation information.
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.
Implement a process to allow the new hire’s supervisor to verify orientation was completed prior to them
commencing their assigned job tasks.
If deemed a condition of employment, arrange for the appropriate health assessments (e.g. hearing tests, physical
assessments etc.).

During the orientation, advise new employees, including contracted
workers, not to complete any task until they know how to do it safely!

Do not encourage risk taking.
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ORIENTATIONS
NEW WORKER HEALTH &EXAMPLE
SAFETY ORIENTATION — EXAMPLE

NEW WORKER HEALTH & SAFETY ORIENTATION

Organization: ________________________________

Employee Name: _____________________________________
Date of Hire: ____________________________________

Orientation Date: ____________________

INSTRUCTION TO TRAINER
Use this checklist to orient all new employees on the first day of employment.
This orientation should take approximately 2 hours.
Once finished have the employee sign the bottom. This is to indicate they have received the orientation.
The “Trainer” will also sign the bottom to indicate the orientation has been given.

Orientation Topic

Employee Initial

Date

• Health and Safety Policies
• Workers' 3 OHS Rights: Know/Participate/ Refuse dangerous work
• Worker Responsibilities/Legislative responsibilities
• Hazard Assessments / Work site-specific hazards
• Controls and Safe Work Procedures
• Use, care and maintenance of personal protective equipment
• Introduction to health and safety committee
• Training Requirements
• Workplace Inspections
• Emergency Response Procedures
• Requirement to report unsafe acts, unsafe conditions hazards,
• Requirement to report near misses, incidents, asset damage
• Reporting Obligations for Incidents /Unsafe Acts/ Health Concerns
• Modified Duties
• Organizational Rules and enforcement procedures
• Other

Employee Signature ______________________________________________________________________________
Trainer Signature ________________________________________________________________________________

24
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EXERCISE #8
BUILDING YOUR PROGRAM
DEVELOP AN ORIENTATION CHECKLIST SPECIFIC TO YOUR COMPANY
(DONT FORGET TO INCLUDE CONTRACT WORKERS)
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TRAINING COMPETENCY
Criminal Code of Canada - Section 217.1

Everyone who undertakes, or has the authority, to direct how another person does work or performs a
task is under a legal duty to take reasonable steps to prevent bodily harm to that person, or any other
person, arising from that work or task.

Employees need proper training and skills to stay both healthy and safe on the job. Well trained and competent
employees not only perform their jobs safely but are often more productive. The time spent on training will pay off.
If work is required that is considered hazardous, the employer must ensure that it is done by a competent
employee, or by an employee that is working under the direct supervision of a competent worker.

WHAT IS COMPETENCY?
The OHS Act defines:
"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.

WHAT IS A COMPETENCY ASSESSMENT?
Competency Assessments are NOT about comparing people to people.
It is about comparing workers to a STANDARD.

Ethical and
Professional
Behavior

Advance Human
Rights, Social
and Economic
Justice

Engage in
Diversity and
Difference

Use critical
thinking and
professional
judgement
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TRAINING COMPETENCY
An organization may hire new employees based on qualifications, knowledge, and past experiences. However,
this does not mean they are competent to conduct their assigned tasks safely. The organization cannot assume
a new hire knows the hazards of any job upon being hired.

TRAINING

EDUCATION

MENTORING

does not equal Competency

does not equal Competency

does not equal Competency

but if you combine

TRAINING + EDUCATION + MENTORING + ASSESSMENT
you will achieve
COMPETENCY

BEFORE YOU BEGIN TRAINING:
Review all job tasks to determine the competencies required to do them safely with a primary focus on
high-risk tasks and tasks that could cause an injury or illness.
Then develop a system to compare workers' actual competencies to those required.
This will help you identify where training is required.
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TRAINING COMPETENCY
IMPLEMENTATION GUIDELINES
Employees need proper training and skills to stay both healthy and safe on the job. Well trained and competent
employees not only perform their jobs safely but are often also more productive. The time spent on training will
pay off. If work is required that is considered hazardous, the employer must ensure that it is done by a competent
employee, or by an employee that is working under the direct supervision of a competent worker.

WHAT IS COMPETENCY?
As previously stated, the OHS Act defines:
"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.
Alberta OHS legislation dictates some key areas of competency requirements for all levels of an organization.
Some of the key points from the legislation have been outlined in the table below.

OHS Act - Part 1, s. 3.1
Every employer shall ensure…

OHS Act - Part 1, s. 3.2

Every employer shall ensure…

OHS Regulations, Part 1, s. 13.1
If work is to be done that may
endanger a worker, the employer
must ensure that the work is done…
OHS Act - Part 1, s. 4a(i)

(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
...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
a)
b)

by a worker who is competent to do the work, or
by a worker who is working under the direct supervision
of a worker who is competent to do the work.

•

ensure that the supervisor is competent to supervise every
worker under the supervisor’s supervision.

•

A worker who is not competent to perform work that may
endanger the worker or others must not perform the work
except under the direct supervision of a worker who is
competent to perform the work.

Every supervisor shall…..

OHS Regulations - Part 1, s. 14.1
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TRAINING COMPETENCY
AREAS WHERE TRAINING & COMPETENCY EVALUATIONS ARE VALUABLE
Job/Positional Hazard
Assessments

• High risk tasks
• High risk hazards
• Non-routine or infrequent tasks

Site-Specific
Hazard Assessments

• Site specific hazards
• Client /Tenant specific hazards
• PPE requirements

Safe work Practices and Procedures
HSR/HSC Skill-sets

• Hazard Assessments
• Inspections
• Incident Investigations

Pre-hire Qualification
Verification Processes

• WHMIS
• First Aid/CPR
• Defensive Driving

Worker
Skill-sets

• Administering medications
• Blood-borne pathogens
• Ergonomic/mechanical handling
• Workplace violence and harassment prevention training
- Non-abusive crisis Intervention training
- De-escalation training
- Restraint Training
• Diversity/Cross cultural training
• Aboriginal Awareness

Managers/Supervisor
Skill-sets

• Handling incident reports
• Conducting investigations
• Effective enforcement/Conflict management
• Inspections, Hazard Assessments
• Due Diligence/Legal obligations
- Safety of others on site
- Competency

Emergency Response

• Posted evacuation map/muster areas
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TRAINING COMPETENCY
CHECK THAT TRAINING IS EFFECTIVE
Following any training, there should be a measurement used to test the employee’s knowledge and understanding.
This measurement will verify whether the employee fully understands the requirement and can apply it in future.
It could entail a written test, a demonstration back to the trainer or a combination of both.
Once training is completed, ensure the management team conducts regular observations of employees to
ensure the training requirements are consistently followed and no bad habits are creeping in.

The following pages show examples of a Job Training & Observation Form.
(Also available at AASP website/ Resources))

JOB TRAINING & OBSERVATION FORM - EXAMPLE

JOB TRAINING & OBSERVATION FORM — EXAMPLE 1
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TRAINING
ORIENTATIONS
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TRAINING COMPETENCY
TRAINING COMPETENCY

JOB TRAINING & OBSERVATION FORM — EXAMPLE 1

JOB TRAINING & OBSERVATION FORM ...continued

Job Training & Observation Form
April 9, 2020

Trainer/Observer
Notes
Actions Required

161
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TRAINING COMPETENCY
JOB TRAINING & OBSERVATION FORM — EXAMPLE 2
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MANAGEMENT / SUPERVISOR TRAINING
IMPLEMENTATION GUIDELINES
Management Training is necessary to ensure workplace leaders are provided competent and effective training.
This can be achieved by identifying what health and safety training needs to be provided to Managers and/or
Supervisors to prepare and support them in their role as a trainer and evaluator.

LEADERSHIP
Leadership Training will include:

Board of
Directors
Senior
Management

OHS Due Diligence Training

• OHS Due Diligence Training
• Management Strategies for an Effective OHSMS
• Incident Reporting and Investigation
• Alberta OHS Legislation Essentials
• Hazard Assessment and Methods of Controls
• Workplace Inspections
• Incident Reporting and Investigation
• Effective Communication Skills

Managers/
Supervisors

• Enforcement Techniques
• Conducting Meetings
• Supervisory Techniques
• Understanding Workplace Violence and Harassment
• Supporting Employee Mental Health in the Workplace
• Managing Contractors in the Workplace
• Ability Management (HR Manager/Operations Managers/HS Manager)

IMPORTANT POINT
Set your management team up for success!
When the leadership team, including supervisors, is fully informed of their legal accountabilities and
have a functional understanding of the company’s HSMS, they will be better equipped to meet or
exceed expectations.
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JOB SPECIFIC 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 experience operating a forklift
while working for another company, that does not mean they will know how to operate your forklift safely and
properly. In addition, you may not know the quality of their past training, or what their past work experience
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 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 turns out to be refresher training for the new worker, then 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.
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.
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EMPLOYEE ENGAGEMENT

JOB SPECIFIC

ORIENTATION

PRE-HIRE

TOPIC

SUGGESTIONS
• Engage employees in identifying the preferred skill sets needed to successfully fulfill vacant job
positions.

• Involve HSR/HSR in reviewing the orientation process. Ensure key information is being discussed.
• Have various department managers attend and speak about key topics during the orientation.
• Ensure all leaders understand the purpose of the orientation and the critical information that is
communicated through this process.
• Require managers to verify the orientation is competed before the new employee commences
other training or starts working.

• Enlist internal subject matter experts to deliver specific pieces of the orientation and skill training.
• Empower all employees to identify gaps in the HSMS and/or opportunities to improve.
• Consider having more than one person train a new worker on the same skill-set.

COMPETENCY

• Enlist internal subject matter experts to conduct competency observations.
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• Encourage experienced workers to maintain the competency measures being used whenever
things change and/or gaps are noted.
• Empower workers, including new hires, to identify areas where training programs may need
enhancements.
• Encourage workers to step forward when they require further training or refresher training,
or when they don’t understand the information/training they received.

NOTES
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SELF-EVALUATION
Question

Yes

No

Action Needed

Assigned
to

To be
Completed by

Does your employer have a
procedure to address the protection
of others coming to your work
site(s)? (visitors/volunteers, vendors,
contractors, self employed person)
Is there a process for the selection of
contractors/sub-contractors, volunteers
who might perform work at your site(s)
?
• WCB Coverage
• General Liability Insurance
• Background/Criminal checks
• COR/SECOR

Is there a process for monitoring others
on your work site?
• Who monitors them?
• Are there consequences for noncompliance?

Does your organization provide
orientations to:
• Visitors?
• Volunteers"
• Contractors/Vendors?
• Self-employed persons?
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SELF-EVALUATION
Question
Does the organization communicate
the following to other work site parties:
•Expected health and safety
responsibilities while on site?
•Is there a list of tasks that are only
performed by contracted employees?
•Any work site hazards and expected
controls?
•Any changes to work site conditions,
responsibilities,hazards and controls
after they are already on site?

Does your organization communicate
the Health and Safety Policy Statement
to other employers/self-employed
persons?

Is health and safety information readily
available to external work site parties?
•Safety Data Sheets (WHMIS 2015)
•Legislation
•Safe work practices
•Emergency response plans
•Site/client specific hazard
assessments (when applicable)
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Yes

No

Action Needed

Assigned
to

To be
Completed by
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6

INDUSTRY NOTES
This section is intended to assist employers
in WCB Industry Code 89702 in their efforts
to protect any non-employee that may be
present or in the vicinity of their work site or
those workers conducting work on behalf of
the company. This includes providing them with
needed health & safety resources/information.
Non-employees can include: contractors, vendors,
self-employed persons/consultants, emergency
services personnel, tenants, visitors and the public.
OHS legislation refers to all potential persons or
companies as “other work site parties”.
ON THE FLIP SIDE - the company must also be
aware of any hazards the other work site parties
might be introducing into the company's work site,
such as a cleaning company or trades person
using a chemical or creating excessive noise
levels at your work site. This will allow the company
to adapt practices/procedures necessary for the
health & safety of everyone on site, including
employees and tenants.
Another important aspect to managing the health &
safety of other work site parties is for emergency
response purposes. Consider an emergency
situation where everyone in the building needs to
evacuate:
• Would the site be able to clearly identify to
emergency responders who was in the building
and if they are all accounted for?
• Would these individuals know where to go,
how to obtain assistance, and who they should
report to in such a situation?
• Do you consider other work site parties
and customer/visitors when practicing your
emergency response.

WHY THIS IS IMPORTANT
• Ensures coordination of all activities being performed
on site are conducted in accordance with the
company health and safety management system and
in compliance with OHS Laws.
• To ensure contracting employers discuss health and
safety requirements with contracted employers, selfemployed persons, visitors, other external work site
parties and anyone else not under the direction of
that employer.
• To ensure appropriate information is provided to
those in the general vicinity of the work site to ensure
their safety.

BENEFIT
• Provides a healthy and
safe environment for
everyone at or in the
vicinity of the work site.

LEGISLATION
• Examples are, but not limited to:
OHS Act
Part 1 (Obligations of Work Site Parties)
Employers, , Supervisors, Workers, Suppliers,
Service Providers, Owners, Contractors, Prime
Contractors, Self-Employed Persons, Temporary
Staffing Agencies, Multiple (overlap)
OHS Regulation
14.1 (Duties of Workers)
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INDUSTRY NOTES
How do I know if I need a Prime Contractor?

A work site with only one employer present does not require a prime contractor. A work
site having multiple employers engaged in work at the same time, same space, must have
a single prime contractor for the site.

I can’t be responsible for the health & safety of contractors 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 health & safety 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.

We rent our space to a variety of companies, is the company still responsible?
Yes, you are.!

You are the owner or the assigned property management group or agent for the property
therefore you have the obligation to keep the space safe, communicate hazards and
controls, and provide relevant health & safety information. You are also responsible to
provide emergency response equipment at the site, unless the provision has been formally
contracted to someone else. There would be an expectation that the leasee is advised of
key health & safety information, and that the lease activities are not knowingly endangering
any work site party or visitor.
A key thing to remember is that you are expected to do what is reasonably practicable and
be able to prove your company did everything reasonably practicable before something
went wrong.
When considering the role of property management/condominium managers, you can
apply the same measure that is often used by authorities and the courts if something were
to go wrong:
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•

was it foreseeable;

•

was it preventable; and

•

who had a degree of control.
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INDUSTRY NOTES
Our Property Manager is responsible for hiring repair and maintenance contractors - does
this make our company responsible for the contractor health and safety?

Yes. You are responsible for anyone at your work site when they are exposed to hazards
generated from your work activities. Often these situations could result in a shared
responsibility among the property manager, lessee, and the company/vendor/employer
being hired.

EXAMPLE:
A plumber is called in by the property manager to fix a leak in a washroom area.
The building manager would have an obligation to verify a competent plumber is hired.
However, the property manager has the obligation to eliminate or control exposures and/or
inform the plumber of the particular hazards on their work site.

See OHS Act Part 1, s.13 for more details on Multiple Obligations
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OBLIGATIONS & RESPONSIBILITIES
The property owner ultimately has a responsibility to do what is “reasonably practicable” to ensure the health and
safety of anyone on or in the vicinity of their property. This includes anyone that could be affected by hazards
originating from the site or work activities. These expectations are typically met by implementing an effective
health & safety management system that addresses the safety of everyone on or near the work site.

Link to Due Diligence/Reasonably Practicable
Obligations can vary significantly between property owners, organizations and even between work sites with
same owners. Work site parties have legislated responsibilities to:
• communicate hazards that could affect others;
• share relevant information;
• work in a safe manner;
• cooperate with the employer’s safety program;
• cooperate with anyone else exercising a duty under the OHS legislation;
• comply with OHS legislation.
While establishing your HSMS, other work site parties that must be considered include:
• other employers;
• contractors;
• self-employed persons;
• suppliers/vendors;
• temporary staff, visitors, customers;
• volunteers, students and the public.

OHS Act 3

OHS Act 7

OHS Act 11

Employers

Service Providers

Self-employed Persons

OHS Act 4
Supervisors

OHS Act 8
Owners

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

Refer to OHS Act Part 1 s.3-13 for further details on all work site parties and their obligations
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OBLIGATIONS & RESPONSIBILITIES
MULTIPLE OBLIGATIONS
There are situations where an individual/company may hold dual, and even multiple sets of obligations. For
example, a self-employed person such as a consultant/engineer can be both the employer and a worker. In these
situations, legislation has outlined expectations for meeting multiple obligations and for situations where there
are multiple employers on a work site with the same obligations.
As mentioned, self-employed persons can be considered both employer and worker. Therefore, they are
expected to comply with both sets of obligations as if they were directly imposed on them (with only necessary
modifications).

REMEMBER
To prove that an agreement has been made between the parties, legislation recommends that the agreement
be in writing. In transferring this responsibility, the owner should be sure that the other party is capable
of, and likely to, fulfill the prime contractor responsibilities. This is necessary because prime contractor
responsibilities originate with the owner and the owner must be diligent in transferring these responsibilities.

MULTIPLE EMPLOYER ENVIRONMENTS
It can become quite confusing as to who is in charge where there are several employers working close to each
other at the same time such as in a shopping mall or office tower. If in doubt, ensure you consult all your legal
contracts such as leases and your legal representation, in addition to the applicable legislation. Every contractor
has obligations as stated in the OHS Act Part 1, Section 9 (1)(a)(b) (2)(a)(b)(c).
A work site having multiple employers engaged in work at the same time must have a designated prime contractor
for the site that is assigned by the person in control of the work site. If the person in control fails to designate a
prime contractor as required in the OHS Act, Part 1, Section 10,ss.(2), the person in control is deemed to be the
prime contractor.
Definition of a work site — (OHS Act s. 1(bbb)

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."
Definition of person in control - the owner of the property, or property management company
or condominium manager designated through written agreement to manage the property.

IMPORTANT POINT
It is particularly 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.
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OBLIGATIONS & RESPONSIBILITIES
OHS legislation requires the company to provide health and safety information to any work site
party that could potentially be affected by the hazards on their work site.

The required information should reflect the hazards and potential exposure for each individual. This may seem
like a tall order and may even appear impossible to accomplish. Rest assured that employers are often able to
accomplish this through practical and consistent processes. The necessary information is often communicated/
delivered through an orientation package/process, not unlike that used to communicate critical health and safety
information to new employees.

WHAT IS REQUIRED?
• The information must include work site hazards, and the
preventative measures (controls) needed to safely navigate
the hazards. At a minimum, the controls must include practices
and procedures, as well as any additional controls needed to
protect others. It is important to understand that information
should not include personal information about an identifiable
individual, confidential proprietary information, and trade
secrets.

OHS Act Part 2, s. 14(1)
“Health and Safety Information”
means information that may affect the
health and safety of a person at a work site
and includes information about hazards
at the work site, hazard controls and work
practices and procedures.

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

• When OHS legislation specifically requires an employer to create a “Plan”, or “Procedure”, the information must
be made readily available to the workers at the work site and to the HSC/HSR, when there is one. An example
would include the employer’s requirement to establish an Emergency Response “Plan” (OHS Code Part 7).
• The employer would have to make the plan readily available to all workers and work site parties that could be
exposed to the potential emergencies that could occur.

It is important to ensure prime contractors know the full extent of their responsibilities when accepting
prime. The OHS Code states specific requirements that prime contractors are assigned. Additionally, if a
prime contractor is erecting or installing equipment the OHS Code states specific requirements that must
be followed if the these are shared among multiple employers. Sharing equipment in this way may have
safety, logistical and economic advantages. It also avoids confusion as to who is responsible for the initial
and ongoing safety of the installed equipment.

Queens Printer, Legislative Publications

page 212

OTHER PARTIES AT OR IN THE
VICINITY OF THE WORK SITE

6

OBLIGATIONS & RESPONSIBILITIES
IMPLEMENTATION GUIDELINES
The employer ultimately has a responsibility to do what is “reasonably practicable” to ensure the health and
safety of anyone on or in the vicinity of their work site. This includes anyone that could be affected by hazards
originating from the site or the work activities.

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 reason, further
processes are often required.
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OBLIGATIONS & RESPONSIBILITIES
PRIME CONTRACTOR RESPONSIBILITIES

Owners can never absolve themselves of all responsibility just by designating a prime contractor. Always
remember that your project is yours, you own it. Even if you assign a prime contractor, you as the owner, are still
legally responsible for everyone’s safety onsite, including your own employees and those of any contractors you
hire. As an owner, you need to do everything reasonably practicable to ensure the contractor you designate is
capable of understanding and accepting the prime contractor’s responsibilities.
It is important to ensure prime contractors know the full extent of their responsibilities when accepting prime. The
OHS Code states specific requirements that prime contractors are assigned. Additionally, if a prime contractor
is erecting or installing equipment the OHS Code states specific requirements that must be followed if these
are shared among multiple employers. Sharing equipment in this way may have safety, logistical and economic
advantages. It also avoids confusion as to who is responsible for the initial and ongoing safety of the installed
equipment.

Examples of equipment that may be erected by or on behalf of a prime contractor and for which the prime
contractor has responsibility could include:
• Toilet facilities – the prime contractor can have these installed for use by all workers at the site rather than
having individual employers supply toilet facilities. For example, in most shopping malls, there are washrooms
all workers and the public can use; each store doesn’t have their own.
• Scaffolds – erected by or on behalf of the prime contractor, many employers may use the scaffolds throughout
the project. The prime contractor retains responsibility for inspecting and maintaining the scaffolds.
• Guardrails – once installed by or on behalf of the prime contractor, the guardrails remain in place for the
duration of the project.
• Garbage collection and waste disposal – in many cases it may be more efficient if the use and removal of
waste bins is coordinated through the prime contractor and then employers can share.
• Propane tanks for site heating – this is a shared resource that may best be looked after by the prime
contractor.
• Entry and exit ramps – used at construction sites by workers entering and leaving the premises, this is a
shared resource that may be best maintained by the prime contractor.
• Fall protection anchors – if used by multiple trades and employers during a project, installation of anchorages
by a prime contractor may be a preferred option.

page 214

OTHER PARTIES AT OR IN THE
VICINITY OF THE WORK SITE

6

OBLIGATIONS & RESPONSIBILITIES
PRIME CONTRACTOR RESPONSIBILITIES
FIRST AID
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 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.
The required services, equipment and supplies depend on location of the work site, number of workers at the site
and level of risk - high, medium or low.
OHS Code Part 11

HAZARD ASSESSMENT
The prime contractors must ensure the communication of hazards, both existing and potential, at the work site
to all the employers. One of the ways to accomplish this may be to have a site meeting at the start of each day,
often called a “toolbox talk”, to ensure all contractors are aware of each others activities and the hazards they
may pose to each other.
Overall, it is important to remember a workers health and safety is the responsibility of the company that employs
that person. Therefore it is important to have a good communication system.
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ACTIVITY


Who is Who
As we discussed back on page 49, an Internal Responsibility System (IRS) is founded on the principal that
everyone on a work site has obligations towards Health and Safety (H&S). Thinking about what you have
already learned in this course, consider now how your organization’s operations would apply to the following
work site parties.

EXAMPLES

STRUCTURAL LEVEL
Senior Management

Owners, president, vice-president, director, board members

Managers

Department and area mangers, property managers

Supervisor

Team leads, foreman, department, or area supervisors

Worker

Non-management / non supervisory

Worker (part-time or casual)

Limited or irregularly present employees, summer students, volunteers

Contract workers

Those functioning like employees, but are not paid in the same manner

H&S Committee or Representative

All H&S Committee and H&S Representative delegates

EXAMPLES

OTHER WORK SITE PARTIES
Suppliers

Vendors coming to site

Service Providers

Consultants

Owner

Land Owner / Building Owner

Contractors

A contractor, in regards to property management, will be in many cases
the property manager. They procure and direct other employers to do
tasks such as cleaning, servicing equipment.

Prime Contractor

A person, a partnership, or a 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.
This could be the property manager, directing activities of a cleaning
company.

Self-employed persons

Anyone self-employed such as security, cleaning services.

Temporary Staffing Agencies

Temporary labour personnel

Emergency Responders

Fire, Police, Paramedics, Security
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LEGISLATIVE REQUIREMENTS
OHS legislation requires the organization to provide health and safety information to any work site party that
could potentially be affected by the hazards on their work site.

WHAT IS REQUIRED?
OHS Act Part 2, s. 14.3
Health & Safety Information means information that may affect the health and safety of a person at a work site
and includes information about hazards at the work site, hazard controls and work practices and procedures.

• The information must include work site hazards, and the preventative measures (controls) needed to
safely navigate the hazards. At a minimum, the controls must include practices and procedures, as well as
any additional controls needed to protect others. It is important to understand that information should
not include personal information about an identifiable individual, confidential proprietary information, and
trade secrets.
• Employers, contractors, and prime contractors must inform other parties who could be affected by
potential or existing hazards on their property, work site or project. Landowners must also communicate
these hazards to anyone conducting work or reasonably anticipated to conduct work activities in relation
to the land,infrastructure and any building or premises on the land.
• When OHS legislation specifically requires an employer to create a “Plan”, or “Procedure”, the information
must be made readily available to the workers at the work site and to the HSC/HSR, when there is one.
An example would include the employer’s requirement to establish an Emergency Response “Plan” (See
OHS Code Part 7).
• The employer would have to make the plan readily available to all workers and work site parties that
could be exposed to the potential emergencies that could occur.

This element provides sufficient information to build the foundation for your contractor
management program. However, it is important that employees in a position to select and hire
contractors be provided the detailed training in the "Contractor Management for Property
Management , Industry Code 89702"
This training is available through eLearning on the www.aasp.ca web site, then select the
portal for "Property Management - Industry Code 89702"
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PRE-QUALIFICATION
Prior to hiring other parties, it is important to develop a pre-qualification process to ensure they meet the
organization’s requirements, and the organization is not accepting any unnecessary risk.
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.
Common pre-hire requirements include:
• Ensuring the other party has a WCB Number and are in good standing (premiums paid up to date).To
find out if they are in good standing a clearance letter should be requested prior to each job awarded.
A clearance letter indicates if a contractor has their own coverage or would need to be covered as your
worker. If the contractor has their own coverage, the letter clears you of responsibility by notifying you if
the contractor has paid their WCB premiums.
• Ensuring the other party has their own health and safety program
• Ensuring the other party maintains their own General Liability Insurance.

KEY POINT
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.
To keep this simple, WCB coverage protects employers from the direct costs of work-related medical
expenses for those they maintain coverage for.

When others 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.
http://www.wcb.ab.ca/insurance-and-premiums/clearance-letters/

OTHER CONSIDERATIONS
• What qualifications/training may be needed by contractors (designation, certifications, trade-specific)
• What permits may be needed prior to commencing the work (Hot work, confined space entry)
• Determine how contractors will ensure their employees, or subcontractors are competent to perform the
work.
• In larger companies, an approved vendor listing may be developed which provides sites a list of who can
be used and has met all company requirements.
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Other Parties at or in the Vicinity of the Work Site
CONTRACTOR PRE-QUALIFICATION FORM — EXAMPLE

CONTRACTOR PRE-QUALIFICATION - EXAMPLE
(Insert Company name) is dedicated to providing a healthy and safe work environment for employees, visitors, clients, property, the
environment, and the public.
As the contracting employer we need to ensure that any other parties hired (i.e. Contractors/Sub-contractors, self/employed persons)
hired have adequate health and safety coverage, prior to completing any work on our site.
To be considered, and/or continue our working relationship would you please provide the following information:
Contractor Name: ________________________________________________________________________________________________
Contact Person: __________________________________________________________________________________________________
Contractor Address: ______________________________________________________________________________________________
_______________________________________________________________________________________________________________
WCB COVERAGE
W.C.B. # ________________________________________________________________________________________________________
Certificate of Recognition: Yes  No 
Certificate of Recognition Number: __________________________________________________________________________________
Expiry Date: _____________________________________________________________________________________________________
INSURANCE COVERAGE
Name of Insurance Broker: _________________________________________________________________________________________
Amount of General Liability Coverage: (Check Applicable Amount)
1,000,000 

2,000,000 

3,000,00 

4,000,000 

5,000,000  Other _____________________________________________

Expiry Date: _____________________________________________________________________________________________________

This information will be held in the strictest confidence by _______________________ and used for the sole purpose of ensuring contractor eligibility.
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ORIENTATIONS
CONTRACTOR/VENDOR ORIENTATIONS
Processes for choosing contractors/vendors and delivering subsequent orientations should be established
in a manner that suits your work site and the types of individuals that could be hired/contracted.
A common practice is to have the contractors’ 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.
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.

When implementing a contractor site orientation keep the process relevant and practical. 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.
For many employers this can require a combination of activities. For example:

STEP
ONE
STEP
TWO

• The organization may release an RFP (Request for Proposal) that requires certain
health and safety measures be in place before they can be considered.
Those replying to RFP may be required to verify they have met the requirements such
as: maintaining a Certificate of Recognition (COR)

STEP
THREE

• The organization would verify these requirements prior to selecting a vendor/
contractor. Once verifications have been completed and the contractor/vendor has
been selected, the vendor/contractor would complete a contractor health and safety
acknowledgment package. This package should outline the key expectations while
fulfilling the proposed contract/request (Note: typically a company representative
would be expected to acknowledge the requirements in writing).

STEP
FOUR

• The key focus would then be on the individual coming to fulfill the contract/request.
The organization would then implement an on-site orientation process that would
deliver/communicate key health and safety information and expectations to the
individuals once they arrive on site.

STEP
FIVE

• Refresher orientations could then be required annually, or every two or three years.
Be sure to maintain records!
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ORIENTATIONS
CONTRACTOR/VENDOR ORIENTATION FORM — EXAMPLE
Contractor/Vendor Orientation – Example

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
 Site Specific Hazard Assessments Requirements for the overall Scopes of Work, and daily, and updated if
change occurs
 Discuss with trainee all potential site hazards they may be exposed to (provide specifics)
 General Safety Rules & Expectations/ Controls and Safe Work Procedures
 Contractor Responsibilities
 Personal Protective Equipment
 Emergency Response Procedures (ERP)
 Training Requirements
 Enforcement Policy
 Right to Know, Participate and Refuse
st
 Location of company procedures, SDS/MSDS, posted information such as ERP, 1 Aid responders and HSC
members, and OHS legislation.
Company Representative: ______________________________________________________________
(signature)
Trainee: _____________________________________________________Date: __________________
(signature)

186

page 221

OTHER PARTIES AT OR IN THE
VICINITY OF THE WORK SITE

6

ORIENTATIONS
VISITOR ORIENTATIONS
Visitors could be members of the public, family, friends etc., and can vary among different types of organizations.
To ensure visitors are made aware of existing hazards at the work site a visitor orientation should be conducted.
A visitor orientation can be simple, yet effective. Often visitors will be advised of any potential hazards they could
be exposed to, how to navigate those hazards, and how to obtain assistance during an emergency. The following
The health and safety of our visitors is important to us, therefore it is necessary you understand the expectations
while on site.

VISITOR ORIENTATION & SIGN-IN FORM — EXAMPLE
Visitors must:
		
		
		
		

Remain in contact with your (company name) contact 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
Sign-out when you leave

		

Enjoy your visit.

Date
YY/MM/DD
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ORIENTATIONS
VOLUNTEER ORIENTATION
If your organization uses volunteers, such as on condominium boards, to fulfill non-official volunteer roles, it is
important to understand how the health and safety of these individuals must be considered.

In Alberta there are specific conditions that will establish a volunteer-employer relationship. Three
conditions must be met to establish a volunteer-employer relationship:

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
employees, collecting roadside waste, helping build a house for the organization, etc.

Alberta OHS Publication li022

Where there is a volunteer-employer relationship the organization is responsible to fulfill all employer
obligations 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.
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ORIENTATIONS
VOLUNTEER ORIENTATION
Volunteers may vary between organization. For this reason volunteer orientations will often fall somewhere
between a new employee orientation and that of a simple visitor orientation.
This may sound vague and possibly even daunting. The key thing to consider is what is expected of you as the
employer. An organization is expected to apply the legislation and do what is reasonably practicable to protect
all work site parties. This includes providing necessary information, such as communicating hazards.

What is reasonable and practicable is based on your circumstances. By assessing your hazards, what is in place
to navigate your hazards, and how these other work site parties could be exposed, it will become clearer what
will be needed at your workplace. Remember your due diligence defence will be measured on foreseeability,
preventability, and who had control, should something go wrong.
When implementing a volunteer orientation consider the following:
• What types of activities are they doing?
• What will they be exposed to?
• What controls do you have in place for your employees that would apply to volunteers?
• Are they experienced/informed regarding environments like yours?
• Do they present hazards to others?
• Do they need special tools, information, access, guidance, or supervision?
• Will they be always escorted?

Considering factors such as these will assist you in developing an effective yet practical volunteer orientation
process. Organizations who use many types of volunteers, may need to implement more than one process, or
provide a higher-level orientation to all volunteers to keep it simple. If volunteers are actively involved in the
workplace and often have full un-escorted access, it may be practical to provide the volunteers with the same
level of orientation as a new employee.

For due diligence purposes, it is important to maintain all orientation records provided to visitors,
volunteers, and any other work site parties.
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HAZARD ASSESSMENT & CONTROL
To keep everyone safe ensure all work site parties have access to completed hazard assessments and
inspection documents, appropriate to the work being completed.
• Ensure a site-specific hazard assessment is completed prior to the work being performed.
• Ensure controls are fully understood, hazard assessments and inspections need to be readily available
to all worksite parties.
• Consideration should be given not only to the contractor work being performed, but whether
adjustments need to be made to the site. (i.e. what new hazards might be introduced at the work site
due to the contractor work being performed)
• Ensure site–specific hazard assessments and any changes to hazard controls are communicated with
everyone involved.
• New site-specific hazard assessments should be completed when a new activity is introduced or work
environment changes.

CONDUCT WORK
▸ Once contractors are approved to complete the work on-site, consider how contractors will
move about the site.
• Sign-in/sign-out (log, contractor badge, key representative to report to)
▸ Identify how the contracting employer and contractors/self-employed persons will communicate
with each other throughout the project.
▸ Identify how the contracting employer and contractors/self-employed persons will communicate
in regard to operational changes.
▸ Determine who will be assigned responsibility for the contractor.
• How will they be supervised?
• How will equipment and materials be checked?
▸ Discuss with the workers of the contracting employer:
• how the contracted work might affect them.
• to advise the work site representative immediately if they have any concerns on the work to be performed.
▸ Should an incident occur on site, communicate investigation results with all contracted employers/
self-employed persons to ensure every person affected by the event has a good understanding of
corrective actions and requirements going forward.
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HAZARD ASSESSMENT & CONTROL
FOLLOW-UP
▸ Sites should be conducting periodic evaluations to ensure the contractor is following the company’s
responsibilities as identified in the orientation.
▸ Develop and implement a process for monitoring other work site parties once they arrive on site.
▸ Determine how employer will follow-up with other work site parties on-site for projects (i.e. at end of
project (small) or throughout the project (longer than one day).
▸ If project based, may ask to receive/review documentation such as:
•

Daily/weekly reports on progress

•

Site-specific hazard assessments

•

Codes of practice

•

Inspection reports

•

Incident Reports

•

Health and Safety committee minutes

•

Tailgate/toolbox talks

•

Orientation

•

Any incident reports and investigations

•

Development of any new safe work procedures

▸ Identify a process for non-compliance (consequence)
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EMPLOYEE ENGAGEMENT

TOPIC

SUGGESTIONS

GENERAL

• Communicate to all employees and contracted employees the importance of keeping
everyone safe at your work site, with a focus on non-employees.
• Train all employees on the basics of your different types of orientation processes to
increase recognition of expectations.
• Empower all employees to identify individuals that may not have the information needed,
or that may have been missed in the orientation processes.
• Require all employees to monitor the orientation/sign-in processes to ensure they are
consistently followed, and documentation maintained.

VOLUNTEERS

CONTRACTORS/
VENDORS

• Consider training all employees on how to apply all orientation processes.

• Consider training all employees on how to apply contractor pre-qualification and
selection processes.
• Provide any employee that could issue an RFP, select a contractor/vendor with the
training needed to apply expected processes.
• Empower all employees to monitor others for noted issues or concerns, and speak up.
• Encourage members of the leadership team to communicate with others while they are
on site to ensure they have everything they need.

• Communicate the importance of volunteer orientations to anyone that may approve a
volunteer role or an applicant.
• Communicate relevant aspects of the volunteer orientation to anyone that may oversee or
work with a volunteer. Empower them to identify any gaps in the process.
• Provide any employee that could obtain or approve a volunteer with training needed to
understand and apply the orientation process
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DOES YOUR
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INCLUDE
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INCLUDE:
Audit Question

Guidelines

ELEMENT 6 – OTHER PARTIES AT OR IN THE VICINITY OF THE WORK SITE
Is a policy and/or
process is in place to
address the protection
of others not under the
employer’s direction?

The policy and/or process must take into
account the protection of other workers not
under the employer’s direction, visitors and
other persons in the vicinity of work that is being
carried out.

Is a process is in place
that includes criteria for
evaluating and selecting
other employers and/or
self-employed persons.

An employer must identify what requirements they
use to evaluate and select other employers and/or
self-employed persons in order to allow them to
conduct work at the employer’s work site.

Is a policy and/or
process in place that
includes a system for
monitoring other
employers and/or selfemployed persons?

Are health and safety
orientations provided to:
a. Visitors?
Other employers and/or
self-employed persons?

Is a process in place to
address non-compliance
of other employers
and/or self-employed
persons under the
direction of the
contracting employer?

194
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Suggested Doc(s)

Point
Value

Written policy or process
that contains the required
information. Usually in
the written H&S
manual/program, or
contractor or vendor type
package.
Written policy or process
that contains the required
information. Usually in
the written H&S
manual/program, or
contractor or vendor type
package.

0 or 10

Written policy or process
that contains the required
A process to monitor health and safety performance information. Usually in
the written H&S
and correct identified deficiencies is in place for
manual/program, or
other employers and/or self- employed persons
contractor or vendor type
during the period of the contracted services.
package.

0 or 5,
or N/A

If the auditor can confirm the audited employer
does not use other employers and/or selfemployed persons, this question may be marked
not applicable (n/a). However, this is rare.
Verified by review of documentation and
manager/supervisor interviews.

If the auditor can confirm the audited employer
does not use other employers and/or selfemployed persons, this question may be marked
not applicable (n/a). However, this is rare.
Confirm orientations are provided to other
employers and/or self-employed persons, and
visitors (e.g. visitor logs, contractor sign off, etc.)
If the auditor can confirm the audited employer
does not use other employers and/or selfemployed persons, part b of this question may be
marked not applicable (n/a). However, this is rare.
The contracting employer must have a process to
deal with other employers and/or self- employed
persons when there is non- compliance to the
employer’s OHSMS.
If the auditor can confirm the audited employer
does not use other employers and/or selfemployed persons, this question may be marked
not applicable (n/a). However, this rare.

a- visitor orientation
records, often included as
part of the sign-in process.
b- Orientation records

Written policy or process
that contains the required
information. Usually in
the written H&S
manual/program, or
contractor or vendor type
package.

0 or 5,
or N/A

a- 0 or
10
b- 0 or 5,
or N/A

0 or 5,
or N/A

NOTES
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INSPECTIONS
Self-Evaluation

SELF-EVALUATION
INSPECTIONS

Question

Yes

No

Action Needed

Assigned
to

To be
Completed
by

Has your employer
developed an inspection
policy and/or process that
states the frequency of
inspections and what needs
to be inspected?
Are there checklists or
forms, appropriate for the
site to assist employees in
performing Inspections?
Have employees who are
responsible for conducting
formal inspections received
training?
Are formal inspections
carried out in accordance
with the policy and/or
process by:
- Managers?
- Supervisors?
- Workers?
Is there a system to correct
deficiencies identified
through formal inspections?
Have deficiencies identified through
formal inspections been corrected?

Do formal inspections conducted by
management include a component
of employee observations
(behaviours and conditions)?
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INSPECTIONS
INDUSTRY NOTES

After you have implemented your health and safety management system you must ensure it remains effective.
Inspections are a great way to ensure your HSMS remains reflective of your current operations. Inspections will
also assist your leadership team in verifying health and safety expectations are consistently applied throughout
your organization.

Within this section you will be introduced to:
• formal and informal inspections;
• what should be inspected;
• a sample checklist; and
• what to do if a deficiency is found.
For a organization, inspections might be conducted for offices, vehicles, group homes, schools, playgrounds, or
any other area where staff and clients gather.

For example, a playground inspection could determine that others have left used syringes and broken
bottles near the bottom of the slide. Consistent inspections can help find hazards such as these before they
become incidents.

Inspections are used to examine workplaces, equipment and vehicles in order to:
• ensure hazards and job tasks are continually monitored and corrective actions taken;
• obtain valuable information from workers;
• verify the control measures identified in hazards assessments are in place and being followed; and
• identify any other unsafe or unhealthy conditions that may not have been identified in the past.
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INTRODUCTION
BENEFITS
• Ensures hazards and job tasks are continually monitored and corrective action taken.
• Can identify hazards that were not previously identified.
• Valuable information can be obtained from workers involved in the inspection process.
• Assesses the degree of compliance.
• Demonstrates management support for the health and safety management system.

LEGISLATION
Examples include, but not limited to:
OHS Act

Part 3 (Joint work Site Health and Safety Committee and Health and
Safety Representatives) s.19(g)

OHS Act

Part 5 (Program and Practice s. 37(1)(f)

OHS Regulation

12.1 (Equipment)

OHS Code

Part 9 (Fall Protection) s. 159 (2)

OHS Code

Part 13 (Joint Work Site Health and Safety Committee and Health and
Safety Representatives) s. 198

OHS Code

Part 18 (Personal Protective Equipment) s. 228 (2)(b)

OHS Code

Part 19 (Powered Mobile Equipment) s. 257, 260

OHS Code

Part 21 (Rigging) s. 294

Keep in mind, the HSC must conduct inspections prior to health and safety committee meetings
to meet the minimum requirement of quarterly inspections.
The inspection results should be discussed at the committee meeting with a focus on the issues
which could not be resolved or may need management direction.
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INSPECTIONS
INSPECTION STANDARD

IMPLEMENTATION GUIDELINES
Organizations should outline their inspection expectations in a written standard/procedure/guideline to ensure
the inspection program is clearly defined and allows those involved to meet the employers’ expectations through
to corrective action, completion, and sign-off.
When developing your inspection expectations consideration should be given to:
▸ What needs to be inspected? (Site, Equipment, Processes, Vehicles, Employee Behaviours).
▸ Who should be completing the inspection? Inspections are best done by a team of managers, together
with worker participation, to get different perspectives. Inspection processes must also reflect required
involvement from the HSC/HSR.
▸ At what frequency should inspections be completed? (daily, weekly, monthly, annually). The entire work
site should be inspected formally at least once a quarter.
▸ Set the frequency of inspections depending on the degree of risk. The frequency of planned formal
inspections may be scheduled depending on the organization’s past incident records and the size of
different work operations, type of equipment and work processes.
▸ What type of inspection should be conducted? (formal vs informal)
▸ Is there a checklist or form available for all types of inspections that must be used? (i.e. site checklist,
vehicle checklist, etc.)
▸ What will happen when deficiencies are identified?
▸ Is there a process for corrective action?
▸ How will on-going corrective action and concerns from previous inspections be monitored?
▸ How will the company evolve inspection programs and checklists over time?
• Inspections can be used to test worker knowledge about training being provided through the
organization. Ask random personnel what they remember from training provided to identify
whether the training was effective or if perhaps refresher training is required.
▸ Who will be responsible for ensuring all identified concerns are followed through to completion and
signed-off as "completed"?

page 234

7

INSPECTIONS
INSPECTION STANDARD
INSPECTION POLICY – EXAMPLE - PAGE 1
Our Organization is committed to identifying health and safety hazards, monitoring the effectiveness of
prevention activities and initiating corrective action to maintain a safe and healthy working environment.
Purpose of Inspections:
• to provide a formalized process for the continuous monitoring of the workplace.
• to regularly identify any unsafe acts, unsafe conditions, and unsafe behaviours.
• to determine risks and develop solutions to eliminate or control hazards.
• to ensure that implemented controls for hazards are working.
• to ensure facility equipment (i.e. lights, fire alarms, emergency lighting) and emergency systems
• (i.e. sprinkler, smoke detectors, furnace, air conditioning) are maintained and operated in a safe
manner.
• to identify new hazards which had not previously been addressed.
• to commend employees for good working conditions and practices.
Inspections shall be conducted of:
• facilities
• equipment
• safety mechanisms
• safety systems, such as fire extinguishers smoke detectors, lighting backup, security systems,
emergency system;
• mechanical systems such as furnaces, boiler, pressure valves, water supply, elevators;
• mechanical rooms, storage rooms, janitorial closets to ensure they are kept locked and
inaccessible to unauthorized personnel
• organization vehicles.

Note: All equipment shall be inspected and maintained as per manufacturer’s warranty and
maintenance schedules. All equipment must meet legislated requirements so as to ensure it is
safe to operate and is free from obvious defects.
Type
Workers shall conduct informal daily pre-use inspections prior to the operation of equipment to ensure
everything is in safe working order. The operator of any piece of equipment owned by the organization
must report to management any condition or defect noted during an inspection affecting the safe operation
of the equipment. Informal inspections shall be conducted by management on an ongoing basis and may
be done in conjunction with other business. This should be a duty of the Property/Condo Manager.
Formal inspections shall be conducted on a monthly basis two weeks prior to the scheduled health and
safety committee meeting, using the checklists developed.
Contractors/Sub-contractors are responsible to conduct inspections in their work areas on a regular
basis and forward copies to the Prime Contractor/Employer. Example, such as ensure equipment/first aid
supplies brought to a work site is inspected and documented as per instructions and copies of reports
submitted to the Property/Condo Manager to ensure compliance.
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INSPECTION STANDARD
INSPECTION POLICY – EXAMPLE - PAGE 2
Inspection Team
• The inspection team shall consist of no fewer than three people, at least one Manager, one worker and a
member of the health and safety committee member.
• A member of the management team (Senior Management, Manager, Supervisor/Team Leader) will be
rotated through the monthly inspection schedule.
• Whenever possible, it is recommended a random employee be selected to participate in an inspection.
This allows everyone the opportunity to provide a new perspective to the process and assist in training
employees how to recognize hazards before they become issues.

• It is expected any hazards or unsafe conditions observed while conducting the inspection be
corrected immediately wherever possible.
Conducting Inspection:
• The inspection team shall use the following tools to conduct monthly inspections:
▸ monthly inspection checklist.
▸ previous month’s inspection report; and
▸ incident reports to review if corrective action, if needed, have been taken.
• Any identified hazards or conditions which could not be immediately corrected will be recorded as
a deficiency on the inspection checklist form.
After the Inspection:
• Everyone who participated in the inspection must sign the original inspection form.
• The inspection team will forward a copy of the original completed form to the health and safety
committee.
• Deficiencies which could not be corrected immediately will be reviewed by the HSC who will
establish are commended action plan. This action plan will include the identified deficiency, the
recommended action,who is to complete the correction, and expected date of completion.
• A copy of the recommended action plan will then be forwarded to senior management for review
and approval.
• Any continuous outstanding issues will be documented on the organization’s monthly health and
safety committee minutes form.

• All corrected hazards will be communicated to the Health and Safety Committee, to ensure
the action plan is updated.
Follow through to completion:
• All outstanding deficiencies will be reviewed and discussed monthly in the health and safety committee
meetings until completed
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EXERCISE #9
BUILDING YOUR PROGRAM
DEVELOPING AN INSPECTION POLICY/GUIDELINE

Does your company have an Inspection Policy/Guideline? Your inspection policy/guideline should consider:
• What needs to be inspected? (sites-facilities and grounds, equipment, processes, vehicles, people)
• Who should be completing the inspection? (managers, supervisors, workers, HSC/HSR)
• At what frequency should inspections be completed? (daily, weekly, monthly, annually)
• If frequency dependent on the nature of business?
• What type of inspection should be conducted? (formal vs informal)
• Will a checklist form be used?
• What will happen when deficiencies are identified?
• Is there a process for corrective action?
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TYPES OF INSPECTIONS
INFORMAL (ONGOING) INSPECTIONS

Informal inspections sometimes also called "walk through" are daily checks of work areas and equipment prior
to being used. Anyone can complete an informal inspection.

EXAMPLES
Consider when you walk from the parking lot to your location in the winter months. As you leave your car, enter
the front door, and walk to your office, you are likely already conducting informal inspections.
• Why has no-one put salt down on this icy spot?
• Why is there a puddle of water in the entranceway?
• Why is this box in the middle of the floor?
These are examples of how management and employees conduct informal inspections on a regular basis, often
without realizing it.

TIPS
By encouraging employees to participate in informal inspections, employers will benefit by catching
deficiencies when they are still in a minor state, therefore keeping the work environment safe for
everybody.

• When conducting the informal inspection identify areas which could result in incidents or injuries. These
could include housekeeping, job procedures, safety guards, lighting, or PPE.
• Although there is no formal checklist used for these types of inspections, organizations should
implement a document for addressing hazards which could not be corrected immediately, to ensure they
are monitored through to completion.
• Do not allow serious concerns to go unresolved.
• Managers/Supervisors can use walk through type of inspection, also called MBWA (Management by
Walking Around) to verify actions from formal inspections were completed

Ensuring issues are addressed in a timely manner demonstrates to staff
health and safety is a priority of the organization which helps to create a
positive workplace culture.
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MANAGEMENT BY WALKING AROUND
TAKEN FROM: “TOWARDS EXCELLENCE” BY THOMAS J. PETERS
All organizations today face the risk of bogging down in their own bureaucracies.
Every additional person, every additional form, every additional line on a form, every additional system, committee, program,
product, and position invite the lumbering bureaucracy to expand. As it expands, the likelihood of accurate and timely data,
filtering up through the bureaucratic maze to management, becomes more and more remote. Information that “tells it like it
is” gets lost, distorted, distilled, over analyzed, politicized, and just plain overlooked. Structures and systems tend toward
bewildering complexity. Communications and reporting arrangements tend to become more formal, impersonal, and onedimensional.
Consequently, managers often work only with shadows of the real world. They read reports, send each other memos, process
computer analyses, and spend time in committee meetings. They deal with abstract, lifeless representations of what is really
going on with their people. The risk of such faceless, impersonal input is that most managers simply don’t know what is really
going on. They therefore can’t – and don’t – make timely, realistic, or effective decisions.
The top performing companies make a concerted effort at all levels to remove the barriers that reduce energy and commitment
and keep managers insulated from the real world. The effort by every manager, in every function, to keep in touch is what
makes things happen with a minimum of bureaucratic rigmarole.
So the issue is a determination to cut through one’s own bureaucracy to get a handle on – to get a gut feel for – what is really
happening in and around the organization. There is only one way that can happen. Executives and Managers must deliberately
devote huge chunks of time to the critical task of keeping personal, face to face contact with employees. We call this highly
personal and action-oriented management style MBWA or “Management by Walking Around”, a term originally coined at
Hewlett- Packard.
In companies where some version of MBWA is practiced, managers of all ranks, in all functions, are up and out of their
offices most of the time. They are intent on getting tangible, face to face data. They regularly talk to the employees – not in
the executive offices, but where the employee is working. Frequently, informal face to face communications simply are vastly
superior to voluminous reports and are far more effective at motivating people than are most complicated incentive systems.
MBWA means wandering purposefully, not aimlessly, to get what management needs to get: clear understanding, hot data,
and commitment. It also forces management to give what it needs to give: a show of genuine care and concern, a commitment
to act quickly and to adapt. MBWA is getting out from behind the desk, going to where the people are and listening, cajoling,
joking, laughing, eating, and talking with the front-line people. It is showing an interest in their work and assessing their
concerns. MBWA provides a practical route to observing the obstacles that most often seem trivial or even unbelievable when
viewed from management’s offices.
When MBWA is working well, it does not amount to “head counting” or “bed checks”. Many wandering managers tend to do
such “audits” rather than to listen, but this temptation needs to be resisted if mutual understanding is the goal. The idea is not
to check up on people, but to work with people – to get clear, firsthand information from them and to set the example for them.
MBWA means regularly getting out there, being part of the action, and learning and modeling what you want others to believe
in. MBWA is the only way to get a deep, firsthand understanding of what the people really think, feel, and want now, when it
counts and can be acted upon.
The objective is to gain a direct, gut-level, rapid connection with the operation by making visits and by responding to concerns.
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TYPES OF INSPECTIONS
FORMAL INSPECTIONS

Because informal inspections are more observation based, they are not sufficient enough to ensure workplace
safety. Formal inspections are planned inspections of the critical components or systems that have a potential
for causing serious injury or illness. These inspections are completed using a site-specific checklist or form. This
checklist would be developed by requirements assigned through legislation, manufacturers’ specifications, or the
company’s own health and safety management system. Inspections are completed according to the requirements
and frequency determined in the inspection policy.

A company’s written inspection program: including employee involvement and desired frequencies, should be
based on the company’s operations, and level of risk. Clearly defining the expectations in a written policy/
program will allow the HSC/HSR to meet the expectations. The written program can also provide the leadership
team with needed guidelines for monitoring compliance, and the effectiveness of the inspection program.

FORMAL INSPECTIONS:
• should be planned and conducted on a regular basis to provide a complete record of work site
conditions.
• need to be documented, using a checklist.
• should include involvement from managers, supervisors, HSC/HSR delegates, and workers.
• should focus on improvement of the organization’s systems as well as identify any deficiencies so they
can be corrected.

FORMAL INSPECTIONS VS. SITE-SPECIFIC HAZARD ASSESSMENTS
In some cases, companies confuse a formal inspection with a Site-Specific Hazard Assessment. Although both
identify potential or existing hazards, they are different processes.
FORMAL INSPECTIONS
• An observation of the workplace for the
specific purpose of determining the levels of
compliance with established company and
manufacturing practices, procedures, safety
rules and to identify new or existing hazards
not previously identified.
• Inspections are conducted when work is
progress.
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SITE-SPECIFIC HAZARD ASSESSMENTS (SSHA)

• Site-specific hazard assessments are completed when
something changes, or when something new has been
introduced into the usual work environment.
• SSHA’s are completed prior to the work commencing.

7

INSPECTIONS
CONDUCTING INSPECTIONS
WORKER INVOLVEMENT
Why is worker participation in the inspection process is imperative?
They are the ones performing the tasks and see first-hand the hazards they face daily and can offer constructive
feedback as to whether the controls in place are effective or need improvement.
Each employee holds a unique set of knowledge and experiences and will bring their own perspective to the
process.

HSC/HSR INVOLVEMENT
The HSC/HSR must inspect the work site at regular intervals. The HSR can determine the frequency for
inspections based on their work site. At a minimum, an HSC must conduct an inspection of the work site prior to
each quarterly meeting.
Consider building into your monthly inspections what items the inspection team can focus their attention on. For
example, suppose incident rates identified that back injuries were frequently occurring in a warehouse due to
manual handling. This could become an item for the inspection team to observe as to how their employees are
performing this task, and/or to speak to coach/mentor them when they see them lifting improperly.

When carrying out a workplace inspection, things to consider include:
• listening to the concerns of workers;
• identifying existing and potential hazards and determining their underlying cause;
• reviewing the effectiveness of any previously implemented hazard controls; and
• addressing any serious hazards or unsafe acts/conditions immediately which may require both shortterm and long-term corrective actions.

When conducting an inspection focus on the hazards.
Workers should not feel threatened.
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ACTIVITY


What to Inspect?
As a property manager consider the types and number of workplaces, clients and contracted employees at each site.
•Identify what should be included in your inspection program (specific areas, items, processes, contracted employees, etc.)
•Determine who/position best to conduct each inspection.
•Identify if each would be a formal, informal, or both types of inspection, and the desired frequency for each
(i.e. daily, weekly, monthly, quarterly, etc.)
REMEMBER: It is important to verify contractors/contract employees are performing to the level of the property
management expectations .
What to inspect?
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By whom?

Formal, Informal, or both?

How often?

7

INSPECTIONS
TRAINING
Employers are required to ensure employees are competent to complete assigned tasks. Well trained
competent inspectors will ensure the most beneficial reports for the company. Inspection training should
include:
• how to recognize an unsafe act or unsafe condition.
• how to recognize unsafe behaviours.
• how to recognize a hazard.
• how to ensure controls are in place and working.
• how to complete the inspection checklist.
• how to deal with deficiencies and record onto an action list.
• who to submit the completed inspection report to.
• the frequency of the inspections.
• recognizing hazardous areas.
• required PPE and other control measures.

KEY POINT
It is essential that inspection training is documented and maintained in training systems/files.
Never assume employees know what to look for. When doing an inspection, detailed training and
coaching is imperative to ensure the employees, assigned inspection responsibilities, are properly
prepared.

REMEMBER
This course is designed to provide you with a basic overview of inspection training.
For additional training in work site inspections, please visit www.aasp.ca.
AASP offers classroom, virtual, and e-Learning workshops.
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INSPECTION CHECKLISTS

To ensure that all items are covered during the inspection, it is useful to develop checklists to reference all
potential hazards.

Prepare an inspection checklist based on hazard controls identified by
the company, legislation, past inspections or completed investigations.
The checklist needs to be appropriate for the area being inspected.

These checklists should
never be considered as
permanent lists. They
should be reviewed or
added to, as necessary.

Certain workplace areas may need particular attention due to the nature of the work undertaken, especially when
data or observation reveals situations where stress, exhaustion, fatigue or conflict may be occurring.

When carrying out a workplace inspection, management needs to be informed right away about anything
that poses an immediate danger. Based on the level of risk, work may need to stop until the threat is
controlled.

FOLLOW-UP OF INSPECTIONS
The organization has an obligation to ensure the deficiencies identified during an inspection are addressed
and/or eliminated. Upon completion of the inspection:
• Provide copies of the report to senior management and the health and safety committee
(or the health and safety representative).
• Ensure management is informed as to conditions at the work site.
• Ensure the inspection report is signed off by the senior management of the employer.
• Ensure employees are kept informed of inspection outcomes.
• Ensure outstanding deficiencies are being tracked from month to month until sign-off is completed.

TIPS
Records of inspection tours are important sources of information and should be kept for future reference. A
minimum of three years is a best practice for any industry.
Two years of inspection records must be kept readily available for an OHS Officer upon request.
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INSPECTION CHECKLIST – EXAMPLE
Sample Checklist for Workplace Inspection

(O) Satisfactory
(X) Requires
Action

(O) Satisfactory
(X) Requires
Action

Names of People Conducting the Inspection:
DATE:

Corrective Action
(indicate person
responsible and a
time-line)

GENERAL - MULTIPLE LOCATIONS
The floors are clear of debris, loose
materials, worn carpet, etc.

RECEPTION AREA
The furniture is safe (no sharp edges,
designed for the purpose).

The floors are not slippery or wet and
there are no spills.

Computer workstations are set-up
appropriately.

The furniture is safe (no sharp edges,
designed for the purpose).

Extension cords do not pose a tripping
hazard.

The area is not crowded.

Wall and ceiling fixtures are fastened
securely.

Materials are neatly and safely stored.

Paper and waste are properly disposed
of.

Storage shelves are loaded only to
capacity.

Desk and file drawers are kept closed
when not in use.

Large and heavy objects are stored on
waist high shelves.
File cabinet drawers are not overloaded.

EMERGENCY EQUIPMENT
Fire extinguishers are regularly tested
and certified.

File cabinets have the heaviest items
stored in bottom drawers.

Emergency lighting in place and
regularly tested.

Step stools are available to reach higher
shelves.

There is a clear path to reach fire
equipment.

Items are not placed or stored to create a
trip hazard.

First aid kits are available and stocked.

HAZARDOUS SUBSTANCES
Hazardous substances are properly
labelled.

HEALTH AND SAFETY POSTINGS
The H&S policy is current and posted

A material safety data sheet is available
for each product?

The HSR name is posted.

Workers are trained in how to use these
products safely.

The OHS Act is posted

Required Personal Protective Equipment
is available.

Corrective Action
(indicate person
responsible and a
time-line)

LIGHTING
There are no bare lightbulb.

KITCHEN
The food preparation area is clean.
The furniture safe is safe and in good
working order.
Appliances in use are in good working
order.
HALLS
Are they clear and unblocked?

Lightbulbs are working and there are
no dark areas.
BATHROOM
Washroom area is clean.
Washroom fixtures are in good
working order.
Hygiene supplies are available (soap,
towels)

Signatures:
4950 Yonge Street, Suite 1505. Toronto, ON, M2N 6K1 | T 416-250-7444 |1-877-250-7444 | F 416-250-7484 |
Template © 2013 Public Services Health and Safety Association
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INSPECTIONS
• Review the action list from the previous inspection reports to check for on-going concerns and untimely
action.
• Complete and review the inspection report with the inspection team. Bring items requiring action to the
attention of the appropriate supervisors. Include a time frame for correction.
• Transfer all deficiencies and concerns onto an action list for tracking purposes.
• Prioritize deficiencies from highest to lowest.

INSPECTION CHECKLIST – EXAMPLE
Deficiency

Corrective Action to be
taken

Target Date
of Corrective
Action

Person
responsible for
implementation

Completion
Date

Signature

This form is to be used during the Health and Safety Committee Meetings.
Prior to the meeting the Health and Safety Committee members should have completed a monthly inspection of
their location using the Site Inspection Form. Discuss in the meeting any deficiencies identified and complete an
action plan to ensure the deficiencies are corrected in a timely manner.
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EMPLOYEE ENGAGEMENT

SUGGESTIONS
• Encourage inspectors to engage with employees during inspections. Ask employees for their input
(What are their concerns? What is working? What is not?). This engagement will help to create a
positive workplace culture where employees believe management is not only “talking the talk” but
are genuinely interested in understanding and addressing their concerns.
• Although you will have a designated inspection team, encourage inspectors to select a different
employee to participate in each inspection, whenever possible. Participating in inspections can
help employees learn about hazards and enhance the inspection process by providing different
perspectives

• Provide inspection training to the HSR/HSC designates to ensure understanding. Training will also
increase their recognition of how engaging others in the process will be beneficial.

POSTING

• Consider providing inspection training to members of the leadership team so they can support
the process. Training will also allow these individuals to conduct/participate in inspections.
When leaders participate in health & safety activities, such as inspections, it will demonstrate the
importance of the process to employees.

• Post all inspections on designated health and safety bulletin boards or share electronically.
• Ensure posted information remains current. If posted information becomes stale-dated, you will
soon lose your audience.

HSC

TRAINING

INSPECTIONS

TOPIC

• Share results from inspections and corrective actions back to all employees.
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Inspections

INSPECTIONS

DOES YOUR DOCUMENTATION INCLUDE:
DOES YOUR DOCUMENTATION INCLUDE ✔

Audit Question

Guidelines

ELEMENT 7 – INSPECTIONS

Is there an inspection
Verified by review of inspection policy and/or
policy and/or process that process.
states the frequency of
a. The frequency is established by the
inspections and includes
employer based on the level of risk.
the following:
Different inspection frequencies for
a. All areas of the
different areas may be established. For
operation?
example, a shop may require more
inspections than the administrative office.
b. All employee levels?
Inspection policies and/or processes must
include the frequency of inspections for
each area.

Suggested Doc(s)

Point
Value

Written policy or process
that contains the required
information. Usually in
the written H&S
manual/program.

a- 0-5

Inspection checklist(s) for
all types of formal
company inspections.

0 or 5

0-10

b- 0-5

b.

Are checklists or forms
used for formal
inspections?

Participation by all levels (m/s/w) is not
expected for every inspection, but each
level should be assigned some
responsibility in the inspection process in
order to award points for all parts of this
question.
Depending on the size or nature of the
organization, one or more employee levels may
be not applicable (n/a).
Verified by review of completed inspection
checklists or forms.
An inspection checklist or form customized to
the scope of the inspection must be in place and
in use. Checklists may be work site, department,
operation- specific, employee observation, etc.

Have individuals leading
formal inspections
received training?

Verified by review of inspection and training
records.
Identify employees leading inspections, and
verify they have completed training.

Training records for those
that lead the formal work
site inspections. Can be
internal or external, such
as AASP’s Module 4.

Are formal inspections
carried out in accordance
with the policy and/or
process by:
a. Managers?
b. Supervisors?
c. Workers?

Verified by review of inspection records.

a- 0-5
Completed inspection
records to meet
requirements and company b- 0-5
program.
c- 0-5
Note: manager
inspections must include
employee observations
such as behaviours and
conditions.

198
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Records must show participation from each level,
and the frequency stated in the policy and/or
process is being met (question 7.1).
To award points for part “a” of this question,
there must also be documented evidence that
inspections conducted by management include
a component of employee observation
(behaviours and conditions).

NOTES
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ELEMENT EIGHT
EMERGENCY
RESPONSE

EMERGENCY RESPONSE
Self-Evaluation

8

SELF-EVALUATION
EMERGENCY RESPONSE

Question

Yes

No

Action Needed

Assigned
to

To be
Completed
by

Does your employer have written
emergency plans that are site specific
for the potential emergencies
a) which could occur ?
b) has the plan been shared with the
tenants/occupants?
Does the emergency response plan
include:
•communication systems?
•emergency phone numbers
(internal and external)?
•list of emergency response
personnel?
•step-by-step procedures for each
potential emergency?
•a requirement to monitor the ERP
following planned drills and actual
emergency responses?

Have all employees and emergency
responders been provided training
according to their individual
emergency responsibilities?
Are emergency response exercises
(drills) conducted to test the response to
various types of emergencies?

Does you employer practice more
than simple evacuation exercises?
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EMERGENCY RESPONSE
SELF-EVALUATION
EMERGENCY RESPONSE
Question

Does your employer identify and
address deficiencies noted after real
emergencies and whenever any portion
of a plan has been activated?

Are emergency records assessed to
determine:
•What went well?
•What needs to be corrected?

Does the emergency plan include a
process to verify identified deficiencies
have been corrected?

Are appropriate numbers of first- aiders
trained for each shift as per Schedule 2
of the OHS Code?

Are first aid supplies appropriate for
each site as per Schedule 2 of the
OHS Code?
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Yes

No

Action Needed

Assigned
to

To be
Completed
by
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EMERGENCY RESPONSE
INDUSTRY NOTES
With the introduction of the coronavirus in 2020, the importance of having an established emergency response
plan, being well-prepared and being able to put the plan into quick action was certainly tested.
Many organization were faced with unprecedented challenges simply due to the nature of the services being
provided to clients. In addition, this industry has also faced unfortunate events resulting in a fatality. Sites, as a
whole, must work together to assess the types of emergencies they might experience, develop the emergency
procedures for response and practice these requirements to identify what was positive and where improvements
may be needed. In efforts to create an effective response plan PMG's should generate discussions with employees
to help identify possible workplace emergencies.

With each emergency response, it is important to conduct debriefings after the event that assesses all
aspects, from initial alerts through to completion. This process should be reviewed in conjunction with
the health and safety committee/HS representative.
Most organizations have a fire evacuation plan which could be used to evacuate clients and the public
regardless of the reason for the evacuation (fire, flood, power outage, etc.). Other types of plans, such
as sheltering-in-place or lock-downs, are typically less known by employees and seldom practiced. This
section is meant to generate discussions with your employees to develop an effective emergency response
plan. There are many types of emergencies to consider, such as listed below, but not limited to:
• Fires, Spills

• Vehicle collisions

• Bomb threats

• Critical injuries

• Social unrest/rioting

• Natural disasters such as:

• Explosions

• Power or fuel loss

• Medical emergencies

• Workplace violence

ice storms, tornado's or
severe storms, floods

COORDINATING EMERGENCY RESPONSE PLANS
Although every employer in a multi-tenant building will have their own emergency preparedness and response
plan, the Alberta Fire Code requires a coordinated response by building management to ensure everyones safety
in the following situations:
•
•
•
•
•
•

Assembly, care/daycares or detention occupancy
Every building, required by the Alberta Building Code to have a fire alarm system.
Demolition and construction sites, regulated under Section 5.6.
Storage areas required to have a fire safety plan, in conformance with Articles 3.2.2.5 and 3.3.2.9
Areas where flammable and combustible liquids are stored or handled, in conformance with Article 4.1.5.5
Areas where hazardous processes or operations occur, in conformance with Article 5.1.5.1.

Reference: National Fire Code of Canada - Alberta Edition 2019
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EMERGENCY RESPONSE
INDUSTRY NOTES

An emergency may be defined as "any situation or occurrence of a serious nature, developing suddenly
and unexpectedly, and demanding immediate attention".

How do we identify what emergencies should be included in our Emergency Response
Plan?
A good place to start is to use your hazard assessments as a guideline.

Where are your high risks?
• Violence in the workplace?
• Fires? Isolated location? (further away from emergency responders).
• Neighbourhood? (high crime area/industrial area).
Once you identify your risks, it will guide you as to the possible emergencies which could
occur. Consider assessing other types of emergencies that others in your industry or
similar industries have experienced, and those in the news.

Is it essential the emergency response plan be site specific?
Every organization has the responsibility to keep everyone on their site informed and safe
from harm.

To assist you in your planning, a sample of a completed response plan is provided. A
sample blank plan is provided in the resource section. You may use this or develop your
own format, as long as all components outlined in the OHS Code are addressed. A very
simple plan will be appropriate in offices, small retail shops and small manufacturing
settings where there are few or no hazardous materials or processes and workers evacuate
when alarms sound or when notified by public address systems. More complex plans
are required in workplaces containing hazardous materials or workplaces that must delay
evacuation after alarms sound to shut down critical equipment
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EMERGENCY RESPONSE
INTRODUCTION
It is important organizations establish emergency response plans to ensure they are prepared and can react
effectively in any emergency which could occur on site.
This section is meant to generate discussions with your employees to develop an develop an emergency
response. Most organizations have a fire evacuation plan which could be used to evacuate employees, regardless
of the reason for the evacuation (fire, flood, power outage, etc.). Just as important are other types of plans, to be
as well known and practiced.

When creating emergency response plans, companies must:
• Generate discussions with employees to assess the types of emergencies they might experience.
• Develop the emergency procedures for response.
• Practice these requirements to identify what was positive and where improvements may be needed.

WHY IS THIS IMPORTANT?
• To ensure efficient and appropriate action in an emergency or disaster.
• To limit the loss from an emergency.

BENEFIT
• Prevention of injury.
• Reduction of loss.

LEGISLATION
Examples are, but not limited to:

OHS Code

Part 5 (Confined Space) s. 55•

OHS Code

Part 7 (Emergency Preparedness and Response)

OHS Code

Part 11 (First Aid)

OHS Code

Schedule 2 (First Aid Training and Supplies)

Legislation dictates the
employer must establish
an emergency response
plan for responding to an
emergency that may require
rescue or evacuation.

Alberta Fire Code
Alberta Building
Code
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EMERGENCY RESPONSE
DEFINITION OF EMERGENCY

An emergency is defined as any unexpected, unplanned event which could result in serious injury, loss of
life, property damage, environmental damage and that demands immediate action.
Examples of emergencies include but are not limited to:

• Allergic reaction

• Missing person

• Bomb threat

• Motor vehicle incident

• Confined Space Rescue

• Oil or chemical spill

• Fire or explosion causing property damage or downtime

• Pandemics

• Gas leak (carbon monoxide, etc.)

• Radiation Exposure

• High-Angle Rescue

• Serious injury or fatality

• Structural/Hoist/Crane failure

• Terrorist Activities

• Major weather activity (blizzard, tornado, etc.)

• Violent tenant/customer/worker

• Power Failure

• Medical Situation

Refer to hazard assessments, inspections and incident reports when reviewing an updating the
emergency plans. It is important to ensure the Emergency Response Plan (ERP) is complete and
relevant.

HEALTH & SAFETY COMMITTEE / REPRESENTATIVE
As your health and safety committee/representative becomes more knowledgeable and involved in all
aspects of the health and safety management system, they will be able to provide valuable input into the
creation and implementation of emergency response plans.
Since committee members represent the employees within your sites, they can provide a new perspective
as to what pitfalls or issues may arise as the emergency plan is being developed.
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EMERGENCIES CAN BE DEFINED IN 3 LEVELS

LEVEL 1
In a Level 1 Emergency, there is no potential danger to the public outside company property. The
situation can be handled entirely by company personnel.

LEVEL 2
A Level 2 Emergency occurs where there is no immediate danger, but the potential for danger is sufficient
to justify alerting outside services, such as police, fire, OHS. There are requirements in the legislation
for reporting.

LEVEL 3
In a Level 3 Emergency there has been a system failure (i.e. control measure failed or was not followed)
resulting in serious harm to a person, property or environment. Appropriate action in handling the media
and public is important.

Every building owner needs to ensure, whomever is contracted to manage the property, develop an
emergency response policy and implement an emergency response plan to protect all on site, including
employees, tenants, clients, visitors and anyone present at the work site.

The emergency response plan should include the following:
•Identification of potential emergencies, based on the types of hazards tenants introduce to the site.
•Appropriate response procedures (step-by-step) for dealing with the identified emergencies.
•Identification of, location of and operational procedures for emergency equipment.
•Emergency response training requirements.
•Location and use of emergency facilities.
•Fire protection requirements.
•Alarm and emergency communication requirements.
•First Aid services required.
•Procedures for rescue and evacuation.
•Designated rescue and evacuation of workers.

REMEMBER :
The emergency plan must include and be shared
with contracted employers and employees, as well
as tenants of the facilities
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IMPLEMENTATION GUIDELINES
• Talk to your local public emergency responders for assistance in developing a community plan. As
an example, many organizations have developed relationships with the local fire department to create
dialogue and build relationships. Consider inviting other response agencies to participate in your planned
exercises.
• Review hazard assessments, inspections, past events, and investigations to ensure all possible emergencies
are considered in your ERP.
• Outline step by step response procedures of what to do in each emergency identified in your response
plan and make sure your plans fit the worst-case situation.

CONSIDER
• How will employees be alerted of an emergency (alarm? air horn?)
• Is the sound different for external and internal evacuations?
• Are both internal (i.e. management employees, security) and external emergency numbers (utilities,poison
control, health link, victim services) posted or easily accessible?
• Identify emergency responders and their duties?
• Who will speak with media?
• How will social media be addressed?
• Who will contact an injured worker’s family?
• Who are your work neighbors? (is it a high-risk (i.e. oil refinery)
• What would you do in a pandemic? SARS? Covid-19?
• Assign responsibilities to particular people to take charge.
• Ensure adequate first aid personnel/facilities/supplies meet requirements (OHS Code, Schedule 2.)
• Ensure adequate emergency response equipment (fire extinguishers, suppression systems, emergency
eye wash station or showers, etc.) is readily available.
• Define communication processes to ensure internal and external emergency responders are appropriately
notified. It is wise to assign the responsibility to a “job position” rather than a name (names change),
include the responsibilities in the job description and the training that will be required to effectively
implement the emergency response plan.
• Ensure OHS and other legislative requirements are met at all times/ all shifts. (i.e. Fire Code, Building
Code,Environment)
• Check that all emergency equipment is kept well maintained and in operating condition. (Note: these
items should also be included on your inspection checklist) Post evacuation maps throughout site.
• Post evacuation maps throughout site.
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DEVELOPING THE PLAN
You must involve affected workers in the development of this plan. Look at the types of emergencies or
disasters which may occur within your organization. Examples might include:

CYBER ATTACK

BOMB THREAT

ROBBERY

WORKPLACE
VIOLENCE

SEVERE WEATHER

MEDICAL
EMERGENCY

CAR ACCIDENT

POWER OUTAGE

PANDEMIC

SPILLS

FIRE

TENANT VIOLENCE
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EMERGENCY PROCEDURES CHECKLIST - EXAMPLE

Use this checklist as a guide to determine if your emergency response plan includes the items described.

Identify the kinds of disasters or emergencies your business may be faced with.
Assess the potential for harm to people, property, equipment, and the environment.
Develop procedures to deal with each emergency and the possible mental and physical outcomes
which employees may experience from these situations. For example, if there is a fire, there could be
burns or other injuries to deal with. If there was a serious incident/fatality, there could be trauma to
deal with.
Provide training to all employees in what to do in specific situations. Make sure this information is
included in the new worker safety orientation.
Post a copy of the emergency plan in clearly visible locations where those responsible for carrying it out
can find it easily.
Include a list of phone numbers (internal and external) for all emergency response agencies that may
have to be contacted.
Include a way of evacuating everyone (including visitors) from the site.
Establish an initial meeting point (muster area) where people being evacuated can be counted and
accounted for. Identify a secondary location should the primary location be deemed unsafe. For
example, a well-marked muster point may not be the best location in a workplace violence situation.
Install warning systems such a fire alarms, smoke detectors, carbon monoxide detectors, CO2 detectors
where needed.
Put emergency equipment into place to respond to emergencies. Consider such items as first aid kits,
fire extinguishers, emergency eyewash stations, and emergency lighting. Consider if any rescue
equipment may be needed such as ladders, stretchers, emergency communication equipment, etc.
Provide training in the use of emergency equipment.
Assign specific emergency duties to employees that have been specially trained. Make sure everyone
knows what duties they have been given and who to call for assistance. For example, who will take
charge, who will sound the alarm, who will coordinate an evacuation, who will check that everyone is
accounted for, who is trained in first aid and CPR, who knows how to use a fire extinguisher, etc.
Review the plan with local emergency response agencies.
Hold emergency drills to practice roles and the procedures to be followed.
Check and inspect all emergency equipment on a regular schedule, including first aid and rescue
equipment.
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TRAIN WORKERS LEADING THE RESPONSE
An employer must ensure that designated rescue and emergency workers are trained in emergency
response appropriate to the work site and potential emergencies identified in the emergency response plan.

Your emergency response team must be trained and equipped for the responsibilities assigned to them.
Examples of training might include:
• Emergency simulation training (drills and/or tabletop exercises)
• First Aid/CPR training (See OHS Code Schedule 2 for minimum first aid training and supplies per site)
• Fire warden training
• Fire extinguisher training
• WHIMS training
• PPE Training
This training needs to be repeated often enough to ensure the assigned emergency responders are
“competent” to complete their duties.

EDUCATE YOUR EMPLOYEES
All employees must be trained to their level of responsibility even if their roles are limited to basic response and
following the direction of their emergency response team members.
Share the emergency response plans appropriate to the facility, including multi-tenant facilities.

FIRST AID REQUIREMENTS
(Reference OHS Code Part 11 and Schedule 2, Tables 1 through 7
to ensure requirements are met)
What is First Aid?
First Aid means 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. Reference: OHS Code, Part 1 Definitions
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FIRST AID REQUIREMENTS ...continued

Who is a First Aider?
A First Aider is a person trained and certified as 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. (Reference: OHS Code, Part 1 Definitions)
A Government approved person or company that has entered into an agreement with the Director of Medical Services
are qualified to provide the training referenced under the OHS Code.
A 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. (Reference: OHS Code, Part 1)

Workers must report any acute illness or injury at the work site to the employer as soon as possible.
(Reference: OHS Code, Part 11, section 182)
Employers must record, on a first aid record, every acute illness or injury that occurs at the work site as
soon as possible after it is reported to them.
The First Aid Record must contain:
• Name of worker
• Name and qualifications of the person giving first aid
• Description of the illness or injury
• Type of first aid given to the worker
• Date and time of the illness or injury
• Date and time the illness or injury was reported
• Where at the work site the incident occurred
• Work-related cause of the incident, if any. (Reference: OHS Code, Part 11, section 183(2))

ERP RECORDS
• The person in charge of first aid records must ensure they are kept confidential.
• Access to first aid records is limited to: the worker, the Director of Medical Services or a person
authorized by the Director of Medical Services, except where written permission of the worker is
obtained.
• First aid records must be kept for 3 years from the date of the incident.
(Reference: OHS Code, Part 11, sections 183, 184)
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ERP TRAINING — EXAMPLE
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
3 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,
Designated area for
splints
first aid services
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.

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

The table above includes the first aid requirements for medium hazard work only.
Refer to Schedule 2, tables 5 and 7, of the Occupational Health and Safety Code for information on first aid
requirements for low and high hazard work.

S2-7
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FIRE EXTINGUISHER — EXAMPLE

CLASS A FIRE



– COMBUSTIBLE MATERIALS – WOOD, TRASH, PAPER

Extinguishing Agent
Water (Pump Truck)

Water (Pressurized)

CLASS B FIRE

–

Range
9 to 12 meters

9 to 12 meters

Pull pin, pierce cartridge (if applicable) and press
to release agent. Spray on a fire in a sweeping
motion. Then gradually return spray to front of fire or
remaining burning material

FLAMMABLE LIQUIDS-GASOLINE, OIL BASED PAINT, GREASE

Extinguishing Agent

Range

CO2

1 to 1.5 meters

Halon

2.5 to 4.5 meters

Dry Chemical (Regular)

1.6 To 6 Meters

Dry Chemical (Multi)

5 To 7.5 Meters

CLASS C FIRE

–

Operation
Put one foot on footrest, pump and aim spray at base
of flames.

Operation
Pull pin, pierce cartridge (if applicable) and press
to release agent. Spray on a fire in a sweeping
motion. Then gradually return spray to front of fire or
remaining burning material

ELECTRICAL EQUIPMENT – MOTORS, SWITCHES

Extinguishing Agent

Range

Operation

CO2

1 to 1.5 meters

Halon

2.5 to 4.5 meters

Dry Chemical (Regular)

1.5 to 6 meters

Dry Chemical (Multi)

5 to 7.5 meters

CLASS ABC FIRE



Pull pin, pierce cartridge (if applicable) and
press to release agent. Spray on a fire in a
sweeping motion. Then gradually return spray
to front of fire or remaining burning material

– CAN BE USED FOR ALL TYPES OF FIRES

Extinguishing Agent

Range

Operation

CO2

1 to 1.5 meters

Halon

2.5 to 4.5 meters

Dry Chemical (Regular)

1.5 to 6 meters

Dry Chemical (Multi)

5 to 7.5 meters

Pull pin, pierce cartridge (if applicable) and
press to release agent. Spray on a fire in a
sweeping motion. Then gradually return spray
to front of fire or remaining burning material

When checking fire extinguishers on a monthly basis and initialing on the tag, check for:
• Are the fire extinguishers being serviced
annually?
• Are the proper classes of extinguishers
available (i.e. CO2 for a computer server
room, or an ABC"for a file room)
• Are the fire extinguishers visible?
• Are the fire extinguishers accessible?
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(needle within the green)?
• Is the pin and seal intact and not broken or
missing?
• Are the fire extinguishers mounted between
3-5’ from the ground?
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WHMIS 2015 — EXAMPLE

pictograms WHMIS 2015 labels
SUPPLIER LABEL
➋

FLAMMABLE SUBSTANCE
Any substance in solid, liquid, gaseous or
even aerosol state that is flammable either
by introducing heat to it or by reacting with
another substance to cause ignition.

➊

chlorBLEACH
DANGER

OXIDIZING SUBSTANCE
Oxidizing substances promote combustion.
Special care should be taken to avoid
exposing these products to sources of
ignition and flammable substances.

➍
➎

➌

NEW

• Fatal if swallowed
• Causes skin irritation

DANGER
•
•

Mortel en cas d’ingestion.
Provoque une irritation cutanee.

CONSEILS
PRECAUTIONS
• Wear protective gloves.
• Wash hands thoroughly after handling
• Do not eat, drink or smoke when
using this product.
• Store locked up
• Dispose of contents/containers in
accordance with local regulations.

COMPRESSED GAS

• Porter des gants de protection.
• Se laver les mains soigneusement
après manipulation
• Ne pas manger, boire ou fumer en
manipulant ce produit.
•
•

Garder sous clef
Eliminer le contenu/récipient
conformément aux règlements
locaux en vigueur.

•

EN (AS DE CONTACT AVEC LA
PEAU: Laver abondamment a
l’eau. En cas d’irritation cutanée:
Demander un avis medical/consulter
un médecin. Enlever les vetements
contaminés et les laver avant
reutilisation

•

EN CAS D’INGESTION : Appeler
immediatement un CENTRE
ANTIPOISON au un médecin.
Rinçer la bouche.

• IF ON SKIN: Wash with plenty of
water. If skin irritation occurs: Get
medical advice or attention.Take off
contaminated clothing and wash it
before reuse.

Compressed gases need to be stored in a specific
manner to avoid any leaking, and should be kept
away from sources of heat to prevent explosion.
Also, some compressed gases may be
dangerously cold and may cause severe burns
if they come into contact with skin.

• IF SWALLOWED: Immediately call a
POISON CENTRE or doctor. Rinse
mouth.

➏

•

White Knight Bleach Canada Ltd., 1500 River Avenue Brampton, Ontario 1K3 2X5
www.whiteknightbleach.com 416.234.5687

EXPLOSIVES
Many explosives are not covered by WHMIS.
However, Self-reactive substances & mixtures and
Organic Peroxides are classified by WHMIS 2015
as Explosives and need to be labelled and handled
accordingly.
These substances may explode on their own when
exposed to other substances or chemicals under certain
conditions, or sometimes by exposure to air. Be sure to
handle anything identified as explosive with extreme care
and avoid conditions that can cause an explosion, as
indicated in the SDS.

➊ The Product Identifier is the common, or trade name, of the material.
The Pictogram is the symbol describing the hazard, with a red
➋ diamond
border. It identifies the hazards associated with the material.
Signal Word is used to identify the severity of the hazard. The
➌ The
signal word is either “DANGER” or WARNING”, whereas DANGER

communicates the more severe of the two signal words. Both should be
respected!

➍

Hazard Statements are simple sentences describing the general
nature of the controlled product. They are designed to indicate the
type of hazard and the severity to which it exists. Example: “heating
may cause fire”, describing the hazard associated with a self-reactive
substance.

➎

Precautionary Statements are designed to advise safe handling,
storage and a basic response to either a spill or accidental contact.
They can belong to any of the following categories:
General; Prevention; Response; Storage; Disposal.

➏

The Supplier Identifier provides information on how to contact the
supplier of the product. If there are any concerns with the controlled
product or the label it is advised to contact them immediately.

CORROSIVE MATERIALS
Corrosive to either or all of:
•metal, skin and/or eyes.
Precautions must be taken when handling and
storing these materials to avoid severe skin or eye
damage and irritation
Be sure you are selecting the proper PPE, as listed
in the SDS.

ACUTE TOXICITY
Any substance labelled with the skull and crossbones
is acutely toxic.
Acute means ‘short’ and refers to the time necessary
to cause severe or lethal exposure.
These substances may act on any route of entry, so be
sure to review the necessary PPE, as listed in the SDS.

HEALTH HAZARD
•Respiratory or Skin Sensitization

prolonged exposure causes you to become sensitive to
the substance leading to irritation of skin or trouble
breathing;
•Mutagenicity
permanent mutation of genetic material; can be
transferred during reproduction to offspring;
•Carcinogenic
exposure to the substance can cause cancer;
•Reproductive toxicity
potential to damage reproductive organs and may be
transferred to offspring;
•Organ toxicity
repeated or single exposure can impact specific organs
within your body, disrupting their function temporarily or permanently;
•Aspiration hazard
may interfere with your ability to breathe.

WORKPLACE LABEL
➊
➋
➌

chlorBLEACH
Reacts with other chemicals containing acids and
ammonia-containing products.
Wear neoprene gloves or other protective gloves and safety
glasses.
Read the Safety Data Sheet prior to using.

➊
➋

Product Name;

➌

Reference to the SDS, when available.

Safe Handling Precautions
may include pictograms for the hazards associated with the
material, or reference to PPE required;

BIOHAZARDOUS INFECTIOUS
MATERIALS
Biohazardous Infectious Material is any organism
that is capable of entering your body and causing
illness or disease. This can be a virus, bacteria,
fungi or algae.
* This pictogram has stayed the same in WHMIS 2015

HAZARDOUS TO AQUATIC ENVIRONMENT
Although the Canadian government does not recognize the
Hazardous to the Aquatic Environment Pictogram, it is a GHS
recognized classification.

as used in WHMIS 1988.

It is unlikely that you will see this pictogram on any substance
produced inside of Canada, but if your supplier manufactures
their products outside of Canada you may see it affixed to the
supplier label and SDS.

EXCLAMATION MARK
The Exclamation Mark is used for many of the same
hazards as covered by the Health Hazard, Acute Toxicity
and Corrosive Classifications.
However, it is specific to less severe Categories (2, 3
and 4) which pose a lower risk to your health, with the
exception of Skin Sensitization where it covers Category
1, 1A & 1B.

GHS pictogram

NOT required by WHMIS 2015

While the Canadian government does not recognize this
pictogram, it is best to treat all chemicals as being a potential
environmental threat and you should always follow proper
disposal and storage procedures to protect our environment.
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FIRE EVACUATION INSTRUCTION — EXAMPLE

• This facility has a fire alarm system that will be utilized to notify the occupants of a fire emergency. The fire
alarm contains manual hand pulls and smoke detectors to initiate an alarm. When the alarm sounds
a 3-pulse audible sound accompanied by strobe lights will notify occupants of an alarm.
▸ If you Discover a Fire:
• Isolate the fire by closing doors as you exit the building.
• Verbally notify those around you of a fire as you move towards the exit.
• Sound the fire alarm by pulling the closest manual hand pull-located next to each exit door.
• Leave building by the nearest exit.
• Once in a safe place and CALL 9-1-1 to report the fire.
▸ If you hear/see the fire alarm, evacuate following these guidelines:
• STAY LOW — smoke and heat rise
Feel doors for heat with the back of your hand before opening:
— if the door is hot, keep it closed; and place a wet towel at the base of the door to prevent
smoke from entering and call 9-1-1 to report your location;
— If the door is not hot, slowly open it while staying low.
▸ Check the hallway for smoke or fire
— If smoke or fire is in the hallway, close the door. Place a wet towel at the base of the door
to prevent smoke from entering and call 9-1-1 to report your location.
— If no smoke or fire, continue to the nearest exit.
• Prevent the spread of smoke and fire by closing doors as you exit the building.
• Use the stairs — NEVER use the elevators when the fire alarm is sounding.
• Evacuate the building utilizing the primary or secondary evacuation routes.
• Report to the post evacuation assembly point to be accounted for by your floor warden.
▸ Each floor will have a designated floor warden and an alternate floor warden
• The designated floor wardens will be assigned a floor roster and reflective yellow vest.
• Floor wardens are to be used for accountability purposes only and not life safety.
• Once at the post evacuation assembly point, residents must find their floor warden to be
accounted for.
• Floor wardens will report their findings to management.
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PRACTICE THE ERP PLAN

To ensure workers understand and can respond appropriately, emergency practice drills should be conducted
for all types of emergencies not just fire or evacuation drills.

These drills should be used to identify any deficiencies in the plan, such that corrective action(s) required
to rectify the deficiency can be put in place. Organizations must conduct one annual evacuation drill, and it
is recommended at least one other component of the plan is tested annually.
• Drills might be practiced physically, through table-top exercises, or detailed discussions at general
safety meetings.
• Ensure all drills (including table-top/safety meeting discussions) are documented. The emergency drill/
actual reports should be completed by emergency responders immediately following the drill. The
documentation should identify information such as:
▸ Date and time of drill.
▸ The type of drill being practiced.
▸ Time it took from start to finish.
▸ Summary of what went well in the drill.
▸ What problems/deficiencies were identified.
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ENGAGE EMPLOYEES

FORM— EXAMPLE
EMERGENCYEXAMPLE
DRILL REPORTING
EMERGENCY DRILL
Attach to this form a list of all staff and any visitors who participated in the drill.
REPORTING
*****Attach to this form a list of all staff /tenants who participated in the drill, and any visitors participating****
Time Alarm Sounded:

Time Drill Concluded:

Type of Drill:







Fire / Evacuation
Lockdown /Modified
Lockdown
Medical Emergency
Weather Emergency
Other:

Participants: (check all that apply)







Senior
Management
Safety Personnel
Employees/Staff
Security
Other

Problems Encountered: (Check all that apply)












Congestion in hallways
Alarm not heard
Employees unsure of what to do
Staff unsure of responsibilities/response
Weather-related problems
Unable to lock doors
Windows not covered/left open
Doors/Lights left on
Personnel not accounted for (note # below)
Difficulties with evacuation of disabled
personnel, customers, or visitors

Time Evacuated:

Notification / Alert Method:

Weather Conditions:

Bell / Buzzer / Siren

Clear
Cloudy
Raining
Rain and wind

Enhanced Alert
System
Intercom/PhoneVoice
NotificationOther:

Windy
Snow / Sleet /
Hail

Situation at Start of Drill:

Before Business
Hours

During Business
Hours

Peak Business
Hours

Lunch Time

After Business Hours
Other:
Network / computer problems
Noise impedes communicationsPersonnel

not out of sight (lockdown
drill)
Long time to evacuate building
Personnel not serious about drillConfusion
Doors or Exits blocked
Transportation
Other:

Extenuating Circumstances / Identified Factors / Special Conditions Simulated:
Mitigation / Plans for Improvement: (check all that apply and explain below)






Additional management training
Additional staff training
Address need for additional
equipment
Improved emergency supplies





Cooperative planning with responders
Revised emergency procedures Other:

Explain corrective efforts here:
Type of Drill:
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EMERGENCY RECORDS
REVIEW AND ANALYZE

Any time the ERP is activated through a drill or real emergency a debriefing should be held. The debriefing should
involve the emergency response team and key employees. The purpose of the debriefing is to assess all aspects,
from initial alerts through to completion.
Within the debriefing, the emergency drills/actual reports from each emergency responder should be reviewed
to assess what went well and where improvement might be needed. A summary of findings should be submitted
to the health and safety committee for further review and the assignment of corrective actions. Actions need to
be followed through to completion.

Maintaining and analyzing records of actual emergency responses is equally important as it allows the
employer a real-time opportunity to assess their plan, to see if it worked as expected.

SHARE THE RESULTS WITH EMPLOYEES
Once the HSC and/or HSR have analyzed the practice drills and emergency response, it is important to share
the outcomes with all employees so they know and understand what was done well and where improvements or
corrective actions must be made.

RECORD KEEPING
Maintain all emergency records such as drills, actual emergencies, incidents, near misses and first aid for a
minimum of three (3) years. Recommended at least seven (7) years. Records of drill reports can verify practice
drills are occurring. Reference to past events can be valuable when employers are updating and improving their
health and safety management system.

KEEP YOUR ERP CURRENT
It is important all aspects of the emergency response plans are reviewed and kept updated as required. Legislation
requires plans be reviewed at least once every three years.
When reviewing your plan consider:
• Updating emergency phone numbers.
• Updating/training of emergency responders.
• Updating the list of first aiders.
• Ensuring emergency equipment is not outdated.
• Adding a new emergency response plan based on learnings from any incidents or drills.
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ACTIVITY
ACTIVITY #11


Emergency Response Planning

Emergency Response Planning

REVIEW THE POTENTIAL EMERGENCIES ON THE CHECK LIST BELOW.
Review•the
potential
emergencies
on the check
list below. Using
the check
boxes,
identify
that might
Using
the check
boxes, identify
the emergencies
that might
occur
at your
work the
siteemergencies
in the first column.
occur•atCheck
your work
site
in the column
first column.
Check
off the second
column ifif those
emergenciesResponse
are covered
your
off the
second
if those
emergencies
are covered
your Emergency
Planif (ERP).
Emergency Response Plan (ERP).
Potential Emergency
Bomb Threat
Chemical Spill
Confined Space rescue
Fire/Explosion
Gas Leak (carbon monoxide, etc,)
High Angle Rescue
Medical Situation
Missing Person
Motor Vehicle Incident
Pandemics
Power Failure
Radiation Exposure
Toxic Substance Release (H2S, etc.)
Serious Injury/Fatality
Severe Weather (blizzard, tornado, etc.)
Structural Failure
Terrorist Activities
Violence (robbery, threats, road rage, etc.)
Water/Smoke Damage
Wildlife
Other: Use the boxes below to add other
potential emergencies for your organization
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EXERCISE #10
BUILDING YOUR PROGRAM
DEVELOPING YOUR EMERGENCY RESPONSE PLAN
•
•
•

Develop a communication plan for one of the emergencies or disasters identified for your site.
Develop a list identifying phone contacts.
Develop a list of emergency responders for your site.

page 271

8

EMERGENCY RESPONSE
EMPLOYEE ENGAGEMENT

HSC/HSR

IDENTIFY

TOPIC

SUGGESTIONS
• Involve employees and contract workers in the identification and development of the emergency
situations which could occur on site. Commence with high-risk areas first.
• Consider the types of emergencies which could occur when developing formal hazard assessments.
• Engage HSC/HSR to plan and coordinate ERP drills.
• Ensure drills are conducted as per requirements stated in your Emergency Response Plan.
• Share results of drills in committee meetings.
• Ensure corrective actions are followed through to completion.
• Ensure senior management is aware of their responsibility to establish an emergency response plan
that may require rescue or evacuation.

TRAINING

• Ensure designated rescue and emergency workers are trained as to their roles and responsibilities.
• Ensure enough employees are trained in first aid to meet legislative requirements.
• Train senior management about their responsibilities.
• Train health and safety committee members on how to identify, develop and review emergency
situations.
• Ensure all new employees and contract workers receive information on the emergency response
plan during their safety orientation.

ONGOING
&
COMMUNICATION

REVIEW
&
REVISE

PRACTICE

• Periodically test/question employees how they respond to different scenarios.
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• Conduct annual emergency drills for different situations identified with all employees.
• Involve employers from multi-tenant sites.

• Involve employees in emergency response debriefings.
• Update and re-train employees as required.
• Review investigation debriefings for opportunities to update ERP

• Post the emergency response plan and phone numbers throughout the facility in highly visible
areas (preferably at exit doors or at muster location if possible).
• Share results of post ERP findings with all employees.
• Encourage workers to forward concerns and suggestions.
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EMERGENCY RESPONSE
DOES YOUR DOCUMENTATION INCLUDE ✔

DOES YOUR DOCUMENTATION INCLUDE
Audit Question

Guidelines

Suggested Doc(s)

Point
Value

ELEMENT 8 – EMERGENCY RESPONSE
Have written emergency
response plans been
developed for potential
emergencies?

V e r i f i e d b y r e v i e w o f e m e r g e n c y r e s p o n s e p l a n s a p p l i c a b l e t o the
operations.
Emergency response plans should be specific to the employer. Examples of
potential emergencies to consider could include:
•
•
•
•
•
•
•

Do written emergency
response plans include:
a. Communication
systems?
b. Emergency phone
numbers?
c. List of emergency
response personnel?
d. Appropriate
Response?
Monitoring the
effectiveness of
the plan?

Are emergency
response drills
conducted?

Fire
Severe weather
Medical emergencies
Hazardous materials release
Violence
Suspicious persons
And other situations appropriate for the nature of the work
being performed

Verified by review of emergency response plans and/or procedures.

a. Communication systems include alarms, procedures for
contacting both internal and external emergency contacts,
etc.

Written ERP that
contains the required
information. Usually
in the written H&S
manual/program,
might be a standalone document.

0-10

Written ERP that
contains all required
information. Make
sure it is up to date.

a-e each 0
or 2

Records verifying an
emergency response
exercise has been
conducted, at least
once in the past 12
months.

0-10

b. Emergency phone numbers must include
more than “9-1-1.”
c. A list of persons designated to respond to specific types of
emergencies.
d. Appropriate employee response procedures must be written
for all potential
emergencies that require them (e.g. Evacuation, lockdown,
muster point, shelter
in place, equipment, etc.).
e. A requirement to monitor the effectiveness
of the plan through drills and actual
responses.
Records of drills must be kept. Drills are required at least once every 12
months applicable to the operations. If records cannot be found from the
past 12 months, points cannot be awarded.
An emergency response drill could include a practice drill or table top
exercise. (e.g. evacuation, lockdown, shelter in place, etc.).
A drill type may cover multiple emergency response plans. For example, an
evacuation drill might address multiple scenarios including a fire, hazardous
material release, bomb threat, etc. Actual emergency responses cannot
be used as a drill for scoring this question.
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EMERGENCY RESPONSE
DOES YOUR DOCUMENTATION INCLUDE ✔
DOES
YOUR DOCUMENTATION INCLUDE

Audit Question

Guidelines

Suggested Doc(s)

Point
Value

ELEMENT 8 – EMERGENCY RESPONSE (cont’d)
Have deficiencies in the
emergency response
plan identified through a
drill been corrected?

Review of drill records, meeting minutes, etc. for documented deficiencies.
Verify any corrective action(s) were completed. This question may be
marked not applicable (n/a) only if deficiencies were not identified from
drills.
•

Have deficiencies in the
emergency response
plan identified through
an actual emergency
response been
corrected?

Do the numbers of
employees trained in first
aid meet legislated
requirements?
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If points have not been awarded in question 8.5, then 0 points
must be awarded for this question.

Verified by review of emergency response documentation.
Records must verify how identified issues were corrected.
If an actual emergency has not occurred, or deficiencies were not
noted in the past 12 month period, the question may be marked
not applicable (n/a).

Refer to legislation and review first aid certificates. To award points,
the auditor must verify that legislated first aid requirements have
been met across all shifts.

Records of emergency
response exercises
and details of
corrective actions as
applicable, over the
past 12 months.

0-5

Records following real
emergencies where
the ERP was
activated. Including
verification of
assessment and
corrective actions as
applicable from the
past 12 months.

0-5

Provide first aid
certificates to verify
OHS Code Schedule 2
requirements have
been met.

0 or 5

NOTES
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SELF-EVALUATION
INCIDENT INVESTIGATION
Question

Yes

No

Action Needed

Assigned
to

To be
Completed by

REPORTING
Does your employer clearly define
your incident definitions in a manner
that your staff will understand and
recognize?
Has your employer implemented
•written near miss and incident
reporting? (injuries, occupational
illnesses, work refusals),
•reporting expectations?
(Policy/Guideline?)
Has your employer trained all
employees on your incident and
near miss and work refusal reporting
expectations?
Does your employer include near miss
and incident reporting expectations in
the new employee orientation?
Have your employer implemented
incident and near miss reporting
form(s)?
Does your employer promote and
reward (acknowledge) near miss
reporting?
Does your employer encourage
incident reporting?
Have you communicated to employees
how reports should be submitted and
handled after they are received?
Has your employer communicated to
key employees how internal/external
reports should be submittet and
handled after they are received?
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SELF-EVALUATION
INCIDENT INVESTIGATION
Question

Yes

No

Action Needed

REPORTING
Has your employer included
investigation expectations/procedures
in your written program? (Policy/
Guideline)
Has your employer included in your
investigation procedures how to
identify root cause and take corrective
actions?
Has your employer trained key persons
in investigation techniques?

Does your employer include HSR/HSC
in investigation processes and training
commitment?
Have you communicated the
purpose and importance of incident
investigations to all employees?
Does management ensure investigation
are completed properly and in a timely
manner?
Is the HSR/HSC involved in the
investigation of serious incidents, at a
minimum?

Does the employer share investigation
results with employees?

Are there processes to follow up on the
completion of corrective actions, and
measure their effectiveness?
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INDUSTRY NOTES
Any organization can implement a well-developed health and safety management system that focuses on their
specific hazards, but even with the best of intentions, incidents can still occur.
When incidents do occur, organizations have an opportunity to fix their Health and safety management system in
efforts to prevent the same or similar events from occurring in the future. Earlier in this guidebook we reviewed
the concepts of reasonably practicable and presenting a due diligence defense.
Due diligence defenses are typically required after an incident occurs and are used to prove the actions the
employer had taken prior to the incident.

When a contracted worker/contractor has an incident at a site managed by a Property Manager, it is the
responsibility of the contract worker to report the incident to the Property Manager, as well as to the
contract worker's employer.

When reportable incidents occur (OHS Act Part 5, s.40) Alberta OHS will conduct an investigation.
OHS will measure their findings against the foreseeability, preventability and degree of control related to the
specific incident while determining if any charges should be laid. The employer is also required to conduct an
investigation and make the investigation report available to an OHS officer.

The expectation is that all potential causes will be identified and needed
actions taken. The employer’s completed investigation report does not form
part of their due diligence defence.

Having to accept that an employee or co-worker has been injured, or worse, can be incredibly stressful. The level
of stress can be compounded when your organization is ordered by an OHS officer to conduct an investigation.
Conducting an investigation can seem daunting if you do not understand the purpose and the basics of conducting
investigations. The following section will provide a basic understanding of incident reporting and investigating
from both a legislated and best practice perspective.

see OHS Act Part 5, s. 40
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INDUSTRY NOTES
How can I be expected to take time out of our workday to conduct an investigation, when
we are already short staffed?

All Alberta employers must conduct an investigation of any serious incident that occurs.
(OHS Act Part 5, s. 40)

Whenever a serious incident occurs an OHS officer has the authority to stop work at a
particular site or even an entire company until they conduct an investigation and until they
feel any further risk has been mitigated appropriately. The officer will issue a Compliance
Order requesting an internal investigation be completed and submitted. If the employer
does not comply, the officer can exercise further powers, such as stopping work once
again.

We are not investigators; how can we be expected to conduct an investigation?

Most employers are not investigators. However, they are subject matter experts in their own
operations. With at least basic investigation training a team of knowledgeable employees
can be the most appropriate investigators. This is why training is so important.

How can we be expected to conduct an investigation when there are clients involved in the
incident and the information is confidential.

When incidents occur investigations should be conducted to identify how the Health
and safety management system failed. When other parties at the work site present the
risks and those risks resulted in an incident the law does not change. There are rules for
confidentiality that must be respected but not to the degree that known risk is overlooked
where a repeat incident could occur and/or endanger others particularly when they result
in a serious incident. Legislation does outline expectations for confidential information, and
the requirement for an employer to conduct an investigation when one of their employees
is involved in an incident, because the property is managed by a property manager this
does not negate this expectation. An employer of a contracted worker needs to conduct
an investigation, as does the property manager and share information or the site of the
incident.
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KEY TERMS

Dangerous
Work Refusal

A worker may refuse to work or to do particular work at a work site if the worker believes
in reasonable grounds that there is a dangerous condition at the work site or that the work
constitutes a danger to the worker’s health and safety of the health and safety of another
worker or another person.

Direct Cause
(Immediate)

The event(s) that occurred, including any condition(s) that existed immediately before the
undesired outcome, directly resulted in its occurrence.

First Aid Injury

Emergency care or treatment given to an ill or injured person before regular medical aid can
be obtained.

Incident

An occurrence, condition, or situation arising in the course of work that resulted in or
could have resulted in injuries illnesses, diseases, damage to health or fatalities. (Source:
CCOHS)

Indirect Cause

Unsafe acts and conditions which are typical traceable to poor management policies and
decisions or to environmental factors.

Medical Aid
Injury

Any incident which results in the injured worker requiring medical attention in excess of
workplace first aid being provided by a certified first aider.

Near Miss

Any incident which results in the injured worker requiring medical attention more than the
normal first aid being provided by a certified first aider.

Occupational
Illness

Occupational illness/disease means a disease or state of ill health arising out of or related
to an occupation. (Alberta OHS)
Any acute or chronic disorder associated with or caused by an individual’s occupation.
(Source: Medical Dictionary)

Potentially
serious incident
(PSI)

Any event where a reasonable and informed person would determine that under slightly
different circumstances, there would be a high likelihood for a serious injury to a person.

Root Cause
(Basic/
Systemic)

Deficiencies in a company’s systems (i.e. policies, procedures training, purchasing,
supervision, etc.) Can include multiple factors from multiple areas which contributed to
or created the undesired outcome and if eliminated or modified would have prevented the
event.

Time loss Injury

281
Any injury which requires a worker to be away from work for more than the day ofpage
the incident.
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NEAR MISS VS HAZARD
The difference between a hazard (unsafe act/condition) and a near miss is often debated. One key method
of distinguishing between the two can be to incorporate the need for potential energy.
Regardless of the type of potential energy, the introduction of movement would elevate an unsafe act/
condition into a near miss event.
Example: a book leaning off a bookshelf is an unsafe condition until the bookshelf is bumped and the book
moves, then it becomes a near miss event.

WHY IS THIS IMPORTANT?
• To ensure all incidents (including near misses) occupational illness and work refusals are reported and
investigated to ensure appropriate corrective actions.
• To discover the root cause(s) so that measures can be put in place to prevent recurrence of repeated or
similar incidents.
• To determine what changes may be required within a health and safety management system (i.e. hazard
assessments, inspections, training) to make the work processes safer or healthier.

BENEFIT
• To prevent repetitive incidents.
• To address near miss events at the lowest level to prevent a more serious event.
• To ensure dangerous work refusals are dealt with appropriately.

LEGISLATION
Examples are, but not limited to

OHS Act

Part 3 (Joint Work Site Health and Safety Committees &
Health and Safety Representatives) s. 19 (h)

OHS Act

Part 4 (Dangerous Work and Discriminatory Action)

OHS Act

Part 5 (Program and Practice) s. 40

OHS Act

8 (Compliance and Enforcement) s. 53

OHS Code

Part 11 (First Aid) s. 182, 183

WCB Act
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INTERNAL REPORTING

As part of an health and safety management system, a written policy/process should be developed to
outline the reporting and investigation processes.
The document should include the reporting and investigation procedures for all types of incidents, such as
injuries, occupational illnesses, near misses, and work refusals. An organization’s reporting procedures should
also reflect both internal and external reporting procedures and for each appropriate level.
For example, the management team should have the information needed to ensure WCB reports are completed
and submitted as required and OHS is notified when critical incidents or PSI's occur. The written program should
be specific to each property manager, contracted worker, the contract workers employer and include clear
procedural details that employees can follow when needed.

DEFINING YOUR REPORTING REQUIREMENTS
It is common for organizations to define incidents differently within their HSMS. This is acceptable as
long as:
• the written processes include all types of potential incidents;
• employees, contract workers and contractors recognize what needs to be reported; and
• all of the above know how to report.

Examples of types of incidents
INJURY

OCCUPATIONAL
ILLNESS

VEHICLE COLLISION

VIOLENCE

NEAR MISS/CLOSE CALL

POTENTIALLY SERIOUS
INCIDENT

THEFT

HARASSMENT

UNSAFE ACT

WORK REFUSALS

PROPERTY DAMAGE


MISSING PERSON

OR CONDITION
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EXTERNAL REPORTING

Effective incident reporting is critical to a successful investigation program. In other words, without the

receipt of an incident report an investigation is unlikely. Employers need to address both external and
internal reporting requirements.
There are two common external bodies that an Alberta employer may need to report incidents.
• Occupational Health & Safety (OHS)
• Workers’ Compensation Board (WCB)

Alberta Occupational Health and Safety is the workplace health and safety enforcement entity of the Alberta
Government and the WCB is a workplace injury and illness insurance body that most Alberta industries are
required to pay premiums towards. Some Alberta industries have opted out of WCB coverage at the risk of
funding their own employees’ workplace injury/illness costs and at the risk of potential litigation. WCB is
an independent non-profit insurance program that operates under the umbrella of the Alberta Government.

OHS LEGISLATION
SERIOUS INJURIES AND INCIDENTS.
Alberta employers must report the following to OHS as soon as possible:
• an injury or incident that results in the death of a worker,
• 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 center without being admitted,
• an unplanned or uncontrolled explosion, fire or flood that causes a serious injury or that has the
potential of causing a 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, or•any injury or incident or a class of injuries or incidents
specified in the regulations.

EXAMPLE - Employers in a contracted relationship with the property owner to assume the management of
a facility, it is important to remember the contracted employer now becomes the Property Management. The
management company then assigns a "property manager" that is responsible to hire contractors and contracted
workers to fulfill the services required to operate the facility.
It is imperative the property manager clearly defines in the working agreement/contract and orientations the
required reporting rules for incidents that occur involving contractors, the contractor employees and any
contracted employee hired to work at or in the facility. In doing so, the property manager will be able to fulfill their
obligation for reporting incidents at sites under their OHS responsibility.
Additional reporting requirements are in place for mines and mine sites. (See OHS Act – Part 5 s. 40 (4))
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EXTERNAL REPORTING
WORKERS COMPENSATION BOARD
Alberta employers must submit a report to WCB if the accident results in, 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 disease or condition caused by occupational exposure or activity
(such as a mental health concern, poisoning, infection, respiratory disease, dermatitis etc.);
• the need for medical or mental health treatment beyond first aid (assessment by physician,
psychologist or mental health provider, physiotherapist, chiropractor, etc.); or
• incurring medical aid expenses (dental treatment, eyeglass repair or replacement, prescription
medications, etc.).
If a worker has been injured, the employer is required by law to submit the Employer Report of Injury or
Occupational Disease form to the WCB within 72 hours after becoming aware of an injury or illness.
The employer is also expected to provide a copy of the completed Employer Report of Injury or
Occupational Disease to the injured worker and allow them access to a copy of the Worker Report of
Injury or Occupational Disease form for their submission.
As previously stated, property management need to be informed by their contractors/contract workers
of any injury that resulted in medical aid or hospitalization to ensure a proper investigation has been
completed and the root cause has been identified and action taken to prevent recurrence.
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EXTERNAL REPORTING
EMPLOYER — WCB LEGISLATION

The WCB is governed by the Workers’ Compensation Act and operates independently from the OHS program
of Alberta Labour. The Act is the provincial legislation that regulates the workers’ compensation system and the
assistance workers receive following a workplace incident.
Employers fund the WCB through premiums. Similar to other insurance coverages, employers pay a set premium,
which increases as claims costs increase. Employers with poor claims records pay more, while those with a
favourable claims experience may be offered discounts.
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.

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. However, paying workers directly and not advising WCB is
an offense! WCB legislation prohibits employers from bypassing the WCB processes. In fact, employers can be
charged for violations.

As an employer with workers’ compensation
coverage for your employees you are protected from
lawsuits by them or by any other workers covered
by workers’ compensation if they are injured on
the job. If you are a business owner, you are not
automatically covered by workers’ compensation
legislation, only your employees are covered.
Employers should consider purchasing personal
coverage as well through WCB.
If you are a business owner, you are not automatically
covered by workers’ compensation legislation,
only your employees are covered. Employers
should consider purchasing personal coverage as
well through WCB.

Province of Alberta

WORKERS’ COMPENSATION ACT

Revised Statutes of Alberta 2000
Chapter W-15
Current as of November 22, 2019

Office Consolidation
© Published by Alberta Queen’s Printer

It is illegal for an employer/manager/
supervisor to ask the injured employee to
not report an injury.
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EXTERNAL REPORTING
EMPLOYER — WCB OBLIGATIONS
EMPLOYER WCB RESPONSIBILITY
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 — mental
health concerns, poisoning, infection, respiratory disease, dermatitis, etc.
• The need for medical treatment or mental health treatment beyond first aid — assessment by physician,
psychologist, or mental health provider, physiotherapy, chiropractor, etc.
• Incurring medical aid expenses — dental treatment, eyeglass repair or replacement, prescription
medications, etc.

REPORT THE INJURY
• If you have been advised that one of your staff has been injured, it is the law to report the injury to WCB
within 72 hours.
• Report fatalities immediately.
• Provide your worker with a 'Worker Report of Injury Form' and a copy of your 'Employer Report of Injury
or Occupational Disease'.

TREATMENT
• Provide any first aid treatment required at the scene of the accident.
• Keep a record of the treatment and provide your worker with a copy.
• If required, send your worker for immediate medical attention. You are responsible to arrange and pay
for transportation if there is a cost associated (e.g., ambulance fees or taxi fare).
Notify WCB within 24 hours of your worker’s return to work.
If you have been paying into an employment benefit plan for your worker before their accident or illness, you’re also
required to continue to pay your injured worker’s health benefits if they are absent from work for up to one year
following the date of the accident.
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WCB — OBLIGATIONS ...continued

WAGES AND HEALTH BENEFITS
• Pay your injured worker’s full wages for the day the injury occurred. If he/she is unable to work beyond
the day of the accident, compensation payments start the first regular working day afterward. Cheques
are issued every two weeks.
• If you continue to pay your worker full wages during the period of disability, the compensation he/she
is eligible to receive will be paid to you. Please advise your adjudicator or case manager that you are
paying your worker directly to avoid duplicate wage-loss payments.
• Notify WCB within 24 hours of your worker’s return to work.
• If you have been paying into an employment benefit plan for your worker before their accident or illness,
you’re also required to continue to pay your injured worker’s health benefits if they are absent from work
for up to one year following the date of the accident

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

REMEMBER

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

https://aasp.ca/project/ability-management
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INCIDENT REPORTING
REPORT FORMS

Reporting forms or electronic reporting systems should be easy to obtain and/or access, and easy for employees
to understand. When processes get too complicated or cumbersome employees can avoid reporting it, or put it
off until later, and possibly forget to do so. Both of these can be detrimental to an organization’s efforts to improve
workplace health and safety.

As a best practice, consider implementing one simple reporting form that can be used
for reporting all types of incidents.
One simple report form/process can prevent both confusion and increase the chances
of the employer being in the timely receipt of the needed information.

The initial report should capture key information that will help identify and address any imminent risk or exposure,
and allow the appropriate persons to start the investigation. The information can be captured by asking clear and
concise open-ended questions along with the typical who, what, where, and when.
The incident report will typically be completed by one person who was involved in the incident or their supervisor.
In addition to the initial report, consider gathering first-hand information from others that were involved and those
that witnessed the incident. Typically, others will be asked to complete a witness statement.

Worker training must include the requirements of incident reporting. For example, where to get forms and
expected timelines for reporting. It is also important for employees to recognize they are legally required
to report incidents to their employer.
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SAFETY EVOLUTION
SAFETY EVOLUTION

Safety theorists and professionals alike have revisited the concepts of near misses over many decades. The importance of
Safety
theorists near
and professionals
alike
have revisited
of nearis misses
over
decades.
The
reporting and
investigating
misses remains
prevalent
today. the
Theconcepts
basic concept
founded
on many
the “Law
of Probability”.
importance of reporting and investigating near misses remains prevalent today. The basic concept is founded on
Although theorists
have adapted and enhanced the basic concept over the years, the law of probability remains consistent.
the “Law of Probability”. Although theorists have adapted and enhanced the basic concept over the years, the
Low loss incidents such as unsafe conditions or acts will eventually lead to more significant incidents and eventually major or
law of probability remains consistent. Low loss incidents such as unsafe conditions or acts will eventually lead to
catastrophicmore
loss, significant
such as permanent
disabilities,
ormajor
a fatality.
incidents and
eventually
or catastrophic loss, such as permanent disabilities, or a fatality.

Evolution of Safety Triangle
SAFETY EVOLUTION TRIANGLE
Heinrich’s and Bird’s triangles provide a
visual of the relationship between serious
accidents, minor accidents and near misses.
The theory suggests if the number of minor
accidents
are reduced
thenathere
Heinrich’s and
Bird’s triangles
provide
visualwill
of be a
reduction
in
the
number
of
serious
accidents.
the relationship between serious accidents, minor

accidents and near misses. The theory suggests if
the number of minor accidents are reduced then
there will be a reduction in the number of serious
accidents.

In 2003, ConocoPhillips Marine added to the
Heinrich and Bird models. This study found that
In 2003, Conoco Phillips Marine added to
for every major injury or serious incident, there
the Heinrich and Bird models. This study
were an estimated 3,000 near misses. The
found that for every major injury or serious
ConocoPhillips
studythere
added
an an
additional
layer
tonear
incident,
were
estimated
3,000
the safety pyramid,
revealing
that
for
every
major
misses. The Conoco Phillips study added
injury there an
were
more than
additional
layer300,000
to the at-risk
safety pyramid,
behaviors. revealing that for every major injury there
were more than 300,000 at-risk behaviors.
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SERIOUS INJURY AND FATALITY PREVENTION (SIF)

Why do serious injuries and fatalities continue to occur or increase while recordable injuries are decreasing?
The SIF model suggests for organizations to prevent serious harm, safety professionals must concentrate on the
portion of near misses with SIF potential.

Near misses with SIF potential are situations that could have caused major harm if conditions, systems, or acts
were slightly different. For example, a back strain from manual handling has little SIF potential, while an elevated
fall has high SIF potential.
Each require a unique response. Crucially, the contributing factors of SIF’s are different to those behind nonSIF’s. more significant incidents and eventually major or catastrophic loss, such as permanent disabilities, or a
fatality.

SIF MODEL

Precursors are high-risk situations in which management controls are either absent, ineffective, or not
complied with, and which will result in a serious or fatal injury if allowed to continue
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SERIOUS INJURY AND FATALITY PREVENTION (SIF)

YES

Did the event involve Lockout/Tagout?

NO

YES

Did the event involve Confined Space Entry?

NO

YES

Did the event involve pinched between or in the line of fire with
a release of significant mass or energy?

NO

YES

Did the event involve a vehicle collision?

NO

YES

Did the event involve working at elevations?

NO

YES

Did the event involve barricades/machine guards?

NO

YES

Did the event involve Arc Flash

NO

YES

Was the event related to working under a suspended load?

NO

YES

Was it an actual SIF event? Could a fatality or life altering/
threatening injury/illness reasonably have resulted?

NO
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INCIDENT INVESTIGATION & REPORTING
NEAR MISS

Near miss incidents are sometimes called “close-calls”, “almost accidents”, or “near hits”. Regardless of what they
are called, they are an opportunity for the organization to address the causes and prevent repeated incidents which
could result in worse consequences next time. Near misses are wake-up calls!
Organizations are encouraged to implement near miss reporting processes and ensure an investigation occurs.
Each near miss report should be acknowledged and even celebrated because they offer front-line insight into
what is really going on and provides the organization with an opportunity to fix it before it results in further loss.
Organizations that choose to provide health and safety incentives will often focus on the reporting of near misses
as their incentive objective or goal, allowing them to take a somewhat proactive approach to improving workplace
conditions.

Refer to Resources
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INCIDENT INVESTIGATION & REPORTING
NEAR MISS - REPORTING & INVESTIGATION

In efforts to investigate near misses, they must be reported.
Organizations are encouraged to implement near miss reporting processes and ensure an investigation occurs.
A well-established near miss reporting program should result in more near miss reports than incident reports.
Near misses are often not investigated. However, useful information can be lost by ignoring these almost events.

The level of an investigation should be based on the potential of loss, not the realized loss.
A practical way to handle near miss reports, and possibly all incidents reports, is to have the HSC/HSR conduct
an initial assessment of each report to determine the level of potential loss, as well as the level of investigation
needed. Once the investigation level has been determined, the HSC/HSR can also identify the key individuals that
should be involved in the investigation and assign investigation responsibilities.
Keep in mind that your HSC/HSR is expected to participate in the investigation of any reportable serious incidents.
It is likely that with proper training your HSC/HSR could also conduct or lead the majority of investigations with
appropriate assistance from other knowledgeable employees

Three basic facts to remember !

 Incidents are caused.
 Incidents can be prevented if the
causes are eliminated.

 Unless the causes are eliminated, the same
incident will happen again.
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ROOT CAUSE ANALYSIS
POTENTIAL SCENARIOS
• A mall contracted security guard working night shift (8 p.m. to 8 a.m.) was asked by the Property
Manager to reset the boiler that had shut down.
• The security guard agreed, left his office on the second floor, directly above the boiler room, then went
into the boiler room and pressed the restart switch. Then the guard returned to his desk on the second
floor of the mall which was directly above the boiler room.
• The contracted employee failed to arrive at home the following morning and was reported missing.
• The next Security Guard was not scheduled to arrive until 8 p.m.

CAUSE

DESCRIPTION

DIRECT
(immediate)

Conditions or
acts present
immediately
before an
incident
occurs.

EXAMPLE

1. The security guard sent a text at midnight to his spouse saying all was
good and would check in with another text around her break time at 4
a.m.
2. The spouse also works a night shift, and is not allowed to carry a
personal phone at work but can access on breaks, never realized her
spouse had not checked in at 4 a.m.
3. The project manager has not heard from the security guard since he
spoke to him at 9 p.m. the night before when he asked him to reset the
boiler.

INDIRECT
(underlying)

Contributing
factors that
led to an
incident
occurring.

1.

The security guard did not know the proper procedure for
resetting the boiler.

2. A check-in and check-out system that involves texting the
property manager was in place; however, the property
manager had spent the evening taking their kids to and from
activities and helping with homework so went to bed. Had
not requested a check-in from the security guard.
3. The property manager did not have a list of contractors
authorized to reset a boiler.
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ROOT CAUSE ANALYSIS
POTENTIAL SCENARIOS

Security Guard Scenario continued

CAUSE
ROOT
(systemic)
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DESCRIPTION
Aspects of an
organization’s
HSMS that
contributed
to the
direct and/
or indirect
causes of an
incident.

EXAMPLE
Aspects of your HSMS to consider could include:
•

Did your hazard assessment process address potential risk related
to remote clients, phone charging and poor cell coverage or working
alone?

•

Were hazards related to that particular client visit assessed and
controlled?

•

Were safety procedures in place for an effective means of
communication when cell phone use is not practical or available?

•

Do your written programs address cell phone charging and possibly
even provide employees with extra measures such as a batterybooster pack?

•

Do key managers have access to needed information when they are
not at work?

•

Does your working alone procedures comply with legislation. Was the
working alone policy followed? Is there a communication process for
contact every few hours ?

•

Are employees trained on needed procedures?

•

Are managers and supervisors trained in the systems and the
emergency response procedures?

•

Does your emergency response plan include procedures for missing
employees?

•

Do managers/supervisors have access to a current copy of your
emergency response plan (ERP) when they are not at work?

•

Do you have the needed emergency contact information for all
employees? Is your emergency contact information kept up to date? Is
your ERP kept up to date?

•

Have you conducted a mock exercise of this type of emergency
scenario with employees?
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INCIDENT INVESTIGATION & REPORTING
POTENTIALLY SERIOUS INCIDENTS (PSI)
In addition to reporting the serious injuries and incidents described earlier in this
element, Alberta’s Occupational Health and Safety Act s. 40(5) directs employers
to also report potentially serious incidents to the government.

A potentially serious incident is any event where a reasonable and informed person would determine that under
slightly different circumstances, there would be a high likelihood for a serious injury to a person. A potentially
serious incident is not limited to workers and it does not require the occurrence of an injury.

• When determining whether an incident is a potentially serious incident, consider the following factors:
1. actual circumstances of the incident (person, place, time, work practices being followed);
2. hazards present at the time of the incident;
3. appropriate controls in place at the time of the incident;
4. slightly different circumstances (timing, distance, body position, etc.) that may have resulted
in a serious injury; and
5. similar incidents that have occurred within the employer or prime contractor’s operations in
the past two years that resulted in a serious injury.

• If an organization identifies a potentially serious incident within the workplace they are required to:
1. Report the time, place and nature of the incident to OHS;
2. Carry out an investigation into the circumstances surrounding the injury or incident
(the investigation must be conducted with the participation of the HSC/HSR, if there is one);
3. Prepare a report outlining the circumstances of the injury or incident and the corrective action,
if any, undertaken to prevent a recurrence of the injury or incident;
4. Ensure that a copy of the report is readily available and provided to an officer on demand; and
5. Provide a copy of the report to OHS, the HSC/HSR, if applicable, or, if there is no HSC/HSR,
make it available to workers once the investigation is complete.

Alberta OHS has implemented an online PSI reporting portal that can be used
24/7. The online form can be found at 'Online PSI Reporting'

Reference: Reporting and investigating potentially serious incidents
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EXERCISE #11
BUILDING YOUR PROGRAM
DEVELOP AN INCIDENT REPORTING GUIDELINE/POLICY

Develop a written policy/process for reporting incidents, occupational illnesses, near misses and work
refusals.
Consider: • What needs to be reported (consider internal and external reporting requirements)
		
•Time frame for reporting
		
•Roles and responsibilities
		
-Who will be responsible for reporting to WCB?
		
-Who will be responsible for reporting to Occupational Health and Safety?
		
•Ensure to tie reporting requirements back to the Assignment of Responsibility/
		
Accountability developed in Element 1.
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INCIDENT REPORTING
INCIDENT REPORTING GUIDELINE - EXAMPLE

INCIDENT REPORTING GUIDELINE
Effective Date _______________________ Updated _______________________

1. Purpose
The purpose of this procedure/guideline is to outline the requirements, methods and outcomes all incidents.

2. SCOPE
The following Types of incidents will be reported, regardless of the nature or severity or the event:
•
•
•
•
•

Near Miss
Injuries (minor - moderate)
Serious (major) Injury/Fatality
Occupational disease/illness
Property damage

•
•
•
•
•

Fire/Explosion
Environmental release
PSI
Dangerous Work Refusal
Violence/Harassment

3. ROLES & RESPONSIBILITIES

INCIDENTS
Employee
An employee who sustains an injury or becomes ill because of workplace conditions or work activity must
verbally report the injury or illness to a manger/supervisor immediately (not necessarily their own).
If because of the nature of the injury or illness, an employee is unable to report, it is the responsibility of any
other worker who happens upon the incapacitated worker, to promptly report the event to a manager/supervisor.

Manager/Supervisor
The manager/supervisor of the area, upon being notified of the injury or illness must:
• Promptly ensure that first aid is administered by a qualified first aid provider.
• Ensure the employee is given subsequent medical treatment if necessary, provide emergency
transportation to treatment if necessary, and record any such treatment.
• Additional rescue/response (SERT. Hazmat, etc.) teams are notified.
• Follow up with the immediate supervisor of the injured employee for no-lost time incidents.
• For injuries that result in time lost from the workplace beyond the day of injury or if the worker seeks
medical attention for an injury, WCB Report or Accident or Occupational Disease is completed and faxed
to Alberta WCB within 72 hours
• Complete an Incident Report
• Commence Investigation
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INCIDENT REPORTING
INCIDENT REPORTING GUIDELINE - EXAMPLE (continued)

WORK REFUSALS
Employee
• If a worker believes that the assigned work is dangerous, they must report the their refusal and the reason
for the refusal to the employer or supervisor promptly.
• If the Supervisor and worker are unable to resolve the issue, as worker member of the HSC will accompany
them on an inspection to determine if it can addressed.
• If the dangerous condition is not remedied, the worker who refused to perform the work or any person
present during the inspection may file a complaint with an Alberta OHS officer who may investigate the
matter further.

Manager/Supervisor
• If the employer cannot remedy the dangerous condition immediately, they must inspect the condition
with the worker reporting the refusal and a worker level HSC member, providing it is safe to do so.
• The employer is required to prepare a written report of the refusal to work, the inspection, and
any actions taken. The employer must ensure that this report does not contain any personal
information related to the worker who refused dangerous work.
• This report must be given to the worker who refused dangerous work and the HSC.

VIOLENCE & HARASSMENT INCIDENTS
Employee
• Employees are expected to report all incidents of violence and/or harassment in the same manner as
incidents described about.
• If the incident is of a confidential nature, the report should be submitted to the HR Manager or company
President.

Manager/Supervisor
• When Managers and Supervisors are in receipt of violence of harassment reports, they must assess
residual risk and take emergency actions if needed.
• Manager must ensure care is provided.
• All reports should be handled with the utmost confidentiality.
• Managers/Supervisors will work closely with the HR Manager when occurrence was between
employees.
• Incidents that resulted in a fatality or hospitalization must engage the HSC.

4. COMMUNICATION
This procedure is communicated to all managers/supervisors and employees through training
sessions, postings on health and safety bulletin boards, health and safety committees, and coaching of
employees by managers/supervisors to employees who were found to have contravened the procedure.
This procedure should also be reviewed annually through applicable performance review.

5. EVALUATION
Employee compliance with the injury/illness reporting procedures are monitored regularly as part of the
manager/supervisor's responsibilities and as part of an overall review of the OHS system. the procedure
will be reviewed annually to ensure it remains current.
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INCIDENT INVESTIGATION & REPORTING
INVESTIGATIONS

The primary goal of an incident investigation is to identify how a similar incident can be prevented in the future.
Investigations focus on fact finding that can lead to corrective actions and should not focus on finding fault or
laying blame. While completing investigations always look for deeper systemic issues, do not simply record the
steps of the event.

The key objectives of conducting incident investigations are to:
• Identify all contributing causes (direct, indirect, and root).
• Address gaps in a HSMS (root causes) and determine what changes may be required, such as
enhancements to the hazard assessments, inspections, and training.
• Analyze all suggested corrective actions.
• Make needed changes to processes or operations.
• Ensure compliance with legislation.
• Address near miss events at their lowest level, to prevent more serious events in the future.
• Ensure work refusals are dealt with appropriately.
• Verify external reporting has occurred as required.

BENEFITS TO EMPLOYERS
When employers fix systemic issues, they are more likely to prevent repeated incidents. In addition, employers
can help avoid future unnecessary costs resulting from:
• Business interruption.
• Emergency response and clean-up.
• Increased regulation, inspections, and fines. Regulatory fines can become costly, but litigation costs can
often substantially exceed fines.
• Improved process reliability; resulting in increased revenues and lower operating costs.
• Lower insurance premiums.
Other benefits can include:
• Prevention of negative media exposure.
• Increased public trust.
• Higher employee morale.
• Attracting and retaining high performing employees.
• The ability to bid on and/or obtain desired contracts.
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INVESTIGATIONS

All types of incidents, including near misses and work refusals must be investigated to some degree. The level of
investigation should be based on the “potential” loss, not the realized loss.

Depending on the nature of the company's operations, multiple types or levels of investigations can be
implemented. When doing so, the process for determining the required level/type of investigation should
ALWAYS be based on the potential loss. In other words, what could have happened?

INVESTIGATION PROCESS
INFORMATION GATHERING
WITNESSES
CREATE SEQUENCE OF EVENTS
CASUAL ANALYSIS
IDENTIFYING ROOT CAUSES
DETERMINE CORRECTIVE ACTION
ASSIGN CORRECTIVE ACTIONS
REVIEW & SIGN-OFF

COMMUNICATION
RECORDS
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INCIDENT INVESTIGATION & REPORTING
INCIDENT INVESTIGATION DOCUMENTATION
INCIDENT INVESTIGATION GUIDELINE - PAGE 1

Effective Date _____________________________ Updated ______________________________

1. Purpose
The purpose of this procedure/guideline is to outline the requirements, methods and outcomes all incidents.

2. SCOPE
All incidents will be investigated, regardless of the nature or severity or the event. At a minimum the following will be investigated:

• Near Miss
• Injuries (minor - moderate)
• Serious (major) Injury/Occupational
disease/illness
• Property damage

• Fire/Explosion
• Environmental release
• PSI
• Dangerous Work Refusal
• Violence/Harassment

3. ROLES & RESPONSIBILITIES
MINOR INVESTIGATIONS
(No loss, minor or insignificant loss potential, first aid & medial aid)
• An Investigation should commence within 24 hours, and will be led by the area supervisor.
• The Supervisor will forward a copy of the completed investigation report to the HSC.
• The HSC will review the results and suggested corrective actions to ensure they appear comprehensive
and appropriate.
• The area supervisor is responsible to ensure corrective actions are taken.
• A member of the H&S team will participate in the investigation upon request and will be responsible to
review completed investigation to ensure effective completion.
• Department supervisor will form the employee communication for staff meeting and the H&S team
member will assist as needed.

MODERATE INVESTIGATIONS
(Loss time and property/environment loss of > $10,000)
•
•
•
•
•
•

An Investigation should commence within 24 hours.
A H&S staff member will lead the investigation along with the manager of the department involved.
A senior manager will review the investigation findings along with the H&S manager to ensure effective completion.
The area supervisor and manager are responsible to ensure corrective actions are taken.
A senior manager will conduct the final review and sign-off.
The department manager and H&S manager will approve employee communication and summary bulletin.

MAJOR INVESTIGATIONS
(Major Injury, Fatality, loss of > $10,000, and business disruption)
The investigation will commence as soon as possible and as soon as OHS officers allow access to the scene. The H&S
manager will lead an internal investigation whenever a serious incident occurs.
This includes: a fatality / an employee is seriously injured requiring hospitalization / a unplanned fire, flood or explosion
occurs / Collapse or upset of a crane, derrick, or hoist / Collapse of failure of any component of a building or structure
necessary for the structural integrity of the building or structure / Potentially Serious Incidents (PSIs).
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INCIDENT INVESTIGATION & REPORTING
INCIDENT INVESTIGATION DOCUMENTATION
INCIDENT INVESTIGATION GUIDELINE -PAGE 2

MAJOR INVESTIGATIONS ...continued
• The H&S manager will form the investigation team as appropriate.
• The HSC will participate in the investigation and sign-off on the final report before it is submitted to senior management for
review.

• The HSC will monitor corrective actions to verify completion and track effectiveness for 12 months.
• The H&S team will develop the employee communication.
• Senior management will have the Board of Directors review and sign-off on the completed investigation results and
employee communication.

• All department managers will deliver the employee communication to their team in person or virtual within 72 hours of
approval.

EXTERNAL INVESTIGATIONS (OHS)
In addition to the internal investigation, an OHS officer will conduct an investigation of serious incidents and potentially
serious incidents (PSIs). All employees are legally required to cooperate with the OHS officer and any other person
exercising a legislated right or duty.
In the event of a serious incident, no person shall interfere with, disturb, alter, or carry away any wreckage, article or items at
the scene, or connected with the occurrence until permission to do so has been given by the investigating officer. The only
exception are to save a life or relieve human suffering.
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INCIDENT INVESTIGATION & REPORTING
INCIDENT INVESTIGATION DOCUMENTATION
INCIDENT INVESTIGATION GUIDELINE — EXAMPLE (PAGE 3)

CONDUCTING INVESTIGATIONS
After the initial response, the investigation should begin. Investigations should begin as soon as possible and while things are fresh.

NOTE:
For serious incidents, you may have to wait until OHS
releases the scene to start the investigation.
All relevant points brought out during the investigation must be accurately recorded. Root causes or systemic failures in our system
and practices must always be the focus of investigations. We must fix our systems in effort to prevent future incidents.

PROCEDURE
1. INFORMATION GATHERING
• Position: Includes pictures and sketches
• Parts:

Includes all physical

• People:

Includes all witness statements, interview notes and recordings

• Paper:

Includes all records relating to the event (i.e. Training, maintenance, communication, risk assessment, etc.)

2. WITNESSES
A witness can be anyone who witnessed anything with their senses (sight, smell, hearing, touch, taste), before, during and
after the event occurred. Witnesses can also include internal and/or external subject matter experts (SMEs). A SME will
typically be asked to assist as a witness because they have intimate knowledge of the work or equipment involved.

• Provide the witness with a witness statement form and a pen. Allow them a quiet space and enough time to write out their
statement. Have them bring the statement directly back to you immediately after completion, or place in a sealed envelope
addressed to you.

• Some witnesses may be upset or even in shock due to what they may have seen, heard or experienced. If needed, provide
this person with a staff member so sit with them.

• All witnesses should be separated as soon as possible to prevent "cross talk".
3. CREATE THE SEQUENCE OF EVENTS
• The investigation team must identify all contributing factors, including people, equipment, materials, environment and/or
process to determine which conditions and circumstances contributed to the incident.

• Identifying the contributing factors may include direct observations and interviews with both the employee and any
witnesses.

• The investigators will piece together the gathered information to determine how the event occurred. If a clear picture of the
event cannot be recreated, the missing pieces must be identified and obtained.
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INCIDENT INVESTIGATION DOCUMENTATION
INCIDENT INVESTIGATION GUIDELINE — EXAMPLE (PAGE 4)

PROCEDURE ...continued
4. ANALYZE THE INFORMATION
Investigators will analyze the information and, based on the sequence of events, determine all causes. Causes will include:

• Direct Cause(s) (immediate)
The event(s) that occurred, including any condition(s) that existed immediately before the undesired outcome, directly
resulted in its occurance.

• Indirect Cause(s) (underlying)
Acts and Conditions which led to the occurrence.

• Root Cause(s) (basic/systemic)
Deficiencies in a company's system (i.e. policies, procedures, training, purchasing, supervision, etc.) Can include
multiple factors from multiple areas which contributed to or created the undesired outcome and if eliminated, or
modified, would have prevented the event.

5. IDENTIFYING ROOT CAUSES
Apply the 5 "WHYs"
Investigators will start with the most obvious question and continue to ask "WHY?"
until the questions lead to an issue in our company systems. Additional streams of
why questions might be needed depending on the event. The "WHY process" will
often take five WHY questions but may need more to get to the root cause.

6. DETERMINE CORRECTIVE ACTIONS
The investigation team will review the investigation finding and determine the best action to eliminate or mitigate the
identified causes.

• The hierarchy of control must always be applied. This means the hazard should be eliminated whenever possible.
• The hazards identified in the investigation process must be addressed through temporary and/or permanent measures
while any additional proposed actions are pending management approval.

• The investigation matrix will be used to determine accountabilities for communication, action items, and closure of
investigation findings.
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INCIDENT INVESTIGATION DOCUMENTATION
INCIDENT INVESTIGATION GUIDELINE — EXAMPLE (PAGE 5)

PROCEDURE ...continued
7. ASSIGNING CORRECTIVE ACTIONS
• Control measures or corrective actions shall be implemented by the due date assigned. The control measures or corrective
actions are to be evaluated and monitored by the department manager and supervisor, and the HSC.

• Managers and supervisors, along with the HSC, shall monitor the process of implementation of corrective actions, and
record and notify the H&S manager once the implementation of corrective actions is finalized.

• Once the desired outcome has been achieved through the implementation of the appropriate controls and actions,
monitoring of the system(s) must be on-going in order to ensure that control measures are maintained and do not become
obsolete.

• The HSC should nominate a person to review and report back on the effectiveness of the implemented control measures.
• H&S team will update the HSMS to address any gaps noted in the written program during the investigation. At a minimum,
this will include the formal hazard assessments, site specific hazard assessment processes and forms, inspection
processes and checklists, and training.

8. CLOSE OUT
• In all situations the area manager/supervisor must ensure the proposed action is implemented to prevent further incidents.
If the solutions is beyond their authority or resources, they must make the company president aware of the problem and put
interim procedures in place.

• The Joint Health & Safety Committee will review data from Incident Report and Investigation forms, monitor trends and make
recommendations to senior management on appropriate preventative strategies and priorities in health and safety.

• Senior management will review all investigation findings and include the Board of Directors in the final review and sign-off of
major event investigations. Senior management and the board of directors must ensure the investigation was thorough and
the appropriate actions have been both financed and implemented, as they are legally accountable.

9. RECORDS
An annual summary of all accidents, costs and tends will be compiled and submitted to the HSC, senior management
and the board of directors. Copies of the Incident Report and Investigation forms will be kept on file for a period of 7
years following the occurrence.

10. REVIEW AND REVISION
This policy shall be reviewed and revised as required, and at least once every three years, by the HSC and a member of
the H&S team.
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EXERCISE #12
BUILDING YOUR PROGRAM
DEVELOP AN INCIDENT INVESTIGATION GUIDELINE/POLICY
A written policy/process must be included in the system for:
Investigating incident | Occupational illnesses | Near misses and work refusals| Types of investigations |
Time frame for investigations | Requirement for follow-up.
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INCIDENT INVESTIGATION & REPORTING
IDENTIFYING ROOT CAUSES
POTENTIAL SCENARIO - EXAMPLE

A driver has not returned home after their workday and cannot be reached. A family member calls the company
emergency phone number at 1:00am. The employee told their spouse they would be going to visit a friend after
work, and the friend cannot be reached.

CAUSE

DESCRIPTION

DIRECT
(immediate)

Conditions or
acts present
immediately
before an
incident
occurs.

INDIRECT
(underlying)

Contributing
factors that led
to an incident
occurring.
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EXAMPLE

1. Employee is not answering their cell phone or replying to text messages.
2. Although the supervisor was aware of the daily route schedule, the supervisor
is now at home and does not have access to the information.
3. The spouse is working night shift, and the message of going to visit a friend
was not shared with other family members.
4. The spouse is not allowed to use their personal cell phone while working.
5. The supervisor and the family members do not know the spouse’s work phone
number. The company’s voicemail indicates the need to call back between
9am-4pm weekdays

1. The employee is in an area where cell coverage is weak.
2. The employee’s phone was searching for a signal and quickly drained the
battery.
3. The employee and their friend did not have the proper phone-charger with
them.
4. A check-in and check-out system that involves texting the supervisor was in
place; however, the supervisor spent the evening taking their kids to and from
activities and helping with homework and did not realize the employee never
checked-out
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IDENTIFYING ROOT CAUSES
POTENTIAL SCENARIO - EXAMPLE
CAUSE

DESCRIPTION

ROOT
(systemic)

Aspects of an
organization’s
HSMS that
contributed
to the
direct and/
or indirect
causes of an
incident.

continued

EXAMPLE

Aspects of your HSMS to consider could include:
• Did your hazard assessment process address potential risk related to
remote routes, phone charging, and poor cell coverage?
• Were safety procedures in place for an effective means of
communication when cell phone use is not practical or available?
• Do your written programs address cell phone charging and possibly
even provide employees with extra measures such as a battery-booster
pack?
• Do key managers have access to needed information when they are not
at work?
• Is your check-in/check-out procedures automated? or, does your checkin/check-out system rely on others to remember to act?
• Are workers trained on needed procedures?
• Are managers and supervisors trained in the systems and the
emergency response procedures?
• Does your emergency response plan include procedures for missing
employees?
• Do managers/supervisors have access to a current copy of your
emergency response plan (ERP) when they are not at work?
• Do you have the needed emergency contact information for all
employees? Is your emergency contact information kept up to date? Is
your ERP kept up to date?
• Have you conducted a mock exercise of this type of emergency scenario
with employees?

page 311

9

INCIDENT INVESTIGATION & REPORTING
ROOT CAUSE & H&S MANAGEMENT SYSTEM

Once the investigation process has identified the direct and indirect causes it is important for the results to be
reflected into the health and safety management system. A true “root cause” will identify a breakdown or gap in
one of the ten elements of the HSMS which contributed to the event occurring.

When analyzing your system consider asking the following questions in each element of your HSMS:

Management Leadership & Organizational Commitment
Element
One

•
•
•
•
•
•

Do the written responsibilities/accountabilities need to be clarified?
Is the disciplinary policy used and/or applied consistently for safety infractions?
Are the needed health and safety resources provided?
Are managers and supervisors empowered and authorized to make needed H&S purchases?
Does the entire leadership understand the function of the HSC/HSR, and cooperate as required?
Is the disciplinary policy used and/or applied consistently for safety infractions?

Hazard Assessments
FORMAL HAZARD ASSESSMENTS

Element Two

•
•
•
•

Did the existing formal hazard assessment truly reflect the tasks and hazards related to the incident?
Do the formal hazard assessments need to be updated?
Were new hazards identified?
Were the new hazards evaluated for risk?

SITE-SPECIFIC HAZARD ASSESSMENTS
• Was a site-specific hazard assessment required and conducted?
• Was the site-specific hazard assessment reviewed and/or revised?
• Were there appropriate equipment hazard assessments?

Hazard Control

Element
Three

•
•
•
•
•
•
•
•
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Have you applied the hierarchy of control appropriately?
Were appropriate controls identified in the formal, equipment and site-specific hazard assessments?
Were identified controls followed?
Were new hazards identified on the site-specific hazard assessment which required further actions to
be taken? If so, were they addressed long-term?
Do existing safe operating procedures require updating?
Do you need to enhance the required control measures to reflect the identified root cause(s)?
If so, how will you communicate the changes to employees?
Have preventative maintenance programs been followed and records maintained?
Were violence harassment procedures appropriate if related?
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ROOT CAUSE & H&S MANAGEMENT SYSTEM
Joint Work Site Health & Safety Committee/HS Representative

Element
Four

• Have only the co-chairs taken the mandatory training?
• Have all HSC/HSR delegates been trained to fulfill assigned duties and support workers in health and
safety?
• Has the employer communicated changes/updates to the HSC/HSR?
• Does the employer involve the HSC/HSR in the hazard assessment activities, work site inspections,
investigations, and workplace violence and harassment program reviews?
• Do the HSC/HSR delegates champion workplace H&S among those they represent?
• Do workers understand the function of the HSC/HSR?

Qualification, Orientations & Training

Element
Five

•
•
•
•
•
•
•
•
•
•
•

Are changes required to the hiring process?
Are changes required to the orientation process?
Are employees signing off on the safe work practices/procedures and on-the-job training activities?
Was all task related training completed?
Was worker(s) deemed competent to conduct the job task?
Are changes required to the documented “competency assessment and verification” process?
Is on-going training identified and completed as required?
Have we deemed our trainer competent?
Have timelines for training and retraining been clearly established?
Were training records concise and kept up to date?
Has health and safety training been identified and delivered to all members of the leadership team to
support them in their roles and responsibilities.

Other Parties at or in the Vicinity of the Work Site

Element
Six

• Were the contractors, self-employed persons, suppliers, and visitors informed about the hazards and
controls at the work site?
• Did records verify all other work site parties received a current orientation?
• Were other work site parties informed about changes to the work site?
• Do company records verify the qualifications of other work site parties involved in the event?
• Was there an agreement signed with a contractor specific to the scope of work and worksite?
• Were the other work site parties being monitored by the hiring company’s representatives during the scope
of work?
• Were employees informed of the potential hazards that could be present due to the other work site party’s
work-related activities?

page 313

9

INCIDENT INVESTIGATION & REPORTING
ROOT CAUSE & H&S MANAGEMENT SYSTEM
Ongoing Inspections

Element
Seven

•
•
•
•
•
•
•
•
•

Are formal inspections being conducted as per the company inspection program?
Are the existing inspection processes measuring the activities or areas involved in the incident effectively?
Were inspection frequencies appropriate for the work activities and degree of risk?
Have inspectors been provided training appropriate for the inspections being completed?
Have contributing factors been noted repeatedly on previous inspection and hazard reports? Does they
keep resurfacing?
Have deficiencies from previous inspection reports been corrected in a timely manner?
Does the corrective action need to be added to ongoing inspection forms and/or processes to ensure it is
consistently being followed?
Do managers and supervisors conduct worker observations? How often?
Do additional managers and supervisors need to monitor the area/task?

Emergency Response

Element
Eight

•
•
•
•
•
•
•
•

Did the ERP minimize additional loss and prevent wasted effort/time?
Were trained responders readily available?
Were emergency responders prepared to handle the event?
Are changes to the Emergency Response Plan needed? Were gaps identified?
Was appropriate response equipment/supplies readily available?
Do supplies require replenishment?
Did employees respond as expected (did they follow the ERP)?
Was the employees’ psychological health supported during and after the event?

Incident Investigations

Element
Nine

• Was the incident reported in a timely manner?
• Were the reporting and investigation processes followed appropriately and according to company
HSMS?
• Was the incident investigated in a timely manner?
• Were the appropriate people involved in the investigation, including knowledgeable worker level
personnel?
• Was there a trained investigator available to lead the investigation?
• Was there a breakdown in the investigation process? (i.e. missing information or steps, etc.)?

System Administration

Element
Ten
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• Does the entire safety management system encompass the lessons learned?
• Does the communication system embrace the sharing of lessons learned company wide?
• Are workers and affected contractors affording the opportunity to provide feedback on learnings and the
actions taken?
• Were the final outcomes from the event added to the incident database and statistical tracking systems?
• Was management involved in the communication of learnings?
• Were related deficiencies from COR audits followed through to completion?
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INVESTIGATION TEAM & TRAINING
Provide training for those assigned the responsibility of investigations. Training is important to ensure the
investigations are completed accurately and in a timely manner. As a best practice, investigation training should
be provided to:
• Employees who are assigned responsibilities for completing investigations.
• HSC/HSR members.
• Managers who provide final sign-off of completed investigation reports.

Investigation training can be delivered in house or through a third party or a combination of both. At a minimum,
training should:
• Review legislative requirements.
• Provide an understanding of investigative techniques.
• Explain the information gathering processes.
• Explain root causation.
• Review the importance of taking appropriate corrective actions
• Explain how to complete investigation reports
• Discuss how investigation findings should be shared with management and employees

REMEMBER
This course is designed to provide you with an overview of investigations and is not
considered formal investigation training. AASP offers classroom, virtual, and e-Learning
investigation workshops - Module 6..
For additional training about investigations, please visit www.aasp.ca.
AASP offers classroom, virtual, and e-Learning workshops.

For additional training about investigations, please visit:
https://aasp.ca/project/accident-incident-investigation/
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OHS INCIDENT INVESTIGATIONS
Flowchart for reporting incidents to Alberta Occupational Health and Safety

FLOW CHART - REPORTING INCIDENTS TO ALBERTA OHS
•

•

•

After OHS is advised
of a reportable
incident, they will
determine the level
of investigation their
officers will conduct.

Type of event

Description
of event

• worker fatality
• worker admitted to
hospital
• unplanned
explosion, fire,
flood

OHS will often
write the employer
a Compliance
Order requiring the
company conduct
and submit an
investigation report.
OHS often uses
the foreseeability,
preventability and
degree of control
measure, as
mentioned earlier,
when determining
the actions they will
take initially and
when determining if
charges will be laid.

Reportable serious
injury or incident

Reportable incident at
a mine or mine site

Includes any of the
events listed in
section 40(4) of the
OHS Act that happen
at a mine or mine
site.

Potentially serious incident

When determining if a potentially serious
incident has happened, consider:
• Did the incident have a high likelihood
of causing a fatality or admittance to
hospital?
• Were appropriate controls in place?
• Did the controls fail?
(See Recognizing a potentially serious
incident for more information.)

• collapse or upset of
crane, derrick or
hoist
• collapse of building
or structure
(See OHS Act section
40(2) for details)

Duty to report

Report injury or
incident as soon as
possible to the OHS
Contact Centre:

Report the time, place and nature of the incident as soon as possible using
online reporting service:

oir.labour.alberta.ca

• 1-866-415-8690
• TTY 1-800-232-7215

Investigate,
share
findings and
keep records

1) Carry out investigation.

1) Carry out investigation.

2) Prepare report of injury or incident and
corrective action(s) taken, if any, to
prevent re-occurrence.

2) Prepare report of injury or incident and corrective
action(s) taken, if any, to prevent re-occurrence.

3) Keep copy of investigation report
readily available and provide to officer
on demand.
4) Provide report to HSC or HS
representative, if there is one – or to
workers if there is no HSC or HS
representative.

3) Provide report using the online reporting service.
4) Provide report to HSC or HS representative, if there
is one – or to workers if there is no HSC or HS
representative.
5) Prime contractor or employer retains the report for
at least two years.

5) Prime contractor or employer retains
the report for at least two years.

Reporting and investigating injuries and incidents
©2020 Government of Alberta | June 2020 | LI016

The employer who prepared the report shall retain the report for at least 2 years after a serious injury or
incident at their work site.
It is important to understand that a report prepared under this section of the OHS legislation is not admissible as
evidence for any purpose in a trial arising out of the injury or incident, an investigation, or public inquiry under
the Fatality Inquiries Act, or any other action as defined in the Alberta Evidence Act, except in a prosecution for
perjury or for the giving of contradictory evidence. For this reason, it is in the employer’s best interest to conduct a
thorough investigation and be truthful in all aspects of the investigation.
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Incident Investigation
INCIDENT
INVESTIGATION & REPORTING
MODERATE INCIDENT
INCIDENT INVESTIGATION DOCUMENTATION
EVENT/HAZARD REPORT
& INVESTIGATION
— EXAMPLE (PAGE 1)
MODERATE
INCIDENT

EVENT/HAZARD REPORT FORM AND INVESTIGATION - EXAMPLE / PAGE 1

Type of Incident

 Injury/ or work-related illness
 Vehicle incident
 Near Miss

 Dangerous work refusal
 Environmental spill/release
 Unsafe act/condition, or violent/harassing
behaviours

Job Position

Those involved- Name(s)

Was First Aid administered?
If yes, by who?

 Yes

Employer

What level of First Aid certification do they hold?



Other
Emergency
Standard
Advanced

 No

Location of incident:

Describe in your own words what happened (who, what, where, when), and what you experienced.

What do you think caused this to occur?

How could this be prevented in the future?

Who completed this report? (Printed)
Management Review (to be completed by department manager)
Name of Reviewing Manager (printed)
Review Date (YY/MM/DD)
Potential Loss (not actual or realized)
Full investigation required for
violence/harassment, med, and high loss

 Low (<$1000)

 Medium ($1000-10,000)

Full Investigation Required  Yes  No If
WCB Report Required?
 Yes  No
yes, who will lead it?
Follow-up Comments:
(Does the information appear comprehensive, are further details needed, are
further actions required, are there any further comments?)
How will results be communicated to staff?
Manager’s Signature

 High (> than $10,000)
OHS Report Required  Yes
 No

When?
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Incident Investigation

MODERATE INCIDENT

EVENT/HAZARD
REPORT
FORM
AND INVESTIGATION
- EXAMPLE
EVENT/HAZARD
REPORT
& INVESTIGATION
— EXAMPLE
(PAGE 2)/ PAGE 2
Incident Analysis

Type of Event
 Struck Against
 Fall on Same Level
 Caught Between
 Contact with Heat/Cold
 Struck By
 Caught In
 Over Exertion
 Fire/Electricity
 Fall to Lower Level
 Caught On
 Over Stress
 Violence/Harassment
 Chemical
 Noise
 Pressure/Force

Immediate/Direct Causes
 Improper Loading
 Defective equipment
Substandard Actions
 Operating without authority
 Improper Placement
 Congestion
 Failure to warn
 Improper Lifting/Position for task
 Inadequate warning system
 Failure to secure
 Adjusted/Serviced equipment in operation
 Explosion hazard
 Improper speed
 Horseplay
 Hazardous atmosphere
 Made safety device inoperable
 Under influence of alcohol/other drugs
 Illumination
 Used defective equipment
 Ventilation
Substandard Conditions
 Using equipment improperly
 Inadequate guards or barriers
 Poor housekeeping
 Did not use PPE properly
 Inadequate protection

Basic (Root) Causes
Personal Factors
Job Factors
 Inadequate Capability
 Inadequate Purchasing Controls
 Lack of Knowledge/Training
 Inadequate Maintenance
 Lack of Skill/Experience
 Inadequate Tools/Equipment
 Physical/Psychological Stress
 Inadequate Engineering
 Improper Motivation/Distractions
 Inadequate Work Standards
 Inadequate Communication/Direction
 Wear and Tear
 Inadequate Leadership/ Supervision
 Abuse or Misuse

Recommendation/Corrective Actions
Recommendation

Witnesses Statements
Name(s) of Witnesses

Approved Yes or
No


Assigned to

Company

Date Completed

Phone

Attached



Witness Statement(s) must accompany this report
Name(s) of Investigator (printed)
Name of Reviewing Manager (printed)
Review Date
Was Hazard Assessment
(YY/MM/DD)
Reviewed? Yes No
Follow-up Comments:
(Does the completed investigation appear comprehensive, are further details
needed, are further actions required, do corrective actions seem appropriate, are
there any further comments?)
How will results be communicated to staff?
Manager’s Signature

251
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Date of Hazard Assessment Review
(YY/MM/DD)

When?
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WCB – 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.

Link to WCB- Modified Work Information

DID YOU KNOW?
In Alberta, WCB and OHS operate independently of each other. This means that depending on the nature of
the incident/injury, you may need to report to both organizations.
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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 with medically prescribed restrictions 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.

WHAT IS MODIFIED WORK?
Through the development and implementation of a health and safety management system, the employer is
attempting to do everything reasonable and practicable to keep their employees free from harm. However,
as evidenced earlier in this element, unfortunate events may still occur.
It is important when this happens, the organization has a solid claims management strategy to support the
injured worker and return them to work, when approved by the attending physician. Modified work allows an
employee to return to meaningful work as soon as possible. Modified work does not focus on the disability
but rather the ability of what a worker is still able to do.
The employer and the injured employee both play a key role in this process to ensure there is open
communication between the employer, the attending physician, the employee and WCB. When an employee
experiences a work-related injury or illness and cannot conduct their regular job duties, modified work
programs can keep them active in the workplace and prevent or at least reduce any impact on their
pre-employment income.
The employee will work with their WCB contact and their supervisor as they are assigned modified work and
return to full duties whenever possible. The Employers know the workplace and how the employee's job can
be adjusted so they can best return to work while recovering. This is called modified work.

Modified work can include:

EMPLOYEE BENEFITS

EMPLOYER BENEFITS

• changes in job tasks or functions (less
lifting, or bending)

Early and safe return to
work

Reduced WCB premiums

• changes in workload - (hours worked per
day or the work schedule)

Decreased period of
disability

Reduced time lost from
work

• alterations to the work area and environment
or the equipment used

Reduced risk of re-injury

Improved productivity

• work normally performed by
others(administrative work)

Job Security

Increased operating capital

• cross training or job shadowing

Continuity of earnings

Lower retraining costs

• work that needs to be done but there is
currently no employee assigned to complete
the work.

Maintain contact with
co-workers

Less abseteeism

Reduced Stress

Lower employee turnover
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WCB – MODIFIED WORK
OCCUPATIONAL INJURY SERVICE — (OIS) CLINICS
WCB has authorized and trained medical practitioners throughout the province to assist employers in
effective back to work plans.

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

OHS and WCB have separate reporting requirements. If the 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.

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

OCCUPATIONAL INJURY SERVICE (OIS) CLINICS
WCB has authorized and trained medical practitioners throughout the province to assist employers in
effective back to work plans. 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.
Occupational Injury Service (OIS) gives injured workers access to a doctor with experience in work-related
injuries. Injured workers are typically seen within 30 minutes of arriving at the clinic. The clinics help injured
workers return to work quickly and safely by providing expedited care.

Using an OIS clinic for treatment is voluntary. Workers can go to their own doctor if they prefer.
Employers can register by logging on to:

Occupational Injury Service clinics and doctors
- WCB Alberta site link provided on previous page (#320) -
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EMPLOYEE ENGAGEMENT

FOLLOW-UP

INVESTIGATING

REPORTING

TOPIC

SUGGESTIONS
• Include reporting expectations in the new hire orientation for both employees and
contractors.
• Revisit the importance of reporting with employees and contracted workers each
year.
• Encourage the identification and reporting of near misses with employees and
contracted workers.
• Consider celebrating the reporting of near misses, a simple thank you or
acknowledgment will typically work.

• Communicate the purpose of the investigation program to all employees and
contracted workers.
• Involve knowledgeable workers and contracted workers (as applicable) in the
process.
• Ensure the findings, do not lay blame or point fingers.

• Communicate investigation findings and corrective actions to all employees and
affected contract workers.
• Invite all employees and contracted workers to monitor the changes being made
and report if it is not effective or requires modification in their work area.
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INCIDENT INVESTIGATION & REPORTING
DOES
YOUR
DOES Y
OUR DDOCUMENTATION
OCUMENTATION INCINCLUDE
LUDE ✔

Audit Question

Guidelines

ELEMENT 9 – INCIDENT REPORTING AND INVESTIGATION
Is there a policy and/or
process that requires
the reporting of
incidents (including
near miss),
occupational illness,
and work refusals?

A policy and/or process must require the reporting of incidents
(including near miss), occupational illness, and work refusals to award
full points. These must include both internal and external reporting
(e.g. OHS, WCB, etc.).
•

Do employees report
incidents, occupational
illnesses and work
refusals?
Do
employees report
near misses?

Review completed incident, occupational illness, and work refusal
reports that support reporting is taking place.
This question may be marked not applicable (n/a) if there were no
incidents in the previous 12 months.
Review completed near miss reports to support that reporting is taking
place.

Is there a procedure
for investigating
incidents (including
near miss),
occupational illness,
and work refusals?

Have the individuals
leading investigations
been trained in
investigation
techniques?

Are investigations
completed in a timely
manner?

22
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Points are awarded based on 70% positive indicators from
documentation.
If the employer is considered low hazard or does not have field sites
AND did not have a near miss in the previous 12 months, this
question may be marked not applicable (n/a).
The procedure must include:
•
how to investigate incidents (near misses),
occupational illness, work refusals
•
how to identify root causes
the requirement to implement corrective actions

Verified by review of completed investigation records
and training records.
Review training records of individuals who have completed
investigation reports and confirm they have received training. Can be
internal or external training.
If third party investigators are brought in, full points may be awarded,
but documented evidence of this must exist.

Verified by review of investigation reports.
Auditor will consider the complexity of the investigation
to determine timeliness

Suggested Doc(s)

Point
Value

Written policy or
process that
contains the
required
information.
Usually in the
written H&S
manual/program.
Incident reports for
the past 12 months.

0 or 5

Near miss reports
from the last 12
months.

0 or 5

Written policy or
process that
contains the
required
information.
Usually in the
written H&S
manual/program.
Training records for
those that
conducted/lead
investigations in the
past 12 months. If
none required,
training records of
who has been
assigned the
responsibility if an
investigation were
required.
Completed
investigation reports
for the past 12
months.

0 or 5

0 or 5

0-5

0-5
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INCIDENT INVESTIGATION & REPORTING
DOES
DOES YYOUR
OUR DDOCUMENTATION
OCUMENTATION INCLINCLUDE
UDE ✔
Audit Question

Guidelines

Suggested Doc(s)

ELEMENT 9 – INCIDENT REPORTING AND INVESTIGATION (cont’d)
Do investigations:
a. Identify root causes?
b. Recommend
corrective actions?

Verified by reviewing completed investigation reports. Completed
investigation reports,
a. Investigations must identify the root causes
which include the
resulting from deficiencies in the health and safety
identified root causes
system.
and corrective actions
b. Corrective actions must be designed to implement
(from the past 12 or so
system changes that will prevent reoccurrence. (e.g.
months).
Advising employees to “be more careful” is not an

Point
Value
a- 0-5
b- 0-5

acceptable corrective action.)

Points are awarded based on the percentage of reviewed
investigation reports that identify causes and recommend
corrective action.
• If there have been no investigations conducted in
the previous 12 months, refer to blank investigation
forms or the investigation process.
Are corrective actions
identified in investigation
reports implemented to
prevent reoccurrence?

23

Verified by review of documentation and observing
results of corrective actions implemented.
If corrective actions include administrative controls,
implementation may be confirmed through documentation (e.g.
training, memos, safety bulletins, etc.). Documentation points
are awarded based on the percentage of corrective actions
reviewed in question 9.9b that can be verified as implemented.

Verification of
corrective actions
taken, over the last
12 months.

0-5

Do managers/ supervisors
ensure investigations are
complete as required by
the investigation
procedures?

Verified by review of investigation reports.
Investigation reports should be complete, including identifying
causes and corrective actions as outlined in the investigation
procedure verified in question 9.5.

Completed
investigation reports
for the past 12 months.

0-5

Have the individuals
leading investigations been
trained in investigation
techniques?

Verified by review of completed investigation
records and training records.

Training records for
those that conduct/
lead investigations in
the past 12 months. If
none required,
training records of
who has been
assigned the
responsibility if an
investigation were
required.

0-5

Review training records of individuals who have completed
investigation reports and confirm they have received training. Can
be internal or external training.
If third party investigators are brought in, full points may be
awarded, but documented evidence of this must exist.
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ELEMENT TEN
SYSTEM
ADMINISTRATION

SYSTEM ADMINISTRATION
Self-Evaluation

10

SELF-EVALUATION
SYSTEM EVALUATION

Question

Yes

No

Action Needed

Assigned
to

To be
Completed
by

Is management communicating
health and safety to:
•all employees (FT, PT, volunteers,
contracted employers and their
employees etc.) consistently?
•when the HSMS is updated?
•when new issues arise?
Is a printed or electronic copy of the
current legislation readily available to
all employees?

Does this system allow for employees
to provide feedback on health and
safety issues?
Is there a process to ensure health
and safety information is readily
available to employees?
Examples may include:
•dedicated H&S Bulletin Board
•internal website
•employee handbook

Are current health and safety records
analyzed to identify trends on at least
an annual basis?
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Self-Evaluation

SELF-EVALUATION
SYSTEM EVALUATION

Question
Is senior management held
accountable for the implementation
of the health and safety management
system?

Does senior management understand
how they are held accountable for
the implementation of the HSMS?

Is the HSMS assessed/reviewed/
updated at least once every three
years, or sooner if change occurs?

Are identified actions developed
and monitored until completion?
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Yes

No

Action Needed

Assigned
to

To be
Completed
by
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SYSTEM ADMINISTRATION
INDUSTRY NOTES
The purpose of an OHS Management System is to systematically reduce the possibility of incidents, illness
or injury in the workplace. To achieve this, a set of standards, policies and procedures are required.
A safety system should not only standardize a company's safety operations, but also encourage accountability
throughout the entire safety investigation process. In addition, it should seamlessly handle expanding
compliance requirements and be versatile enough to adapt as requirements change. An Occupational
Health & Safety Management System (HSMS) is a “living” system with many moving parts, a health and
safety management system is never stagnant.
History has proven that an organization who simply creates a health and safety manual, places it on the shelf,
and then relies on employees to read it, does little to support a safe and healthy workplace or in reducing
incidents.

In order to have a true management system it not only needs to be developed, it needs to have
active involvement from everyone, and must be adapted when things change.

When reportable incidents occur (OHS Act Part 5, s.40) Alberta OHS will conduct an investigation. OHS
will measure their findings against the foreseeability, preventability and degree of control related to the
specific incident while determining if any charges should be laid. The employer is also required to conduct
an investigation and make the investigation report available to an OHS officer.
When elements are developed and implemented, they need to be tracked and assessed to determine if your
systems are working. As an example, consider training:
• Does your organization have people who come and go?
• Is there absenteeism?
• Do materials get updated periodically?
• Might new risks be identified as a result of inspections and/or investigations
which may need to be discussed in orientations?
Employers in WCB Industry Code 89702 will need to determine how they are going to assess their HSMS
for which they have spent so much time, effort, and resources to develop and implement. Part of this
requires a good system for maintaining documentation, and then using the documentation to track statistical
information in order to help predict or identify trends which are occurring. Through good record keeping,
employers will be able to determine where they have been (lagging indicators), to know where you are going
(leading indicators).

NOTE This element reflects the importance of keeping your HSMS active and up-to-date
through monitoring, measuring, and communication.
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INDUSTRY NOTES
Is there a created manual that all employers in WCB Industry Code 89702 can use as a template?

Although there is no created manual as such, this guidebook along with the Resources and Examples
folder will provide any organization with a good foundation of what their manual should include, as
well, provides templates to help them get started. As employers develop their manuals, they will see
how each employer needs to be site specific..
Example 1:

Hazard assessment controls may vary from one site to another, some sites may have only females,
some may require hiring many contractors, contracted workers, some may require specific training.
Example 2:

Emergency response plans may differ from one location to the next. Example being office building,
mall or residential apartment complex.

Who is responsible for ensuring this gets done?

If you operate a business in the province of Alberta, the business is required to follow all
applicable OHS legislation. So, while everyone in the workplace contributes to safety, being
able to prove due diligence is up to the employer. It is recommended the management team
and the health and safety committee coordinate efforts to establish the framework for the
health and safety manual.
It is further recommended there be sharing amongst the Property Management Industry and
Condominium Associations in Code 89702, working with one another and share material,
where deemed appropriate.

What type of information should I be tracking?

Document management and tracking is extremely important. Following is an element
by element listing of critical documents.

Element 1 – Management Commitment and Organizational Leadership
• Assignment of responsibilities/accountabilities
• Copy of current OHS legislation available
• Internal Responsibility System
• Management worksite tours
• Records of management participation in H&S discussions (other than H&S Committee
meetings).
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INDUSTRY NOTES
What type of information should I be tracking? ...continued

Document management and tracking:

Element 2 - Hazard Identification
• Organizational chart
• Inventory of Job positions
• Job profiles/job descriptions
• Completed formal hazard assessments
• Completed site-specific hazard assessments
• Completed workplace violence/harassment hazard assessments

Element Three – Hazard Control
• Completed safe work procedures
• Equipment and preventative maintenance plans and records
• Reporting of hazards, concerns
• Completed workplace violence/harassment prevention plans

Element Four – Health and Safety Committee/Representative
• Terms of Refernce (ToR) and Rules of Procedure (RoP)
• Completed health and safety committee/HSR minutes
• Quarterly work site inspections
• Committee/HSR training

Element Five – Qualifications, Orientations and Training
• Completed orientation records for new hires (current and timely)
• Completed training records (certifications, in-house, third-party)
• Competency verification reports
• Ensuring training matrix/records are updated (if applicable)

Element Six – Other parties at or near work Site
• Visitor logbooks/orientations
• Other Party orientations (Contractor/self-employed person)
• Approved vendor listing (Pre-check of vendors: WCB, Insurance, HS programs)
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INDUSTRY NOTES
What type of information should I be tracking? ...continued

Document management and tracking:

Element Six – Other parties at or near Work Site
• Visitor logbooks/orientations
• Other Party orientations (Contractor/self-employed person)
• Approved vendor listing (Pre-check of vendors: WCB, Insurance, HS programs)
• Communication records (i.e. correspondence, HSMS requirements)

Element Seven – Inspections
• Completed inspection checklists (facilities, tools, equipment, vehicles)
• Action plans for identified deficiencies
• Completed inspections from all levels (Managers, Supervisors, Workers, HSC/HSR)

Element Eight – Emergency Response
• Emergency response plans
• Completed emergency drill reports (simulated and actual)
• First aid certificates are current
• First aid kits are fully stocked and current
• Fire extinguishers (serviced annually and checked monthly)
• Emergency responder training records

Element Nine – Incident Reporting and Investigation
• Tracking of all incidents (near miss, incidents, occupational illnesses, work refusals)
• Reporting to OHS or WCB where required by legislation
• Completed investigation reports (root causes identified)
• Corrective actions taken
• Communications to employees of investigation “Lessons Learned”, where necessary

Element Ten – System Administration
• Any documentation that supports health and safety is being discussed (i.e. management
communications, department meetings)
• Leading/Lagging indicators
• Action Plans
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BENEFITS OF AN OHS MANAGEMENT SYSTEM
An OHS Management System should:
• Meet ‘due diligence’ requirements;
• Ensure consultation and communication between management and workers to address health and
safety concerns before they become problems;
• Be internally or externally audited and monitored, providing verification that health and safety
performance is meeting expectations. Any gaps in the system can be quickly identified and corrected,
promoting continuous improvement;
• Delivers long term cost efficiencies by avoiding workplace injuries and illnesses and reducing the cost
impact on the business.
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IMPLEMENTING SYSTEM ADMINISTRATION
▸ Set up
•
•
•
•
•
•
•

systems to keep track of important records such as:
Hazard assessments/controls;
Maintenance information;
Health and safety committee and/or HS representative meeting minutes;
Employee orientation and training;
Work site inspections;
Emergency response plans, drills; and
Incident reports and investigations.

▸ Maintain records of contractor involvement such as:
• Communication/correspondence; and
• Contractor agreements and orientations.

▸ Put an objective evaluation process in place to monitor the overall effectiveness of the program.
Establish a system for ensuring corrective actions are taken for all areas of the management system.
When corrective actions are required ensure the process includes:
• Assigning a person to be responsible and accountable;
• Assigning a date for completion to remedy deficiencies and address concerns; and
• Follow-up to ensure the item was completed.
• Important to use the HSC/HSR to monitor follow-up.

▸ Statistics need to be compiled to analyze and track trends and needs. Examples might include:
• Monitoring the number and severity or cost of injuries and incidents;
• Monitoring the number of days lost due to absenteeism;
• Tracking number of new hires and number of orientations given;
• Tracking number of safety meetings scheduled vs. number held and number of employees in
attendance;
• Analyzing completed first aid records to determine types of injury, work areas, shifts, time,
etc.; and
• Examining maintenance records to determine if equipment/vehicles are being maintained as
per manufacturer requirements or if equipment is being neglected.

Ensure the health and safety management system is integrated into all other parts of the company’s
systems, such that health and safety becomes part of “what you do” rather than seen as an additional
requirement.
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COMMUNICATION

Two-way communication with employees is critical to the success of the HSMS. Employees that are well trained
and informed will respond with system buy-in and more likely to provide feedback.
▸ Employees need to understand their roles and responsibilities and how they can contribute to keeping
the workplace safe. When communicating to workers, use a variety of methods, such as:
•
•
•
•
•
•

staff meetings.
training sessions.
newsletters.
bulletin boards.
internal website.
employee handbook.

▸ Alberta legislation embraces workers’ right to have a voice and actively participate in health and
safety as it applies to them. Ensure the HSMS includes a process of two-way communication where
employees are asked for feedback and opportunities for meaningful participation (i.e. HSMS activities,
becoming and HSC member,delivering safety topic, etc.)
▸ Offer employees both formal and informal ways to communicate their suggestions or issues, such as:
•
•
•

hazard/near miss/incident forms.
health and safety committee/representative.
team huddles, beginning of each shift.

FEEDBACK
• Ensure that communication processes always provide a follow-up response regardless of the results. If a
decision will be delayed - communicate the reason for the delay. Ensure the reason is genuine.
• When asking for feedback from employees be prepared to listen as responses might not always be
positive. These responses should not simply be dismissed either, there are often underlying reasons for
the frustration.
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COMMUNICATION PROCESS

The communication process involves a Speaker, Medium, Listener, and Feedback.
Errors can come at any of these points.

GENERAL GUIDELINES
• Be clear about the topic you need to discuss and/or what information you need.
• Use appropriate language (level, jargon, etc.)
• Use facts and be sure they are accurate.
• Understand your audience’s (listener, reader) point of view.

VERBAL COMMUNICATION
• Make sure the other person understands what you want.
• Give the other person a chance to respond.
• Be open and friendly.
• Listen as well as speak.
• Vocal technique (work/phrase emphasis, vocal intonations,
volume)

NON-VERBAL COMMUNICATION
• Visual communication (stance, facial, expressions, degree of formality, eye contact, smiling).

WRITTEN COMMUNICATION
• Write an outline.
• Review your outline.
• Follow your outline when you write.
• Write a first draft.
• Review your draft.
• Revise as required (and as much/often as required)
• Produce the final draft.
• Use forms and tables to summarize.
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COMMUNICATION PROCESS
COMMUNICATION PROCESS

...continued

COMMUNICATING WITH MANAGEMENT
Relate health and safety issues to management concerns:
• Employee turnover
• Labor-management disputes
• Increased productivity
• Avoidance of cost
• Lost product
• WCB costs
• Plant and equipment damage

COMMUNICATION TECHNIQUES FOR WORKER INVOLVEMENT
• Safety meetings:
- Health and safety committees
- Toolbox talks
- Pre-job safety meetings
- General safety meetings
• Bulletin boards
• Company newsletters
• Suggestion boxes
• Memos
• Committees
• Training and orientation (formal)
• Coaching/mentoring
• On-the-job contact
• Performance evaluations

Two-way communication with employees is critical to the success
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RECORDS

Assign someone within the organization to become the system administrator. This role will ensure records are
being maintained and kept up to date. Accurate records and effective documentation control are paramount in
having in a successful HSMS. Having complete and accurate records readily available is imperative should an
Occupational Health and Safety Officer complete a random inspection or investigation of an incident at the site.
As previously stated, following is a summary of common records and resources to maintain for an HSMS.
Management Commitment and Organizational Leadership
Element
One

• Assignment of responsibilities/accountabilities
• Copy of current OHS legislation
• Records of management’s participation in H&S discussions
(other than H&S Committee meetings)

Hazard Identification
Element
Two

• Organizational chart
• Inventory of Job positions
• Job profiles/job descriptions•Completed formal hazard assessments
• Completed site-specific hazard assessments

Element
Three

Hazard Control
• Completed administrative controls (i.e. safe work procedures/practices, training,
signage, etc.)
• Preventative maintenance plans and records
• Records of reported hazards, concerns
• Completed workplace violence/harassment prevention plans

Element
Four

Health and Safety Committee/Representative
• Terms of Reference/Rules of Procedure
• Completed health and safety committee minutes
• Quarterly work site inspections
• Committee training

Element
Five

Qualifications, Orientation and Training
• Completed orientation records for new hires (current and timely)
• Completed training records (certifications, in-house, third-party)
• Competency verification reports
• Ensuring training matrix/records updated (if applicable)
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RECORDS
The following is a list of common records and resources maintained in a HSMS.

Element
Six

Other Parties at or Near the Work Site
• Visitor logbooks/orientations
• Other Party orientations (including vendors, contractors)
• Communication records (i.e. correspondence, HSMS requirements)
• Approved vendor listing (Pre-check of vendors: WCB, Insurance, HS programs)

Element
Seven

Inspections
• Completed inspection checklists (facilities, tools, equipment, vehicles)
• Identified deficiencies action logs

Element
Eight

Emergency Response
• Emergency response plans
• Completed emergency drill reports (simulated and actual)
• First aid certificates are current
• Emergency responder training records

Element
Nine

Incident Reporting and Investigation
• Tracking of all incidents (near miss, incidents, occupational illnesses, work refusals)
• Reporting to OHS or WCB where required by legislation
• Completed investigation reports (root causes identified)
• Corrective actions taken
• Communications to employees of investigation “Lessons Learned” where necessary
System Administration
• Leading/Lagging indicators

Element
Ten

• Action Plans
• Any documentation that supports health and safety is being discussed
(i.e. management communications,department meetings)
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STATISTICS

Statistics need to be compiled to analyze and track trends and needs.
Examples might include:
• Monitoring the number and severity or cost of injuries and incidents.
• Monitoring the number of days lost due to absenteeism.
• Tracking number of new hires and number of orientations given.
• Tracking number of safety meetings scheduled vs. number held and number of employees in
attendance.
• Analyzing completed first aid records to determine types of injury, work areas, shifts, time, etc.
• Examining maintenance records to determine if equipment/vehicles are being maintained as per
manufacturer requirements or if equipment is being neglected.
Analyze these statistics to identify possible trends and areas for improvement.
Reference the Resources for an example of a statistical tracking document.

KEY POINT
Ensure the health and safety management system is integrated into all other parts of the company’s systems
such that health and safety becomes part of “what you do” rather than seen as an additional requirement.
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COSTING
An established HSMS will allow the organization to determine the benefits of their HSMS. Management must be
able to see a return on investment for the monies/resources allocated to health and safety.

Financial and human costs of not having a HSMS can include:
• Financial Costs (Direct)
• WCB premium increases (due to medical, compensation costs)
• Fines and penalties
• Legal fees

Financial Costs (Indirect)
• Loss of productivity of employees
• Loss of knowledgeable employees
• Training costs for replacement workers
• Overtime
• Damage to assets (product, buildings, tools,
equipment,vehicles, etc.)
• Potentially losing clients/contracts:
- Failure to meet deadlines
- Suspension or loss of
Certificate of Recognition (COR)
- Business reputation
• Financial impact on the
affected worker’s family

Human Costs (are paid by three generations)
• Grief/Guilt/Regret
• Anger
• Trauma/PTSD
• Fear/Anxiety
• Depression/Suicide
• Substance Abuse
• Family Breakdown
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COSTING
ANALYZE YOUR COSTS

Identify areas where costs might be incurred if a health and safety management system were not in
place. Consider:
• Employment costs:
- Compensation payments
- Job re-training and /or reduced workload (modified work)
- Replacement training
• Effect on productivity and/or morale
• Equipment costs (repair and/or replacement)
• Facility costs (repair and/or replacement)
• Lost product
• Delivery delays and charges (output goods and services)
• Inventory and storage charges (input goods and services)
• Job/site shutdowns
• Fines
• Legal costs

TIPS
• For each cost area, estimate the dollar amount involved. This is generally done based on the likelihood/
number of possible events in a year.
• If actual incident rates and figures are known, use those figures to calculate the cost per incident per cost
area (i.e. what has it actually cost this past year?)
• Add up the total costs for all cost areas. Record both the individual totals for each cost area and for all
cost areas.
• Do these calculations on a periodic basis as a means of checking the effectiveness of your health and
safety management system.
• Actual costs should drop as your health and safety management system takes effect.
• Ensure costs are tracked over time to identify possible trends.
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LAGGING & LEADING INDICATORS
Within health and safety there is terminology used which organization may or may not be aware of. In the
following section you will be introduced to Leading and Lagging indicators. These are used to maintain statistical
information which can then be used further to identify possible trends

LAGGING INDICATORS
Lagging indicators measure the result of OHS processes, policies, and procedures.
Lagging indicators measure things which have already occurred and to which a company can no longer influence
and is therefore considered reactive. Lagging indicators are easy to measure but hard to influence.
Examples of lagging indicators include:
• Fatalities;
• Injury Frequency (number of incidents);
• Injury Severity (lost workdays, modified work);
• Asset/Property Damage;
• Vehicle Accidents;
• Occupational Health and Safety citations (number of orders/fines/penalties); and
• Workers’ Compensation Board claims costs and premium increases.

LAGGING BEHIND is not fatal.

REMAINING THERE IS!
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LAGGING & LEADING INDICATORS

Leading indicators are measurable factors which indicate future value or direction of performance. They consist
of safety initiatives or reported activities, with the aim of preventing adverse events before they happen.

LEADING INDICATORS
Leading indicators focus on future health and safety performance with the intent on continuous improvement.
Leading indicators tend to take a proactive approach. Leading indicators are typically hard to measure and easy
to influence. Examples of leading indicators include:

• management/supervisor training.
• formal /site-specific hazard
assessments.
• equipment/machinery maintenance.
• completed inspections vs. scheduled
inspections.
• employee turnover rate.
• number of third-party certifications
achieved.
• percentage of employee training
completed vs expected

• results of observations and accident
investigation results.
• near misses.
• participation in health and safety
committees(meetings).
• toolbox talks.
• health and safety internal audits by
HSC/HR and management.
• employee perception surveys.
• behavioral audits by HSC/HSR/
Management.

It is important to note when measuring leading indicators, do not simply focus on numbers.
For example, do not simply count the number of inspections completed per month, rather focus on the number of
deficiencies found during the inspection process and whether they were addressed, signed off and communicated
to employees.

Leading indicators are focused on future safety performance.
Lagging indicators often indicate progress toward compliance with safety rules.
Both are essential for workplace safety! Knowing where you have been helps direct
where you need to go.
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LAGGING
LEADING
Thinking&
Points
for LeadingINDICATORS
Indicators
(Excerpt taken from Work Safe Alberta – Leading Indicators for Workplace Health and Safety – a user
guide)

LEADING INDICATOR CONSIDERATIONS

Consider who is involved in the
collection of data, and how the
collection process itself is
approached.

Choose leading indicators that
reflect a mix of activity-related
and quality measures. The
quality of the information
collected and what to do with
what you learn is what matters
in the end.

Consider making information
about leading and lagging
indicators a standard element of
manager/supervisor training.
You’re going to need their
support in the process.

Your organization’s OHS
performance level will influence
the nature and goal of your
selection and use of leading
indicators.

The standard of developing,
choosing, implementing,
measuring, acting ion and
reporting leading indicators
aligns with that if any typical
management process:
Plan – Do – Check – Act

Introduce leading indicators in a
way that will promote
ownership at all levels of the
organization: management,
supervisors and workers.

Start by thinking about what
specific activities drive your
organization’s desired OHS
outcomes.

To be effective the link between
what leading indicators measure
and the desired outcomes
should be clear. Know what you
want to measure and be clear
about how it impacts your
outcome.

Share information about the
specific indicators and the
rationale for using them with the
people whose performance is
being monitored and measured.

Think strategically about what
processes will lead to what
results.

Different work groups may
warrant different indicators.
Consider the nature of the work,
the experience of the workers
and the prevalent health and
safety culture as part of your
selection process.

Apply SMART principles when
selecting leading indicators.
Specific,
Measurable,
Accountable,
Reasonable,
Timely.

Actively and openly share your
findings with all levels of the
organization that are invested.

If management does not actively
promote the use of leading
indicators, it will not happen.

Look for leading indicators that
serve to identify trends instead
of providing instantaneous, oneoff measures.

Limit the number of leading
indicators to no more than two
or three to start.

Avoid introducing irrelevant or
obsolete measures. Operational
changes may prompt a shift in
what it is you measure.

Keep feedback focused on OHS
process improvements.
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INDICATORS AS REFERRED TO INCIDENTS
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EVALUATIONS & CONTINUOUS IMPROVEMENT
• Put an objective evaluation process in place (i.e. Partnerships COR program) to monitor the overall
effectiveness of the program.
• Establish a system to address gaps noted from the evaluation process (i.e. Action Plan).
• The Action Plan should:
-

clearly identify the actions to be taken and the resources needed
assign a person to be responsible and accountable.
include the expected date for completion to remedy deficiencies and address concerns.
identify the actual date for completion and include a final sign-off.
prompt follow-up to ensure the item was completed.

• Once the Action Plan has been created it needs to be communicated to all levels within the
organization. Everyone in the organization shares in the responsibility of the HSMS; therefore, everyone
must understand the deficiencies identified and the corrective actions suggested.
• Do not just review the Action Plan once after it was created. Rather, track the progress of the Action
Plan in health and safety committee/representative meetings to ensure the company remains on track
and all employees stay informed on the progression.

Do you have a program or system?
What is missing in your program? What needs improvement?
An effective OHS Management System is a mature OHS program that is fully integrated into the culture,
values, identity, and everyday operations of a workplace.
An OHS Management system is led by employers, enacted by everyone in a workplace, and continually
evaluated and improved through regular, formal assessments.
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EMPLOYEE ENGAGEMENT

EVALUATIONS

STATISTICAL

FEEDBACK

COMMUNICATION

TOPIC
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SUGGESTIONS
• Ensure the Health & Safety Management System is communicated to all employees and contract
workers.
• Identify a variety of methods for communicating health and safety requirements to employees
and to keep it top of mind, throughout the year. Examples could include:
-

staff meetings.
training sessions.
newsletters.
bulletin boards.
Internal website.
employee handbook.

• Provide employees and contract workers with a system/method to forward feedback on health
and safety issues such as:
- health and safety suggestion box.
- health and safety committee/representative.
- team huddles at the beginning of each shift.

• Post information (graphs, infographics) throughout the year to keep employees and contract
workers engaged.
• Keep information on bulletin boards current and relevant.
• Communicate both leading and lagging indicators with employees and contract workers.

• Share the wins with employees and contract workers, not just the enforcement issues.
• Communicate action plan progress throughout the year.
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DOES YOUR DOCUMENTATION INCLUDE ✔
DOES YOUR DOCUMENTATION INCLUDE
Audit Question

Guidelines

ELEMENT 10 – SYSTEM ADMINISTRATION

Suggested Doc(s)

Point
Value

Are health and safety
records/statistics
analyzed to identify
trends on at least an
annual basis?

Documentation verifying H&S records/statistics are being
analyzed, and any trends/gaps identified by the employer.
• Points are awarded based on 70% positive
indicators from documentation.

Documented proof
of H&S stats being
analyzed for
corrective actions.
If no gaps or trends
noted, records
should still verify
analysis and noted
results. Often done
through meetings,
annual reports,
boards meetings,
progress planning,
dashboards, etc.

0 or 10

Is an OHSMS
evaluation or action
plan completed at
least annually?

Verified by review of previous evaluations.
Evaluations or action plans must be completed annually to
support continuous improvement.

Copy of the
previous year’s
evaluation (audit
report), or
alternate action
plan if applicable.

0 or 5,
or N/A

Action plan from
previous year’s
audit.

0-5, or
N/A

Action plan from
previous year’s
audit, detailing the
actions taken and
completion dates.

0-10, or
N/A

If this is the employer's first health and safety evaluation, this
question may be marked not applicable (n/a).
Was a plan
developed to address
identified OHSMS
deficiencies from the
previous evaluation?

To award points for this question, a plan must have been
developed to address deficiencies identified in the past year.
A plan format may include:
• measurable action items,
• completion dates, and
• individuals responsible for follow-up.
If this is the employer's first health and safety evaluation, this
question may be marked not applicable (n/a).

Has the plan been
implemented?

255

Verify if the items identified in question 10.7 have been
initiated or implemented.
Points awarded are based on the percentage of items initiated
and/or completed on the plan.
This question may be marked not applicable (n/a) if question
10.7 has been marked not applicable.
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GLOSSARY OF TERMS

Acute Illness
or Injury

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

An evaluation of an organization’s health and safety management
system against an approved standard.

AUDIT TYPES
Baseline Audit: an evaluation using the standard audit instrument and
intended as a preliminary review of the employer’s health and safety
system.

Audit

Certification Audit: a formal health and safety evaluation conducted by
a certified auditor external to the employer to achieve a Certificate of
Recognition.
Maintenance Audit: a formal health and safety evaluation conducted
by a certified auditor for an employer to maintain their COR status
between re-certifications.
Qualification Audit: a formal health and safety evaluation conducted by
an auditor candidate pursuing auditor certification.

Auditor

An individual certified by a Certifying Partner to conduct health and
safety audits.

Best Practice

An agreed-upon method for conducting a specified task - usually
established by industries, trades or groups of peers.
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Code of Practice

Selection of appropriate regulations and procedures specific to
hazardous work.

Competent Worker

Person who is adequately qualified, suitably trained, and with sufficient
experience to safely perform work without supervision or with only a
minimal degree of supervision.

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.

Critical Task

A task which historically has produced and/or which possesses the
potential to produce major loss to people, property or environment
when not properly performed.

Dangerous Work

Dangerous conditions include health and safety hazards that are not
normal for the job, or normal hazards that are not properly controlled.

Direct Cause
(Immediate)

The event(s) that occurred, including any condition(s) that existed
immediately before the undesired outcome, directly resulted in its
occurrence.

Emergency First Aider

A person who holds a certificate in emergency first aid from an
approved training agency
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Anyone who works for an organization (e.g. senior managers,
managers, supervisors, and workers).

(As defined in OHS legislation)
(i) A person who employs or engages one or more workers,
including a person who employs or engages workers from
a temporary staffing agency;

Employer

(ii) A person designated by an employer as the employer’s
representative; or
(iii) A director or officer of a corporation or a person employed
by the employer who oversees the occupational health and
safety of the worker employed by the corporation or
employer.

Equipment

Equipment means a thing used to equip workers at a work site and
includes tools, supplies, machinery and sanitary facilities.

Ergonomics

The science that seeks to adapt work or working conditions to suit the
worker.

Fatigue

A reduced capacity to perform either cognitively or physically, and
results from sleep loss, extended wakefulness, time of day factors, or
workload

First Aid Injury

Emergency care or treatment given to an ill or injured person before
regular medical aid can be obtained.

page 352

SYSTEM ADMINISTRATION

10

Harmful Substance

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

Harassment

Any single incident or repeated incident 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.
A situation, condition, or behaviour from a physical, (including
radiological and ergonomic), chemical, biological, or psychological
exposure that has the potential to cause harm to people, property, or
the environment.
Health Hazard:

Hazard

An act or condition which has the potential to cause an acute or
chronic condition, illness, or disease from exposure (e.g. repetitive
strains, excessive noise levels, workplace violence/harassment, etc.).
Safety Hazard:
An act or condition which has the potential to cause immediate injury
(e.g. falling objects, slippery surfaces, sharp equipment, etc.)
A written process to recognize existing and potential hazards at work
before they cause harm to people, property or environment.
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.

Hazard Assessment

Site-Specific Hazard Assessment:
The process to check for the introduction of any unexpected hazards,
or hazards for which additional controls may be needed.
These are used when:
— work is conducted at temporary/mobile worksites,
— workers are conducting activities at a work site not owned
by their employer, and/or
— a new activity has been temporarily introduced at the
worksite.
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Measures taken to eliminate or lower risk of identified hazards by
applying a Hierarchy of Controls.
Engineering Controls:
Preferred method of hazard control if elimination is not possible;
physical controls are implemented at the design, installation, or
engineering stages (e.g. guards, auto shutoff, etc.).
Administrative Controls:

Hazard Control
Measures

Processes developed by the employer to control hazards not
eliminated by engineering controls (e.g. safe work policies, practices
and procedures, job scheduling or rotation).
Personal Protective Equipment (PPE):
Equipment used or clothing worn by a person for protection from
health or safety hazards associated with conditions at a work site (e.g.
gloves, safety glasses, fall protection, etc.). Used when engineering or
administrative methods cannot fully control the hazards.

Health & Safety

A multidisciplinary field concerned with the physical, psychological and
social well-being of workers.

Health & Safety
Committee (HSC)

A group of worker and employer representatives working together to
identify and solve health and safety concerns at the work site. They
also promote awareness and interest in health and safety.

Health & Safety
Management
System (HSMS)

A Health and Safety Management System involves the introduction of
processes designed to decrease the incidence of injury and illness
in the employer’s operation. Successful implementation of the system
requires management commitment to the system, effective allocation
of resources, and a high level of employee participation. The scope
and complexity of a Health and Safety Management System will vary
according to the size and type of workplace.
Note: Also referred to as Occupational Health and Safety Management
System (OHSMS).
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Health & Safety
Program

A coordinated system of procedures, processes and other measures
designed to be implemented by organizations in order to promote
continuous OHS improvement, as required by the OHS Legislation.

Health & Safety
Representative
(HSR)

A systematic step by step process used in workplaces to minimize
or eliminate exposure to hazards. The hierarchy shows a descending
priority of actions employers should use to reduce hazards. These
include elimination, substitution, engineering, administrative, and
personal protective equipment.

Hierarchy of
Controls

A systematic step by step process used in workplaces to minimize
or eliminate exposure to hazards. The hierarchy shows a descending
priority of actions employers should use to reduce hazards. These
include elimination, substitution, engineering, administrative, and
personal protective equipment

Incident

An occurrence, condition, or situation arising in the course of work
that resulted in or could have resulted in injuries illnesses, diseases,
damage to health or fatalities. (Source: CCOHS)

Indirect Cause

Act and conditions which led up the occurrence.

Inspection

A planned, systematic evaluation or examination of an activity or work
site, checking or testing against established standards.
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Internal
Responsibility
System

Puts in place an employee / employer partnership, ensuring a safe and
decease-free workplace.

Job

The position or role a person has in an organization.

Job Inventory

A list of all jobs produced from a systematic review of the
organization’s operations.

Job Specific
Training

Training provided to support the safe and healthy performance of tasks
related to a job.

Legislation

Provincial or federal government standards in the form of written acts,
regulations, and codes.

Manager

A person who directs (and/or supervises) the affairs of a business,
office, or organization.

Medical Aid Injury

Any incident which results in the injured worker requiring medical
attention in excess of workplace first aid being provided by a certified
first aider.
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Near Miss

An undesired event that under slightly different circumstances could
have resulted in potential harm, property damage, or loss.

Every occupation, employment, business, calling or pursuit over which
the Legislature has jurisdiction.

Occupation

Occupational
Exposure Limit

Occupational Illness

Farming, ranching and work in, on, or around a private dwelling,
performed by the owner or occupant of the dwelling, is excluded from
this definition.
The concentration of a chemical in the workplace to which most people
can be exposed without experiencing harmful effects. Specific limits
are defined within the Occupational Health & Safety Code, Schedule 1.

Occupational illness/disease means a disease or state of ill health
arising out of or related to an occupation. (Alberta OHS)
Any acute or chronic disorder associated with or caused by an
individual’s occupation. (Source: Medical Dictionary)

Officer

Someone appointed as an occupational health & safety officer under
the OHS Act.

Organization

An entity, such as a company, an institution, or an association,
comprising of one or more people and having a particular purpose.

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.
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Other Work Site
Parties

Any non-employee on or near a company’s operations. This will vary
among companies. Examples can include other employers/contractors,
self-employed persons/consultants, service provider, supplier/vendors,
temporary labour, emergency services personnel, volunteers, visitors,
etc.

Policy

Written statement that expresses the wisdom, philosophy, experience,
and belief of an organization’s senior managers for future guidance
toward attainment of stated goals.

Potentially Serious
Incident (PSI)

Any event where a reasonable and informed person would determine
that under slightly different circumstances, there would be a high
likelihood for a serious injury to a person.

Practice

A practice is a written description of details required to perform a job/
task with minimal risk to people and/or assets. Content could include
specific considerations, rules, cautionary detail, and “dos and don’ts”,
etc.

Prime Contractor

The contractor, employer or other person who enters into an agreement
with the owner of the work site to be the prime contractor, or the owner
of the work site if no agreement exists.

Procedure

A procedure is a series of specific steps to guide a worker through a
task from start to finish in a specific order.
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Process

A process identified how to get from A to Z. Often a process will be
reflected in a flowchart or an infographic. An example could include
the dangerous work refusal process which management, workers, and
H&S Committee/H&S Representative must follow in such situations.

Readily Available
Documentation

Documentation that can be accessed in paper form or is downloaded
or stored electronically.

Records

Employer documents retained on file as proof of activities.

Risk

Probability during a period of activity that a hazard will result in an
incident with definable consequences..

Root Cause
(Basic/Systemic)

Deficiencies in a company’s systems (i.e. policies, procedures training,
purchasing, supervision, etc.) Can include multiple factors from
multiple areas which contributed to or created the undesired outcome
and if eliminated or modified would have prevented the event.

Self-Employed
Person

A person who is engaged in an occupation but is not in the service of
an employer for that occupation.
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Senior Manager

The most senior person(s) accountable for the operation under the
scope of the audit.

Supervisor

A person who has charge over a work site or authority over a worker.
(can include managers, supervisors, leads, forepersons, etc.)

Task

An activity or portion of a job assigned to or required of a person.

Temporary Staffing
company

An employer who retains workers and deploys or facilitates the
placement of those workers with other employers.

Time Loss Injury

Any injury which requires a worker to be away from work for more than
the day of the incident.

Training
(or any similar word
or term)

A planned and systematic sequence of instruction, under competent
supervision, designed to develop or improve predetermined skills,
knowledge or abilities with respect to designated occupational
objectives.
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Unsafe Act

Departure from an accepted, normal, or correct procedure or practice
which has actually produced injury or property damage, or which has
the potential for producing such loss.

Unsafe Condition

Departure from a standardized, accepted or normal physical state to
create circumstances which increase the likelihood of an accident.

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.

Visitor

Any person present at the work site who is not under the direct control
of the employer (e.g. courier). This does not include customers (e.g.
students, hotel guests, etc.).

Worker

Any person engaged in a job who is not a manager or supervisor. This
may include volunteers.

Worker Participation

Active involvement of workers in work site health and safety activities
such as safety discussions, inspections, investigations, health and
safety committees, etc.
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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.

Every workplace is unique and any of the following can be considered
a work site party:

Work Site Parties

Employers, supervisors, workers, suppliers, service providers, owners,
contractors, prime contractors, temporary staffing agencies and selfemployed persons.
Reference OHS Act, s. (1) (3) for more information.
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