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Disclaimer

The information provided in this starter kit is solely for the user’s information and convenience and, while thought to be accurate
and functional, it is provided without warranty of any kind. Further, if there is any inconsistency or conflict between any of the
information contained in this starter kit and the applicable legislative requirement, the legislative requirement shall prevail. If in
doubt, please refer to the current edition of the Occupational Health and Safety Act, the regulations and the Occupational Health
and Safety Code. The Crown, its agents, employees or contractors will not be liable to you for any damages, direct or indirect,
arising out of your use of the information contained in this starter kit.

This starter kit is current to January 2020. The law is constantly changing with new legislation, amendments to existing
legislation, and decisions from the courts. It is important that you keep up with these changes and keep yourself informed of the
current law.

This starter kit is for general information only and may be applicable to assist in establishing a compliant health and safety
program at your work site. However, it is critical that you evaluate your own unique circumstances to ensure that an appropriate
program is established for your work site. It is strongly recommended that you consult relevant professionals (e.g. lawyers, health
and safety professionals and specialists) to assist in the development of your program.

Copyright and terms of use

This material, including copyright and marks under the Trade Marks Act (Canada), is owned by the Government of Alberta and
protected by law. This material may be used, reproduced, stored or transmitted for non-commercial purposes, however, Crown
copyright is to be acknowledged. If it is to be used, reproduced, stored or transmitted for commercial purposes, written consent of
the Minister is necessary.

This publication is issued under the Open Government Licence — Alberta (http://open.alberta.ca/licence).
Please note that the terms of this licence do not apply to any third-party materials included in this publication.

Some contents used in this publication are licensed third-party materials.

Published by Government of Alberta, Labour and Immigration

© 2020 Government of Alberta
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INtroduction

This starter kit provides information and tools to help employers —including small business,
non-profit and the voluntary sector—know and understand the requirements of Alberta’s
occupational health and safety (OHS) laws.

From the beginning, this resource confirms that workplace health and safety is everybody’s
responsibility. It discusses the roles, rights and obligations of key work site parties and how the
various parties work together to promote health and safety in the workplace.

Additional legislated requirements are highlighted throughout, along with various opportunities to
go above and beyond the legal expectations for better health and safety performance. Not all
requirements under the Occupational Health and Safety Act, the regulations and
the Occupational Health and Safety Code are discussed in this starter kit.

This starter kit is designed to help employers who need to develop an occupational health and
safety program from the ground up. It may also benefit those looking to grow and improve upon
their existing health and safety program, culture and performance.

How to use this.starter kit

Developing a health and safety program is a process. The structure of this resource is designed
to make navigation easy and program development approachable.

The document is divided-into four main tabs: Know the law, Health and safety committee/
representative, Occupational health and safety program and Other elements. Additional sub-tabs
drill down into specific aspects under the main tabs. For example, there are 10 sub-tabs under the
main Occupational health and safety program tab; one for each of the 10 required elements of

a health and safety program. The Other elements tab contains four sub-components that many
employers will need to ensure their health and safety program addresses. All workplaces must
have workplace harassment and violence prevention plans as well as a first aid plan. The nature of
your operations determines whether the others apply to you.

Examples, thinking points, templates and sample forms are provided throughout to clarify
content and help get you going. Additional resources are referenced at the back of this starter
kit for when you’re ready to go even deeper.

Worker health and safety is important at every workplace. Whether you have two workers or 32,
or a coordinator with a couple dozen volunteers, as an employer it’s your responsibility to keep
everyone healthy and safe on the job.

Use this starter kit to help you develop a health and safety program. Reference it to help stay on
track with your health and safety goals.
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KNnow the law

The internal responsibility system

Occupational health and safety legislation relies on a foundation known as the internal responsibility
system. It means everyone in the workplace (such as workers, supervisors and employers) is

responsible for ensuring a healthy and safe work environment. With this understanding, individuals
are inspired to do their part in promoting health and safety at work, even when no one is looking.

The intent behind the internal responsibility system is to address workplace hazards quickly,
effectively and internally. When everyone adopts good health and safety practices as part of their
regular workplace routine, health and safety standards can be met without external enforcement.

Workplace health and safety is a team effort. Every work site party is responsible according to
their level of authority and control. Each must rely on the other to ensure they are doing their part.
For the system to work, everyone must know —and do—what’s expected of them in their role.
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Know the law

Rights and responsibilities

Alberta has laws in place to make sure all work site parties take occupational health and
safety seriously. This is about preventing workplace-related iliness, injuries and deaths.
It’s a serious subject.

Part 1 of the Occupational Health and Safety Act defines the roles and responsibilities of each
work site party.

Work site parties are:

6006606

employers supervisors workers suppliers service providers
owners contractors prime contractors self-employed temporary staffing
persons agencies

It is possible to fall under more than one category of work site parties.

Know what’s expected of you in your role(s). And know what you have the right to
expect from others.

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.
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Know the law

An employer is:

e aperson who employs or engages one or more workers, including workers
from a temporary staffing agency

e a person designated to represent an employer

e a person responsible for overseeing workers’ health and safety within
an organization

Employers’ general responsibilities include:

ensuring the health, safety and welfare of workers and the public at or in the vicinity of the work site

making their workers aware of their rights and responsibilities under the occupational health
and safety legislation, and of any workplace health and safety issues

protecting their workers from harassment or violence at the work site and ensuring that
workers do not participate in harassment or violence

ensuring their workers are supervised by supervisors who are competent and familiar with
relevant occupational health and safety legislation that applies to the work performed

ensuring their workers are properly trained before:

- performing a work activity

- performing a new work activity or process, or using new equipment
- moving to another area or work site

working with the health and safety committee (HSC) or health and safety representative
(HS representative), as applicable, to share health and safety information and resolve issues

resolving health and safety concerns'in a timely manner
providing a prime.contractor (if one is required at the work site) the names of all the supervisors
co-operating with any person exercising a duty under the occupational health and safety legislation

complying with the occupational health and safety legislation

Prime contractors are required when two or more employers or self-employed
persons (or a combination of these) are involved in work at construction sites, oil and
gas sites, or other work sites or classes of work sites designated by an Occupational
Health and Safety director. The prime contractor’s role is to coordinate, organize and
oversee the health and safety activities of multiple employers/self-employed persons.

A self-employed person is a person who is engaged in an occupation but does not
work for an employer.

Occupational health and safety starter kit 5




Know the law

Supervisor

A supervisor is a person who is in charge of a work site or has authority over one or
more workers.

Supervisors’ general responsibilities include:

ensuring they are competent to supervise their workers
protecting the health and safety of workers they supervise

making sure supervised workers work in a healthy and safe manner and follow occupational
health and safety legislation

making sure workers are not subject to or do not participate in harassment and violence

making sure supervised workers use all hazard controls and wear personal protective
equipment designated or provided by the employer

advising their workers of all known or reasonably foreseeable workplace hazards
reporting health and safety concerns and conditions to their employer

co-operating with any person exercising a duty under the occupational health and
safety legislation

complying with the occupational health and safety legislation

Occupational health*and safety starter kit




Know the law

Worker

A worker is any person engaged in an occupation.

Workers’ general responsibilities include:
e protecting their own and others’ health and safety at or in the vicinity of the work site
e co-operating with their employer or supervisor by following health and safety rules for the job

e using all hazard controls and wearing personal protective equipment designated or provided
by the employer

e refraining from causing or participating in harassment and violence
* reporting health and safety concerns and conditions to their employer or supervisor

e co-operating with any person exercising a duty under the occupational health and
safety legislation

e complying with the occupational health and safety legislation

In addition to these general responsibilities, employers, supervisors and workers have other
obligations as outlined in the Occupational Health and Safety Act, Regulation and Code.

A 4

ervices for no monetary compensation for an
ered workers. There are some exceptions for
for student volunteers.

and volunteers workers? in the Additional resources section, or visit the farm
ca/farm-and-ranch-ohs.aspx.

If you employ waged, non-family workers in a farm and ranch operation, you have employer
obligations under the occupational health and safety legislation. The basic health and safety
standards set out in the Occupational Health and Safety Act must be followed. For more
information visit alberta.ca/farm-and-ranch-ohs.aspx.
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Know the law

The three fundamental rights of workers

The Occupational Health and Safety Act gives workers specific rights:
e the right to know
e the right to participate

¢ the right to refuse dangerous work

Employers need to be aware of workers’ rights and responsibilities under the internal responsibility
system. They also need to make sure their workers know about them.

Every employer shall ensure, as far as it is reasonably practicable for the employer to do
so, 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,

Occupational Health and Safety Act, Part 1, section 3(1)(b)

Occupational health and safety starter kit




Know the law

The right to know

Workers have the right to know about workplace hazards and to have access to health and
safety information at the work site.

The employer must share information about hazards at the work site, controls used to
eliminate or control the hazards, and any relevant work practices and procedures with the HSC
or HS representative (as applicable). Where there is no HSC or HS representative, the employer
must provide this information directly to affected workers.

Access to current occupational health and safety legislation at work is part of'a worker’s right to
know. It’s the employer’s responsibility to ensure access.

14(2) Every employer shall keep readily available all health and safety information and
provide that information to

(a) the joint work site health and safety committee or health and safety representative
at the work site,

(b) the workers, if there is no joint work site health and safety committee or health
and safety representative, and

(c) the prime contractor, if there is one.

14(3) Every employer shall ensure that current paper or downloaded or stored electronic
copies of this Act, the regulations and the OHS code are readily available for reference
by workers, the joint work site health and safety committee and the health and safety
representative, if one exists.

Occupational Health and Safety Act, Part 2, section 14(2-3)

Health'and safety information does not include personal information about an identifiable
individual, confidential proprietary information or trade secrets. The employer must protect
personal information.

Occupational health and safety starter kit 9



Know the law

The right to participate

Workers have the right to meaningful participation in health and safety activities related to their
work and the work site.

All employers must involve affected workers when assessing hazards at the workplace,
implementing control measures, and developing an emergency response plan.

HSCs or HS representatives provide additional opportunities for worker participation in health
and safety discussions and decision-making that affects their health and safety at work. Refer to
the Health and safety committee/representative section to learn more about these.

Workers must be able to express health and safety concerns without fear of punishment.

The right to refuse dangerous work

Workers have the right to refuse to do work they believe presents a dangerous condition to their
health and safety or the health and safety of others at the work site.

Since workers must do everything they reasonably can to protect the health, safety and welfare of
themselves and others at the work site, workers may have an obligation to refuse dangerous work.

Health and safety hazards that are not normal for the job, or normal hazards that are not properly
controlled are considered dangerous conditions that could trigger a work refusal.

D SIPA\ N
is LW g
ma O il

Examples

A front-of-house worker is asked to help The foreman tells a worker to get up on
out on the forklift in the warehouse. the roof and help finish a roofing job before
Since the worker hasn’t been trained in it rains. All fall-protection equipment is
the safe operation of a forklift, they may already in use by others on the job site.
refuse the work. Using the forklift without The worker may refuse the work. Getting
proper training puts the worker or others up on the roof without fall-protection
present in the warehouse at risk. equipment puts the worker or others

present at the work site at risk.

Occupational health and safety starter kit 10



Know the law

Know this about dangerous work refusals:

When refusing dangerous work, workers must report the refusal and the reason for it to
their employer (supervisor) promptly.

The worker who refused to do dangerous work may be assigned other work until the
refusal to do dangerous work is investigated and resolved.

If the employer determines the work does not present a danger to health and safety, they
can assign other workers to do the work but they must advise the workers (in writing) that
a worker refused the work as dangerous, the reasons for the refusal, their own right to refuse
the work and why it is not or is no longer a danger.

Workers cannot be punished in any way for refusing to do work they reasonably believe to
be dangerous.

The employer has an obligation to investigate and take action to eliminate the danger
unless they remedy the dangerous condition immediately.

The employer must conduct the inspection in the presence of the worker who refused
the work if it is safe to do so. In addition, the employer must involve one of the following:
- an HSC co-chair or member representing workers

- an HS representative

- another worker selected by the worker refusing to do the work (if there is no HSC or
HS representative, or if they are unavailable).

Upon completion of the inspection, the employer must prepare a written report that includes
the worker’s refusal notification, the results of the investigation and the actions they took to
remedy the situation.

The employer must share the written report with the worker who refused the work and the
HSC or the HS representative (as applicable).

- This report must not contain any personal information related to the worker who refused
to do the work. The employer must make sure it doesn’t.

The employer must continue to pay the worker’s wages and benefits while they
investigate the work refusal.

If you have questions about how to handle a worker’s refusal to do work they
think is unsafe, call the Occupational Health and Safety Contact Centre.
1-866-415-8690 (toll-free in Alberta) | 780-415-8690 (in Edmonton and surrounding area)

Occupational health and safety starter kit 11




Know the law

The number of workers in your
organization affects what's required of you

Health and safety committees (HSCs) and health and safety representatives (HS representatives)
support your workers’ right to participate in workplace health and safety discussions and
decision-making.

They promote awareness, interest, understanding and co-operation, and are an important part of
an organization’s internal responsibility system. HSCs and HS representatives should be
considered a best practice for all organizations. They are a legal requirement in many.

When you need an HSC or HS representative

1-4 5-19 20 or more

workers workers workers
There is no legal Employers must ensure an Employers must
requirement for an HS representative establish an HSC.
HS representative or HSC. is:appointed.

Ee Sada

Note: If the work is expected to last for fewer than 90 days, HSCs or HS representatives may not
be required.

Work sites with two or more employers or self-employed persons have separate requirements
when it comes to deciding what is needed.

For more information see the Health and safety committee/representative section in this starter kit.

With more workers you need a formal health and safety program.

safety program that includes 10 required elements. You must consult your HSC when

If you are an employer with 20 or more workers, you must have a formal health and
PROGRAM
establishing your program.

See the Occupational health and safety program section of this starter kit for information and
tools to help you develop your own health and safety program.

Occupational health and safety starter kit 12




Know the law

Role of an Occupational
Health and Safety officer

Occupational Health and Safety officers conduct work site inspections and investigations
throughout Alberta. Their job is to make sure work site parties are meeting the legislated
requirements of occupational health and safety legislation. These officers have the legal
authority to enforce the law.

For the purposes of this Act, an officer may at any reasonable hour and without warrant,
enter into or on any work site and inspect that work site except for a premises used as
a private dwelling,

Occupational Health and Safety Act, Part 8, section 51(1)(a)

Officers have several authorities, including:

e entering your work site

e looking at and copying relevant documents/information

e using computer systems to examine documents/information

® requiring you or others to provide reasonable assistance or produce information

e inspecting, seizing or taking samples of any material, product or equipment or other thing
being produced, used or found at the work site

e dismantling, processing or testing anything seized from the work site
e bringing along any equipment, materials or persons with expert knowledge to assist them
e conducting tests and taking pictures, measurements or recordings

® requiring you or your designate to demonstrate the use of machinery, equipment, appliance
or other things at the work site

e interviewing and taking statements from any person at the work site or others who are not
present at the work site

Occupational health and safety starter kit 13



Know the law

During a work site inspection, Occupational Health and Safety officers require full co-operation
from everyone on site.

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.

Occupational Health and Safety Act, Part 8, section 54

Under section 45 of the Occupational Health and Safety Act, Occupational Health and Safety
officers are bound by the law regarding confidentiality.

No person shall disclose any information with respect to any confidential proprietary
information or trade secrets obtained by virtue of the exercise of any power conferred by
this Act, except for the purpose of administering this Act, the regulations and the OHS
code, or as required by law.

Occupational Health and Safety Act, Part 6, section 45

In the administration of their duties, Occupational Health and Safety officers are expected to:
e conduct themselves in a professional and impartial manner

e follow established operational policies and procedures to ensure a fair, consistent and
transparent approach to regulatory enforcement

e carry out inspections, investigations, inquiries and tests necessary to determine compliance
with occupational health and safety legislation

e take steps, including issuing orders where appropriate, to monitor compliance with the legislation
See the publications Role and duties of government Occupational Health and Safety officers and

Integrity in enforcement — Professionalism in the workplace in the Additional resources section
for more information.

Occupational health and safety starter kit 14



Know the law

Non-compliance

Occupational health and safety legislation is in place to help keep Alberta work sites healthy and
safe for everyone. It can only be effective if everyone co-operates.

When the internal responsibility system fails and a worker, supervisor, employer or other
work site party breaks the rules, they endanger themselves and others present at the work site.
That’s not acceptable.

Occupational Health and Safety officers inspect workplaces for compliance. In cases of
non-compliance, they have the authority to issue compliance orders, stop use orders, stop work
orders and tickets. They can also recommend administrative penalties.

Orders

Orders require work site parties to take measures that resultin compliance with occupational
health and safety laws.

There are different types of orders:

Compliance orders identify instances of observed non-compliance and the actions that
must be taken to achieve compliance by a specified date.

Stop use orders require equipment to be shut down or taken out of service if it appears
unhealthy or unsafe to operate.

Stop work orders require work that is being done in an unhealthy or unsafe manner to
stop. Stop work orders can apply to specific activities or areas of a work site, to an entire
work site or to multiple work sites of a single employer.

The person who receives any of the above orders must report back to Alberta Occupational
Health and Safety on the corrective measures taken. They must post the report at the work
site and provide a copy to their HSC or HS representative (as applicable). See Completing a
report on compliance after receiving an Occupational Health and Safety order in the Additional
resources section for more information.

Occupational health and safety starter kit 15



Know the law

Tickets and administrative penalties

Tickets deliver an on-the-spot consequence to workers, supervisors, self-employed persons
and employers caught breaking specific rules under the legislation. Tickets are issued for easily
observable violations such as not wearing required personal protective equipment or smoking
near a flammable substance. Tickets hold everyone accountable for their behaviour, much like
traffic tickets.

Ticket amounts ranges from $100 to $500 per violation. A 15 per cent victim surcharge is applied
to each ticket.

Administrative penalties are issued for serious or repeat instances of non-compliance with
occupational health and safety legislation. Administrative penalties can also be issued for failing to
comply with an order, acceptance or approval, making a false statement or giving false or misleading
information to an officer. Various factors are considered in deciding an administrative penalty.

Administrative penalty amounts are a maximum of $10,000 per day per contravention and are
determined on a case-by-case basis.

Ticketing and administrative penalties are enforcement options for Occupational Health and Safety
officers. Voluntary co-operation with the law is in everyone’s best interest.

For more information on what constitutes a ticketable offence and how administrative penalties
are determined, refer to the respective web pages (OHS violation tickets and OHS administrative
penalties) in the Additional resources section of this starter kit.

Prosecution

Violating the Occupational Health and Safety Act, the regulations or the Occupational Health
and Safety Code, or failing to follow an order given by an officer may result in prosecution.
A worker, supervisor; employer or other work site party being charged and convicted of an
offense can be punished with a fine, jail time or both.

Conviction on a first offence can lead to a fine of up to $500,000, plus $30,000 each day an
offence continues and/or a jail term of up to six months per violation.

A second conviction can result in a fine of up to $1,000,000 plus $60,000 each day an offence
continues and/or a jail term of up to one year per violation.

Occupational health and safety starter kit 16



Health and safety
committee/representative

A health and safety committee (HSC) is a group of worker and employer representatives working
together to identify and solve workplace health and safety concerns. A health and safety
representative (HS representative) takes on all the duties of an HSC (with necessary modifications),
working with the employer to identify and resolve workplace health and safety concerns.

HSCs and HS representatives form an important part of the internal responsibility system.
They encourage worker participation and ensure work site parties are aware of their roles and
responsibilities in the workplace.

Employers of any size are required to protect the health and safety of all parties at their work sites.
Where an employer has more workers, there are different requirements —and opportunities—for
worker participation.

Depending on the total number of workers an employer has and the number of days the work is
expected to last, your organization may have to have an HS representative or an HSC.

For more information on how to determine the number of workers, refer to the Occupational
Health and Safety Act, section 18.

Occupational’health and safety starter kit




Health and safety committee/representative

Does your organization require
an HS representative or an HSC?

If the work is Where the work is expected

expected to last to last 90 days or more:
less than 90 days:

<90 pavs & & @5 & rprprpr

There is no legal An employer with  An employer with  An employer with
requirement 1-4 workers 5-19 workers 20+ workers
for an has no legal must have an must have an HSC.
HS representative requirement for HS representative:
or HSC. an HS representative
or HSC.

Do you have more than one employer
or self-employed person on site?

This is who’s responsible for health and safety at work sites
with multiple employers and/or self-employed persons

PrPreree din a9

Two or more employers and/or Two or more employers and/or
self-employed persons and self-employed persons and a
no prime contractor prime contractor present
All employers and self-employed The prime contractor coordinates the
persons work together to make sure an appointment of an HS representative,
HS representative is appointed or an or the establishment of an HSC based on
HSC is established based on the number the number of workers on site (see above).

of workers on site (see above).

The HSC structure, roles and responsibilities are outlined in the Occupational Health and Safety
Act, Part 3. If you are establishing an HSC, or introducing an HS representative for the first time,
please refer to the Act. Also see Part 13 of the Occupational Health and Safety Code.

The information that follows is a summary only.

Occupational health and safety starter kit 18



Health and safety committee/representative

HS representative

HS representatives promote awareness and interest in health and safety to help prevent
illness and injuries at the work site. The role is to advise and assist. An HS representative
does not assume or replace managerial responsibilities for health and safety
in the workplace.

It’s up to the workers to select an HS representative (unless otherwise prescribed by a
union constitution/multiple-union agreement). The HS representative has to be a
peer, not someone in a supervisory or management position.

There are different ways to select HS representatives:
¢ Invite workers to consider taking on the role.
¢ Set up a nomination process and hold a secret ballot among workers.

e If no one volunteers, the employer can nominate someone.
- Make sure anyone who is nominated is willing to assume the responsibilities.

- Make sure the workers somehow demonstrate that they accept this person to
represent them.

Workers and other parties at the work site need to be able to contact their HS representative
with any concerns or questions. The employer must post the contact information of
the HS representative where it can be seen by all the workers they represent.

Occupational health and safety starter kit




Health and safety committee/representative

HSC

An HSC consists of both worker and employer representatives working together.

Like the HS representative, the HSC identifies health and safety issues, makes
recommendations for improvement, supports workers’ three basic rights, and promotes
awareness and interest in health and safety at work.

Committee structure

The HSC must have at least four members with at least half of them representing
the workers. The worker representatives are selected by the workers, or in accordance with
the constitution of the union, if there is one. If you have multiple unions, then all unions have to
agree on how worker representatives will be appointed. The employer.appoints the employer
representatives. For ideas about how to select HSC worker representatives, see the information
presented for selecting HS representatives on p.19.

The committee must have two co-chairs: one chosen by the worker members on the
committee and the other chosen by the employer members. The co-chairs must take turns
chairing committee meetings (i.e. worker co-chair chairs one meeting, employer co-chair chairs
the next one). They are both required to participate in all decisions of the committee.

Term of office

Unless otherwise stated in a union constitution, or an agreement among unions in a multiple-union
environment, members of an HSC hold office for at least one year. They may continue to
hold office until their suceessors are selected or appointed.

Terms of reference

An HSC must establish terms of reference to support the effective operation of the committee.
The terms of reference have to:

® ensure, tothe extent possible, the committee’s membership represents all relevant health
and safety concerns

e set out a process for replacing members of the committee if they leave during their term
in office

e establish a dispute resolution process to use if the committee fails to agree on recommendations
to put forward

e create a process for coordinating with other HSCs established by the same employer or
prime contractor, if there is one
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Health and safety committee/representative

Meeting schedule

Within 10 days of when the HSC is established, it must have its first meeting. After that
initial meeting, the committee must meet at least once every quarter. Co-chairs may call
a special meeting of the committee if they feel it is necessary to deal with urgent concerns.

All meetings and committee activities are to take place during regular business hours.

Meeting requirements

Meetings are not considered valid unless there is a quorum. At least half of the committee
members must be present for there to be a quorum. This ensures a fair representation of the
committee. Both worker and employer members must be present with at least half of those
present being workers.

Committee-approved meeting minutes must be recorded and.then shared with the employer and
posted at the work site or provided by electronic means within seven days of the meeting.

The employer (or prime contractor) must keep'a copy-of meeting minutes for two years, and
make them readily available for inspection by HSC members or an Occupational Health and
Safety officer.

For various templates and samples forms (e:g. terms of reference, meeting agendas, minutes, etc.),
see the Joint work site health and safety/committee/health and safety representative manual in
the Additional resources section.

This is paid work

Members of an HSC or an HS representative are entitled to their applicable rate of pay while
engaged in activities associated with their role.

In addition to time allocated for approved training, HSC members and HS representatives are
entitled to take time away from their regular job tasks to:

e prepare for each committee meeting or meeting with the employer (as applicable)
e attend each meeting of the committee or with the employer

e carry out their duties as a committee member or representative

For more information on HSCs and HS representatives see the Additional resources section.

To find out about Alberta employment standards, download the Employment standards tool
kit for employers (alberta.ca/assets/documents/es-employer-toolkit-highrez.pdf).
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Health and safety committee/representative

HSC and HS representative responsibilities

The law assigns responsibilities to both HSCs and HS representatives.

19 The duties of a joint work site health and safety committee include the following:

(a) the receipt, consideration and disposition of concerns and complaints respecting
the health and safety of workers;

(b) participation in the identification of hazards to workers or other persons arising out
of or in connection with activities at the work site;

(c) the development and promotion of measures to protect the health and safety of
persons at the work site and checking the effectiveness of such measures;

(d) cooperation with an officer exercising duties under this Act, the regulations and the
OHS code;

(e) the development and promotion of programs for education and information
concerning health and safety;

(f) the making of recommendations to the employer, prime contractor or owner
respecting the health and safety of workers;

(g) the inspection of the work site at regular intervals;

(h) the participation in investigations of serious injuries and incidents at the work site in
accordance with section 40;

(i) the maintenance of 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;

(i) such other duties as may be specified in this Act, the regulations and the OHS code.

20 The health and safety representative shall, in cooperation with a representative of the
employer, perform the same duties, with any necessary modifications, as set out for the
joint work site health and safety committees in section 19.

Occupational Health and Safety Act, Part 3, sections 19-20
HSC members and HS representatives must respect worker confidentiality.

A joint work site health and safety committee, its individual members, or a health and safety
representative, must not disclose a worker’s personal health information or the personal
information of an identifiable individual unless the disclosure is required by law.

Occupational Health and Safety Code, Part 13, section 199
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Health and safety committee/representative

Employers are active partners

The employer (or prime contractor) is required to support and collaborate with HSCs or
HS representatives. They are expected to provide adequate resources, time and training to
help the committee function effectively.

The employer (or prime contractor) will need to:
e be sure the HS representative or HSC co-chairs receive training in their duties and functions

e be sure the HS representative or HSC co-chairs receive time away from their regular duties
to fulfill the requirements of their role

e meet with the HS representative regularly to discuss health and safety matters

e consult with the HSC or HS representative when developing and implementing violence
and harassment prevention plans and various policies, procedures and codes of practice
for the work site

e involve the HSC or HS representative in incident investigations and the inspection of
work refusals
Note: The employer (prime contractor) is not required to have HSC members or
HS representatives participate in investigations relating to harassment or violence
unless the harassment or violent incident results in the fatality of a worker or a worker
being admitted to hospital:

e provide the HSC or HS representative a copy of completed reports including incident
investigation and work refusal reports

e provide access to records, policies, procedures, codes of practice, reports or manufacturer
specifications required under occupational health and safety legislation, and pass on
information or documents addressed to the HSC or HS representative as soon as possible
after it is received

e ensure the names and contact information of HSC members or the HS representative are
clearly posted for all to see at every work site where workers are represented
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Health and safety committee/representative

Address concerns together

The employer must work with the HSC or HS representative to address any health and safety
concerns they raise, and to consider and/or implement any recommendations to remedy health
and safety issues.

If the employer does not agree with health and safety concerns raised or the recommendations
provided for a remedy, the employer must provide the HSC or HS representative the reason(s)
in writing. If the parties cannot resolve the problem(s), any one of them (e.g. employer, HSC or
HS representative) may contact the Occupational Health and Safety Contact Centre. The matter
will then be referred to an Occupational Health and Safety officer.

Nothing in this section limits the right of a worker to refer a health and safety concern
directly to an officer.

Occupational Health and Safety Act, Part 3, section 21(3)

Training

The co-chairs of an HSC must receive training in regard to the duties and functions of the
committee. An HS representative must also receive training in their role.

Training of committee members and representatives

(1) Where a joint work site health and safety committee is established, an employer or
prime contractor, as applicable, shall ensure that the co-chairs of the committee receive
training respecting the duties and functions of a committee.

(2) Where a health and safety representative is designated, an employer shall ensure that the
representative receives training respecting the duties and functions of a representative.

(3) Where a member of a joint work site health and safety committee or a health and
safety representative gives reasonable notice, an employer shall permit the member
or representative to take time away from the member’s or the representative’s regular
duties to attend health and safety training programs, seminars or courses of instruction.

(4) The amount of time allowed annually for training under subsections (1), (2) and (3) is the
greater of

(@) 16 hours, or
(b) the number of hours the worker normally works during 2 shifts.

Occupational Health and Safety Act, Part 3, section 29(1-4)
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Health and safety committee/representative

Given reasonable notice, the employer must allow the HSC co-chairs and other
members of the committee or HS representatives to take time away from their
regular duties to attend health and safety training. The allotted amount of training time
that the employer is obligated to provide to committee members and representative is an annual
total of either 16 hours or the number of hours the worker normally works during two shifts,
whichever is greater. The employer can choose to provide additional training.

Use approved training providers

Only approved training providers can deliver the mandatory training. The employer
must pay for this training for HSC co-chairs and HS representatives. A list of approved
training agencies is provided on the Occupational Health and Safety website
(alberta.ca/health-safety-committee-representative-training.aspx). Contact
an approved agency directly to register.
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Occupational health and
safety program

A safe and healthy work site doesn’t just happen. It's something people plan for and
work at.

A health and safety program makes people aware of their roles and responsibilities, and requires
them to work together to identify and solve health and safety concerns.

It’s a coordinated system of policies, procedures, processes and other measures to direct
ongoing improvement in occupational health and safety. All work site parties are required to
follow their health and safety program.

A health and safety program is a good tool for every organization to have and to follow.
It’s a must-have for employers with 20 or more workers.

An employer who employs 20 or more workers shall establish, in consultation with the joint
work site health and safety committee, a health and safety program...

Occupational Health and Safety Act, Part 5, section 37(1)

For more information on how to determine if your organization requires a health and safety program,
see the Occupational Health and Safety Act, section 37(3).

Where an occupational health and safety program is not legally required, the employer must still
involve affected workers in matters related to workplace health and safety, including the hazard
assessment and control process and the development of an emergency response plan.
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Occupational health and safety program

Overview

The scope and complexity of a health and safety program varies depending on the type of
workplace and the nature of the work performed.

These are the fundamental elements every occupational health and safety program
must address:

1. Health and safety policy

2. Statement of responsibilities

3. Hazard assessment and control

4. Emergency response plan

5. Work site inspections

6. Procedures when others are working on site

7. Orientation and training for workers and supervisors
8. Investigating incidents, injuries and refusals to work
9. Worker participation

10. Reviewing and revising the program

This section discusses each of the above 10 elements in some detail and provides sample
templates that may be helpful when developing your health and safety program.

A good health and safety program will address Alberta’s minimum legal requirements for
occupational health and safety. A strong program will do more than demonstrate compliance
with the law. It will show leadership and promote a strong health and safety culture.

You can expand your program as your awareness about health and safety grows.
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Health and safety policy

Develop a health and safety policy

A health and safety policy represents an employer’s intent to protect and maintain
the health and safety of an organization’s workers as well as others at the work site.

A health and safety policy is a required element of your health and
safety program. It’s a critical step in demonstrating management commitment.

Your health and safety policy must state the policy for protection and maintenance of
the health and safety of workers at the work site. As a best practice, it may also include:

e the employer’s commitment to health and safety
¢ the organization’s health and safety goals

e the responsibilities of all work site parties

Make it official

Once someone with authority at the top of your organization has signed the policy,
it should be shared with workers and others at the work site. Promote it. Make it
public and keep it top of mind for everyone.

A sample health and safety policy is provided on the next few pages for your reference.
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Health and safety policy

Health and safety policy (sample)

Company name:

Company health and safety policy

This company is committed to a health and safety program that protects and
maintains the health and safety of workers at our work site(s). This company.is also
committed to the protection and maintenance of the health and safety of others
(i.e. sub-contractors) who enter onto our property, and the general public.

The employer, supervisors and workers at every level are responsible and accountable
for the company’s health and safety performance. Active participation by everyone,
every day, in every job is necessary for the health and safety excellence that this
company expects. Health and safety excellence includes the promotion and
maintenance of the highest degree of physical, psychological and social well-being

of all employees. Our goal is a healthy, injury-free workplace for all. By working
together we can achieve this goal.

The employer will ensure:
e the health, safety and welfare of workers at the work site

¢ the health, safety and welfare of other persons at or near the work site who may
be affected by hazards originating from the work site

e workers are aware of their occupational health and safety rights and duties
e workers are not subjected to or participate in harassment or violence at the work site

e workers are supervised by a person who is competent and familiar with the
Occupational Health and Safety Act, regulations, and Code

e _they consult and co-operate with the health and safety committee/health and
safety representative

e health and safety concerns are resolved in a timely manner

e where a prime contractor is required, the prime contractor is advised of all the
names of the supervisors who work at the work site

e supervisors and workers are adequately trained for the protection of health and
safety at the work site before:

- performing a work activity
- performing a new work activity or process, or using new equipment
- moving to another area of the work site

Vv
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Health and safety policy

Health and safety policy (sample)

Supervisors will:
® ensure

- 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

e take all precautions necessary to protect the health and safety of every worker
under their supervision

e 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

e report concerns about an unsafe or harmful work site act or condition that
occurs/exists or has occurred/existed to the employer

Workers will:

e protect the health and safety of themselves and other people at or near the
work site

e co-operate with their supervisors and employer to protect the health and safety
of themselves and others

e use all devices and wear all personal protective equipment for the worker’s
protection as required by the employer or the Occupational Health and Safety
Act, regulations or Code

e refrain from causing or participating in harassment or violence

e report concerns about an unsafe or harmful work site act or condition that
occurs/exists or has occurred/existed to the employer or supervisor

v

Occupational health and safety starter kit 31



Health and safety policy

Health and safety policy (sample)

In addition, the employer, supervisors and workers will:

e co-operate with any person exercising a duty imposed by the Occupational
Health and Safety Act, regulations or Code

e comply with the Occupational Health and Safety Act, regulations and Code and
any work site policies, procedures and codes of practice

Other workers (e.g. contractors, suppliers, or service providers) will comply with
the Occupational Health and Safety Act, regulations and Code, and work site policies.

Workers at every level must be familiar with the requirements of the Alberta
occupational health and safety legislation as it relates to their work.

Employer signature: Date:

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Health and safety policy

Management commitment:
lead by example

Commitment to health and safety has to start at the top. As an employer, you should take
every possible opportunity to show your commitment by becoming actively involved.

Workers need to see their leaders making health and safety a priority. This means talking about
health and safety regularly, encouraging workers to do the same, and then doing something
good with what comes out of these talks. Action always speaks louder than words.

Employers have to lead. You also have to follow through by listening to workers’ concerns
and investing the resources necessary to improve health and safety for everyone on the job.

= g How do you think you’re doing? YES NO
— Do you have a health and safety policy? O 0O
Do you set health and safety goals, assign responsibilities O O

and hold people accountable for them?

Is your health and safety committee or health and safety representative O
active and engaged (as applicable)?

a

Do you hold yourselfiaccountable for all your health and
safety responsibilities?

Is health and safety frequently discussed at meetings?

Are your workers given the opportunity to express their concerns?

Do workers feel comfortable expressing their concerns?

Do you follow up on the concerns raised by your workers?

Do you enforce proper work procedures regardless of
how busy people are?

o |(oo|jgo|joj d
o |(oo|jgo|oj d

Does your operating budget include a line item for health and safety? 0o O

Do you take an active role in all aspects of your health and safety program? [ [

Would your workers agree with all of your answers above? O O

Note: Your answers above may be an indicator of your commitment to good health and

safety practices as an employer. There are, of course, other questions you could ask.
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Health and safety policy

Commit to a strong
health and safety culture

Generally, the stronger an organization’s health and safety culture is, the better its
related performance. A healthy and safe organization is a productive organization.

The benefits of a strong health and safety culture may include:
e improvements in day-to-day operations

e ownership of health and safety initiatives

e willing participation in those initiatives

e a more consistent, efficient and effective workplace

e good worker morale

* |ower operating costs
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Health and safety policy

Commit to spreading the word

Information that promotes health and safety at your workplace is information that
everyone at your workplace needs to know.

Employers should figure out the best, most effective way to get health and safety
messaging out and into everyone’s hands—and brain—and to solicit worker
feedback and suggestions.

Staying alert to everyday workplace hazards can be a challenge, particularly in jobs
where the hazards may be less obvious, and where busy work is often the routine.

Talking about workplace health and safety is a good idea. Put it on the agenda
for staff meetings. Open discussion can stir up new ideas or remind everyone of
details they may have forgotten. It prompts awareness and helps remind everyone
to stay alert.

Since people absorb information or learn in different ways, it’s best to communicate
health and safety information in a variety of formats.

Examples

‘&.

prprys

An agenda item at toolbox talks/ take-away formats
staff meetings tailgate meetings (e.g. newsletters, paycheque
inserts, pamphlets)

R

posters in staff rooms digital bulletin boards,
emails, intranet website

Promote consistency in health and safety goals and messaging by working with your
health and safety committee (HSC) or health and safety representative
(HS representative). The law expects this kind of collaboration of employers.

Every employer shall ensure, as far as it is reasonably practicable for the employer to

do so, ...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,

Occupational Health and Safety Act, Part 1, section 3(1)(e)

Occupational health and safety starter kit 35







Statement of
responsibllities

Employers, supervisors and workers are all legally responsible for health and safety in
the workplace. Creating a statement of responsibilities ensures that each
party knows what they are responsible for.

The statement of responsibilities is often included in the health-and safety policy. In the
sample health and safety policy provided on pp. 30-32, the statement of responsibilities
reads as follows:

The employer will ensure:
e the health, safety and welfare of workers at the work site

e the health, safety and welfare. of other persons at or near the work site who
may be affected by hazards originating from the work site

e workers are aware of their occupational health and safety rights and duties

e workers are not subjected to or participate in harassment or violence at the
work site

e workers are supervised by a person who is competent and familiar with the
Occupational Health-and Safety Act, regulations, and Code

e they consult and co-operate with the HSC/HS representative
e health and safety concerns are resolved in a timely manner

e  where a prime contractor is required, the prime contractor is advised of all
the names of the supervisors who work at the work site

e supervisors and workers are adequately trained for the protection of health
and safety at the work site before:

- performing a work activity
- performing a new work activity or process, or using new equipment
- moving to another area of the work site
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Statement of responsibilities

Supervisors will:
e ensure

- 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

e take all precautions necessary to protect the health and safety of every worker
under their supervision

e 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

e report concerns about an unsafe or harmful work site act or condition that
occurs/exists or has occurred/existed to the employer

Workers will:
e protect the health and safety of themselves and other people at or near the work site

e co-operate with their supervisors and employer to protect the health and
safety of themselves and others

e use all devices and wear all personal protective equipment for the worker’s
protection as required by the employer or the Occupational Health and Safety
Act, regulations or Code

e refrain from causing or participating in harassment or violence

e report concerns about an unsafe or harmful work site act or condition that
occurs/exists or has occurred/existed to the employer or supervisor

In addition, the employer, supervisors and workers will:

e co-operate with any person exercising a duty imposed by the Occupational Health
and Safety Act, regulations or Code

e comply with the Occupational Health and Safety Act, regulations and Code and any
work site policies, procedures and codes of practice

Other workers (e.g. contractors, suppliers, service providers) will comply with
the Occupational Health and Safety Act, regulations and Code, and work site policies.

Workers at every level must be familiar with the requirements of the Alberta occupational
health and safety legislation as it relates to their work.
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Hazard assessment
and control

Every workplace has situations, conditions or things that may be dangerous to health
and safety. Employers, supervisors and workers must know what those hazards are in

order to address them.

A hazard is a situation, condition or thing that may be dangerous to health and safety.

Common hazards in just about any workplace include things like:

® 6,.O0\ND

manual material slips, trips working alone workplace hazardous
handling and falls harassment chemicals

Left unchecked, any one of these hazards has the potential to impact a person’s quality
of life in some way for some time.

3.0 0 O

back injury broken arm medical absenteeism chemical burn
emergency

It’s your responsibility as an employer to ensure workplace hazards are identified, and
eliminated or controlled so workers stay healthy and safe on the job.

2 0 0 ©® O

use keep floors provide provide wear
mechanical clean and dry communication respectful protective
lift device workplace gloves
training
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Hazard assessment and control

Hazard assessments
are required by law

The hazard assessment and control process is a documented approach to prevent
work-related illness or injury to workers and others present at a work site. This is
a foundational health and safety responsibility in every workplace, and
a central element in any health and safety program.

Hazard assessments identify potential problems and point to where to focus resources
for ensuring health and safety.

The law is clear that hazard assessments must be done.

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.

Occupational Health.and Safety Code, Part 2, section 7(1)

A team appréagh 1§,necessary

If you have a health and safety committee (HSC) or health and safety representative

(HS representative) they must get involved. You have to involve affected workers. Different
people have different ways of seeing things. Workers are the individuals doing the work.
That puts them in a position to provide insight.

An employer must involve affected workers in the hazard assessment and in the
control or elimination of the hazards identified.

Occupational Health and Safety Code, Part 2, section 8(1)
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Hazard assessment and control

An orderly approach is required

You want to identify any real and potential hazards and then address them.

Here are the basic steps for conducting a hazard assessment:
Take a close look at the individual tasks that each job involves.
Look for any health or safety hazards related to those tasks.

Figure out what you can do to eliminate each hazard or, if that’s'not possible,
to control it.

Implement controls.

Write down both the hazards found and what’s being done about them, and
discuss with all affected workers.

Monitor effectiveness of control. Repeat as-needed.

All hazards must be recognized and either eliminated or controlled —always.

A template and sample forms are provided on pp. 51-55 to help you get started.

Employers mutstproduce a
written reedrd of the process

You must document both the results of the hazard assessment and what you have done
since to either eliminate or control any hazards identified.

An employer must prepare a report of the results of a hazard assessment and the
methods used to control or eliminate the hazards identified.

Occupational Health and Safety Code, Part 2, section 7(2)
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Hazard assessment and control

Employers must
communicate the results

Workers need to be aware of any known or potential hazards they could encounter.
They also need to know the necessary health and safety measures or procedures in
place to keep themselves and others healthy and safe on the job.

You must share information about hazards at the work site, hazard controls and safe
work practices and procedures with the HSC or HS representative (as applicable) and
affected workers.

If the law requires a person to make a report or a plan, or develop and implement
procedures, the person must do so in writing. A paper, downloaded or stored electronic
copy must be readily available for reference by workers, the joint work site health and
safety committee or health and safety representative (as applicable) at the affected
work site.

Supervisors also have a responsibility to advise their workers of all known or
reasonably foreseeable hazards.

Every supervisor shall...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,

Occupational Health and Safety Act, Part 1, section 4(b)
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Hazard assessment and control

Hazard assessments
need to be repeated

You must repeat the hazard assessment and control process as appropriate.

Whenever changes are introduced to a workplace (i.e. new tasks introduced or work
conditions change), another hazard assessment must be completed. Changes at the
work site can signal the need for a new hazard assessment.

0 00

poor lighting slippery surfaces extreme introduction of
temperatures new equipment

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.

Occupational Health and Safety Code, Part 2, section 7(4)

Repeating the hazard assessment and control process can prevent unsafe or unhealthy
conditions from developing, and will help determine if existing controls are actually
working as intended.

Occupational health and safety starter kit 43



Hazard assessment and control

The date is an important
part of the record

There should never be any question as to when a hazard assessment was completed.
Alberta law requires you to put the date on them.

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

Occupational Health and Safety Code, Part 2, section 7(3)

Keep a written record of what you do, put the date on it and keep it up to date.

Think about bothdhealthanad
safety hazards

A health hazard is anything that could harm someone’s health, either immediately or

over time.
@ @ @ .\
loud noises repetitive movements sun exposure chemical exposure

A safety hazard is anything that could cause injury or damage. An injury caused by a
safety hazardis usually immediate.

0O 60 @

falling objects slippery surfaces sharp equipment icy roads

Left unchecked, any one of these hazards has the potential to impact a person’s quality
of life in some way for some time.
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Hazard assessment and control

Look beyond the obvious

Workplace hazards can be grouped into four main categories. They may include, but are
not limited to:

Physical hazards

©006

<

slippery/ repetitive lifting extreme working-around
uneven surfaces motions heavy loads temperatures moving equipment
vibration noise working at poor lighting working around
heights vehicles

Chemical hazards

cleaning products/ battery acid vapour hazardous
solvents (spray paint) merchandise
maintenance fumes gases byproducts/waste
products (carbon monoxide) products from a process
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Hazard assessment and control

Biological hazards

0 O 06

viruses mould bacteria body fluids

sewage allergens animal/pet waste

Psychosocial hazards

harassment stress fatigue

shiftwork working alone violence

4
In some ions, the hazard can be a combination of two or more of the above.
More than category of hazard may be present with each task.
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Hazard assessment and control

Think outside the box

Your health and safety program is intended to ensure everyone at the work site stays
healthy and safe. However, sometimes workplace hazards extend beyond the workplace.

o
el
===

flying construction chemical leak in release of dust from
debris building sends poisonous abrasive blasting
fumes through the
neighbourhood

lack of traffic control high noise levels
at a work site from work activities

In addition to protecting their own workers and others at the work site, employers have an
obligation to protect anyone in the surrounding area from hazards originating at the site.

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...other persons at or in the vicinity of the
work site who may be affected by hazards originating from the work site,

Occupational Health and Safety Act, Part 1, section 3(1)(a)(iii)
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Hazard assessment and control

Follow the hierarchy of controls

Elimination

You must eliminate a hazard wherever you can. When elimination is not possible or
reasonable, it must be controlled.

If an existing or potential hazard to workers is identified during a hazard assessment,
an employer must take measures in accordance with this section to

(a) eliminate the hazards, or

(b) if elimination is not reasonably practicable, control the hazard.

Occupational Health and Safety Code, Part 2, section 9(1)

Alberta’s Occupational Health and Safety Code outlines the hierarchy of controls to
follow when elimination of the hazard is not an option.

Hazard controls

Most effective

Elimination Engineering Administrative
Remove the controls controls

hazard if Isolate people Change the way

possible/ from the hazard. people work.
reasonable.

Combination of controls

If the hazard cannot be eliminated or controlled by using a
single control method, the employer may use a combination
of engineering, administrative and
to provide a greater level of worker health and safety.
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Hazard assessment and control

Next to eliminating a hazard, controlling it at the source is the most effective means
of preventing illness or injury to workers. What follows are examples of the various
types of controls.

Engineering controls

® 00 @

install physical barriers use equipment use a forklift to ensure
to protect those guards lift heavy loads ventilation
working alone

When elimination isn’t an option and engineered controls are not feasible, employers are
expected to do what they can to introduce controls that change the way people work.

Administrative controls

-
CAUTION
A ::
SLIPPERY
FLOOR

develop safe work provide training limit exposure display warning signs
practices and and supervision time by rotating jobs
procedures for workers

Personal protective equipment (PPE) is an employer’s third line of defense for controlling
hazards that cannot be eliminated. It’s introduced only after engineering and administrative
controls are found to be unworkable for specific hazards.

Pers@nal protective equipment

OO

wear approved wear safety wear respirators wear protective wear reflective
footwear glasses gloves vests

Since personal protective equipment controls the hazard at the worker’s end, it can only
be effective if workers use the equipment properly. Employers must provide thorough
and proper training in the use, care, maintenance and limitations of any required
personal protective equipment.
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An employer must ensure that workers who may be required to use safety equipment
or personal protective equipment are competent in the application, care, use,
maintenance and limitations of that equipment.

Occupational Health and Safety Regulation, Part 1, section 13(3)

If personal protective equipment is required for any tasks in your workplace, your hazard
assessment and control record and/or safe work procedures must say so. These health
and safety documents must also spell out the organization’s process for training and

monitoring its use.

For more information about the hazard assessment and control process, see Hazard
Assessment and Control: a handbook for Alberta employers and workers in the
Additional resources section.

A template and sample forms are provided.on the next few pages to help get you started.
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—mergency
‘esponse plan

All organizations must have a written emergency response plan that’s ready to activate
in an emergency.

An employer must establish an emergency response plan for responding to an
emergency that may require rescue or evacuation.

Occupational Health and Safety Code, Part 7, section 115(1)

This plan must anticipate and address any and all emergency situations that could
realistically develop at your workplace.

Examples of emergency situations might include:

0 O O

fire structural collapse extreme weather medical emergency

i

robbery bomb threat vehicle collision
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Emergency response plan

Each work site requires its own emergency response plan specific to that location.

An emergency response plan must include the following:
(a) the identification of potential emergencies;

(b) procedures for dealing with the identified emergencies;

(c) the identification of, location of and operational procedures for
emergency equipment;

(d) the emergency response training requirements;

(e) the location and use of emergency facilities;

(f) the fire protection requirements;

(g) the alarm and emergency communication requirements;
(h) the first aid services required;

(i) procedures for rescue and evacuation;

(i) the designated rescue and evacuation workers.

Occupational Health and Safety Code, Part 7, section 116

An emergency response plan is about emergency preparedness.

Involve affected workers

You must involve affected workers when establishing this plan. This could include
scheduling a formal meeting, inviting comments during a walk-through, or asking
workers to review a draft of the plan for feedback.

Engage your health and safety committee/
representative (as applicable)

If you’ve got a health and safety committee (HSC) or a health and safety
representative (HS representative), you must include them in your emergency
response plan development. Their knowledge of the organization’s health and
safety program, existing resources, current control measures and historical
performance records makes them a valuable resource.
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Equip and train workers

Rescue and evacuation workers need to be equipped and trained in their
related responsibilities.

Educate the workforce

Those expected to follow the plan in an emergency need to know what’s
expected of them.

Ensure access to the plan

Emergency procedures must be in writing and readily available to everyone in
the workplace.

Practise the plan

Practising the procedures will help familiarize everyone with their roles in an
emergency. Debrief after a practice or drill to update or improve the plan.

Keep it current

You must ensure your emergency response plan is current. Remember to update
your emergency response plan if you move or renovate your location.

An emergency. response plan template, a sample form and an emergency contact list
template are provided on the next several pages to help get you started. Adjust these to
meet your needs or develop a custom format as you choose. Just make sure your plan
addresses all of the elements outlined in the Occupational Health and Safety Code.

For more information about how to develop an emergency response plan, see
Emergency response planning: an occupational health and safety tool kit for the
hospitality industry in the Additional resources section.
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Emergency response plan (template)

Company: Date:

Address:

Completed by:

Potential emergencies
(e.g. power outage, flood, fire, robbery)

Refer to your hazard assessment to
determine which hazards could require
rescue or evacuation.

List and location of emergency equipment and facilities

Emergency Equipment Location Operating
equipment procedures
including fire
protection
requirements
(e.g. alarms,

sprinklers, fire
suppression systems,
fire extinguishers,
hoses, fire doors)

First aid First aid kit: Location:
(e.g. first aid kit -
type and location;
SEULCIISEIREEAN  First aid supplies and Location:

hift, t rtati . .
shift, transportation) first aid room (as applicable):

First Aiders

Afternoon shift: Night shift:

Morning shift:

Transportation plan:
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Emergency response plan (template)

List and location Facility name Address/distance
of emergency
facilities

(e.g. fire station,

hospital, police,

walk-in clinic)

Alarm and
emergency
communication
requirements

(e.g. type of alarm
system, paging or
PA system)

Rescue and
evacuation
procedures

Emergency Emergency Procedures

response situation
procedures

(Detailed procedures
to be followed for
each identified
emergency, including
who is responsible
for what)

Emergency Position or name Training received Frequency

response
training and AM shift = Day shift ~Night shift

requirements

(List the positions or
names of workers
trained to use each
type of emergency
equipment and those
trained in rescue
and evacuation
procedures)

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Emergency response plan (sample form)

Company: fB0 ftotel and Restaurant

Address: 127 Lakeshore Rd, Red Deey, fib

Date:

June &, 201

Completed by:

Ron Sampson, Geneval Manager; Cris Grant, Mavketing Syecialist; Joanne Snow, Event Ooominortor&

Heolth and Safety Commitiee.

Potential emergencies
(e.g. power outage, flood, fire, robbery)

Refer to your hazard assessment to

determine which hazards could require
rescue or evacuation.

Rolbery

. Fowelr outage
. Hitchen €ire
. Goe leok

O s S F W

. Tornado

. Wattet main break causing flooding
. Vehicle craghes into building

List and location of emergency equipment and facilities

Emergency
equipment
including fire
protection
requirements

(e.g. alarms,
sprinklers, fire

Equipment

Location

1 the £ront desk

Operating
procedures

- Follow written
instructions on the
Gose and voice prompts

£rom the device

suppression systems,
fire extinguishers,
hoses, fire doors)

= i the feont desk

> frocess os needed
Complete all veouired
paperwork

G olav'm pull Startion

= Next fo stairwell doors

= Pull lever down to

on egoh £loor activate
> Fire extinguicher > Mid-point - oll vallways > Detoch-rom wall
bracket, pull pin on
extinguisher, aim art bose
offire, soueeze trigger,
sweey the nozzle trom
Slde o side art the bose
of the flames
> Fanic button > Feont desk - > Prese button o activate
underside left
> Seouirity comeros > Monitored in manager's | - Z-week data storage
office
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Emergency response plan (sample form)

First aid First aid kit: Location:

(e.g. first aid kit - Nuwber | €irst oid kit it the €ront desk
type and location;
blanket, first aiders/

ST e e First aid supplies and Location:
first aid room (as applicable):
> Blonkete > Back linen suipply room
- futomated external defipvillator > Behind the €ront desk

> Eye woch station > Laundvy, room and Kitchen

First Aiders

Morning shift: : :
fnnie & and Julie B d Dani 6an M and Seof 1

Transportation
Gall A--H for ambulance

List and location Facility name Address/distance
of emergency

facilities City tospitol
(e.g. fire station,

hospital, police, Five Station #% 422 Grand Bivd - 45 km
walk-in clinic)

(01 tospital Ave - 2 km

Police 10 Centre Ave - 77 km

Walk-in clinic 12| Richmond St - %57 km

Alarm and fhe event your olarm goes off, oall 4-- even it youre alavm system has a diceot
emergency onneation with the €ive department.

communication = fudivle ngn(]‘ ic infeyrmittent bCCVQ

requirements = Vichle signal is tlashing emergency lighting thiroughout the building,
(e.g. type of alarm > futomattic vooal instructions fo evacuate

ST, Pl @ Notification of lookdown/shetter in place

Faid) = When a lockdown is initiatted (by, security or local yolice), o pre-vecorded message wil
be sent 1o all company Phones, el phones and computers.
il corporate devices il veceive an emall and/or fext message.

= The message will olso be communicated and vepeated over the pulblic addvess (P system

> When the situation is undetr contrrol, seouirity, will send out an “all clear” message followed
by ot Pt announcewent.
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Emergency response plan (sample form)

Rescue and > Call A for police o ire deyartment i workers or othes Yeouire resoue.

evacuation > Bmergency wardens wust put on thelr emergency vest and havd hatt ond garther thelr

procedures clipboaid with pen and paex, €irst oid it, portable vadio and whistle.

> Emergenoy wardens will vemain calm, take contrrol and divect workers and otiers o the
predetermined exit voutes.

= fll workers and othetrs will evacuate and meet at muster point in the nortieast corner

of the parking ot acrross the street. Freezing weather - muster point s inside the

entrance 1o the main level of the underground parkade next dook.

Emergency Emergency Procedures
response situation

procedures '
(Detailed procedures " Hitohen fire m ‘
to be followed for

each identified Emergency Procedures

emer_gency, mclgdlng situation

who is responsible
for what)

1 ~
- Fower outoge B Start backup generator

Emergency Procedures
situation

= Trigger panio button (slient alarm)
> Co-operate with the vobber's demands

+ It possivle, seek shetfer in o secure (looked) location
(i¢. manager's offioe)
> Call 4-H when safe 1o do co

Emergency Position or name Training received Frequency
response

training and AM shift Day shift Night shift

requirements
(List the positions or Front Front Night Fire extinguicher fnnual vefiresh
names of workers desk desk qudrtor
trained to use each
type of emergency Generol Floor Night Standard First fid Every 7 years
SR B anagee | wanager | ouditor with annuol CPR

trained in rescue

and evacuation ) )
procedures) Mointerance | %oom Night Emergency, worden fnnual reeresh

affendont ouditor

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Emergency response plan

Emergency contact list (template)

Company address: Business phone:

Prepared by:

Emergency response contacts

Police 9-1-1

Police (non-emergency)

Emergency medical services (Ambulance) 9-1-1
Fire 9-1-1
Poison control 1-800-332-1414

Company contacts

Owner/General manager

Manager

Health and safety.coordinator

Maintenance

Security

Public relations (designated)

Other

Occupational health and safety starter kit 65



Emergency response plan

Emergency contact list (template)

Alberta Government contacts

Occupational Health and Safety 1-866-415-8690 (toll free)

780-415-8690 (in Edmonton)
Workers’ Compensation Board (WCB) 1-866-922-9221 (toll free)
Alberta Environment and Parks 1-800-222-6514

24-hour emergency hotline

Other

Other contacts

Power company

Gas company

Telephone company

Insurance company

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Work site inspections

Inspections are a valuable tool

Inspections are an important way for you to find out if day-to-day activities support the
organization’s overall health and safety goals.

Inspections are intended to check for and report on specific things in the workplace and
could include anything from the way workers are doing their job to the equipment they’re
using to do it.

Work site inspection procedures and an inspection schedule are required
elements of your health and safety program.

The health and safety committee (HSC) or health and safety representative (HS representative)
must conduct inspections of the work site at regular intervals.

The duties of a joint work site health-and safety committee include...the inspection of
the work site at regular intervals;

Occupational Health and Safety Act, Part 3, section 19(g)

Various factors influence how often these inspections should be performed, including:
e the type of work site

¢ the size of the work site

e the number of workers on site

e the nature of the work being performed

e the hazards encountered

The HSC must follow a specific inspection schedule for formal inspections.

A joint work site health and safety committee must inspect each work site at least
once before each quarterly meeting required by section 27(1) of the Act, to identify
health and safety hazards that have not been controlled.

Occupational Health and Safety Code, Part 13, section 198
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Work site inspections

All employers should conduct regular inspections.

This is what you’re looking for:
e Are workers following safe work procedures?
e Are tools and equipment in good working order?

e Are any unsafe or unhealthy conditions present?

Work site inspections can identify hazards that may have been missed during hazard
assessments. They can spot where controls introduced earlier might not be working.
Or maybe the controls are working as intended, but new hazards have appeared as a result.

This is what you do with what you find:
n Record any hazards identified during a work site inspection.
E Address any serious hazards or unsafe.conditions right away.

H Control other identified hazards as soon as possible.

Develop ways to eliminate or control all hazards found. Remedy serious hazards such as
unsafe or unhealthy work practices right away. Control all other hazards as soon as possible.

Develop@ninspection
saieduletand procedures

When developing an inspection schedule and procedures consider the following:

The type of work site

home office construction site warehouse vehicle
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Work site inspections

The size of the work site

@00

small building skyscraper company vehicle

The number of workers on site

0 0¢

working alone few people multiple work
site parties

The nature of the work being, performed

© 60 0O

heavy industry retail shiftwork repetitive

TheWhazards‘encountered

Q000D O

slips trips and falls heavy lifting bullying chemical spills

A work site inspection template and sample form are provided on the next two pages to
help get you started.
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Work site inspections
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Work site inspections
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Procedures when
others are working
oN site

Employers must have procedures to follow when another employer or
self-employed person is involved in work at the work site.

It is the responsibility of the prime contractor, if there is one, to coordinate the health and
safety programs of multiple employers and/or self-employed persons.

(1) Every construction and oil and gas work site or a work site or class of work
sites designated by a Director must have a prime contractor if there are 2 or
more employers or self-employed persons, or one or more employers and one
or more self-employed persons involved in work at the work site.

(2) The person in control of the work site shall designate in writing a person as the
prime contractor of the work site.

(3) The name of the prime contractor must be posted in a conspicuous place at
the work site.

Occupational Health and Safety Act, Part 1, section 10(1-3)
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Procedures when others are working on site

Work together for the
sake of everybody on site

In the absence of a prime contractor, work sites with multiple employers and/or
self-employed persons must work together to coordinate their health and safety
responsibilities. Your health and safety program must include procedures on how this
will happen.

Site-specific health and safety procedures will help control hazards and ensure
consistency across the work site. Be sure to share the procedures with everyone on site.

Examples of occupational health and safety program components that may require a
coordinated, site-specific approach include:

hazard emergency inspection procedures
assessments response plans and schedule

orientation and investigation
training procedures

There ' may be other components in your health and safety program that will benefit from
a coordinated approach.
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Procedures when others are working on site

Expect more from your
contractors up front

Before contracting work out to other employers and self-employed persons, you must
consider their health and safety as part of your selection criteria.

The employer must consult the health and safety committee (HSC) when developing
evaluation procedures with pass/fail criteria to help screen prospects early on in the
selection process. There are also third-party health and safety evaluation services and
health and safety associations available to assist.

As an employer you may request documentation such as:

[0 Health and safety program handbook or manual

O Health and safety policy

[0 Safe work policies and procedures

[0 WCB information (premium rate statement, clearance letter, employer report card)

[0 Certificate of Recognition (COR)

[0 Health and safety program audit results

[ Hazard assessments

[] HSC meeting minutes

[ Safety meeting minutes, toolbox talks, or pre-job tailgate meeting records

[ Worker and supervisor training and certification records

Note: This documentation may form part of the employer’s contractor pre-qualification to help
ensure other employers and self-employed persons are equipped to address the health and
safety requirements of the job. There may be other considerations depending on the nature of
the work and the work site parties involved.
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Procedures when others are working on site

Monitor operations regularly

Procedures must include plans for regular monitoring of employers and self-employed
persons at the work site.

Regular monitoring may include inspections or any other activity that verifies work
site-specific health and safety policies, and the Occupational Health and Safety Act,
regulations and Code are being followed.

How are you monitoring other employers and

self-employed persons at the work site?

Do you have a formal inspection schedule that considers

the type and nature of work being performed? O o
Do you sometimes conduct unscheduled mforma\pecv O 0O
Do you assess the employer’s performance against:

e their own written procedures? O 0O
e work site health and safety policies? O O
e occupational health and safety legislation? O O
Do you have proceMn-compliance? O O

Note: These are suggested processes and should be modified to suit individual employer’s
needs depending on the type and duration of the work being performed.
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Orientation and

training for workers
and sSUpervIsors

Working in a healthy and safe manner is no accident. Workers need proper training and
skills to stay healthy and safe on the job.

To train means to give information and explanation to a worker with respect to a
particular subject matter and to require a practical demonstration that the worker
has acquired knowledge or skill related to.the subject matter.

Workers have to be competent. It's the employer’s responsibility to make sure
workers have the knowledge, skills and experience needed to perform work without
supervision or with only minimal supervision.

To be competent means adequately qualified, suitably trained and with sufficient
experience to safely perform work without supervision or with only a minimal
degree of supervision.

New workers are more likely to be injured than experienced workers. A timely and

thorough worker orientation is important to help prepare workers to perform
their jobs safely. All employers must make sure workers and supervisors are trained so
that they have the skills and know-how to safely perform the work being asked of them.

Occupational health and safety starter kit 77



Orientation and training for workers and supervisors

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.

Occupational Health and Safety Act, Part 1, section 3(2)

Workers need to be trained

You must make sure workers are appropriately trained in safe work practices
and procedures including how to safely use work-related equipment or substances, and
how to select and use personal protective equipment that they require.

work-related work-related personal protective
equipment substances equipment

An employer must ensure that a worker is trained in the safe operation of the
equipment the worker is required to operate.

Occupational Health and Safety Regulation, Part 1, section 15(1)

If 2 worker may be exposed to a harmful substance at a work site, an employer must

(a) establish procedures that minimize the worker’s exposure to the harmful
substance, and

(b) ensure that a worker who may be exposed to the harmful substance
(i) is trained in the procedures,
(ii) applies the training, and
(i) is informed of the health hazards associated with exposure to the harmful
substance.

Occupational Health and Safety Regulation, Part 1, section 15(3)

The type of training provided may need to be customized for each work site and job.
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Orientation and training for workers and supervisors

Supervisors need additional training

Supervisors need to know how to perform hazard assessments, inspections and
investigations. They also need to know the hazards their workers could face.

hazard inspection procedures investigation
assessments and schedule procedures

Supervisors need to know what every worker under their supervision needs to know.
They must be competent in their role as supervisor.

Every supervisor shall...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,

Occupational Health and Safety Act, Part 1, section 4(b)

Workers must take part in job training provided by their employer and apply
what they learn on the job.

Check thattithe fraining is effective

It’s always a good idea to test the worker’s knowledge and skill level at the end of any
training. A practical demonstration on the job will verify if the worker fully grasps the training
and knows how to apply it. It will also reveal if training resources are providing value.

On-the-job observation to ensure safe work procedures are followed is another way
to verify workers are properly trained in the work they perform.

Keep*track

Keep good records of training provided to workers. This means including the names of the
trainer and participants, the nature of the training and the dates the training happened.

Good record keeping helps an employer track which workers received what training, and
when. It can help signal when workers are due for re-certification or refresher training.

Templates and sample forms for worker training and orientation records are provided on
the next few pages to help get you started.
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Orientation and training for workers and supervisors

Worker orientation record (template)

Consider using a checkilist like this when training new workers on health and safety in
your workplace.

Worker’s name: Date of orientation:

Date of hire: Supervisor’s name:

Orientation topics covered? Yes No Written work procedures

. (list them here):
Rights of workers:

e Right to know
e Right to participate
e Right to refuse

Company’s health and safety policy

Work site party responsibilities

Health and safety rules

Site orientation

Ooqoo|io|jo od
oo oqo|ojo odg

Review of hazards

How to report unsafe/unhealthy conditions
and other health and safety concerns

How to report incidents Other topics covered

(list them here):

Workplace violence prevention plan

Workplace harassment prevention plan

Review the emergency response plan

Location of fire exit(s) and fire extinguisher(s)

How to get first aid treatment

Location of first aid kit(s)

WHMIS training (if applicable)

g|ig|og|jo|jo|jo|o(g|.

Location of safety data sheets (SDSs)

O|o|o|o|jo|jojg|jo(g|o|o

O

Use of personal protective equipment

Worker signature: Supervisor signature:

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Orientation and training for workers and supervisors

Worker orientation record (sample form)

Consider using a checklist like this when training new workers on health and safety in

your workplace.

Worker’s name: Chorlotte Brown

Date of orientation: June 2, 2011

Date of hire: Junc 10, 201

Supervisor’s name: Daricl Bloic

Orientation topics covered? Yes No Written work procedures

. . (list them here):
Rights of workers: - wnanual ffing
* Right to know Kl L1 | - working onlodders
 Right to participate K [ | - working one
. * Yepetitive manuol tosks
* Right to refuse O O | orncaionding wis
Company’s health and safety policy W
Work site party responsibilities NN
Health and safety rules I
Site orientation LSRN
Review of hazards R O
How to report unsafe/unhealthy conditions
and other health and safety concerns ® O
How to report incidents U | other topics covered
Workplace violence prevention plan g O | (distthemihere):
Proper use of:
Workplace harassment prevention plan ® O -« gloves
Review the emergency response plan Kl | 9099ee
* Yesyiratory eouipwent
Location of fire exit(s) and fire extinguisher(s) (X [
How to get first aid treatment XN O
Location of first aid kit(s) X [
WHMIS training (if applicable) X O
Location of safety data sheets (SDSs) K O
Use of personal protective equipment X [

Worker signature: C4uilste Biown

Supervisor signature: Dayiel, Blais

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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nvestigating incidents,
njuries and refusals
to work

First things first. When something goes wrong and somebody gets hurt on the job, get
them appropriate medical attention right away. Taking care of the injured worker(s) is the
first priority.

The incident needs to be reported as soon as possible —and investigated. Your organization
must have its own internal reporting procedures. Workers must know and follow those.
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Investigating incidents, injuries and refusals to work

Reporting to Occupational Health and Safety

Employers are legally required to report specific incidents to Occupational
Health and Safety as soon as possible.

Serious injury or incident reporting

Types of serious injuries or incidents that must be reported to Occupational Health and
Safety include:

e aninjury or incident that results in the death of a worker

e an injury or incident that results in a worker being admitted to a hospital (but
excludes a worker being assessed in an emergency room or urgent care centre
without being admitted)

e an unplanned or uncontrolled explosion, fire or flood that causes or has the potential
of causing a serious injury

e the collapse or upset of a crane, derrick or hoist

e the collapse or failure of any componentof a building or structure necessary for the
structural integrity of the building or structure

e any injury or incident or a class of injuries or incidents specified in the regulations

Call the Occupational Health and Safety Contact Centre
1-866-415-8690 (toll<free in Alberta)
780-415-8690 (in Edmonton and surrounding area)

As an employer, if you’re not sure whether or not you have to report an incident to
Occupational Health and Safety, report it.

If you’re an employer at a mine or mine site you must report certain incidents. For more
information visit alberta.ca/report-mine-or-mine-site-incidents.aspx.
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Investigating incidents, injuries and refusals to work

Potentially serious incidents must also be reported. Every potentially serious
incident represents a chance to make things right, but only if it’s reported. Workers
should follow their employer’s procedures to report.

Example
% A worker is walking through the food bank doing
regular inventory work. Suddenly, a shelving unit
i two rows away collapses. Heavy product crashes
o | ] to the floor. If the worker had been working where

the shelving structure collapsed, it’s likely they
1 ) >Eé—|> Q <>|:| would have been seriously injured. In other words,
oooociNall—s—~—0

luck was all that prevented the worker from a

DQ <> serious injury.

A potentially serious incident is not limited to workers and it does not require
the occurrence of an injury.

Potentially serious incident reporting

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.

When determining whether an‘incident is a potentially serious incident, the following
factors should be taken into consideration:

e actual circumstances of the incident (e.g. person, place, time, work practices
being followed)

e hazards present at-the time of the incident
e appropriate controls in place at the time of the incident

e slightly different circumstances (timing, distance, body position, etc.) that may have
resulted in-a serious injury

e similar incidents that have occurred within the employer or prime contractor’s
operations in the past two years that resulted in a serious injury

To report a potentially serious incident, visit psi.labour.alberta.ca and
complete and submit the online form.

For more information on incident reporting, see the Additional resources section.

Notification to Occupational Health and Safety is separate from any notice you are required
to give to the Workers’ Compensation Board or other local authorities like the police.
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Investigating incidents, injuries and refusals to work

Incident investigation

When all reporting requirements have been met, the focus shifts to figuring out exactly
what happened and why.

Unless you have a prime contractor at your work site, all employers, even those without a
health and safety program, must investigate serious incidents and injuries, and potentially
serious incidents. It is a legal requirement.

...the employer shall...carry out an investigation into the circumstances surrounding
the injury or incident,

Occupational Health and Safety Act, Part 5, section 40(5)(b)

In the event of a reportable serious injury or incident, take action to prevent further
injuries, incidents or property damage. Beyond that, no one is allowed to disturb
the scene.

Workers who witnessed the incident may be asked to help figure out what happened. This
isn’t about assigning blame. It’s about preventing a similar incident from happening again.

Your health and safety program must have procedures for investigating
incidents and injuries.

Investigation procedures need to be in place so that everyone understands their
responsibilities before an incident occurs.
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Investigating incidents, injuries and refusals to work

Your investigation procedures should consider

UL
ooooo

ooooo

components such as:

[ The goal of the investigation

[J The name of the person responsible

[0 The name of those who will participate

[ The type of training investigators need A

[0 Who receives written investigation reports

1 What kind of personal information is included in the report

[0 How worker privacy is being protected

[0 Who follows up on corrective a&ions | \ -

[0 Who maintains documents, records, etc.

Note: This checklist is for example purposes only. Your procedures must meet all legislated
requirements. Make sure they do.

Where you have a health and safety committee (HSC) or a health and safety
representative (HS representative), your investigation must involve them.

The investigation...must be conducted with the participation of the joint work site
health and safety committee or health and safety representative, if there is one at
the work site.

Occupational Health and Safety Act, Part 5, section 40(6)

To ensure confidentiality and protection of personal information, The employer is
not required to have HSC members or HS representatives participate in
investigations relating to harassment or violence (unless the harassment
or violence incident results in the fatality of a worker or a worker being admitted to
hospital). See the Harassment and violence section for more information.
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The goal of an investigation

An incident investigation will look at what caused the incident, both directly and
indirectly. The end goal of the investigation is to identify and correct the root cause(s)
of the incident.

Direct causes are the unsafe/unhealthy conditions or behaviours that led up to the
incident (e.g. slippery floors due to spilled coffee; standing on a box instead of using a
proper step stool or ladder; or lifting too heavy a load).

Indirect causes are the contributing factors leading up to the undesirable outcome
(e.g. no one was available to mop up the spill; a step stool was nowhere 1o be found;
a delivery came in through the store front instead of at the loading dock out back).

The root cause is the underlying or basic cause of the incident (e.g. a lack of housekeeping
or cleanup procedures; proper equipment is not available on the work site; workers are
not trained on proper shipping/receiving procedures by redirecting the shipment to the
loading dock). The root cause is not always obvious. Finding the root cause and taking
corrective actions is the best way to prevent future.incidents.

When we know the direct cause of an incident, we know what happened. When we
know the indirect cause, we know the contributing factors. When we know the root
cause, we know the ultimate reason and what changes we need to make so that it
doesn’t happen again.
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Investigating incidents, injuries and refusals to work

Incident occurs
Example: worker slipped and fell

n Report the incident to your supervisor or employer.

Report the incident to Occupational Health and Safety as
required. See p. 86 for more information.

Of=

Remember: In the event of a reportable serious injury or incident, it is important that no one
disturbs the scene.

E Investigate the incident.

DIRECT CAUSE
Example: spilled coffee

INDIRECT CAUSE

Example: broken mop

ROOT CAUSE

Example: lack of cleaning supplies

Share completed investigation report with management,
the HSC or HS representative and workers as applicable.

Note: All required investigation reports must be retained for at least two years after
the injury or incident and made available to an Occupational Health and Safety
officer upon request. Potentially serious incident investigation reports must also be
submitted to Occupational Health and Safety using the online reporting service.

/ Implement the changes required as a result of the investigation.
@ Example: schedule inventory check and replacement

Incident investigations are an important part of an organization’s commitment to
improve its health and safety performance. Changes have to be introduced to be
effective. Any changes to process or operating procedures must be shared with workers.

A template and sample form for incident reporting and investigation are provided on the
next few pages to help get you started.
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Investigating incidents, injuries and refusals to work

Incident reporting and investigation (template)

Name of worker: Job title:
Date of injury or illness (Month/Day/Year): Time: OAM OPM
Date injury or iliness reported (Month/Day/Year): Time: OAM OPM
Incident reported to: Job title:

Location of incident:

Type of incident
[First aid [JMedical aid [ Serious injury/incident [ Potentially serious incident []Other

Nature of injury or incident:

Damage to property or equipment (if applicable):

Witnesses

Name Job title Statement attached

Description of incident (Outline the circumstances of the injury/incident)
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Investigating incidents, injuries and refusals to work

Incident reporting and investigation (template)

Corrective action(s)

Direct causes Assigned to Completed (date)

Indirect causes
(contributing factors) Assigned to Completed (date)

Root cause Assigned to Completed (date)

Investigation team:

Date (Month/Day/Year):

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Incident reporting and investigation (sample form)

Name of worker: ffarold Farker Job title: Saesperson

Date of injury or illness (Month/Day/Year): May |, 2011 Time: (170 XAM [PM

Date injury or iliness reported (Month/Day/Year): May |, 2011 Time: 150 N XMAM [IPM

Incident reported to: Jonelle Wicon Job title: Store Manager

Location of incident:
Seasonal deotrtment/qarden centre wheve yartio stones o stored

Type of incident
X First aid [1Medical aid [J Serious injury/incident ] Potentially serious incident [] Other

&

Nature of injury or incident:
Top of favolds vight foot had a 2 inch soraye and signs of bruising.
VN o

Damage to property or equipment (if applicable):
No

O GERRES
Name Job title Statement attached

Tony Sloan 6 [ written poge

Description of incident (Outline the circumstances of the injury/incident)

Harold woe lifting a bag, of landscaing vrock: (about 120 lbe) info a customer's calrt. t slipped out of his hands and el
on W £oof.
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Incident reporting and investigation (sample form)

Corrective action(s)

Direct causes Action Assigned to Completed (date)

= Improper lifting Go over safe lifting Al Wight,
- Foor grip policy and procedures Saety Manager
with workere

Do monthly vefresher Al Wight,
Tolks Safety Manager

Fost policyy and
procedures in lunckiroom

Provige appropriote ’ May 0, 201

gloves

Indirect causes
(contributing factors) Assigned to Completed (date)

> Improper footwear Reouire steel-foe Shoes Janelle Wison, June 1, 2019
for staff working in Store Manage

qolrden centre

Root cause Action Assigned to Completed (date)

Lack of workey trainin

inlitting poloy ond
V‘(‘O&

Investigation team:

A Wright, Sty Manager

Janelle Wilson, Sfore Manager

Haeold Faker, Salesperrson

Chiric Jenking, Landscayer/teatth ond Safety Representative

H Wright,
Safety Manager

Mayy 3, 204

Date (Month/Day/Year): May %, 201

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Investigating work refusals

Unless the dangerous condition can be remedied immediately, all employers must
investigate work refusals.

Your health and safety program must include procedures for investigating
work refusals.

Does your process for investigating

work refusals consider:

Who will lead the investigation? h o O

Who will participate in the investigation?

If investigators have received the required training\ v
A o

How you determine if a danger exists?

~
Criteria for deciding if th&worlaﬁe\eassigned?

How you’ll confirm corrective actions are effective?

v
Who writes the repcr \

What the report.includes?

Who recei(:oert?

How worker privacy will be protected?

Oo|g|o|g|o|jo|o|o| O
Oo|g|o|go|o|jo|obo|n

Note: This checklist is for example purposes only. Your procedures must meet all legislated
requirements. Make sure they do.

For more information on work refusals see p. 11.
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VWorker participation

All employers must ensure workers have meaningful participation in work site health
and safety.

Worker participation is key to an effective health and safety program. The end goal of
your program is to keep all work site parties healthy and safe. Engaging workers in the
process can foster understanding and grow support.

The purposes of this Act are...to ensure that all 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,

Occupational Health and Safety Act, section 2(d)(ii)

Workers should be familiar with the health and safety program. They
need to know their rights and responsibilities, and understand how to
handle concerns.

Workers should also be encouraged to suggest ways to improve workplace health and
safety, and assured that their concerns and suggestions will be taken seriously without
fear of punishment or discriminatory action for speaking up.

Discriminatory action: any action or threat of action by a person that does

or would adversely affect a worker with respect to any terms or conditions of
employment or opportunity for promotion, and includes termination, layoff,
suspension, demotion or transfer of a worker, discontinuation or elimination of a job,
change ofa job location, reduction in wages, change in hours of work, reprimand,
coercion, intimidation or the imposition of any discipline or other penalty.
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Worker participation

Specific procedures identified in your health and safety program require
worker participation. Affected workers must be included in hazard assessments and
emergency response planning. A worker who refuses dangerous work has the right to be
present during the inspection of the matter.

Health and safety committees (HSCs) or health and safety representatives (HS representatives)
provide additional opportunities for worker participation during activities such as
inspections of work refusals, Occupational Health and Safety officer inspections, and
internal investigations of serious injuries and incidents and potentially serious incidents.
They also have other duties under the occupational health and safety legislation that
create opportunities for worker participation. See the Health and safety committee/
representative section for more information about setting up an HSC or selecting an

HS representative.
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Reviewing ano
revising the program

Your health and safety program needs ongoing attention.

Workplaces have a lot of moving parts:
e people change

e materials/equipment gets updated
e processes and procedures change
e work sites change

e new risks are identified within existing conditions

Change isn’t the only factor that drives the need to review your health and safety program.
The discovery of new risks associated with existing conditions can also signal the need to
update your program.

Your health and safety program must include procedures to review and
revise the program as necessary.

A health and safety program must be reviewed 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 revised as appropriate.

Occupational Health and Safety Act, Part 5, section 37(4)

A health and safety program has to be maintained —and updated —to ensure it continues
to be effective. Plan to review your program every three years to keep it up to date; more
often if there is a change in circumstance at the work site.
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Other
clements

The next four tabs (First aid, Harassment and violence, WHMIS and Working alone) represent
additional workplace-specific elements that many employers will need to ensure their health
and safety program addresses. All workplaces must have a first aid plan as well as harassment
and violence prevention plans. The nature of your operations determines whether the others
apply to you.

Consider your specific operations and make sure you’ve got every health and safety
element that applies covered off in your program.
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First aid

Alberta law requires employers to provide first aid measures at every workplace.

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.

Part 11 of the Occupational Health and Safety Code sets out workplace first aid requirements.

When developing a first aid plan, employers must consider the following:

00080

first aid equipment and records communication emergency
services supplies transportation

Your first aid requirements are unique to your work site

To calculate the number of first aiders, the level of first aid training and the equipment
and supplies required at your work site(s), consider the following three things:

1. The hazard level of the work performed at the workplace

.......b ' ........

low medium high

2. The number of workers per shift

3. The distance of the work site to the nearest recognized health care facility

D> Do (D

close distant isolated
up to 20 minutes 20 - 40 minutes more than 40 minutes
under normal under normal under normal
travel conditions travel conditions travel conditions

Refer to Part 11 of the Occupational Health and Safety Code, and to Schedule 2 to see
where your work fits.
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First aid

- | | |
AN Your first aiders are essential

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

An employer must ensure that the number of first aiders at a work site and their
qualifications and training comply with the legislation.

A workplace first aider must successfully complete training provided by an
approved training agency. For a list of approved first aid training agencies visit
alberta.ca/first-aid-training.aspx.

Have a plan for gmekgency
transportatiopsef Workers

Advance planning is required. As an employer (or prime contractor), you must
have arrangements in place for the transport of injured or ill workers
to a health care facility where medical treatment is available before work can
begin at any work site.

You must consider hazards such as:

©

proximity to work exposures weather
health care facilities that require conditions
specialty treatment

In some situations your emergency transportation plan might be as straightforward
as calling an ambulance. In others (for example, if you’ve got people working alone
or working in more remote locations), your plan for emergency medical transport
will need to spell out more detailed procedures and specific contact information.
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First aid

Communicate details
with all work site parties

Make sure everyone at the work site knows important first aid plan details such as:

e who the designated first aiders are

e how to summon the first aiders

e what the check-in procedures are when working alone or at an isolated work site
e where first aid supplies and equipment are located

e what type of transportation is available to get injured or ill workers to medical care
e when and how to summon transportation

e when to report incidents to Occupational Health and Safety

Make sure workers have access

Workers must have access to first aid services, equipment and supplies, along
with a first aid room if one is required by the Code. All first aid equipment and
supplies must be properly stored and maintained so they remain at-the-
ready: clean, dry and in serviceable condition.

Good re€ordKeeping
IS go@d Dusiness

Written records must be developed and maintained as part of a first aid plan.

The records to include are:
e names of first aiders, including their certificates and training records
e first aid supply and equipment requirements

e injury and illness records in accordance with the Occupational Health and
Safety Code

e procedures for communication, including how to summon help

e transportation plans for getting injured or ill workers to medical treatment facilities

These records are important for administrative purposes and to meet
legal requirements.
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First aid

First aid records are required

If a worker has an acute illness or injury at the work site, that worker must report the
illness or injury to the employer as soon as possible.

An acute illness or injury means a physical injury or sudden occurrence of an
iliness that results in the need for immediate care.

Required documentation

Employers must keep first aid records documenting every acute illness or injury
that occurs at the work site. The employer is expected to record the details as soon
as possible after the worker reports an acute illness.or injury. The employer’s record
must include:

e name of the worker

e name and qualifications of the person giving first aid
e description of the illness or injury

e first aid given to the worker

e date and time of the illness or injury

e date and time the illness or injury was reported

e where at the work site the incident occurred

e the work-related cause of the incident, if any

First aid records must be kept on file for three years from the date the
incident was recorded. These records must be kept confidential (with some
exceptions). If a worker asks for a copy of their own records, the employer must
give it to.them.

A first aid record template and sample form are provided on the next two pages for
reference. You should customize this to meet your organization’s specific needs. Make
sure it meets all legislated requirements.
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First aid

First aid record (template)

Date of injury or illness (Month/Day/Year): Time: OAM OPM

Date injury or iliness reported (Month/Day/Year): Time: OAM OPM

Full name of injured or ill worker:

Description of the injury or iliness:

Description of where the injury or iliness occurred/began:

Cause of the injury or iliness:

First aid provided? [1YES [INO

Name of first aider:

First aider qualifications:

[JEmergency first aider [JEmergency medical responder [JAdvanced care paramedic
[ Standard first aider [ Primary care paramedic O Nurse
[J Advanced first aider

Describe first aid provided:

[0 Copy provided to worker [ Copy refused Injured/ill worker initial

Keep this record confidential and retain for at least 3 years from reported date of injury/iliness.

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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First aid

First aid record (sample form)

Date of injury or iliness (Month/Day/Year): fipril €, 2019 Time: 1000 XAM CPM

Date injury or illness reported (Month/Day/Year): fpri g, 204 | Time: 077  XAM LPM

Full name of injured or ill worker: Jom Black

Description of the injury or illness:
Worker stopped breathing when he became entangled in the commetrciol dough wixey.

Description of where the injury or iliness occurred/began:
-t baok of the bakery where the dough mixere is located

Cause of the injury or illness:

Worket was veaching across the dough wixer 10 vemove a clump of spilled batter when Wis hoodie became entangled in the
eleotric augers.

First aid provided? X YES [ INO

Name of first aider: keith Conrad

First aider qualifications:

[X] Emergency first aider [J Emergency medical responder [J Advanced care paramedic
[ Standard first aider [ Primary care paramedic [J Nurse

[J Advanced first aider

Describe first aid,provided:
Keith administeved CPE and stayed with Joln until advanced cave paramedics arrived

[X] Copy provided to worker [ Copy refused Injured/ill worker initial B

Keep this record confidential and retain for at least 3 years from reported date of injury/illness.

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Harassment and
violence

Harassment and violence can take place at any work site and may range from disrespectful
remarks to physical aggression. They are serious issues. They create an unhealthy and
unsafe work environment and can make it impossible to perform one’s job.

Workplace harassment is a single or repeated incident of objectionable or
unwelcome conduct, comment, bullying or action intended to cause harm to a
particular person or group. It creates an unhealthy work environment resulting in
psychological harm to workers and may escalate to physical violence.

Workplace harassmeatseantimclude:

OO0

unwelcome physical or exclusion or intimidation cyber bullying

conduct, psychological isolation
comments, bullying
gestures or

contact

setting the withholding taking away sexual solicitation
individual up information or work or or advances
to fail giving the wrong responsibility
information

Workplace harassment excludes any reasonable conduct of an employer or supervisor
in respect of the management of workers at a work site.

Occupational health and safety starter kit 109



Harassment and violence

Violence, whether at a work site or work related, is defined as the threatened,
attempted or actual conduct of a person that causes or is likely to cause physical
or psychological injury or harm.

Workplace violence can include:

physical assault threats of sexual violence
or aggression physical harm

Domestic violence can also be a workplace hazard

When an employer is aware that a worker is or is likely to be exposed

to domestic violence at a work site, the employer must take reasonable
precautions to protect the worker and any other persons at the work site likely
to be affected.

Occupational Health and Safety Code, Part 27, section 390.3

There’s®o plaee for
hartassiment and violence

Employers must take steps to eliminate or control the hazard of harassment and
violence in the workplace to prevent harm to workers. They must also address incidents
when they occur.

Every employer shall ensure, as far as it is reasonably practicable for the employer
to do so, ...that none of the employer’s workers are subjected to or participate in
harassment or violence at the work site,

Occupational Health and Safety Act, Part 1, section 3(1)(c)
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Harassment and violence

Supervisors have obligations as well.

Every supervisor shall as far as it is reasonably practicable for the supervisor to
do so, ...ensure that none of the workers under the supervisor’s supervision are
subjected to or participate in harassment or violence at the work site,

Occupational Health and Safety Act, Part 1, section 4(a)(v)

Workers also have a responsibility here.

Every worker shall, while engaged in an occupation, ...refrain-from causing or
participating in harassment or violence,

Occupational Health and Safety Act, Part 1, section 5(d)

Prevention starts with a%elan

As part of their commitment to ensuring a workplace free of violence and harassment,
employers must develop and implement prevention plans.

When developing these plans, employers must consult the health and safety committee
(HSC) or health and safety representative (HS representative) as applicable. Where
there is no HSC or HS representative, the employer must consult affected workers.

An employer’s plan to prevent workplace harassment must include a harassment
prevention policy and procedures.

An employer must develop and implement a harassment prevention plan that
includes a harassment prevention policy and harassment prevention procedures.

Occupational Health and Safety Code, Part 27, section 390.4(1)

Employers must also introduce a violence prevention plan that includes a
violence prevention policy and procedures.

An employer must develop and implement a violence prevention plan that includes
a violence prevention policy and violence prevention procedures.

Occupational Health and Safety Code, Part 27, section 390(1)
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Harassment and violence

Workplace harassment and violence prevention plans must be in writing and readily
accessible to workers.

Prevention policies for both harassment and violence must confirm your
commitment to:

e eliminating the hazards of workplace harassment and violence, or if the hazards
cannot be eliminated, controlling them

¢ investigating any incidents and taking corrective actions to address them

e keeping circumstances related to an incident or the names of the parties involved
confidential, except where disclosure is required for the investigation or by law

Note: Your violence prevention policy must also include a commitment to inform workers.of a
specific or general threat of violence or potential violence. When disclosing such information, you
may only disclose the minimum amount of personal information that is necessary.

In accordance with the Occupational Health and Safety Code, both your
harassment and violence policies must also include a statement that they are not
intended to discourage a worker from exercising their rights under any other law.

Sample harassment and violence prevention policies are provided on the following
pages to help you get started. For more information about what to put in your plans,
see the Additional resources section.



Harassment and violence

Workplace harassment prevention policy (sample)

Company name:

The management of company name is committed to providing a work
environment in which all workers are treated with respect and dignity. Harassment will
not be tolerated from any person at or outside of the work site including: (List who this
policy applies to, especially if it applies to people other than workers such'as eustomers,
clients, other employers, supervisors, workers and members of the public, etc.)

company name as the employer is committed to eliminating or, if that is not
reasonably practicable, controlling the hazard of harassment. Everyone is obligated
to uphold this policy and to work together to prevent workplace harassment.

Workplace harassment means any single incident or repeated incidents of
objectionable or unwelcome conduct, comment, bullying or action by a person
that the person knows or ought reasonably to know will or would cause offence

or humiliation to a worker, or adversely affects the worker’s health and safety, and
includes conduct, comment, bullying or action because of race, religious beliefs,
colour, physical disability, mental disability, age, ancestry, place of origin, marital
status, source of income, family status, gender, gender identity, gender expression
and sexual orientation, and a sexual solicitation or advance.

Reasonable action taken by the employer or supervisor relating to the management
and direction of workers or a work site is not workplace harassment.

In support of this policy, we have put in place workplace harassment prevention
procedures. It includes measures and procedures to protect workers from the
hazard of harassment and a process for workers to report incidents, or raise
concerns. (Consider specifying.and expanding upon the components of the
harassment prevention procedures here.)

The employer will ensure this policy and the supporting procedures are implemented
and maintained. All workers and supervisors will receive relevant information and
instruction on the contents of the policy and procedures.

Supervisors will adhere to this policy and the supporting procedures. Supervisors
are responsible for ensuring that measures and procedures are followed by workers
and that workers have the information they need to protect themselves.

Every worker must work in compliance with this policy and the supporting procedures.
All workers are required to raise any concerns about harassment and to report any
incidents to the appropriate person. (Consider providing more information about how
to report incidents and other procedures here.)

v
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Harassment and violence

Workplace harassment prevention policy (sample)

The employer will investigate and take appropriate corrective actions to address all
incidents and complaints of workplace harassment in a fair, respectful and timely
manner. (Consider providing more information about how incidents and complaints
will be investigated and/or dealt with here.)

The employer pledges to respect the privacy of all concerned as much as possible.
The employer will not disclose the circumstances related to an incident of harassment
or the names of the parties involved (including the complainant, the person alleged
to have committed the harassment, and any witnesses) except where necessary
to investigate the incident, to take corrective action, to inform the parties involved

in the incident of the results of the investigation and corrective action taken, or as
required by law.

No workers can be penalized, reprimanded or in any way criticized when acting in
good faith while following this policy and the supporting procedures for addressing
situations involving harassment. This harassment prevention policy does not
discourage a worker from exercising the worker’s right under any other law,
including the Alberta Human Rights Act.

Signed: Date:

(Signature of the highest management level)

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Harassment and violence

Workplace violence prevention policy (sample)

Company name:

The management of company hame is committed to the prevention of
workplace violence and is ultimately responsible for worker health and safety. We
will take whatever steps are reasonable to protect our workers from the potential
hazards associated with workplace violence. Violent behaviour or threat of violence
in the workplace is unacceptable from anyone. This policy applies to: (List who this
policy applies to, especially if it applies to people other than workers su€h as visitors,
clients, delivery persons and volunteers, etc.)

company hame as the employer is committed to eliminating or, if that is not
reasonably practicable, controlling the hazard of violence. Everyone is obligated to
uphold this policy and to work together to prevent workplace violence.

Violence, whether at a work site or work-related, is 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.

In support of this policy, we have put in place workplace violence prevention
procedures. It includes measures and procedures to protect workers from workplace
violence, a means of summoning immediate assistance and a process for workers
to report incidents or raise concerns. (Consider specifying and expanding upon the
components of the violence prevention procedures here.)

The employer will ensure this policy and the supporting procedures are implemented
and maintained. All workers and supervisors will receive relevant information and
instruction on the contents of the policy and procedures.

Supervisors will adhere to this policy and the supporting procedures. Supervisors
are responsible for ensuring that measures and procedures are followed by workers
and that workers have the information they need to protect themselves.

Every worker must work in compliance with this policy and the supporting
procedures. All workers are required to raise any concerns about workplace violence
and to report any violent incidents or threats. (Consider providing more information
about how to report incidents and other procedures here.)

The employer will investigate and take appropriate corrective actions to address
all incidents and complaints of workplace violence in a fair and timely manner.
(Consider providing more information about how incidents and complaints will be
investigated and/or dealt with here.)

\ AN
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Harassment and violence

Workplace violence prevention policy (sample)

The employer pledges to respect the privacy of all concerned as much as possible.
The employer will not disclose the circumstances related to an incident of violence or
the names of the complainant, the individual alleged to have committed the violence,
and any witnesses, except where necessary to investigate the incident or to take
corrective action, to inform the parties involved in the incident of the results of the
investigation and corrective action taken, to inform workers of a specific or general
threat of violence or potential violence, or as required by law. The employer will
disclose only the minimum amount of personal information required that is necessary
to inform workers of a specific or general threat of violence or potential violence.

No workers can be penalized, reprimanded or in any way criticized when acting in
good faith while following this policy and the supporting procedures for addressing
situations involving workplace violence. This violence prevention policy does not
discourage a worker from exercising the worker’s right'under any other law.

Signed: Date:

(Signature of the highest management level)

This form is for example purposes only. Completing this form alone will not necessarily put you in compliance with the legislation. It is important
and necessary that you customize this document to meet the unique circumstances of your work site. Further, it is essential that this document
is not only completed, but is used, communicated, and implemented in accordance with the legislation. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Harassment and violence

Harassment prevention procedures must include the procedure for:

e workers to report workplace harassment

e employers when documenting, investigating and implementing controls

e informing the parties involved of the results of the investigation and corrective
action to be taken

Violence prevention procedures must include the procedure for:

e disclosing information that is necessary to address specific and general threats
of violence or the potential of violence (including personal information)

e workers to obtain immediate assistance
e workers to report workplace violence

e documenting, investigating and implementing measures to eliminate or
control violence

¢ informing the parties involved of the results of the investigation and corrective
action to be taken

Violence prevention procedures must also include:
e measures the employer will take to eliminate or control the hazard

e information about the nature and extent of the hazard of violence, including
information related to specific or general threats of violence or potential violence
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Harassment and violence

These plans must be kept current

Both the harassment prevention plan and the violence prevention plan must be reviewed:

e at regularly scheduled intervals (at least once every three years; more often in certain
circumstances)

e when an incident of harassment or violence occurs

e when an HSC or HS representative recommends a review

Depending on the circumstances, the review can be specific to either the harassment or
violence plans. It does not have to entail both plans every time.

Employers must consult the HSC or HS representative (as applicable) when reviewing
or revising the plans. Where there is no HSC or HS representative, the employer must
consult the affected workers.

If revision is necessary, the plans must be revised to ensure they adequately address
the prevention of harassment or violence and that the policies and procedures are current.

Employers in the retail fuel and convenience sector must meet additional

requirements when developing and-implementing a violence prevention plan.
Details are described in the publication: Workplace violence prevention plan:
employer guide for retail fuel and convenience stores. See the Additional
resources section.
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Harassment and violence

Workers need training

Workers need to be trained in the organization’s workplace violence and harassment
policies and procedures. An employer must instruct workers on the hazard of workplace
harassment and violence, how to recognize the signs of danger, what to do about it and
how to report it.

An employer must ensure that workers are trained in

(a) the recognition of violence and harassment,

(b) the policies, procedures and workplace arrangements that the employer has
developed and implemented to eliminate or control the hazards of violence
and harassment,

(c) the appropriate response to violence and harassment, including procedures for
obtaining assistance, and

(d) the procedures for reporting, investigating and documenting incidents of
violence and harassment.

Occupational Health and Safety Code, Part 27, section 391

Investigate apdeport incidents

The employer must conduct an investigation of any incident of harassment or violence,
and take corrective action to address the incident and prevent it from happening again.

To ensure confidentiality and protection of personal information, the employer is not
required to have HSCs or HS representatives participate in investigations
relating to harassment or violence (unless the harassment or violence results in the
fatality of a worker or a worker being admitted to hospital).

The employer has to prepare an investigation report outlining the
circumstances of the incident and the corrective action to be taken

(see the Incident reporting and investigation template on pp. 92-93). This report

must be kept on file for at least two years following the incident. During that time it must
be readily available to share with Alberta Occupational Health and Safety upon request.
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Harassment and violence

Recommend follow-up treatment

Workers who have suffered from workplace harassment or violence might benefit
from treatment from a health professional of the worker’s choice. Employers must
advise any worker who reports an injury or adverse symptom to contact
a health professional.

An employer must ensure that a worker reporting an injury or adverse symptom
resulting from an incident of violence or harassment is advised to consult a health
professional of the worker’s choice for treatment or referral.

Occupational Health and Safety Code, Part 27, section 391.2

When a worker is treated or referred by a physician for treatment relating to harassment or
violence that occurred at the work site, and pursues treatment during regular working
hours, the employer cannot deduct anything from the worker’s wages and benefits.

Note: the obligation to pay wages and benefits only applies to the employer at the work
site where the incident occurred, not future employers.
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Harassment and violence

Stop it in its tracks

Addressing issues early on can prevent acts of bullying and harassment from progressing
to acts of violence. Of course, not all incidents are foreseeable. Acts of physical violence
can happen without warning.

Workplace harassment and violence continuum
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Intimidation
Harassment/bullying
Retaliation

Verbal assault
Physical aggression

Each of these behaviours is unacceptable. A healthy workplace culture will not excuse
any of them.

For more information on requirements relating to harassment and violence, see the
Additional resources section.
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WHMIS

About WHMIS

The Workplace Hazardous Materials Information System (WHMIS) is a national program
for classifying and labelling hazardous workplace chemicals. It ensures workers have the
information, education and training they need to work safely with hazardous chemicals.

WHMIS is one of the tools employers must use to protect the health and safety of workers.
WHMIS only applies to products that meet certain criteria. When a product meets the
criteria under the federal law, it is then referred to as a hazardous product.

If hazardous products are used in the workplace, you must ensure the WHMIS
requirements are followed.

See Part 29 of the Occupational Health and Safety Code for specific information on the
requirements. For additional information about WHMIS see the Additional resources section.
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WHMIS

The three main parts of WHMIS

Product labels - provide basic information on the nature of the hazardous
product and the risks associated with its use, handling and storage.

Safety data sheets - provide more detail than the labels. They provide technical
information about a product’s physical and chemical characteristics; its physical
and health hazards, how to recognize symptoms of exposure, controls and what
to do if an incident occurs.

Worker education and training - ensures workers know how to recognize
hazardous products, how to read labels and safety data sheets, how to work
with hazardous products safely, and where to go for more information. Workers
must be trained on workplace-specific procedures.

Employers must ensure all hazardous products are properly labelled, safety data sheets
are readily available to workers, and workers are appropriately trained.

As an employer you are responsible for ensuring:

e hazardous products at workplaces are labelled with proper supplier labels, work site
labels or other means of workplace WHMIS identification (for example, placards or
colour coding)

e supplier labels and work site labels are updated as soon as significant new data is
provided to the employer from the supplier

e safety data sheets are available for hazardous products used at the workplace and
readily accessible to workers

e the safety data sheet for a hazardous product is the most current version

e workers have received WHMIS education and training to protect their health and
safety when working with or near hazardous products
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The two main types of product labels

Supplier labels - suppliers of hazardous products are required to provide label
information for the product.

The label may be:
e applied directly to the container
e provided with the shipment of containers

e included in other ways for bulk shipments, small containers and-laboratory
samples (where modifications are required)

The employer can find the label information in the safety data sheet for the product.

A supplier label will include considerable detail about the hazardous product.
Among other things, supplier labels identify:

e the hazard associated with the product
e directions for proper handling and storage

e what to do in the event of harmful exposure

If the hazardous product is always used in its original container no other label is
required unless the label becomes damaged or is illegible.

Work site labels — employers must affix a work site label to the container when:

e the hazardous products are transferred to a secondary container to be stored
and used later (e.g. bleach transferred into a spray bottle)

e the hazardous products are made on site for use at the work site

e the supplier label falls off or can no longer be read

As with supplier labels, work site labels must include the product name (same as
what is on the safety data sheet), safe handling procedures and a reference to the
safety data sheet for the hazardous product. The content of work site labels must
provide workers with the information they need to handle the product safely.
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Safety data sheets

Hazardous product that will be used, handled or stored in the workplace must
have a safety data sheet documenting its safe use, handling and storage.

Employers must ensure that all hazardous products coming into the workplace
have an up-to-date safety data sheet.

Safety data sheets must be readily available to the workers who work with or
may be exposed to the hazardous product, and to the health and safety committee
(HSC) or health and safety representative (HS representative) as applicable.

Suppliers are required to provide safety data sheets for the products they supply.
In cases where a product is produced in the workplace, the employer must prepare
the safety data sheet. Employers who directly import hazardous products into their
workplace may have some of the same responsibilities of a supplier.

Safety data sheets must comply with specific content requirements.
From time to time, new data or information on a hazardous product can change
its WHMIS classification, the health and safety procedures required for its safe
use, handling or storage requirements and/or the response to harmful exposure.
This is considered “significant new data.” Suppliers must keep safety data sheets
current. If they become aware of significant new data before a safety data sheet is
updated, they must provide this information along with the safety data sheet when
they sell the product to a workplace.
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Worker education and training

Employers must provide WHMIS education and training for workers who work
with or near a hazardous product.

When hazardous products are used and/or stored in the workplace, employers
must ensure workers are informed.

Worker education must include:
e general information on WHMIS, the components and legislation
e education in the required content of WHMIS labels and safety data sheets

e education in the purpose and significance of that information to workers’
health and safety on the job

e education pertaining to workplace-specific WHMIS program administration
and location of safety data sheets

Workplace-specific WHMIS training instructs workers on the hazards of
the products they work with or may be exposed to in the workplace.

Training must involve a review of safe work procedures related to those
products, including:

e the product-specific hazard information provided by the supplier and all other
hazard information of which the employer is aware

e the different modes of product identification such as colour codes, number codes
and any other means of clear identification used to label hazardous products
in transfer systems (piping, conveyors, etc.) or reaction (process) vessels

e safe work instructions for the safe use, handling or storage of hazardous
products used at the workplace

e safe work instructions for dealing with potential fugitive emissions and
emergencies at the workplace

The education and training must be tailored to the hazardous products at the work site
and must be developed in conjunction with the HSC or HS representative, if there is one.
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Many chemical products are not covered by WHMIS and may find their way into
any workplace, including small businesses or non-profit organizations (e.g. consumer
products, explosives, pest control products governed by other legislations). Employers
must still provide education and training on health effects, safe use and
storage of these products. The employer must also develop safe work procedures
for circumstances where a worker may be exposed to a harmful substance, and must
train workers in these procedures. See section 15(3-5) of the Occupational Health and
Safety Regulation, and section 395(5) in the Occupational Health and Safety Code
Explanation Guide for more information.

For more information about WHMIS please see the Additional resources section.
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VWorking alone

The law considers working alone a hazard. Employers must address working
alone in their hazard assessment and implement health and safety measures to eliminate
or reduce related hazards to workers.

A worker is considered to be working alone if they work alone at a work site
where assistance is not readily available.

These situations could present hazards that require specific controls and applicable safe
and healthy work procedures:

handle cash

meet clients away from a base office
do hazardous work

travel for work

work out of public view

Identify all the applicable hazards and eliminate them or, when not possible to eliminate
them, introduce all necessary controls.

Employers with workers who work alone must:

conduct a hazard assessment to identify existing or potential health and safety
hazards related to working alone

introduce health and safety measures to eliminate or control any identified risk
to workers

ensure workers are trained in working alone precautions so they can perform
their jobs in an healthy and safe manner

contact the workers at regular intervals appropriate to the hazards
associated with the work

provide an effective means of communication so workers working alone can
reach out in the event of an emergency
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Working alone

An effective communication system is a required control. Whether alone on a
night shift in a remote warehouse or at an isolated location, anyone working alone must be
able to contact their employer or someone capable of providing assistance in an emergency.

CRONe N

cell phone check-in panic alarm 2-way radios  personal emergency
schedule transmitter

The employer (or designate) must check in as appropriate. Since electronic
communication isn’t a viable option in all locations, the law accepts other methods of
contact, including physical visits to the worker.

An employer must, for any worker working alone, provide an effective
communication system consisting of

(a) radio communication,
(b) landline or cellular telephone communication, or

(c) some other effective means of electronic communication

that includes regular contact by the employer or designate at intervals appropriate
to the nature of the hazard associated with the worker’s work.

Occupational Health and Safety Code, Part 28, section 394(1)
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Working alone

How prepared are you/your workers? YES NO

Is there equipment in place to control hazards
(e.g. good lighting, limited public access)?

Do you have methods in place to control hazards
(e.g. have procedure and signage for limiting cash and [
valuables on site)?

Are workers informed of the hazards of working alone? 0o d
Are workers trained to work alone safely? [
!Do workers have an effective means of calling for help O 0O
in an emergency?

Is somebody assigned to check in with the worker? 0 O
Does the person assigned know how often to check in? O O

Note: Your answers above may be an indicator of how prepared you are to have workers working
alone. There are, of course, other questions you could ask.

Special provisions for retail fuel and convenience store workers

If a worker at a gas station, retail fueling outlet or convenience store is working
alone, the employer must provide a personal emergency transmitter monitored by
the employer or the employer’s designate. The personal emergency transmitter
must be with the worker at all times while they are working alone.

For more information on working alone requirements, please see the Additional
resources section.
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Know the law

Government of Alberta - Are students and volunteers workers?
ohs-pubstore.labour.alberta.ca/LI022

Government of Alberta - Completing a report on compliance after receiving an OHS order
ohs-pubstore.labour.alberta.ca/LI1052

Government of Alberta - OHS Act, Regulation and Code
alberta.ca/ohs-act-regulation-code.aspx

Government of Alberta - OHS administrative penalties
alberta.ca/ohs-administrative-penalties.aspx

Government of Alberta - OHS Farm and ranch
alberta.ca/farm-and-ranch-ohs.aspx

Government of Alberta — OHS violation tickets
alberta.ca/ohs-violation-tickets.aspx

Government of Alberta - Integrity in enforcement - Professionalism in the workplace
ohs-pubstore.labour.alberta.ca/BP034

Government of Alberta - Role and duties of government OHS officers
ohs-pubstore.labour.alberta.ca/LI046
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Health and safety committee/representative

Government of Alberta — Applying for a joint work site health and safety committee or
health and safety representative approval

ohs-pubstore.labour.alberta.ca/LI030-2

Government of Alberta — Joint work site health and safety committee/health and safety
representative manual
ohs-pubstore.labour.alberta.ca/EDU006

Government of Alberta - Health and safety committee/health and safety representative training
alberta.ca/health-safety-committee-representative-training.aspx

Government of Alberta — Health and safety committees and representatives
ohs-pubstore.labour.alberta.ca/LI060

Government of Alberta - Participation in health and safety for small business owners
and workers

ohs-pubstore.labour.alberta.ca/LI055

Heath and safety program

Government of Alberta - Do | need a health and safety program?
ohs-pubstore.labour.alberta.ca/LI036-1

Government of Alberta — Health and safety programs
ohs-pubstore.labour.alberta.ca/LI042

Hazard assessmentand control

Government of Alberta - Hazard assessment and control: a handbook for Alberta employers
and workers

ohs-pubstore.labour.alberta.ca/BP018

Canadian Centre for Occupational Health and Safety (CCOHS) - Hazard control
ccohs.ca/oshanswers/hsprograms/hazard_control.html

Canadian Centre for Occupational Health and Safety (CCOHS) - Job safety analysis
ccohs.ca/oshanswers/hsprograms/job-haz.html
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Emergency response plan

Government of Alberta - Emergency response planning: an occupational health and safety
tool kit for the hospitality industry
ohs-pubstore.labour.alberta.ca/BP030

Canadian Centre for Occupational Health and Safety (CCOHS) - Emergency planning
ccohs.ca/oshanswers/hsprograms/planning.html

Work site inspections

Government of Alberta — Joint work site health and safety committee/health and safety
representative manual - Inspection checklist template

ohs-pubstore.labour.alberta.ca/EDU006

Canadian Centre for Occupational Health and Safety (CCOHS) - Workplace inspections
ccohs.ca/oshanswers/prevention/effectiv.ntmi

Canadian Centre for Occupational Health and Safety (CCOHS) - Inspection checklists
ccohs.ca/oshanswers/hsprograms/list_gen.html

Incidents and injuries

Government of Alberta — Report mine or mine site incidents
alberta.ca/report-mine-or-mine-site-incidents.aspx

Government of Alberta - Reporting and investigating injuries and incidents
ohs-pubstore.labour.alberta.ca/L1016

Government of Alberta — Reporting and investigating potentially serious incidents
ohs-pubstore:labour.alberta.ca/LI016-1

First aid

Government of Alberta — Developing a first aid plan
ohs-pubstore.labour.alberta.ca/FA012

Government of Alberta - First aid training
alberta.ca/first-aid-training.aspx

Government of Alberta — Workplace first aid records
ohs-pubstore.labour.alberta.ca/FA009

Government of Alberta — Workplace first aiders and legal requirements
ohs-pubstore.labour.alberta.ca/FA011
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Harassment and violence

Government of Alberta — Harassment and violence in the workplace
ohs-pubstore.labour.alberta.ca/LI045

Government of Alberta - Workplace violence prevention plan: employer guide for retail fuel
and convenience stores

ohs-pubstore.labour.alberta.ca/BP031

WHMIS

Government of Alberta - WHMIS 2015 - Information for employers
ohs-pubstore.labour.alberta.ca/CH008

Government of Alberta - WHMIS 2015 - Information for workers
ohs-pubstore.labour.alberta.ca/CH007

Canada’s National WHMIS Portal
whmis.org

Working alone

Government of Alberta - OHS working alone requirements
ohs-pubstore.labour.alberta.ca/WA002

Government of Alberta - Employment standards tool kit for employers
alberta.ca/assets/documents/es-employer-toolkit-highrez.pdf

Government of Alberta - OHS education and resources
alberta.ca/ohs-education-resources.aspx

Workers’ Compensation Board - Alberta
wcb.ab.ca
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Occupational health and
safety legislati

On

This starter kit is current to January 2020. It references:
Occupational Health and Safety Act, SA 2017 cO-2.1 (current as of June 11, 2018)

Occupational Health and Safety Regulation, AR 62/2003 with amendments up to and including
AR 51/2018

Administrative Penalty (Occupational Health and Safety Act) Regulation; AR 165/2013

Occupational Health and Safety Code, AR 87/2009.with amendments up to and including
AR 213/2018 (current as of January 1, 2019)

Occupational Health and Safety Code Explanation Guide

The current occupational health and safety
legislation is available onthe website at:

l:l alberta.ca/ohs-act-regulation-code.aspx

ol

Official printed versions of the Occupational Health and Safety Act,
Regulations and Code Handbook, and the OHS Code Explanation Guide
may be purchased from Alberta Queen’s Printer:

qp-alberta.ca

Suite 700, Park Plaza Building
10611 - 98 Avenue NW
Edmonton, AB T5K 2P7
780-427-4952

780-452-0668

RedzDimEny N

qp@gov.ab.ca


https://www.alberta.ca/ohs-act-regulation-code.aspx
http://www.qp.alberta.ca

Contact us

Occupational Health and Safety Contact Centre

L=' Edmonton and surrounding area: 780-415-8690
“  Toll-free in Alberta: 1-866-415-8690

For the deaf or hard-of-hearing (TTY)

LE:’ In Edmonton: 780-427-9999
“  Toll-free in Alberta: 1-800-232-7215

Or connect with us online

D Website

—= alberta.ca/ohs

D Download PDF, order printed copies and provide feedback
—=—ohs-pubstore.labour.alberta.ca/BP035

ISBN 978-1-4601-4446-6 (Print)
ISBN 978-1-4601-4447-3 (PDF)
BP035

January 2020
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