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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, Regulation, and Code. Neither the Crown, nor its agents, employees, or contractors,
will 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 March 2024. 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.

Copyright and terms of use

This material, including copyright and marks under the Trademarks Act (Canada), is owned by the Government of Alberta and protected
by law.

This publication is issued under the Open Government Licence — Alberta. For details on the terms of this licence and commercial or non-
commercial use of any materials in this publication, visit open.alberta.ca/licence. Please note that the terms of this licence do not apply
to any third-party materials included in this publication.

Published by the Government of Alberta

© 2024 Government of Alberta
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About the starter kit

This starter kit is designed for small or medium employers at single-employer work sites.

It provides information and tools that can help you build an occupational health and safety
system from the ground up, or grow and improve your existing health and safety culture and
performance.

This starter kit also introduces some health and safety basics that apply to most industries.
Where applicable, specific provisions from occupational health and safety laws are presented
- but note that not all requirements under the Occupational Health and Safety Act,
Regulation and Code are included in this kit. To ensure you know all the requirements
that apply to you and your industry, consult the occupational health and safety laws directly.

How to use this starter kit

The document is divided into six tabbed sections.

Introduction begins with the concept of the internal responsibility system, which is the
foundation of health and safety law. This section also describes the general duties of
employers, supervisors and workers; the health and safety rights of workers; and the role and
authorities of Alberta Occupational Health and Safety officers.

Health and safety leadership gives some suggestions about how to demonstrate
commitment and build your workplace health and safety culture.

Worker participation introduces legal requirements to involve workers in health and safety.
Some of these apply regardless of the number of workers employed. Other requirements — for
health and safety committees, or health and safety representatives — apply when an employer
regularly employs specific numbers of workers: 20 or more, or five to 19 workers, respectively.

Health and safety program provides a high level overview of health and safety program
requirements. These apply to employers who regularly employ 20 or more workers.

Health and safety topics introduces fundamentals that are required at most work sites. As
we say above, other requirements may apply to your work site and industry — always consult
the occupational health and safety laws to know what applies to you and your work.

Examples, thinking points, templates and sample forms are provided throughout.

Additional resources are listed at the end of this starter kit.
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INtroduction

The internal responsibility system

Occupational health and safety legislation relies on the foundation of the internal responsibility
system. An internal responsibility system is a way of sharing responsibility for health and safety
between everyone in the workplace. Responsibility is shared according to each person’s legal
obligations, which are often based on that person’s authority and control at the work site.

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.
Individuals must do their part in ensuring health and safety at work, even when no one is looking.

Workplace health and safety is a team effort. For the system to work, everyone must know — and
do — what’s expected of them in their role.

Occupational health and safety starter kit
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Introduction

Introduction

General duties

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

Regulated work site parties are defined in the Occupational Health and Safety Act. They

000066

employers supervisors workers suppliers service providers
owners contracting prime temporary staffing
employers contractors agencies

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.

Part 1 of the Occupational Health and Safety Act sets out the general duties of each
regulated work site party. The next three pages of this starter kit introduce the general
duties of employers, supervisors and workers. But remember:

e All regulated parties have obligations under the occupational health and safety laws.

e |Legal obligations for work site parties are found throughout the act and Occupational
Health and Safety Code.

e ltis possible to fall under more than one work site party category. In this case, the
requirements related to each role apply to that person. For example, a supervisor is also
a worker, with the same rights and obligations as a worker.

Know what’s expected of you in your role or roles. And know what you have
the right to expect from others. Learn more in Guide to OHS: Employers, Guide to
OHS: Supervisors and Guide to OHS: Workers in Additional resources.

4 Occupational health and safety starter kit



Introduction

An employer is:
e A self-employed person.

e A person who employs or engages one or more workers, including workers from a
temporary staffing agency.

e A designated employer representative.

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

As an employer, your general duties are to ensure:

e Your workers are trained to perform their work in a healthy and safe manner.

e Only competent workers, or workers supervised by competent workers, carry out
dangerous work.

e Health and safety information — describing hazards, controls, work practices and
procedures — is readily available to workers and (if applicable) the health and safety
committee or representative, or a prime contractor.

e Occupational health and safety legislation is readily available at your site.

* You co-operate with any person exercising a duty under the occupational health and
safety laws.

Your general duties also include doing everything reasonably practicable to ensure:

¢ The health, safety and welfare of workers.

e The health and safety of other persons at or in the vicinity of the work site.

e Your workers know their rights and responsibilities under the occupational health and
safety legislation.

e Your workers are not subject to and don’t participate in workplace harassment or
violence.

e Your supervisors are competent and know occupational health and safety requirements
that apply to the work.

¢ The health and safety committee or representative — if either are required — comply with
their legislated requirements.

* You resolve health and safety concerns in a timely manner.

Occupational health and safety starter kit 5



Introduction

Supervisor

A supervisor is a person who has charge of a work site or authority over a worker.

Supervisors’ general duties are to:
e Protect the health and safety of workers under their supervision.

e Prevent workers under their supervision from participating in, or being subjected to,
workplace harassment and violence.

e Tell workers under their supervision about all known or possible hazards in the work area.

e Ensure workers under their supervision follow legislated occupational health and safety
responsibilities.

e Report health and safety concerns to the employer.

e Co-operate with any person exercising a duty under the occupational health and safety

laws.

Note that it is the authority of their position that defines a supervisor, not their job title — and
depending on the organization and type of work site, a supervisor may go by another name.
There are many examples; a few are charge nurse, director, foreman, lead hand, manager,

and team lead.
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Introduction

Worker

A worker is any person engaged in an occupation — even if they perform services
for an organization or employer without being paid, or are working from home for an
outside employer.

A person is not a worker under the Occupational Health and Safety Act if they are:

e A student engaged in their studies, without any payment.

¢ The owner, their family member or an unwaged person working on certain farming
and ranching operations.

e A person doing tasks for their own business, or personal work — such as household
chores or repairs — in, to or around their home.

Workers’ general duties are to:

Take reasonable care to protect their own and others’ health and safety.
Co-operate with their employer or supervisor for the purposes of health and safety.

Wear required personal protective equipment and use required health and safety
devices or equipment.

Refrain from causing or participating in harassment and violence.

Report concerns about unsafe or harmful work site acts or conditions to their employer
or supervisor.

Participate in health and safety training.

Co-operate with any person exercising a duty under the occupational health and safety
laws.

Workers must not perform work that may endanger themselves or others unless
they are either competent to do so or are working under the direct supervision
of a worker who is competent in that work.

The Occupational Health and Safety Act and specific provisions of the Occupational
Health and Safety Code apply to waged, non-family workers in a farm and ranch
operation. For more information, visit alberta.ca/farm-and-ranch-ohs.aspx.

As well, the act and certain provisions of the code apply to domestic workers. Read
more in the Domestic workers bulletin in Additional resources.

Occupational health and safety starter kit 7
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Introduction

The three fundamental health and
safety rights of workers

The Occupational Health and Safety Act gives workers specific rights:
¢ 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 workers engaged in the work of that employer are aware of their
rights and duties under this Act, the regulations and the OHS Code.

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




Introduction

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 health and safety committee or representative (as applicable) and workers.
Supervisors also play an important role in sharing information. This includes
carrying out their general duty to advise the workers they supervise about any known or
reasonably foreseeable hazards in their work area.

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.

3(4) Every employer shall keep readily available information related to work site
hazards, controls, work practices and procedures and provide that information to

(a) the joint health and safety committee, if there is one, or health and safety
representative, if there is one, at the work site,

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

3(5) 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 health and safety committee, if there is one, and
the health and safety representative, if there is one.

Occupational Health and Safety Act, Part 1, Section 3(4-5)

Occupational health and safety starter kit 9



Introduction

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 in hazard assessment and control, emergency
response planning, violence and harassment prevention, and developing and implementing
certain safe work practices.

Health and safety committees or representatives provide additional opportunities for
worker participation in health and safety. Refer to the Worker participation section to learn
more about these.

Workers must be able to express health and safety concerns without fear of disciplinary
action. Remember, reporting any health and safety concerns is both a right, and part of a
worker’s general duties under the Occupational Health and Safety Act.

No person shall take any disciplinary action against a worker by reason of that worker
acting in compliance with this Act, the regulations, the OHS Code or an order issued
under this Act.

Occupational Health and Safety Act, Part 3, Section 18

The right to refuse dangerous work

Workers have the right to refuse to do work they believe presents an undue hazard to their
health and safety or the health and safety of others at the work site.

Since workers must take reasonable care to protect the health and safety of themselves and
others at the work site, workers may have an obligation to refuse dangerous work.

An undue hazard is a serious and immediate threat to health and safety that the refusing
worker actually observes or experiences at their work site.

Section 17 of the Occupational Health and Safety Act describes the steps that employers and
workers must follow in the work refusal process. These steps are obligations for both
work site parties. Learn more in Right to refuse dangerous work in Additional resources.

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

1-866-415-8690 (toll-free in Alberta) | 780-415-8690 (in Edmonton and surrounding area)

10 Occupational health and safety starter kit




Introduction

The role of Alberta OHS officers

Alberta Occupational Health and Safety (OHS) is the part of the provincial government that
administers and enforces Alberta’s occupational health and safety laws.

OHS 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.

During an inspection, officers may:

e Enter a work site at any reasonable time.

e Require the production of any documents relating to health and safety. The officer can:

- Examine these, make copies or temporarily remove them to make copies.
- Use any of the employer’s devices or systems, if needed, to examine the documents.

e Require reasonable assistance, including access to electronic information.

e |nspect, seize or take samples of materials, products or equipment.
- This can include requiring dismantling or testing, if needed.
e Bring along specialized equipment and technical experts.

e Do tests and take photographs, measurements or recordings.
e Require demonstrations of how equipment or machinery works.

e |nterview and take statements from persons who have information related to the health
and safety of workers.

No person shall interfere with or in any manner hinder an officer or a police officer who is
exercising powers or performing duties or functions under this Act.

Occupational Health and Safety Act, Part 7, Section 37

In the course of carrying out their duties, OHS officers are expected to act according
to their published professional standards, Integrity in enforcement — Professionalism
in the workplace. These standards — as well as bulletins on the Role and duties of Alberta
OHS officers and What to expect in an OHS inspection — are listed in Additional resources.

Occupational health and safety starter kit 11



Introduction

Enforcing 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. Voluntary co-
operation with the law is in everyone’s best interest.

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

Alberta OHS officers can take a range of actions to enforce compliance with legislation.

Orders

Orders require work site parties to take measures that address health and safety concerns.

There are different types of orders:

e Compliance orders mandate work site parties to meet their legislated obligations, and
require measures and timelines for compliance.

e Stop use orders require certain work site parties to stop using personal protective
equipment, other equipment, harmful substances or explosives if they are unsafe or do
not comply with occupational health and safety laws.

e Stop work orders can be used if officers believe there is a danger to worker health
and safety. 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. An OHS officer may also
require any person to leave the work site if it is dangerous for that person to remain, and
order measures required to remove the danger or to protect any person from the danger.

OHS




Introduction

Tickets

Tickets deliver an on-the-spot consequence to employers, supervisors and workers who
are caught breaking specific provisions of the Occupational Health and Safety Code. Ticket
amounts range from $100 to $500 per violation. A 20 per cent victim surcharge is applied to
each ticket.

Occupational health and safety tickets use the same form as Alberta traffic tickets. The form
describes how to pay or contest the ticket, and gives a court date and location.

For more information, visit alberta.ca/ohs-violation-tickets.aspx.

Administrative penalties

Administrative penalties can be issued for contravening occupational health and safety
legislation. Administrative penalties can also be issued for failing to comply with an order,
acceptance, allowance or approval, or inter-jurisdictional recognition, or for making a false
statement or giving false or misleading information to an officer.

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

For more information, visit alberta.ca/ohs-administrative-penalties.aspx.

Prosecution

A work site party who breaks the rules of the Occupational Health and Safety Act or the
Occupational Health and Safety Code, or commits other offences listed in the act, can be
charged.

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 offence 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.

For more information, visit alberta.ca/ohs-investigations.aspx.

Occupational health and safety starter kit 13
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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 can include:
* |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.

e Lower operating costs.

In this section, let’s look at some ways that you, as an employer, can build or strengthen your
organization’s health and safety culture.

1 and safety sta




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. Actions always speak 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.

Here’s a quick self-check. Customize the questions to suit your organization, and then answer
them. The completed, customized checklist may be an indicator of your commitment to good
health and safety practices.

Do you have a health and safety policy? O O
Do you set health and safety goals, assign responsibilities O 0O
and hold people accountable for them?

Is your health and safety committee or health and safety representative O 0O

(as applicable) active and engaged?

Do you hold yourself accountable 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?

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

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

o| o |of o |ojgojojgo| o
o| o |of o |gjgojgo(go| o

Would your workers agree with all of your answers above?

16 Occupational health and safety



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

Employers should figure out the best and most effective ways to get health and safety
messages out and 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. For example, you may want to 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. Some examples are:

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

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

Promote consistency in health and safety goals and messaging by working with your health
and safety committee or representative, if applicable.

Occupational health and safety 17



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. It outlines
the measures that are in place to maintain health and safety, and it’s a critical step in
demonstrating management’s commitment.

As a best practice, a health and safety policy should include:
¢ The employer’s commitment to health and safety.
e The organization’s health and safety goals.

e The responsibilities of all work site parties.

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

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

18 Occupational health and safety



(sample)

This is one example of a health and safety policy. It you choose to use this sample
policy, make sure you customize it to your work and work site.

Employer name:

Company health and safety policy

<employer name> is committed to a health and safety program that protects and
maintains the health and safety of workers at our work sites. This company is also
committed to protecting and maintaining the health and safety of others in our
workplace, including contractors that we engage, other workers at the work site, and
the general public.

The employer, supervisors and workers at <employer name> are responsible and
accountable for the company’s health and safety performance. Active participation by
everyone, every day is necessary for the health and safety excellence that we expect.

At <employer name>, our goal is a healthy, injury-free workplace. By working together, we
can achieve this goal.

The employer will ensure:

e The health, safety and welfare of workers at the work sites.

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

e Workers are aware of their occupational health and safety rights and duties.

e Workers are not subjected to, and don’t participate in, workplace harassment or
violence.

e  Supervisors are competent, and familiar with occupational health and safety laws.
e \Workers have the training they need to work in a healthy and safe manner.

e Dangerous work is only carried out by a competent worker, or a worker who is
working under direct supervision of a competent worker.

e The health and safety committee complies with their legislated requirements.
e Health and safety concerns are resolved in a timely manner.

e Information related to work site hazards, controls, work practices and procedures is
readily available to workers, the health and safety committee and the prime contractor.

e Current occupational health and safety legislation is readily available to workers and
the health and safety committee.

Occupational health and safety 19



Supervisors will:

e Take all precautions necessary to protect the health and safety of every worker under their
supervision, and ensure that those workers:

- Follow procedures and measures required by occupational health and safety legislation.
- Are not subjected to and don’t participate in workplace harassment or violence.

e Advise every worker they supervise about all known or reasonably foreseeable hazards to
health and safety in their work area.

* Report health and safety concerns to the employer.
Workers will:
e Protect their own health and safety, as well as that of other people at or near the work site.

e Co-operate with their supervisors and employer to protect their own and others’ health
and safety.

e Use all devices and wear all personal protective equipment required by the employer or the
Occupational Health and Safety Act or Code.

e Refrain from causing or participating in workplace harassment or violence.
e Report health and safety concerns to the employer or supervisor.
e Participate in any training provided by the employer.

e Not perform work that may endanger themselves or others, unless they are competent to
do so or directly supervised by a worker who is competent to perform the work.

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 or Code.

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

Other parties (for example, contractors, suppliers, or service providers) are expected to
comply with the Occupational Health and Safety Act and Code, and our policies, while at our work
site. <employer name> will address any health and safety issues relating to another party on site.

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

Signed: <signed by the highest level of management> 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. Neither the Crown, nor its agents, employees, or contractors, will be
liable to you for any damages, direct or indirect, arising out of your use of this form.

20 Occupational health and safety



Worker
participation

Worker involvement is required

Employers of any size must provide opportunities for worker participation. Some requirements
to involve affected workers apply regardless of the number of workers you employ.

As well, depending on the total number of workers you regularly employ, your organization
may be required to have a health and safety committee or representative.

The requirements to involve affected workers, and for health and safety committees and
representatives, are introduced in this section.

Note that if you’re not required to do so, you can still put a health and safety committee or
representative in place — and if you choose to do so, your organization can establish its own
processes and rules. The rules about health and safety committees and representatives only
apply when those are required under the occupational health and safety legislation.

A voluntary health and safety committee can exist alongside, but can’t
replace, a required health and safety representative (unless the committee follows
legal requirements per Section 14(6) of the Occupational Health and Safety Act).

’
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Worker participation

Involving affected workers

A number of provisions in the Occupational Health and Safety Code require
employers to involve affected workers in certain specific activities. These
requirements apply regardless of the number of workers you employ.

Some requirements to involve affected workers — such as the examples below —
apply broadly, no matter the type of work site, work activities or industry. Other
provisions in the code that require worker involvement are more specific. As always,
make sure you know the requirements that apply to your work site, work activities
and industry.

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)

An employer must involve affected workers in establishing the emergency response plan.

Occupational Health and Safety Code, Part 7, Section 115(2)

Worker participation

The employer must develop and implement the violence prevention plan in consultation
with ... affected workers, if the employer is not required to establish a committee or
designate a representative.

Occupational Health and Safety Code, Part 27, Section 390(2)(b)

The employer must develop and implement the harassment prevention plan in
consultation with ... affected workers, if the employer is not required to establish a
committee or designate a representative.

Occupational Health and Safety Code, Part 27, Section 390.4(2)(b)

Read more in Participation in health and safety for small business owners and
workers in Additional resources.
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Worker participation

Health and safety committees
and representatives

Threshold requirements for committees and representatives are as follows:

o 2@ 22338

An employer with An employer with An employer with
1 - 4 regularly 5 - 19 regularly 20 or more regularly
employed workers employed workers employed workers
has no legal requirement must have a must have a
for a health and safety health and safety health and safety
committee or representative. representative. committee.

The Occupational Health and Safety Regulation states that for the purpose of determining
if a health and safety committee or representative is required, unwaged workers
(volunteers) are not included in the count of regularly employed workers.

Volunteers are workers with the same rights and protections under occupational health and
safety legislation. Although they don’t count as regularly employed when determining if a
health and safety committee or representative is required, volunteers can still serve as
a health and safety committee member or as a health and safety representative.

Note that under the Occupational Health and Safety Act, an Alberta OHS director can order
a health and safety committee or representative at any work site.

As well, health and safety committee and representative requirements may apply on work
sites with multiple employers. Read Health and safety committees and representatives in
Additional resources to learn more.
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Where do | find health and safety
committee or representative rules?

Part 2 of the act, Part 13 of the code

The basic rules for health and safety committees and representatives are in Part 2 of the
Occupational Health and Safety Act. Part 13 of the Occupational Health and Safety Code
gives further direction.

Requirements from Part 2 of the act and Part 13 of the code are summarized in the next
pages. But as always, make sure you consult the laws directly to know all the rules that
apply to you.

Other provisions in the act

As described on page 5, several of your general duties as an employer involve the health
and safety committee or representative (if your organization is required to have one). There
are also right to refuse dangerous work and incident investigation requirements that involve
health and safety committees or representatives. Refer to page 10 to read about work
refusals; and to page 79 to learn about incident reporting and investigation.

Other provisions in the code

Provisions of the Occupational Health and Safety Code — outside of Part 13 - that
involve health and safety committees and representatives are:

e Section 22(3) requires employers to inform the health and safety committee or
representative about worker overexposures in writing.

e Sections 390(2), 390.4(2) and 390.7 set out requirements that involve health and safety
committee or representative in developing, implementing, and reviewing violence and
harassment prevention plans.

e Section 397(2) requires health and safety committee or representative involvement in
developing and implementing certain procedures related to hazardous products.

e Sections 407 and 411(1) ensure health and safety committee or representatives have
access to safety data sheets and, in the case of an employer who manufactures a
hazardous product, toxicological data.
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Health and safety representative

A health and safety representative is an individual worker who works with the employer
to address health and safety concerns. The role is to advise and assist. A health and
safety representative does not assume or replace managerial responsibilities for health
and safety in the workplace.

Under the Occupational Health and Safety Act, employers designate a health and safety
representative. The health and safety representative must be a worker - not
someone in a supervisory or management position, or a contracted service provider.

There are different ways to select a health and safety representative. Here are some
examples:

e Invite workers to consider taking on the role.
e 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.

Employers must consult with unions representing their workers before putting a
required health and safety representative in place.

Workers and other parties at the work site need to be able to contact their health and
safety representative with any concerns or questions. The employer must post how
to contact the health and safety representative at all applicable work sites
(or share that information by a different method, if the health and safety representative
agrees). Employers must keep a record of the health and safety representative’s name
and contact information.

Health and safety representatives can call special meetings with an employer to deal
with health and safety concerns at the work site.

OHS officers may ask the health and safety representative to accompany them on
inspections.

A health and safety representative takes on all the core duties of a health and safety
committee (with necessary modifications).
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Health and safety committee

The core duties of a health and safety committee are set out in Section 13(6) of the
Occupational Health and Safety Act. These are:

e The receipt, consideration and disposition of worker health and safety concerns.
e Participating in the employer’s hazard assessment process.

e Making recommendations about worker health and safety to the employer.

* Reviewing the employer’s work site inspection records.

Employers must consult with unions representing their workers before putting a
required health and safety committee in place.

Workers and other parties at the work site must be able to contact their health and
safety committee with any concerns or questions. The employer must post how
to contact the health and safety committee at all applicable work sites
(or share by a different method, if the committee agrees). Employers must also keep a
record of committee member names and contact information.

OHS officers may ask health and safety committee members or their designate to
accompany them on inspections.

Committee structure

The health and safety committee must have worker and employer members. The
employer decides how many worker members the committee needs, and sets a reasonable
time frame for them to be selected.

e The number of worker members must fairly represent both unionized and non-unionized
workers.

* There also must be the right number and type of worker members to address relevant
health and safety concerns.

¢ There can’t be more employer members than worker members.

Workers select the worker members. The employer selects employer members.
e Applicable unions select committee members to represent unionized workers.

e Non-unionized workers select their own committee members.

e |f worker members aren’t selected by the union or non-unionized workers within the set
time, the employer must select those worker members.

The committee must have two co-chairs. Employer members select one co-chair, and
worker members select the other co-chair.
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Terms of Reference

A health and safety committee must establish terms of reference to support the effective
operation of the committee.

Section 197 of the Occupational Health and Safety Code says that the terms of reference
must include:

e The term of office for committee members.
e How often the committee meets and how it keeps records.

e  Processes for:

- Selecting co-chairs.

- Selecting worker members that represent the employer’s workers.

- Conducting meetings.

- Forwarding health and safety concerns to the employer.

- Replacing a member during their term of office.

- Resolving disputes, if the members can’t agree on a recommendation to the
employer.

- Addressing circumstances where members are not carrying out their duties.

These are minimum requirements only. Health and safety committees can include
other processes or requirements in their terms of reference as needed to carry out their role
and duties. The terms of reference template provided at the end of this section gives some
examples.

Meeting requirements

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

A health and safety committee must hold a special meeting if asked to do so by an Alberta
OHS officer.

Employers must keep a copy of special health and safety committee meeting minutes called
by an OHS officer for two years, and must make them readily available for inspection by
committee members or an OHS officer.
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Training
Under the Occupational Health and Safety Code, employers must train health and safety

committee members or health and safety representatives. The training must include:

e The roles and responsibilities of co-chairs, committee members, and health and safety
representatives.

e Work site party obligations.
e Workers’ rights under the Occupational Health and Safety Act.

Where applicable, farm and ranch employers of waged, non-family workers only have to
train health and safety committee co-chairs or health and safety representatives — not
all committee members. For more information read Section 1.1(5) of the Occupational
Health and Safety Code.

This is work time

Workers who are health and safety committee members and representatives are considered
to be at work when they are performing their duties or attending training related to those
duties.

The Occupational Health and Safety Act stipulates that health and safety committees and
representatives must hold their meetings and carry out their duties during normal working
hours.

Compensation for committee/representative work would be determined by employment
standards law, individual employment contracts, or collective agreements.

To learn about Alberta employment standards, download the Employment standards tool
kit for employers available at alberta.ca/employment-standards-publications.aspx.

Address concerns together

The employer must work with the health and safety committee or 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 parties cannot resolve a problem, any one of them may contact the Alberta OHS
Contact Centre. The matter will then be referred to an OHS officer.
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Health and safety committee
terms of reference (sample)

This is one example of a health and safety committee terms of reference. If you choose to
use this sample terms of reference, make sure you customize it to your work
and work site.

Introduction

The <employer name> Health and Safety Committee has adopted these terms of reference to
guide its operations in alignment with the Occupational Health and Safety Act, Regulation and
Code.

The committee hereby confirms that any appointments made prior to the date that these
terms of reference are approved and effective, are valid, and made in compliance with
occupational health and safety laws.

These terms of reference do not include employer responsibilities related to health and safety
committee functioning, including those set out in the act, regulation and code.

Committee membership

Members

Members are selected in compliance with Sections 13(4) and 13(5) of the Occupational Health
and Safety Act and Section 196.1 of the Occupational Health and Safety Code.

e As determined by <employer name>, a total of <number> workers members are needed
to equitably represent the workers and address relevant health and safety concerns:

- <number> bargaining unit members from <union name>.
- <number> representing non-union workers.

e Worker members cannot be management or persons associated with management of the
work. All committee members must be directly employed by <employer name>.

e Bargaining unit members are selected using the following process set by <union name>:
- <insert process steps>.
e The committee has set the following processes for selecting non-union worker members:

- <insert process steps that ensure non-union workers select their representatives, for
example: nomination process; voting by non-union workers>.

- <include applicable decision processes, for example: how to choose from multiple
nominees; how to resolve tie votes>.

- The initial worker members must be selected by the processes above within
<reasonable time frame set by the employer>.
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e Vacancies must be filled within <enter number of days> from the day that the vacancy
occurs.

e The committee will include <number not greater than the number of worker members>
employer members to represent the employer.

- <employer name> choses the employer members.
- <other requirements, for example: employer members are selected from
management or persons associated with management of the work>.

Co-chairs

In compliance with Section 196.2 of the Occupational Health and Safety Code:

e The committee will have two co-chairs: one representing workers; the other
representing the employer.

e The employer co-chair is selected by the employer’s representatives on the committee
according to the following process:

- <insert process steps >.
- <include applicable decision processes>.

e The worker co-chair is selected by the worker’s representatives on the committee
according to the following process:

- <insert process steps>.
- <include applicable decision processes>.

Secretary

e The secretary is selected by the committee members according to the following process:
- <insert process steps>.

- <include applicable decision processes>.

Non-voting, ex-officio members, guests

e Non-voting members include:

- <list applicable individuals, for example: a representative from a specific business area
to act as an expert resource to the committee; the secretary (if they are not selected
from the committee membership); the employer’s health and safety advisor>.

e Non-voting, ex-official members are permitted to attend all meetings of the committee.
e Guests are permitted to attend meetings with the prior agreement of the committee.

* Any Alberta OHS officer has the right to attend any committee meeting as an observer.

Committee responsibilities

The committee must carry out duties required by or implicit in Sections 13(6), 17(5), 17(12)
and 33(6)(d) of the Occupational Health and Safety Act, and provisions of the code.
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e Participate in the hazard assessment process set by <employer name>.

e Review <employer name> health and safety records including:

Work site inspection documentation.

Incident investigation reports received under Section 33 of the act.
Dangerous work refusal reports received under Section 17 of the act.
Worker overexposures received under Section 22(3) of the code.

e Ensure receipt of worker concerns as follows:

- <insert all process steps set out by the committee, for example: concerns received
via anonymous feedback box kept in the staff room at each work site; concerns
received by email to the committee email address; concerns received through the
employer’s dangerous work refusal notifications>.

e Consider health and safety concerns, including those:

- Received from workers.
- Raised by committee members.
- ldentified through review of <employer name> health and safety records.

e Make recommendations on any health and safety concerns using the process described
in “Forwarding concerns and recommendations”.

e Participate in developing, implementing and reviewing <employer name> violence and
harassment prevention plans.

e Participate in developing and implementing certain procedures related to hazardous
products (WHMIS).

e Maintain the confidentiality of information provided to the committee in relation to a
health and safety incident, dangerous work refusal or any other matter deemed to be
confidential by the committee or the employer, unless authorized by the employer or
required under law.

The committee will review these terms of reference at least <frequency, for example, once per
year>.
Co-chairs

In addition to duties described elsewhere in the terms of reference, the co-chairs work
with members to achieve consensus regarding concerns and recommendations. This may
involve acting as a moderator during, or encouraging member participation in, committee
discussions.

Secretary

In addition to duties described elsewhere in these terms of reference, the secretary <insert
additional duties, for example, arranges for meeting space>.
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Meeting framework

Frequency and scheduling

e Committee meetings will be scheduled:

- <insert meeting frequency>.
- <insert procedure set by committee, for example: providing committee members two
weeks’ notice of time and place of meeting>.

e In compliance with Section 13(7) of the Occupational Health and Safety Act, committee
meetings will be held during normal working hours.

e In compliance with Section 198(1) of the Occupational Health and Safety Code, the
committee will hold a special meeting if required to do so by an Alberta OHS officer.

Agenda

e The secretary will request agenda items from the members at least <number> days
before the meeting.

e The secretary will prepare, and the co-chairs approve, a meeting agenda at least
<number> days before the meeting.

e The secretary will distribute the agenda to members at least <number> days before the
meeting.

Conducting meetings

The co-chairs lead meetings according to the following processes:
e The co-chairs will alternate leading meetings.

e <insert additional process or references, for example: the co-chair leading the meeting
will begin by reading the agenda; committee members can request additions to the
agenda; the committee will decide whether to accept additions; the committee will follow
the agenda items in order; the committee will follow specific point of order rules>.

e The co-chair leading the meeting will put any appropriate items to the committee for a vote.

Quorum
e To carry out valid business, the committee will meet quorum requirements set out in
Section 199 of the Occupational Health and Safety Code:

- At least half the committee members must be present.
- Both worker and employer members must be present.
- At least half of the members present are worker members.
e Additionally, the committee has set the following quorum requirements:

- <insert additional applicable requirements, for example: a certain number of
bargaining unit members must be present>.

32 Occupational health and safety starter kit



Worker participation

Voting
Committee votes will be held according to the following process:

e <describe process, for example: consensus; majority vote>.

Meeting records

e The secretary records committee meetings through the following process:
- <describe process selected by the committee, for example: recording; written notes>.

e The secretary prepares and distributes the records to all committee members through the
process:

- No more than <number> days after the meeting.

- Committee members can provide the secretary with corrections within <number>
days of receipt.

- Secretary will make any necessary corrections and redistribute within <number> days.

e The secretary may, with the permission of the committee, distribute the records to the
following parties:

- <list who else can receive the records, for example: employer; union; general
workers>.

e The secretary maintains committee meeting records according to the following process:

- Records are kept <where and in what form, for example: in secure network drive,
notes in secure file cabinet>.

- Records are retained for <number> years.

- Records are accessible by the following parties: <list>.

Forwarding concerns and recommendations

® The co-chair who leads a meeting will forward the committee’s health and safety
concerns or recommendations to the employer within <number> days or another period
specified by the committee, if applicable.

e The co-chair will forward the concerns or recommendations according to the following
process:

- <insert process steps, for example: who will receive the concern or recommendation;
how a concern or recommendation is followed up if needed; how employer’s
response is communicated back to the committee>

Term of office

e The committee has set each member’s term in office at <insert number> years.

e <include any additional rules the committee has set related to term of office, for
example: number of terms an individual can serve consecutively; number of terms an
individual can serve in total>.
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Replacing members during terms of office

e The committee may remove a member from the committee, if the committee determines
that the member has done any of the following:

- <describe reasons why a member would be removed from office, for example: not
fulfilling duties; conflict of interest; disruptive behaviour at meetings; any other reason
that could compromise the reputation or functioning of the committee>.

e Removal of a committee member will be carried out according to the following process:

- <describe removal steps here, for example: a two-thirds vote to remove by the
committee>.

e |f a member cannot complete their term in office or is removed from the committee,
a new member will be selected following the processes specified in “Committee
membership”.

Dispute resolution process

e When an item is not settled through the voting process described in “Meeting
framework”, the co-chair who is leading the meeting will make all efforts to resolve the
issue.

e Committee members will work together collaboratively and respectfully, to best resolve
issues and reach consensus.

e |f the issue cannot be resolved, the co-chair will forward the concerns of the committee,
including the points of disagreement, to the employer. The co-chair will follow the
process described in “Forwarding concerns and recommendations”.

Terms of reference approval
and effective date

We, the co-chairs of the committee, confirm that these terms of reference
have been passed by the committee.

Employer co-chair Worker co-chair

Print name Print name

Signature Signature

Date 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. Neither the Crown, nor its agents, employees, or contractors, will be
liable to you for any damages, direct or indirect, arising out of your use of this form.
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—ealth and safety
program

A safe and healthy work site doesn’t just happen. It’s the result of planning and team
effort, where everyone chips in to do their part.

A health and safety program is a co-ordinated system of procedures, processes and other
measures that is designed to promote continuous improvement in occupational health and
safety. When an employer is required to establish a health and safety program (see below), the
employer and their workers must follow the program.

Requirement to establish
a health and safety program

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

An employer who regularly employs 20 or more workers or on the direction of a Director
shall, subject to the OHS Code, establish and implement a health and safety program.

Occupational Health and Safety Act, Part 2, Section 16

Volunteers count as regularly employed workers for the purpose of establishing
and implementing a health and safety program.

weiboud A1ojes pue yyesH
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Health and safety program

Program elements

An effective health and safety program is tailored to an organization’s needs and
circumstances. Because of this, Alberta’s occupational health and safety laws do not specify
mandatory program elements. Employers have flexibility to develop programs that best suit
their workplace.

Health and safety programs should include basic health and safety topics that
meet or exceed applicable legal requirements. Program elements such as hazard
assessment and control, emergency response planning, inspections, orientation and training,
incident reporting and investigation, first aid, and harassment and violence prevention will
apply to virtually all work sites, no matter the number of workers, nature of work or type of
industry.

Depending on your work site, your health and safety program may also include other
elements, such procedures for working alone, or handling and storing hazardous materials.

As well, a good health and safety program includes elements that demonstrate leadership and
commitment, and ensure the program stays current and continuously improves.

|
/
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Health and safety program

Program administration

Your health and safety program needs ongoing attention.

Workplaces have a lot of moving parts:
e People change.

e Materials/equipment gets updated.
® 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.
Discovering new risks associated with existing conditions can also signal the need to update
your program.

A health and safety program has to be maintained — and updated — to ensure it continues to
be effective. Maintenance can include:

e Reviewing the program at regular intervals, or when there is a change in circumstances
at the work site that creates or could create hazards for workers.

e Having systems in place for two-way communication between management, workers,
and the health and safety committee or representative (if there is one).

¢ Analyzing statistics and records regularly to identify trends and potential system
improvements.

e Developing health and safety action plans that include follow-up on identified issues.

e Communicating system evaluation and action plan results to workers.
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—ealth and safety
topics

This section discusses some key health and safety topics, with a focus on legal requirements:

e Hazard assessment and control.

e Emergency response planning.

e Work site inspections.

e Competency and training.

e Incident reporting and investigating.

e First aid.

e Harassment and violence prevention.

e Obligations to others on site.

e Workplace Hazardous Materials Information System (WHMIS).
e Working alone.

The nature of your operations determines whether the requirements related to WHMIS and
working alone apply to you. However, the requirements related to the rest of the topics apply
broadly to all work sites.

Consider your specific operations and make sure you meet all applicable health and
safety requirements.
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Hazard assessment
and control

Every work site 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:

Left uncontrolled,
any one of these
hazards has

the potential
to impact

a person’s
quality of life
in some way for
some time:

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:

0@

manual slip, trip working workplace hazardous
materials and fall alone harassment chemicals
handling hazards

back injury broken arm medical absenteeism chemical
emergency burn

. @ @
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 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 who are present at a work site.
This is a foundational health and safety responsibility in every workplace,
and is a central element in any health and safety system.

Hazard assessments identify existing or potential problems and determine where to
focus resources for ensuring health and safety.

Employers are required by law to do hazard assessments.

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 approach is necessary

If you have a health and safety committee or representative, they must be involved in
the hazard assessment. You also must involve any affected workers. Different people
have different ways of seeing things, and workers are the individuals doing the work;
that puts them in a position to provide insight.

The duties of a joint health and safety committee include ... participation in the
employer’s hazard assessment;

Occupational Health and Safety Act, Part 2, Section 13(6)(b)

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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An orderly approach is needed

You must identify any existing and potential hazards and then eliminate or control
them. The way to do this systematically is through a formal hazard assessment. The
basic steps are below. You will likely want to tailor the process to your organization’s
specific needs.

Here are the basic steps for conducting a hazard assessment:
Figure out what people do.

List all work tasks or activities for each job.

Identify all health and safety hazards related to each task or activity.

Find ways to eliminate or control the hazards.

Implement the selected controls.

Communicate the hazards and follow the controls.

Monitor effectiveness of controls.

o][~][e][a][=][][®][+]

Review and revise the hazard assessment.

To get you started, you’ll find a template on page 52. Make sure to customize the
template to your specific work environment. The sample forms on pages 53-56
can give you some ideas about how to do this.

For more on how to carry out the steps in a formal hazard assessment, see Hazard
assessment and control — a handbook for Alberta employers and workers in Additional
resources.

Keep a written record

You must document both the results of the hazard assessment and what you have
done to either eliminate or control the hazards that were 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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Communicate the results

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

The written hazard assessment and control report mentioned on the previous page
is an important part of making sure workers know the hazards associated with their
work. The report must be readily available for reference at the work site.

Every employer shall keep readily available information related to work site
hazards, controls, work practices and procedures and provide that information
to:

(a) the joint health and safety committee, if there is one, or health and safety
representative, if there is one, at the work site,

(b) the workers, and

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

Occupational Health and Safety Act, Part 1, Section 3(4)

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 assessments
need to be repeated

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

Whenever changes occur at a work site (for example, new tasks are 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.

© 06

poor lighting slippery surfaces extreme introduction of
temperatures new equipment

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.

Even if nothing has changed, hazard assessments must be periodically
repeated to prevent the development of unsafe and unhealthy working conditions.

An employer must ensure that the hazard assessment is repeated

(@) at reasonably practicable intervals to prevent the development of unsafe and
unhealthy working conditions,

when a new work process is introduced,

OGS

when a work process or operation changes, or

before the construction of significant additions or alterations to a work site.

©

Occupational Health and Safety Code, Part 2, Section 7(4)
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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 both health and
safety hazards

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

0O

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 hazard is usually immediate:

060

falling objects slippery surfaces sharp equipment icy roads

Left uncontrolled, 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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Look beyond the obvious

Workplace hazards can be grouped into four main categories: physical hazards,
chemical hazards, biological hazards, and psychosocial hazards. Here are some
examples of each category:

Physical hazards

® 0

el

slippery/ repetitive lifting extreme working around
uneven surfaces motions heavy loads temperatures moving equipment
0 @
vibration noise working at poor lighting working around
heights vehicles

Chemical hazards

0000

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

©Q0O®O6

viruses mould bacteria body fluids

O

sewage allergens animal/pet waste

Psychosocial hazards

it

harassment stress fatigue

O

shiftwork working alone violence

A task or job activity can have multiple hazards. These can be from
different hazard categories.
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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

(@) eliminate the hazard, 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. They must be implemented

in the order in which they are presented below.

Hazard controls

Most effective

Elimination

Remove the
hazard if

reasonably
practicable. Engineering Administrative

controls controls

Isolate people Change the way
from the hazard. people work.

If a hazard cannot be eliminated or controlled using a single control method, the
employer can use a combination of engineering controls, administrative

controls and
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Hazard assessment and control

Your hazard assessment and control report must include all identified
hazards, as well as all controls that you have in place to protect workers
from those hazards. The following are examples of the types of controls.

Engineering controls

Next to eliminating a hazard, controlling it at the source is the most effective means of
preventing illness or injury to workers.

®0 06

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

Administrative controls

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

0O® G0

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

Personal protective equipment

Personal protective equipment 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.

QOO

wear approved wear safety wear respirators wear protective wear reflective
footwear glasses gloves vests
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Personal protective equipment can only be effective if workers use it
properly. The basic obligation to ensure workers use required personal protective
equipment is shared between employers, supervisors and workers. Directions
about proper selection and use are in Part 18 of the Occupational Health
and Safety Code.

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

Occupational Health and Safety Act, Part 1, Section 5(1)(c)

If a worker is required under the Act, the regulations or this Code to use or wear
specific equipment or personal protective equipment, the employer and supervisor
must ensure that the worker uses or wears the equipment or personal protective
equipment at the work site.

Occupational Health and Safety Code, Part 1, Section 3.2

Your hazard assessment may reveal many hazards, all of which must be addressed.

It may not be realistic to address them all immediately. Prioritize the hazards you’ve
identified, and address those that pose the greatest risk right away. Make sure you
introduce interim controls for any hazards that may have to wait for more
permanent solutions.
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Hazard assessment and control report (template)

This is one example of a hazard assessment and control report template. If you choose to use this template, make sure

you customize it to your work and work site.

Job/position/work type: Date of
assessment:

Assessment performed by: (names) Reviewed/
revised:

Task Hazard

(List all tasks/activities of (List all existing and

the job/position.) potential health and
safety hazards related to
the identified tasks.)

Controls

(List the controls for each hazard: elimination, engineering,
administrative, personal protective equipment or a combination thereof.)

Elimination:
Engineering:

Administrative:

PPE:

Date
implemented

Elimination:
Engineering:

Administrative:

PPE:

Elimination:
Engineering:

Administrative:

PPE:

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. Neither the Crown, nor its agents, employees, or contractors, will

be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Hazard assessment and control report (sample #1)

Job/position/work type:

Volunteey canvassey

Date of
assessment:

Jantavy 3, 2027

Assessment performed by:
Hana Favk, Mgr Operations; fndreas Gataki, olunteet Coordinator; Kate Burdett, fdmin. esistant; Manny Bridges, teoktn and Safety, Committes

member
Task

(List all tasks/activities
of the job/position.)

Driving fo/Arom voute

Hazard

(List all existing and
potential health and
safety hazards related
to the identified tasks.)

faverse weather conditions

Controls

(List the controls for each hazard: elimination, engineering,
administrative, personal protective equipment or a combination
thereof.)

Bliminattion: Fostpone fo avoid snow storme and other extreme weather
Eng: Contirm vekicle maintenance; wiget £luid and winter tires

frnin: Schedule campaign €or lafe spving; consult oad vepor follow
organization's safe work practioes on Journey Managewent

Reviewed/
revised:

Date
implemented

December 4, 2022

Canvaesing door-to-door

Slippery surfaces

framin: Volunteete oientation fiwaining (video) and policy o veinforoe tie se of
sidewalks and handvoils wiere avoilable

PPE: Weatr non-clip footwear

December 2, 2022

Robbery

fmin: Credit covd payment enobled to Yeauce cash donations; divection to
suirrendey cash in the event of robbeys money envelope 1o disoretelly store cash
donations

Novewmber 4 2022

fngy vesidents

fedmin: Clear identitioation of volunteer vole and organization; olioy o avoid
knocking on doors with "No Soliciting” signage; polioy to vefrain£rom entering
homes; canvassers should always be visibie £rom voadway

Novewber 27, 2022

Working alone

Blimination: Reouire canvassexs o go out in pairs

fdwin: Conirm working £ully, crarged cell pnone betore stavt of shift and emer-
genoy contact cell plone numbers

PYE: Personal seculrity olarm

December 4, 2022

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. Neither the Crown, nor its agents, employees, or contractors,

will be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Hazard assessment and control report (sample #2)

Job/position/work type:

fdministration/of€ioe work

Date of
assessment:

October %, 2022

Assessment performed by:
Claive Miletr, Branch Managere; Jabbar fkram, St focountant; Jorge fcosta, Engineer/teatth and Safety, Representative

Task
(List all tasks/activities
of the job/position.)

Hazard

(List all existing and
potential health and
safety hazards related
to the identified tasks.)

Controls

(List the controls for each hazard: elimination, engineering,
administrative, personal protective equipment or a combination
thereof.)

Reviewed/
revised:

Date
implemented

Oyerating G Extended periods of sitting Eng: Ergonomic set-Up of workstation September 21, 2022
(qeneral computer focks) fedmin: Toks wicko-reaks 10 get up and stietch
Glaire £rom monitor Eng: fnti-glire coreens or monitors fipril 14, 2022
Phatocopying, €axing, Repetitive motion fiamin: Take brreoks oc necessary Febrruatry 2|, 2022
stapling, hole punching
Refilling toners Contact with chewiols/ fidmin: Place toner lid-€rom new cartiidge on the old calrtridge fo prevent expo- Mairch , 2022
foner suirg; WHMIS training
PPE: Uee nitrile gloves
Filing Awkward positions fidmin: Use stool; Take breaks 1o stistoh it reouived Febrruatry 2|, 2022
Stiruck by/cruched Eng: Cabinet engineeied to not ollow move than one drawe' 1o be open at o time May 2, 2022
(prevent tipping)
fedmin: Ensure cabinets ae loaded €vom the bottom up
Oyerating paper shiredder L-oose clothing o Eng: o chut-0£€ switch/emeirgenoy shirt off February 21, 2022
Jowelery could b catigit fetmin: Encue loose clothing, ewelley, long hair is tuoked in before operating
In ehveddet operiing shicedderr; shired on a dierent day

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. Neither the Crown, nor its agents, employees, or contractors, will

be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Hazard assessment and control report (sample #3)

Job/position/work type: Date of

Gog station attendant assessment:
May I, 2022

Assessment performed by): Reviewed/

Drago Jankovic, Owner; Dreake Wide, ftfendant; Trey Liu, fritendant/teoktn ond Sofety Representative revised:

Task
(List all tasks/activities
of the job/position.)

Cochiey

Hazard

(List all existing and
potential health and
safety hazards related
to the identified tasks.)

Rabbery

Controls

(List the controls for each hazard: elimination, engineering,
administrative, personal protective equipment or a combination
thereof.)

Eng: Prycical barrier (Kosk) with limited public acoess; time look safe on site inside
Kiosk; anic button instolled; maintain good visiility ito and out of the work: site;
video surveilance eouipment installed and maintained

fidmin: Fost cignage with max. cach on site message; workey teaining in cafe cach
handling, procedures; limit the oquantity, of valuable items (6., lotto tiokets, cach)

present

Date
implemented

fpril 29, 2022

Working alone

fidmin: Workex taining in working alone procedures; clear sight lines; af ey hours
cheok-in sohedule

PYE: Personal emergency transmitter

fopell 2, 2022

Washroom moirttenance

Exposire To cheniools/
bio hazards

Eng: Sharps confainers

fedwmin: WHMIS taining; safe work procedures (6.9, sharps safe handing prooe-
dures)

PYE: Dicposable gloves

Mayy 9, 2022

Stocking ifems on chelves

Manual handling, of mate\riols

fidmin: Standaivd operating procedures for warterials handing; safe (it ting training

fpril 29, 2022

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. Neither the Crown, nor its agents, employees, or contractors, will

be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Hazard assessment and control report (sample #4)

Job/position/work type: Date of
Shipper/Receiver assessment:
June 7, 2022
Assessment performed by: Reviewed/
Johannes fndetrsson, Warehouse Manager; Boris Prelps, Shipper/Receiver; Mazaa TeHe, nventory, Gontrol Clevk/tealth and Safety Representative revised:

Task
(List all tasks/activities
of the job/position.)

Hazard

(List all existing and
potential health and
safety hazards related
to the identified tasks.)

Controls

(List the controls for each hazard: elimination, engineering,
administrative, personal protective equipment or a combination
thereof.)

Date
implemented

Oyerating compactor/baer | Contact with moving yarts Eng: Eoulpment safeguads in place as per manufacturer’'s specitications February 2|, 2022
framin: Standavd operating procedures or safe use of eouipment
Clrushing/cuitting, Eng: Eme'rgency shutdown switcl olarm March &, 2022
frmin: Workere teaining
PPE: Steel-toed footwealr; protective gloves
Loud noises PPE: ffearing protection Mavrch 22, 2022
Mecnanioal foilure fidmin: Pre-use inspection; Preventative Maintenance Folioy February 21, 2022
Repetitive motion Eng: Ergononio design of processing area March 7, 2022
fidmini: Training, in cofe i€ ting; soheduled breaks; job votation
Operating forkiect Contact with moving Eng: Backuy alarm February 21, 2022
ooiprment fetmin: Opereator sofety teaining
Static posture Eng: fdustable cab ergonomios May, 27, 2022

fidmin: Scheduled breaks; job votation

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. Neither the Crown, nor its agents, employees, or contractors, will

be liable to you for any damages, direct or indirect, arising out of your use of this form.
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—mergency
‘esponse plan

Alberta occupational health and safety laws require all work sites to have an
emergency response plan. Some requirements are very specific. For instance, Part 7
of the Occupational Health and Safety Code sets out employer obligations related to
emergencies that require rescue and evacuation.

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)

As well, an employer’s general duty to ensure the health and safety of persons at or
near the work site includes doing what is reasonably practicable to be prepared for
emergencies.

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

Examples of emergency situations might include:

B3

fire structural extreme medical
collapse weather emergency

S

faxm
robbery bomb vehicle
threat collision
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Emergency response plan

Emergency response plan

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

An emergency response plan must include the following:
(@) 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 and personal protective equipment;

(d) the emergency response training requirements;

(e) the location and use of emergency facilities;

(f) the fire protection requirements;

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

() procedures for rescue and evacuation;

() the designated rescue and evacuation workers.

Occupational Health and Safety Code, Part 7, Section 116

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. The nature of the
involvement will depend on the nature of your work site and activities, but it
must be meaningful.

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

If you have a health and safety committee or representative, their knowledge
of the organization’s health and safety culture, resources, hazard control
measures, and inspection records may make them a valuable resource.

58
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Emergency response plan

Equip and train workers

Rescue and evacuation workers must be designated by their employer. They
also must 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.

Practice the plan

Practicing 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 and a sample form 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, and all
foreseeable emergencies.

For more about how to develop an emergency response plan, see Emergency
response planning: an occupational health and safety tool kit in the Additional
resources section.
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Emergency response plan

Emergency response plan
(template)

This is one example of an emergency response plan template. If you choose to
use this template, make sure you customize it to your work and work
site.

Employer: Date:

Address:

Completed by:

Potential emergencies:
(For example: medical event, flood, fire, robbery.

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

evacuation.)

Work site resources and procedures

Emergency Equipment: Location: Operating
and personal procedures:
protective
equipment,
including fire
protection

requirements
(For example:

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

First aid First aid kit: Location:

(For example:
type and location
of first aid kit and First aid supplies: Location:
supplies, first
aiders/shift, first aid
room if applicable,

transportation.) First aiders

Morning shift: Afternoon shift: Evening shift:

Transportation plan:
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Emergency response plan

List and Facility name: Address/distance:
location of
emergency
facilities

(For example: fire
station, hospital,
police, walk-in
clinic.)

Alarm and
emergency
communication
requirements
(For example, 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 Emergency responder: Training Frequency:

response received:
training and Morning Afternoon Evening

requirements shift shift shift

(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. Neither the
Crown, nor its agents, employees, or contractors, will 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 response plan
(sample)

Employer: C totel and Restaurant

Date:
June b, 2022

Address: 27 Lakeshore Rd, Red Deer, i

Completed by: Leo SHiir, GM; Criric Berrgeron, Marketings dasming Snow, Event Coordinator/ Co-char, S0

Potential emergencies:

(For example: medical event, flood, fire,
robbery. Refer to your hazard assessment
to determine which hazards could require

| Roblery

2. Fowek outage
3. Ktohenfire
4. Gos leak

rescue or evacuation.)

. Wate main breok causing looding
b. Vehiole oraches info bullding

1. Tornado

Work site resources and procedures

Emergency Equipment: Location: Operating
and personal procedures:
protective
equipment, - futomated externol = Behind the £ront desk = Follow written
including fire defibrillotor ITYJI?EMZEOY;;%Y:)]OC
: 06 0l
prote_ctlon prompts €rom the
requirements: device
(For example:
alarms, sprinklers, > Firet oid kit - it the front desk > fooess s needed,
fire suppression Complete all veauired
systems, fire WVCY’WOY‘\‘
extinguishers,
hoses, fire doors.)
> Fire olarm pull station > Next 1o staiewell > Pull lever down o
doors octivate
on each £loor
> Fire extinguicher > Mid-point - oll vallways | = Detach£rom wall
bracket, pull pin on
extinguisherr, oim at
bose of ire, sopeeze
Trigger, sweey the
nozzle £rom side o
side ot the bose of the
flomes
> Faniic button > Front desk - underside = Press button fo
left octivate
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Emergency response plan

First aid:

(For example:

type and location
of first aid kit and
supplies, first
aiders/shift, first aid
room if applicable,
transportation.)

List and
location of
emergency
facilities:

(For example: fire
station, hospital,
police, walk-in
clinic.)

Alarm and
emergency
communication:

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

» Secuirity comeras > Monitored in > %-Week data storage
manager's office

First aid kit: Location:

CSt Type 2 Bocio, smoll it the Cront desk

First aid supplies: Location:

> Blankete > Back linen suiply room

> futomated external degiveilator * Behind the €ront desk

> Eye wach station > Laundry room and kitchen

First aiders:

Morning shift: Afternoon shift: Evening shift:

Korim 1t and Julie B Down G and Daniel S Sean M and Seot 1t

Transportation plan:
Call A-- for ambulance

Facility name: Address/distance:

City ttosyitol 101 tosyital Ave - 2 km
Fire Station 3 422 Grand Bivd - 45 km
Folice 0 Cente fove - 17 km
Walk-in clinio 121 Richmond St - 27 em

e event your olarm goes off, oall - even if your doirm system has a divect

connection with the €ire deyortient.

= fudble signal is infermitient beeyps

* Vislble: signal i flashing ewergency lighting throughout tihe bulaing

-+ futomatio vocal instructions o evacuate

Notification of lock down/shetter in place

= When ot lock: down is initiated (b secuirity, or local olioe), a pre-recorded message
wil be sent-1o all company, phones, cell phones and computers.
1l corporate devices wil veceive an el and/or et message.

= Tre message wil also be communicated and vepeated over the public address (V)
system

= When the situation i unde conteol, seculrityy will send out an “all clea” mescage
followed by a P announcement.

Occupational health and safety starter kit
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Emergency response plan

Rescue and
evacuation
procedures:

Emergency
response
procedures:

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

Emergency
response
training and
requirements:
(List the positions or
names of workers
trained to use each
type of emergency

> Call A+ €or police or fire department i€ workels or otes Yeopire escue.

= Bmergency wardens wust put on thelr emergency vest and hard hat and gatier thele
clipboatrd with pen and paper, €irst oid kit, yortable vadio and whistle.

> Bmetrgency wardens will vemain calm, Take contol and direct workers and ofhers To
the predetermined exit routes.

= il workers and others will evocuate and wieet at muster point in he northeast cornete

of the parking lot across the stieet. Freezing wearthele - mustere point ic incide the

enteance 10 the wain level of the underground pavkade next door.

Emergency Procedures:

situation:
" Ktohen fire

Emergency Procedures:

situation:

= Fower outage

> Start backup genevator

Emergency Procedures:

situation:

= Trigger yanic button (sent olarm)
= Co-operrate with the volber's demands

= I possible, seek shetter in a seoure (locked) location
(ie. managex's offioe)

< Coll 2-1- when safe to do so

equipment and those
trained in rescue
and evacuation

procedures.)

Position or name: Training Frequency:
received:
Morning Afternoon Evening
shift shift shift
Front Front Night Fire extinguishe finnual vefresh
desk desk ouditor
Geneval Floor Night Wtermedate First fid | Every 7 years
manager | manager | auditor With annuol CPR
Maintenonce | Room Night Emegency wolrden finnual vefresh
atendant | aulior

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. Neither the
Crown, nor its agents, employees, or contractors, will 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 key
elements of a health and safety system.
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Work site inspections

Work site inspections

All employers must conduct regular inspections

These are some examples of what you’re looking for:

¢ 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 if new hazards have appeared as a result of controls being introduced.

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

E Control other identified hazards in a timely fashion.

Develop ways to eliminate or control all hazards found. Remedy serious hazards such
as unsafe or unhealthy work practices right away. If a hazard can’t be fully addressed
immediately, make sure you have effective interim controls in place. (For example, if

you need an engineering control that will take time to put in place, make sure you have
effective administrative controls in the meantime.

The health and safety committee or representative must review your work site
inspection records.

The duties of a joint health and safety committee include ... review of the
employer’s work site inspection documentation.

Occupational Health and Safety Act, Part 2, Section 13(6)(d)

Develop an inspection schedule
and procedures

When developing an inspection schedule and procedures, consider the factors
described on the next page.

The work site inspection template and sample on pages 68 and 69 may also help
get you started.
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Work site inspections

The type of work site

home office construction site warehouse vehicle

The size of the work site

small building skyscraper company vehicle

The number of workers on site

i It

working alone few people multiple work
site parties

The nature of the work being performed

©09

heavy industry retail shiftwork repetitive

The hazards encountered

O00DO

slippery floors trip and fall hazards heavy lifting bullying chemical spills
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Work site inspection (template)

Consider using a form like this to record your work site inspection findings, as well as any actions taken during the inspection, and

Inspection carried out by:

who issues were referred to for employer follow-up. If you use this template, make sure you customize it to your work E
and work site. 2
=~

(7))

Employer: Date: 5..
Location: a
©

oD

Q

=

o

-

(7]

Area/equipment/activity Observations: Hazards identified: Action taken: Referred to:

being inspected: (if applicable) (if applicable) (if applicable)

This inspection report was provided to the health and safety committee or representative on: (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. Neither the Crown, nor its agents, employees, or contractors, will be liable to you for
any damages, direct or indirect, arising out of your use of this form.
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Work site inspection (sample)

Employer: Foodst'Us Grocery Date: May b, 2022

Location: 122 %% Street

Inspection carried out by: Gurud Singh, Grocery Manager; Blessing, Kolawole, Catering,/Deli Srelley Butler, Coshier/HSG co-chair

Area/equipment/activity Observations: Hazards identified: Actions taken: Referred to:
being inspected: (if applicable) (if applicable) (if applicable)
Worehouse it doors North exit door is ocked by o | Coulel prevent exit in case of Rullets vemoved; dicouss need tokeep | Gorud Signin,
stock of empty pollets EMergency exife clear ot viext staf€ meeting Grocery Managey
Store aicles Tles n corner of aisle 7€loor Creates o tripping hazord nepect ties around te store and Gord Macdonold,
e [fting Yeplcoe them os veouired Bulding, maintenance
I the interim, Placed pylons around
e fles nthe corner of oicle 7
Meat deyairtwient Kaives are ot stored sofely Staf€ could out themeelves Bugy and instal o wall-mounted kite Mel i, Supervior
storage holder; disouss Kife storage
sofety with state
inthe inteim, aced the knives ina
cuffe area.

This inspection report was provided to the health and safety committee or representative on: May(, 2022

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. Neither the Crown, nor its agents, employees, or contractors, will be liable to you for
any damages, direct or indirect, arising out of your use of this form.

suoljoadsul als YIOM






Competency and
training

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

Workers have to be competent. It’s your responsibility as an employer to make
sure workers have the qualifications, training 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 have a high risk of injury and work-related illness. 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 knowledge to safely perform
the work being asked of them.

safety starter kit
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Competency and training

Competency and training

Workers need to be trained

You must make sure workers are adequately trained in work practices and
procedures that are necessary to perform a work task in a healthy and safety manner.
This training must occur before a worker performs the task. This obligation

is captured under the general duties of employers, as set out in the Occupational Health
and Safety Act. More specific directions are given in the Occupational Health and Safety
Code.

Q00O

work-related work-related personal harassment and
equipment substances protective equipment  violence prevention

Every employer shall ensure that workers engaged in the work of that employer
are adequately trained in all matters necessary to perform their work in a
healthy and safe manner.

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

The type of training provided will need to be customized for each work site and job.

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

Check that the training is effective

It's always a good idea to test the worker’s knowledge, skills and abilities at the end
of any training. A practical demonstration under controlled conditions may be used
to 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 workers are able to apply training is another way to
verify workers are properly trained in the work they perform.
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Competency and training

Supervisors need additional training

Supervisors need to know the hazards their workers could face.

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)

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

Every employer shall ensure, as far as it is reasonably practicable for the
employer to do so, ... that the employer’s workers are supervised by a person
who

i) is competent, and

ii) is familiar with this Act, the regulations and the OHS Code that apply to the
work performed at the work site,

Occupational Health and Safety Act, Part 1, Section 3(1)(d)

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 orientation records and worker training are provided on
the next few pages to help get you started.
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Competency and training

Worker orientation record
(template)

Consider using a checklist like this when training new workers on health and safety
in your workplace. If you choose to use this template, make sure you
customize it to your work and work site.

Worker’s name: Date of orientation:

Date of hire: Supervisor’s name:

Orientation topics covered Yes
\[o}

Site orientation

Written work procedures:

Rights of workers:

. Right to know

o Right to participate
e Right to refuse

Work site party responsibilities

Health and safety committee or
representative contact info

Employer’s health and safety policies

Workplace violence prevention plan

Workplace harassment prevention plan

How to report harassment and/or violence incidents

Review of hazards and controls

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

How to report incidents

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) and supplies

Ergonomics
WHMIS training (if applicable)

Safety data sheet locations (if applicable)

Use of personal protective equipment (if applicable)

(List any other topics relevant to the work site.)

Worker signature: Supervisor signature:

This form is a sample only and is for employer reference. Employers are responsible for complying with
any applicable privacy or other legislation concerning the collection of worker information. Employers
should review the law and confirm its application related to the collection of personal information of
workers (e.g., Personal Information Protection Act, Electronic Documents Act, Human Rights Act,

etc.). 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. Neither the Crown, nor its agents, employees, or
contractors, will be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Competency and training

Worker orientation record
(sample)

Worker’s name: K4 Uno Date of orientation: June 2, 2022

Date of hire: June 2, 2022 Supervisor’s name: Doricl Blois

Orientation topics covered Written work procedures:

\[o)

Site orientation

oS

= manual lifting

Rights of workers: ° \NO‘(‘\‘ing onlodders

0 Gehitis ey = working olone

: E{:g: IZ f;:t::pate > Yepetitive manual focks
= chewicol handing/ WHMIS

Work site party responsibilities

K| XX x X

Health and safety committee contact
information provided

Employer’s health and safety policies

Workplace violence prevention plan

Workplace harassment prevention plan

KX XK

How to report harassment and/or
violence incidents

X

Review of hazards and controls

RS

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

How to report incidents

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) and supplies

Ergonomics
WHMIS training (if applicable)

Safety data sheet locations (if applicable)

Use of personal protective equipment (if applicable;

P IR R R B R b P

Worker signature: Kiki Uno Supervisor signature: Danilel Blais

This form is a sample only and is for employer reference. Employers are responsible for complying with
any applicable privacy or other legislation concerning the collection of worker information. Employers
should review the law and confirm its application related to the collection of personal information of
workers (e.g., Personal Information Protection Act, Electronic Documents Act, Human Rights Act,

etc.). 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. Neither the Crown, nor its agents, employees, or
contractors, will be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Training record (template)

Consider using a form like this to document health and safety training in your workplace. If you choose to use this template, make
sure you customize it to your work and work site.

Employer:

Name of training course:

Course description:

Recertification requirements:

Course

Names of workers in requirements
attendance Training date Training location Facilitator/instructor completed

This form is a sample only and is for employer reference. Employers are responsible for complying with any applicable privacy or other legislation concerning the collection of worker
information. Employers should review the law and confirm its application related to the collection of personal information of workers (e.g., Personal Information Protection Act, Electronic
Documents Act, Human Rights Act, etc.). 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. Neither the Crown, nor its agents, employees, or contractors, will be liable to you for any damages, direct or indirect, arising out of your use of this form.
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Training record (sample)

Employer: Mountoinview Bulding Supplies

Name of training course: 0tS Rights and Responehllties

Course description: Tris course provides basic troining vegarding, S ights and vesponsbilties

Recertification requirements: Every two years

Course
Names of workers in requirements
attendance Training date Training location Facilitator/instructor completed

Hlon Jackson 1/28/2022 Compoany headouorrters Omalr fper-¢l Yes
Fear Oson 1/28/2022 Company headouoalrters Omalr fper-¢l Yes

e Sengy 12/6/2022 Our Town sattellite ofioe Elcie Page Yes
Chatrlic Bear 12/6/2022 Ourr Town catelite of€ice Elcie fage Yes
Miciom fovie 01/22/202% Compoany headouorrters Oma fper-¢l Yes
Neve Bouche 0/2%/202% Gompany, headouarterrs Omatr fper-el Yes

This form is a sample only and is for employer reference. Employers are responsible for complying with any applicable privacy or other legislation concerning the collection of worker
information. Employers should review the law and confirm its application related to the collection of personal information of workers (e.g., Personal Information Protection Act, Electronic
Documents Act, Human Rights Act, etc.). 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. Neither the Crown, nor its agents, employees, or contractors, will be liable to you for any damages, direct or indirect, arising out of your use of this form.
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First things first. When something goes wrong and somebody gets hurt on
the job, get them appropriate medical attention right away. Taking care of
an injured or ill worker is the first priority.

As well, depending on nature of the incident, you may also have to notify Alberta OHS
and/or other authorities. You may also be legally required to investigate the incident
and provide an investigation report.

Knowing an incident has happened allows everyone to take steps to prevent it
from happening again in the future. Your organization needs to have its own
incident reporting and investigation procedures, and everyone must
know and follow them.
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Incident reporting and

investigation

Incident reporting and investigation

Incident reporting

Internal reporting procedures

Alberta’s occupational health and safety laws don’t set out any requirements for
internal incident reporting procedures. Employers should set up the processes that
will work best for their organization.

However as an employer, you have to know about incidents at your work site. Simply
put, if you don’t know an incident has occurred, you can’t take important steps to
prevent similar incidents in the future.

Also, you won’t be able to fulfill any legal reporting requirements that may apply.
Reporting requirements depend on the nature of the incident - make sure
your internal reporting procedures will give you the timely information you need to
carry out your obligations.

Internal reporting procedures can include:

e The types of incidents that need to be reported.
e How to report an incident.
e Timelines for incident reporting.

e What happens after the incident is reported.

Reporting requirements to consider

Section 33 of the Occupational Health and Safety Act sets out requirements for
reporting certain types of incidents to OHS. Those requirements are introduced on
the next three pages.

Note that reporting incidents to OHS is separate from any notice you are required
to give to the Alberta Workers’ Compensation Board or other local authorities, such
as the police. Consult other authorities directly to find out their reporting
requirements.

Communicate your procedures

Whatever your internal procedures are, ensure your workers and supervisors know
and understand them. Follow up if you think that incidents aren’t being reported.
Making improvements and fixing problems starts with knowing there are issues.
Consistent incident reporting is a vital part of your health and safety
system.
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Incident reporting and investigation

Reporting to OHS

As an employer, you must notify OHS about certain incidents (unless there is a prime
contractor, in which case they must report the incident).

If you’re not sure whether you have to notify OHS, call 1-866-415-8690.

Serious injuries, illnesses or incidents

Call the OHS Contact Centre (1-866-415-8690) as soon as possible if:

e A worker has died at work, or from an injury or illness connected to the
work site.

* You believe a worker has been or will be admitted to hospital (beyond
treatment in an emergency room or urgent care facility) because of a
workplace injury, illness or incident.

e There has been:

- An unplanned or uncontrolled explosion, fire or flood that caused or could
have caused a serious injury or illness.

- A crane, derrick or hoist collapse or upset.

- A (full or partial) building or structural collapse or failure.

No one is allowed to disturb the scene of a serious injury, illness or incident
described above, unless:

e An OHS officer or police office give you permission.

e You need to attend to a person who is injured, ill or killed.
* You need to prevent further injuries, illnesses or incidents.
* You need to protect property endangered by the incident.

If you’re not sure, call the OHS Contact Centre at 1-866-415-8690.

Radiation overexposures

Call the OHS Contact Centre at 1-866-415-8690 as soon as possible
to report that a worker has been exposed to radiation above the limits set out in
Schedule 12 of the Occupational Health and Safety Code.

Read more in Personal exposure monitoring for ionizing radiation in Additional
resources.
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Mine or mine site incidents

Report online to OHS as soon as possible if there has been a mine or mine
site incident described in Section 544 of the Occupational Health and Safety
Code. Report at oirportal.labour.alberta.ca/pre-screening.

Potentially serious incidents

Report online to OHS by providing your potentially serious incident
investigation findings at oirportal.labour.alberta.ca/pre-screeening when
your investigation is complete.

A potentially serious incident is any event that had a likelihood of causing a serious
injury or illness, where there is reasonable cause to believe that corrective action may
be needed to prevent recurrence. For example:

A worker is walking through the food bank
doing regular inventory work. Suddenly, a

shelving unit two rows away collapses. Heavy
J0O00O0O000 product crashes to the floor. If the worker had
| o | g O been working where the shelving structure
> 1 collapsed, it’s likely they would have been
JCICCCe > [ <> <>I|:I:| seriously injured. In other words, luck was all
1000000 EI’,‘ g — that prevented the worker from a serious injury.

O
<> <> Controls are needed to prevent a recurrence.

A potentially serious incident is not limited to workers, and it does not need to involve
an injury. If someone who isn’t a worker is involved, it’s a potentially serious incident if
it resulted from activities at the work site or could have happened to a worker.

You can learn more by reading Incident reporting and investigation in Additional
resources or visiting alberta.ca/ohs-complaints-incidents.aspx.
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Incident reporting and investigation

Reporting to OHS: overview

This table summarizes the information on the previous two pages. Refer to those
pages for more information.

Call OHS at 1-866-415-8690 if you’re not sure if you have to report an incident.

What happened Notify OHS

e A worker fatality at the work site

e A workplace injury, illness or incident that
resulted in:

- a worker fatality
- a worker being admitted to hospital

- a worker injury or illness that the
employer believes may lead to

hospital admission 1-866-415-8690

as soon as possible

An unplanned or uncontrolled explosion,
fire or flood

A crane, derrick or hoist collapse or upset

A (full or partial) building or structural
collapse or failure

A worker is overexposed to radiation

oirportal.labour.alberta.ca/
pre-screening

¢ A mine or mine site incident as soon as possible
oirportal.labour.alberta.ca/

¢ A potentially serious incident pre-screening
when your investigation
is complete
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Incident investigation

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

Unless there is a prime contractor, you must investigate all reportable incidents,
including potentially serious incidents. This is a legal requirement.

... the prime contractor or, if there is no prime contractor, the employer shall ...
carry out an investigation into the circumstances surrounding the injury, illness,
incident or worker exposure,

Occupational Health and Safety Act, Part 7, Section 33(6)(a)

An investigation is a fact-finding mission in which the employer collects information
about the incident to analyze and determine how it happened. Once you have a
complete picture, you can start to look at why the incident happened.

Investigation procedures need to be in place so that everyone understands their
responsibilities before an incident occurs.

Your investigation procedures should consider

components such as:

=o
—
=
—
=nl

[u]
0
0
[=]
0

[ Investigation goals and timelines.

[0 Who is responsible for the investigation.

[0 Who will participate in the investigation.

[0 What information can be included in the investigation report.

[0 How information is collected, recorded and secured during the investigation.

[0 Who writes the investigation report.

[0 Who receives the investigation report.

[0 Who follows up on corrective action.

[0 Where the investigation report will be stored, and for how long.
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Incident reporting and investigation

The goal of an investigation

An incident investigation looks at what caused the incident. Many incidents have
more than one cause. Identifying all the causes of an incidents tells us
what changes we need to make so that it doesn’t happen again.

There are a number of models you can use to identify incident causes. These range
from simple domino models to complex models such as root cause analysis.

The simple model shown below groups incident causes into five categories.
e Task looks at the work procedures being used the time of the incident.
e Material asks if equipment and materials contributed to the incident.

e Environment considers the physical work environment.

e Personnel asks relevant questions about the people directly involved in the
incident.

¢ Management looks at organizational factors, such as management systems,
hazard assessment and control processes, or worker orientation or training.

lllustration: Canadian Centre for Occupational Heath and Safety

Investigators who use this model ask questions about each category, so they can
identify all the reasons an incident happened. Note that there need not be causes in
each category, and there can be multiple causes in one category.

Incident investigations are an important part of an organization’s commitment to
improve its health and safety performance. If corrective actions have been identified,
they must be implemented to be effective. Share any changes with workers.
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By law, you must prepare a report that outlines:

e The circumstances of any reportable incident, including potentially serious
incidents.

e The corrective actions taken, if any, to prevent a recurrence.

(If there is a prime contractor, it is their responsibility to prepare and distribute the
report.)

You can modify the incident investigation report template on page 89 to help you
collect information about the circumstances, work through the causes, and identify
what corrective actions you need to take. But keep in mind that some of the
facts that you collect may include personal information.

Make sure you and your investigation team understand requirements related to
personal information, and collect and manage personal information accordingly.

Do not include personal information in the report. This includes names and
contact information of persons involved in the incident, witnesses and investigators.

Privacy laws govern personal information sharing. If you believe personal information
is necessary in your report, make sure it is authorized under privacy law.

and-safety starter kit




Incident reporting and investigation

Distributing the report

Legal requirements

You must distribute and retain the investigation report for a reportable incident
according to occupational health and safety law.

You must provide a copy of the investigation report to the health and
safety committee or representative, if there is one. If there is no committee or
representative, you must make the copy available to your workers.

e Note that this distribution requirement does not apply to harassment and violence
incident investigation reports. (See page 104.)

You must provide a copy of the investigation report to OHS.

e Provide fatality, serious injury, iliness or incident investigation reports to an OHS
officer on request.

e Provide reports for mine, mine site or potentially serious incidents online at
oirportal.labour.alberta.ca/pre-screening.

e When you notify the OHS Contact Centre of a radiation overexposure, the contact
centre will direct you on how to submit your investigation report.

You must keep a copy of the report readily available for at least two years
after the incident. If an OHS officer requires a copy of the completed report, you
must provide it to them on demand.

Voluntary distribution

The report distribution required by occupational health and safety law doesn’t
prohibit you from distributing additional copies of the report, if you need to. Your
organization’s needs and investigation procedures may include distributing the
investigation report to different parties. For instance, managers or supervisors who
are responsible for taking corrective actions may need a copy of the report to better
understand what they have to do and why changes are needed.

Make sure that any voluntary report distribution you do complies with privacy laws.

Occupational health and safety starter kit 87


https://oirportal.labour.alberta.ca/pre-screening/

Incident reporting and investigation

Here’s one example of incident reporting and investigation at a work site with no
prime contractor.

Incident occurs.

Example: A worker was struck by a temporary fence that blew over in a strong wind. The worker
suffers injuries, receives first aid on site, and 911 is called. The worker is admitted to hospital.

1 | Employer learns about the incident.

Employer reports the incident to Alberta OHS. Employer doesn’t
disturb the scene until OHS releases it. (See page 81.)

Employer completes a first aid record.
(See page 96.)

2 | Employer investigates the incident to determine causes.

ENVIRONMENT
Wind.

MATERIAL

Temporary fence was not properly secured.

MANAGEMENT

Temporary fences weren’t included in the site inspections.

3 | Employer plans and implements corrective actions.

Bracing or ground anchors are added to ensure temporary
fencing is secure, including in strong winds. (In the interim,
employer directs workers to avoid working by the fences.)

™
) Procedures for inspecting temporary fencing are developed
Qf and put in place.

4 | Employer creates an investigation report.

% Employer distributes and retains the report as required by law.
(See page 87.)
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Incident reporting and investigation

Incident investigation report
(template)

This is one example of an incident investigation report template. If you choose to use
this template, make sure you customize it to your work and work site.

Date and time of incident: AM PM

Incident location: (Include site address.)

Date the incident was reported to OHS: (Indicate if not applicable.)

Legal name of employer/prime:

Other parties involved in the incident: (indicate if not applicable.)

Incident category: (Choose all that apply. Refer to Section 33 of the OHS Act for specifics.)

fatality hospitalization crane/derrick/hoist collapse unplanned fire/explosion/flood
collapse/failure of structure or building mine or mine site incident (Section 544 of the OHS Code)
radiation overexposure potentially serious incident other

Circumstances of injury, iliness, incident or worker exposure

(Follow the prompts below to describe the circumstances of the incident. Add or delete sections as

needed. Do not include personal information (e.g., names, job titles, details of injury or illness) unless it is
necessary and permitted by privacy law.)

Sequence of events (List what happened, in chronological order. Include visual aids such as
sketches or diagrams if those help describe the incident.)

Work activities (Describe how many people were involved and in what capacity: for example, Worker
One was doing task A; Worker Two was doing task B; Supervisor was doing task C.)

Tools, material, equipment (Include any relevant information: for example, condition, maintenance
history, date last used, manufacturer’s specifications, safeguards, personal protective equipment.)

Work site conditions (Describe relevant conditions: for example, weather, harmful substances
in use, noise, lighting, time of day, confined/restricted space, ergonomics.)
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Incident reporting and investigation

Organizational factors (Describe relevant systemic factors, such as communication methods,
training for work activities, safe work procedures, hazard assessment and control, supervisory requirements.)

Other circumstances (Describe any other circumstances relevant to the incident.)

. Corrective action Assigned to Date
Circumstances ) -
required (position) completed
(List each identified (Record “not applicable” if no action is
circumstance that required.)

contributed to the
incident. One per row.
Add or delete rows as
needed.)

Date report completed:

Date report provided to health and safety committee/representative/workers: (indicate if
not applicable.)

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. Neither the Crown, nor its agents, employees or contractors, will be
liable to you for any damages, direct or indirect, arising out of your use of this form.
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Incident investigation report
(sample)

Date and time of incident:  Monday, fyvi 24/2% 21, AM ( PM
Incident location: Lunchroom, 212 XYX Street, Our town
Date the incident was reported to OHS: Mooy, fprl 24/23

Legal name of employer/prime: fberta 125400 L1d

Other parties involved in the incident: Not apylicable

Incident category: (Choose all that apply. Refer to Section 33 of the OHS Act for specifics.)

fatality crane/derrick/hoist collapse unplanned fire/explosion/flood
collapse/failure of structure or building mine or mine site incident (Section 544 of the OHS Code)

radiation overexposure potentially serious incident other

Circumstances of injury, illness, incident or worker exposure

Sequence of events
o frmanager asked a mantenance workex o gl a€resh coat of paint-1o the infetior walls of tie lunchiroom.
o The worker used o 20-metre extencion laddet o edge the top of the woll.
o Whenthe worker veached the top of he lodder, the bottom sl out, away, £rom the woil.
o TThe lodder and e worker €ell fo the ground
Work activities
o The worker involved in the incident was climbing the ladder fo yoint.
o There was no-oe else in the luinckiroom at the time of the incident. Anothet worker wos worrking in the wilwoy

Tools, material, equipment
o freoicsor it woe avallable but wasn't used.
o The ladder involved in the incident was in good condition but woe set up at a low slope (see below) and ot secured

Work site conditions
o 1 number of boxes were yied up af
T boee of the woll that the worker wos j
eaging.
o The lodder wos set up at a very low

clope 1o veach over these boxes. (See
ckefoh art vight)
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Organizational factors
o Some vainfenance workers havent been trained in soissor i€+ opeation and don't know how fo use that eouipment.
o Sifeinspections are ad-noc.
o Lodder saffe work procedure (SWP) doesit desoribe ol set up veapicements.

Other circumstances

o Notapploobte.
. Corrective action Assigned to Date
Circumstances ) -
required (position) completed
Scissor lift woe avallabie but | Senior wanagement direct manageies ond Director fopel 2/27
ot sed slipevicors fo:

() only acsign maintenance workers with oeriol €t
Troining, To working £vom height-tocks that can be
colrried out using a scissor [, and

7) ke sure e acsigned worker ses the scissor
litt-for those focks.

Managet ond tie Weotth and coetyy committee vevise | Operations wanager tel 21/27
the maintenance worker hazard assesement fo moke
it olea that the scissor Ii°t is an engineering contirol
(reouied €irst choice) for working, at height in areos
acoesshle 0 the et

Maintenance supervisor veview the vevised hazard | Mantenonce supervisor | fiprl 28/27
acsesswent with helr feam.

Maintenance worker wad viot | Marager to sonedule oll maintenance workers-€or Opeations manoger Moy /7%
Yeceived aeviol IEt traning. | aeviol [t taining. The troining must be compteted by
May 29, 2027,

Extencion lade woen't Updatte loddet SWP with propey et up veouirements. | Operations manager el 26/27

seoured agast movement
or set up ot o 4 vatio.

Supeirvisor veview the updated procedures with the | Maintenance sugervisor | fiprl 28/27
wointenance teom.

Management instruct sugervisors fo encuiee that the | Director fopel 2/25
procedures are-followed going forward

Boxes stooked in unchiroom. | Compainy managers and sugervisors set up ond Director foprl 28/25
implemented a daly site inspection sonedule o moke
suire materiols aven't building, Uy or catising a hazolrd
on sife.

Date report completed: May 7, 2077

Date report provided to health and safety committee: Moy 7, 2027

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. Neither the Crown, nor its agents, employees or contractors, will be
liable to you for any damages, direct or indirect, arising out of your use of this form.
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~irst alo

Alberta law requires prime contractors (or the employer, if there is no prime contractor)
to provide first aid measures at every work site.

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

Prime contractors or employers must consider the following first aid requirements:

O © 0 © O

first aid supplies, equipment records communication emergency
services and kits transportation

Your first aid requirements are unique to your work site

To determine the number of first aiders, the level of first aid training, and the first aid
supplies, equipments and kits required at your work site, consider the following:

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

low medium high
2. The number of workers per shift

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

® ® ®

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

Refer to Schedule 2 of the Occupational Health and Safety Code to determine the
number and amount of first aiders, training, first aid equipment, supplies and kits required
at your work site. The schedule also sets out first aid room requirements.
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First aid

Your first aiders are essential

A prime contractor (or the employer, if there is no prime contractor) 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 emergency
transportation of workers

Advance planning is required. As a prime contractor (or the employer, if there
is no prime contractor) you must have arrangements in place for the
transport of ill or injured 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 people are
working alone or working in more remote locations), your plan for emergency
medical transport will need to have 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 details such as:

e Who the designated first aiders are.
e How to summon the first aiders.
e Where first aid kits, supplies and equipment are located.

e What type of transportation is available to get ill or injured workers to medical
care.

e When and how to summon transportation.

Make sure workers have access

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

Good record keeping
IS good business

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

The records to include are:

e The names of first aiders, including their certificates and training records.
e First aid kit, supply and equipment requirements.

e [liness or injury records. (See the next page.)

e Procedures for communication, including how to summon help.

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

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

lliness or injury records are required

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

Required documentation

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

The ill or injured worker’s name.

A description of the illness or injury.

First aid given to the workers.

The first aider’'s name and training level.

The date and time the illness or injury occurred.

The date and time the iliness or injury was reported or the employer
otherwise became aware of the illness or injury.

Where the illness or injury occurred at the work site

The work-related cause of the illness or incident, if any.

These records must be kept on file for three years from the date the
incident was recorded. The 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.

An illness or injury record template is provided on the next page for reference. You
should customize this to meet your organization’s specific needs. Make
sure it meets all legislated requirements.

Learn more by reading First aid in the workplace in Additional resources.
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First aid

lIness or injury record (template)

This template is provided for example purposes. If you choose to use this
template, make sure you customize it to your work and work site.

Date of illness or injury: (month/day/year) Time: OAM OPM
Date illness or injury reported, or the employer Time: OAM OPM
otherwise became aware of the illness or injury:

(month/day/year)

Full name of ill or injured worker:

Description of the illness or injury:

Where on the work site the illness or injury occurred:

Work-related cause of the illness or injury, if any:

Was first aid provided? COYES [INO
(If yes, complete the next four sections. OHS Code Section 184 requirements apply.)

Name of first aider:

First aider qualifications: ( *“Must be from an approved training agency.)

[ Basic first aid certificate* [0 Emergency medical responder [ Nurse with an
[ Intermediate first aid certificate* [ Primary care paramedic advanced first aid
[JAdvanced first aid certificate* [JAdvanced care paramedic certificate”

Describe first aid provided:

[[1 Worker requested and was provided a copy of this report. (]Il or injured worker initial

Keep this record confidential.

Retain for at least 3 years from date the illness or injury was reported/
employer became aware of the illness or injury.

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. Neither the
Crown, nor its agents, employees, or contractors, will 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 prevention

Harassment and violence can take place at any work site, and can range from
disrespectful remarks to physical aggression. These are serious issues that 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 to a particular person or group,
with intent to cause harm. An incident can also be harassment if a person should
have reasonably known that their action could cause harm.

Harassment creates an unhealthy work environment that causes or may cause
psychological harm to workers, and can escalate to physical violence.

Harassment does not include employers or supervisors taking reasonable actions to
manage or direct workers.

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.

Domestic violence can 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
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Harassment and violence prevention

Workplace harassment includes:
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unwelcome conduct, physical or withholding taking away sexual
comments, gestures psychological or giving false work or solicitation or

or contact bullying information responsibility advances

Workplace violence includes:

S O

physical assault threats of sexual
or aggression physical harm violence

There’s no place for harassment
and violence

Keeping a workplace free from harassment and violence is a shared responsibility.

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.

Supervisors must ensure, as far as is reasonably practicable, that none of the
workers under their supervision are subjected to or participate in harassment or
violence.

Workers must not to cause or participate in workplace harassment of violence.
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Harassment and violence prevention

Prevention starts with a plan

To help ensure a workplace is free of violence and harassment, employers must
develop and implement prevention plans. The plans must be in writing and accessible
to workers. Each plan must include:

e A prevention policy.
e Prevention procedures.

You must develop and implement the plans in consultation with the health and
safety committee or representative (as applicable). If there is no committee or
representative, you must consult affected workers.

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)

includes a violence prevention policy and violence prevention procedures.

e An employer must develop and implement a violence prevention plan that

Occupational Health and Safety Code, Part 27, Section 390(1)

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

¢ 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.

¢ 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 statement that you can
disclose workplace violence information, when you need to warn workers of a
specific or general threat of violence or potential violence. This statement must
include that you can only to provide the minimum amount of personal information
that is necessary to warn workers.

Your harassment and violence prevention policies must state that they do not
intend to discourage a worker from exercising their rights under any other law.
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Harassment and violence prevention

Harassment prevention procedures must set out how:
e Workers report workplace harassment.
e The employer documents, investigates, and prevents harassment.

e The employer informs involved parties of investigation results and any
corrective actions.

Violence prevention procedures must set out how:

e Workers can get immediate help.

e Workers report workplace violence.

* The employer documents, investigates and implements measures to
eliminate or control violence.

e The employer informs involved parties of investigation results and any
corrective actions.

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

e Necessary information about the nature and extent of the hazard of
violence (including information related to specific or general threats of
violence or potential violence).

e How the employer will disclose any necessary information (if that is
required during or after an investigation), or inform workers about a
specific or general threat.

To get you started, there are samples and templates at the end of this chapter.

Note that an employer may organize information for the harassment and violence
prevention policies and procedures in a manner that suits the organization. For
example, the employer may combine the two prevention policies into one document.
The OHS legislation establishes general principles along with specific provisions. As
long as all the legislative requirements are met, an employer has flexibility.

Employers in the retail fuel and convenience sector must meet
additional requirements when developing and implementing a violence
prevention plan.

For details, see Workplace violence prevention plan: employer guide for retail
fuel and convenience stores in the Additional resources section.
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Harassment and violence prevention

Warn workers about violence

With incidents of violence, an employer must disclose information to warn workers
about any specific, general or potential threat of violence. When doing so, you can
only disclose the minimum amount of personal information necessary to properly
warn the workers.

Workers need training

Workers need to be trained in the organization’s workplace violence and harassment
policies and procedures.

An employer must ensure that workers are trained in
(@) 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

Keep plans current

The harassment and violence prevention plans must be reviewed on the earliest of
the following:

e When an incident of harassment or violence occurs.

¢ |f a health and safety committee or representative recommends a review.

e Every three years.

The review should focus on whether the policy and procedures are current and if
there are any deficiencies or gaps to address.

Employers must consult the health and safety committee or representative (as
applicable) when reviewing or revising the plans. If there is no committee or
representative, the employer must consult the affected workers.
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Harassment and violence prevention

Investigate and report incidents

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

You must prepare an investigation report outlining the circumstances
of the incident. If any corrective actions were required, you must also
describe those in the report.

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 an OHS officer upon request.

Incidents that involve harassment or violence are often sensitive and personal in
nature. Investigations must reflect this, both in how they’re carried out and how
they’re reported. And unlike other incident investigation reports, harassment or
violence incident investigation reports do not have to be distributed to the health
and safety committee, health and safety representative or other workers (as
applicable).

As a best practice, the people tasked with investigating harassment or violence
incidents should have special training, including understanding privacy laws, and
when it is appropriate or required to share personal information.

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 related

to an incident of workplace violence or harassment 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 prevention

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

For more information, see Additional resources (Harassment and violence prevention).
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Harassment and violence prevention

Harassment prevention
policy (sample)

This is one example of a workplace harassment prevention policy. If you choose
to use this sample policy , make sure you customize it to your work and
work site.

Employer name:

The management of <employer name> is committed to providing a work
environment in which all workers are treated with respect and dignity.
Harassment will not be tolerated from anyone including: <List who this policy
applies to. Must include people external to the organization, such as clients or
customers, as well as those within the organization.>

<employer name> is committed to eliminating or, if that is not reasonably
practicable, controlling the hazard of harassment. Everyone must uphold this
policy and 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. Workplace harassment 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. These include measures and procedures to protect workers from
the hazard of harassment and a process for workers to report incidents, or raise
concerns.

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 workers follow measures and
procedures, and have the information they need to protect themselves.
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Harassment and violence prevention

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.

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.

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:

e investigate the incident or to take corrective action,

¢ inform the parties involved in the incident of the results of the investigation
and any corrective actions taken, or

e comply with other legal requirements.

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. Neither the
Crown, nor its agents, employees, or contractors, will 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 prevention

Harassment prevention
procedures (template)

This template is provided for example purposes. If you choose to use this
template, make sure you customize it to your work and work site.

Employer name: Date:

Health and safety committee or representative consulted (if there is one): Yes No N/A

Affected workers consulted (if there is no committee or representative): Yes No N/A

Harassment reporting
procedures:

Employer’s procedures
for documenting,
investigating

and preventing
harassment:

How the employer will
inform involved parties
about harassment
investigation results,
and the corrective
actions (if any) taken to
address the incident:

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. Neither the
Crown, nor its agents, employees, or contractors, will 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 prevention

Violence prevention
policy (sample)

This is one example of a workplace violence prevention policy. If you choose to
use this sample policy, make sure you customize it to your work and
work site.

Employer name:

The management of <employer name> is committed to preventing 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. Must include people external to the organization, such as
clients or customers, as well as those within the organization.>

<employer name> is committed to eliminating or, if that is not reasonably
practicable, controlling the hazard of violence. Everyone must uphold this policy
and 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. These include 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.

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.

The employer will investigate and take appropriate corrective actions to address
all incidents and complaints of workplace violence in a fair and timely manner.
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Harassment and violence prevention

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,

e inform the parties involved in the incident of the results of the investigation
and any corrective actions taken,

e inform workers of a specific or general threat of violence or potential
violence, or

e comply with other legal requirements.

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. Neither the
Crown, nor its agents, employees, or contractors, will 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 prevention

Violence prevention
procedures (template)

This template is provided for example purposes. If you choose to use this
template, make sure you customize it to your work and work site.

Employer name: Date:

Health and safety committee or representative consulted (if there is one): Yes No N/A

Affected workers consulted (if there is no committee or representative): Yes No N/A

How to get immediate
help if there is violence
in the workplace:

Employer’s procedures
for evaluating the
nature and extent

of violence hazards
(including specific,
general or potential
threats) at the work
site:

Employer’s procedures
for communicating
violence hazards

to workers, while
complying with OHS
Code Sections 390.1
(c) and (d):

Violence reporting
procedures:
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Harassment and violence prevention

Measures the employer
will take to eliminate
or control the hazard
of violence to workers:

Employer’s procedures
for documenting,
investigating and
implementing
corrective action:

How the employer

will inform involved
parties about violence
investigation results,
and the corrective
actions (if any) taken to
address the incident:

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. Neither the
Crown, nor its agents, employees, or contractors, will be liable to you for any damages, direct or indirect,
arising out of your use of this form.
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Obligations to
others on site

Remember that as an employer, your responsibilities don’t end with
your workers. By law, employers must ensure — as much as reasonably
practicable — that all people at or in the vicinity of the work site are protected from
any identifiable dangers that can be controlled.

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

(@) the health, safety and welfare of ...

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

(i) other persons at or in the vicinity of the work site whose health and
safety may be materially affected by identifiable and controllable
hazards originating from the work site,
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Obligations to

others on site

Obligations to others on site

Persons at or in the vicinity

Sometimes hazards that originate at the workplace can affect people who are at or
close to a work site, even if those people aren’t workers. Think outside the box to
make sure you identify these.

flying chemical leak in release of harmful

construction building sends poisonous substances from

debris fumes through the high risk activities
neighbourhood

lack of unguarded openings
traffic control that a person could
at a work site fall through

In some cases, the controls that you put in place to protect your
workers may protect non-workers as well. Examples include things that limit
dust, debris or sound at the source, or traffic control procedures for vehicles and
people going in or out of the site.

In other cases, you may need controls that are specific for non-workers.
One example is a visitor orientation process that makes sure people who are new

to your site know the health and safety rules they have to follow. Examples of

such rules could include requirements for visitors to stay in designated areas, or

to be accompanied by a designated person from your organization. As always, the
specifics depend on the work site and work activities.
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Obligations to others on site

Work together for the sake of
everybody on site

Work sites with multiple employers must work together to coordinate
their health and safety responsibilities. If you are an employer at a work
site with a prime contractor, this includes working co-operatively with the prime
contractor.

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

Examples of procedures and processes that may require a co-ordinated, site-
specific approach include:

[a]

hazard emergency response inspection procedures
assessments plans and schedule

orientation and investigation
training procedures

Prime contractors are required when two or more employers are involved
in work at construction sites, oil and gas sites, or other work sites or classes

@é\ of work sites designated by an Alberta OHS director. The prime contractor’s

main role is coordinating health and safety on a work site with two or more
employers.

For more information, see Prime contractor role and duties in Additional
resources.
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Obligations to others on site

If you're a contracting employer...

If you contract other employers to do work for you, and you direct the work of that
employer in a manner that affects worker health and safety, you have legal obligations
as a contracting employer. You must ensure that the employer you’ve contracted
complies with their legal occupational health and safety obligations. And of course,
your general duties as an employer still apply to you in your role as a contracting
employer — for example, you must inform the employer you’ve contracted about any
existing or potential work site hazards, and cooperate with everyone to ensure worker
health and safety.

Here are some best practices you can consider, as a contracting employer.

Expect more from your contractors up front

Before contracting work out to other employers, you should consider how well they
ensure occupational health and safety.

Your selection criteria should include health and safety pass/fail criteria to help
screen prospects early on in the selection process. As an employer you may request
documentation to help you evaluate a contractor’s ability to comply with occupational
health and safety obligations. There are also third-party health and safety evaluation
services, and health and safety associations available to assist.

Examples of documents you can request and evaluate

[0 Health and safety program handbook or manual.

[0 Health and safety policy.

[J Safe work policies and procedures.

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

[ Certificate of Recognition (COR).

[0 Hazard assessment and control reports.

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

[0 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 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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Obligations to others on site

Monitor regularly

As well, your responsibilities include regularly monitoring the contractors you employ.
You must ensure they are complying with the Occupational Health and Safety Act and
Occupational Health and Safety Code, and cooperating with anyone carrying out a
duty under the laws. Regular monitoring may include inspections or any other activity
that verifies work site-specific health and safety rules are being followed.

Are you monitoring contractors at

your 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 informal inspections? O 0O
Do you assess the employer’s performance against:

e their own written procedures? o O
e work site health and safety policies? o O
e occupational health and safety legislation? O O
Do you have processes to deal with non-compliance? 0 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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VWHMIS

About WHMIS

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

WHMIS only applies to products that meet certain criteria under federal law. When a
product meets the criteria, it is then referred to as a hazardous product.

If hazardous products are used in the workplace, you must ensure WHMIS
requirements are followed. Provincial WHMIS requirements are set out in Part 29
of the Occupational Health and Safety Code.

This starter kit introduces the three main parts of WHMIS - labels, safety data sheets,
and training - with a focus on some basic requirements for employers.

For more information, see the Additional resources (WHMIS).

starter kit




WHMIS

Labels

WHMIS labels provide basic information on the nature of the hazardous product
and the risks associated with its use, handling and storage. The two main types
of WHMIS labels are supplier and work site labels.

Supplier labels: Suppliers must provide label information for a hazardous
product they import or sell. Suppliers must apply their labels directly to
containers (although in some cases modifications are permitted).

Supplier labels provide detailed information. 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 with a legible
supplier label, no other label is required.

Work site labels: When it is not practicable to use a supplier label, work site
labels are required. For example, you must use work site labels when:

e A hazardous product is decanted into a new container for storage and later
use (for example, bleach transferred into a spray bottle).

e A hazardous product is made on site for use at the work site.

e The supplier label is missing or can no longer be read.

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.

As an employer, you must ensure hazardous products at your work site are
properly labeled.

There are some exemptions to this requirement in Part 29 of the Occupational Health
and Safety Code. Consult the legislation directly for more information.

Learn more about labels in the WHMIS resources listed in Additional
Resources.
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WHMIS

Safety data sheets

Safety data sheets provide more detailed, technical information about a
product’s physical and chemical characteristics, its physical and health hazards,
precautionary measures (prevention, responses, storage and disposal) and much
more information.

A hazardous product that will be stored, used or handled in the workplace must
have a safety data sheet, unless the supplier is exempt (under federal law) from
the requirement.

Safety data sheets must comply with specific content requirements.
Learn more in the resources listed in Additional Resources (WHMIS).

As an employer, you must:

e Prepare a safety data sheet for a hazardous product produced or manufactured at
your work site.

e Ensure you obtain a supplier safety data sheet for a hazardous product you purchase,
and that the safety data sheet is the current version at the time of purchase.

e Ensure safety data sheets are readily available at the work site to workers who may
be exposed to a hazardous product, and to the health and safety committee or
representative (if there is one).

There are some exemptions to these requirements in Part 29 of the Occupational Health
and Safety Code. Consult the legislation directly for more information.

Significant new data

From time to time, new data or information on a hazardous product can change
the product’s 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.

As an employer, you must:

e Update supplier labels or work site labels with significant new data as soon as you
receive that data from a supplier.

e Add significant new data to safety data sheets as soon as reasonably practicable,
within 90 days of a supplier providing you with that data.
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WHMIS

Worker training

Employers must provide WHMIS training for workers who work with or near
a hazardous product. Appropriate WHMIS training protects a worker’s health and
safety on the job.

Section 397(1) of the Occupational Health and Safety Code sets out the
minimum required content for WHMIS training. The training must include the
following WHMIS and work site-specific information:

e The content required on supplier labels, work site labels and safety data
sheets, and the purpose and significance of that information.

e Procedures related to any hazardous product used at the workplace.

- How to safely store, use and handle the product.
- What to do if there are fugitive emissions.
- What to do if there is an emergency involving the product.

Additional training content will be required at some work sites:

e If an employer manufactures a hazardous product, their WHMIS training must
also include safe manufacturing procedures.

e [f applicable, the WHMIS training must also explain alternate modes of
product identification used to label hazardous products in transfer systems
(piping, conveyors, etc.) or reaction (process) vessels.

WHMIS training must also provide general information about WHMIS, its
components, legislation and guidelines. It must also include additional work
site-specific information, such as where safety data sheets and procedures are
located.

The employer must consult with the health and safety committee or
representative, if there is one, when developing and implementing procedures
that are required as part of WHMIS training.

Some chemical products - including consumer products — are partially exempt
from WHMIS labeling and safety data sheet requirements. Employers must
still provide training on health hazards, and the safe storage, use and
handling of these products.
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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 control 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:

Handling cash.

Meeting clients away from a base office.
Doing hazardous work.

Travelling for work.

Working out of public view.

Identify all the applicable hazards and eliminate them; or if it is not possible to
eliminate them, introduce any 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.

Provide an effective means of communication so workers working alone
can reach out in an emergency.

Contact the workers at regular intervals appropriate to the hazards
associated with the work.
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Working alone

An effective communication system is a required control. 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
schedule emergency
transmitter

You (or your 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

(@ 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) O O

Do you have methods in place to control hazards?
(e.g. have procedures and signage for limiting cash and 0 o
valuables on site)

Are workers informed of the hazards of working alone? O 0O
Are workers trained to work alone safely? 0 o
!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. Make sure you think
through and are prepared for any situations that could affect the health and safety of your
worker.

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, see Additional
resources (Working alone).
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Additional resources

Introduction

Government of Alberta - Guide to OHS: Employers
ohs-pubstore.labour.alberta.ca/li009

Government of Alberta - Guide to OHS: Supervisors
ohs-pubstore.labour.alberta.ca/li010

Government of Alberta - Guide to OHS: Workers
ohs-pubstore.labour.alberta.ca/li008

Government of Alberta - Domestic workers
ohs-pubstore.labour.alberta.ca/li069

Government of Alberta - Integrity in enforcement - Professionalism in the workplace
ohs-pubstore.labour.alberta.ca/bp034

Government of Alberta — Occupational health and safety: Farm and ranch
alberta.ca/farm-and-ranch-ohs.aspx

Government of Alberta - Right to refuse dangerous work
ohs-pubstore.labour.alberta.ca/li049

Government of Alberta - Role and duties of government OHS officers
ohs-pubstore.labour.alberta.ca/li046

Government of Alberta - What to expect in an OHS inspection
ohs-pubstore.labour.alberta.ca/ci007

Worker participation

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

Health and safety program

Government of Alberta - Health and safety programs
ohs-pubstore.labour.alberta.ca/li042
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Additional resources

Additional resources

Hazard assessment and control

Government of Alberta - Hazard assessment and control: a handbook for
Alberta employers and workers
ohs-pubstore.labour.alberta.ca/bp018

Government of Alberta - Hazard assessment and control: eLearning
ohs-pubstore.labour.alberta.ca/el003

Emergency response plan

Government of Alberta - Emergency response planning: an occupational
health and safety tool kit
ohs-pubstore.labour.alberta.ca/bp040

Government of Alberta - Emergency response planning: eLearning
ohs-pubstore.labour.alberta.ca/el004

Incident reporting and investigation

Government of Alberta - Incident reporting and investigation
ohs-pubstore.labour.alberta.ca/li016

Government of Alberta - OHS concerns and incidents
alberta.ca/ohs-complaints-incidents.aspx

Government of Alberta - Personal exposure monitoring for ionizing radiation
ohs-pubstore.labour.alberta.ca/rad008

First aid

Government of Alberta - First aid in the workplace
ohs-pubstore.labour.alberta.ca/fa020

Government of Alberta - First aid training
alberta.ca/first-aid-training.aspx

Harassment and violence prevention

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
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Additional resources

Obligations to others on site

Government of Alberta - Prime contractor role and duties
ohs-pubstore.labour.alberta.ca/li018

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 — Working alone
ohs-pubstore.labour.alberta.ca/wa002

General

Government of Alberta - Employment standards tool kit for employers
alberta.ca/employment-standards-education-resources.aspx

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 legislation

This starter kit is current to March 2024.

It references:
Occupational Health and Safety Act (current as of November 16, 2022)
Occupational Health and Safety Regulation (current as of March 31, 2023)

Occupational Health and Safety Code (current as of March 31, 2023)

Find the current occupational health and safety legislation online at:
Q alberta.ca/ohs-act-regulation-code.aspx

Purchase official printed versions of the Occupational Health and Safety Act,
Regulation and Code Handbook from Alberta King’s Printer:

Q alberta.ca/alberta-kings-printer.aspx
kings-printer@gov.ab.ca

780-427-4952

Suite 700, Park Plaza Building
10611 - 98 Avenue NW
Edmonton, AB T5K 2P7

{ @1e

780-452-0668
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Contact us

Occupational Health and Safety Contact Centre

Edmonton and surrounding area: 780-415-8690
Toll-free in Alberta: 1-866-415-8690

For the deaf or hard-of-hearing (TTY)

In Edmonton: 780-427-9999
Toll-free in Alberta: 1-800-232-7215

Or connect with us online

Website
alberta.ca/ohs

Provide feedback
ohs-pubstore.labour.alberta.ca/BP035

ISBN 978-1-4601-5975-0 (orint)
ISBN 978-1-4601-5976-7 (PDF)

BP035
March 2024
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