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Section 1:   Health & Safety Postings 
 

1.1  INTRODUCTION  

Losses arising from occupational illness and injury impact our quality of life in a very 

profound way. The economic losses from an accident, illness or injury disrupt the 

effectiveness of business operations. Such disruptions can have a detrimental effect on 

the corporate culture within a business or industry and consequently affect the very fabric 

of our well-being. It is important that an effective occupational health and safety program 

be developed and implemented. In so doing, our quality of life and work environment 

will be enhanced. 

This health and safety manual affirms Viana Roofing and Sheet Metal Limitedôs 

dedication and commitment to achieving excellence in health and safety both on and off 

the job. This manual will be available to all employees at all times and updated as 

necessary, per government legislation and company requirements with the assistance of 

the Joint Health and Safety Committee (JHSC). 

This health and safety manual contains various aspects from the Ontario Occupational 

Health and Safety Act, related regulations and related standards and guidelines. In cases 

of dispute, the current issue of the Occupational Health and Safety Act, related 

regulations and related standards and guidelines shall prevail. 

Should any procedure outlined in this manual conflict with any federal, provincial, and/or 

municipal law or prescribed standard then the most stringent set of standards shall apply. 
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1.2   HEALTH AND SAFETY POLICY STATEMENT  
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1.3   PROGRAM DESCRIPTI ON 

The purpose of the health and safety program is to promote safety awareness and 

appropriate behaviour within our organizational environment. This can be accomplished 

by developing work ethics and management systems that encourage and reward, safe 

handling .and fulfilling work practices with the highest value being placed on truth as 

well as the health and safety of workers, customers, communities and the environment. 

The overall program includes documented policies, rules, procedures and practices 

encompassing various areas and aspects of health, safety and emergencies. Included 

within the programôs administration and management is a formal system of program 

evaluation encompassing various inspections, checks, audits and assessments as well as a 

systematic process of review, modification, approval, implementation and enforcement. 

In addition, a process of ongoing training and review (both program and behaviour 

performance) is a critical aspect of the effectiveness of a health and safety program and is 

incorporated into all areas of this program. 

Viana Roofing and Sheet Metal Limited is committed to providing the necessary policies 

and procedures for a safe and healthy working environment. It is the responsibility of all 

workers to ensure that they work in a safe manner as outlined in the health and safety 

program, the Occupational Health and Safety Act, related regulations and related 

standards and guidelines. Senior management will provide continuous improvement of 

health and safety programs, with legislated standards and procedures used as a minimum. 

The members of the Joint Health and Safety Committee will ensure that current 

legislation is being met by attending seminars and courses. The Joint Health and Safety 

Committee will continue to make recommendations, ensure a system of follow-up and 

provide complete documentation. 

 

1.4   INTERNAL RESPONSIBILITY SYSTEM  

The internal responsibility system at Viana Roofing and Sheet Metal Limited is organized 

according to the provisions, in the Occupational Health and Safety Act. The essence of 

the internal responsibility system recognizes that both workers and managers share a 

common goal of preventing work-related accidents, injury and illness and is also used to 

resolve all concerns of a health and safety nature. 

Workers and employers must share the responsibility for occupational health and safety. 

This concept of the internal responsibility system is based on the principal that the 

workplace parties themselves are in the best position to identify health and safety 

problems and to develop solutions. Ideally, the internal responsibility system involves 

everyone, from the company director to the worker. How well the system works depends 

upon whether there is a complete, unbroken chain of responsibility and accountability for 

health and safety. 
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The internal responsibility system is established and acknowledged within the 

Occupational Health and Safety Act throughout the roles, responsibilities and duties of all 

parties as prescribed within Part Ill of the Act. 

Several provisions of the Occupational Health and Safety Act are also aimed at fostering 

the internal responsibility system. 

Three important provisions are: 

¶ The requirement for employers to have a health and safety policy and program. 

¶ The direct responsibility that officers of a corporation have for health and safety. 

¶ The Joint Health and Safety Committeeôs role in monitoring the internal 
responsibility system. The Occupational Health and Safety Act sets out the basic 

rules of operation for the Joint Health and Safety Committee. 

The concept of the internal responsibility system will be reviewed with all employees 

during health and safety training to ensure an understanding that all workplace parties 

must share the responsibility for safety. 
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INTERNAL RESPONSIBILITY SYSTEM FLOW DIAGRAM  
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Section 2:   Responsibilities of Work Place Parties  
 

2.1   INTRODUCTION  

Workers and employers must share the responsibility for occupational health and safety. Ideally, 

an effective health and safety program involves everyone, from the company director to the 

worker. How well the system works depends upon whether there is a complete, unbroken chain 

of responsibility and accountability for health and safety. 

The following is a description of the responsibilities and accountabilities for the workplace 

parties at Viana Roofing and Sheet Metal Limited 

 

2.2   EMPLOYER  

Viana Roofing and Sheet Metal Limited is committed to fulfilling its responsibilities as set out in 

Sections 25 and 26 of the Occupational Health and Safety Act These duties include: 

¶ To set the example and demonstrate a personal commitment to safety. 

¶ Ensure that the equipment, materials and protective devices as prescribed are provided.  

¶ Ensure that the equipment, materials and protective devices provided are maintained in 

good condition. 

¶ Ensure that the measures and procedures prescribed are carried out in the workplace. 

¶ Ensure that the equipment, materials and protective devices provided are used as 

prescribed. 

¶ Ensure that a floor, roof, wall, pillar, support or other part of a workplace is capable of 

supporting all loads to which it may be subjected without causing the materials therein to 

be stressed beyond the allowable unit stresses established under the building code. 

¶ Provide information, instruction, and supervision to a worker to protect the health or/ 

safety of the worker. 

¶ In a medical emergency for the purpose of diagnosis or treatment, provide, upon request, 

information in the possession of the employer, including confidential business 

information, to a legally qualified medical practitioner and to such other persons as may 

be prescribed. 

¶ When appointing a supervisor, appoint a competent person. 

¶ Acquaint a worker or a person in authority over a worker with any hazard in the work and 

in the handling, storage, use, disposal and transport of any article, device, equipment, or a 

biological, chemical or physical agent: 
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¶ Afford assistance and co-operation to the Joint Health and Safety Committee in the 

carrying out of their functions. 

¶ Only employ in or about a workplace a person over such age as may be prescribed. 

¶ Not permit a person who is under such age as may be prescribed to be in or about a 

workplace. 

¶ Take every precaution reasonable in the circumstances for the protection of a worker. 

¶ Post in the workplace a copy of the Occupational Health and Safety Act and any 

explanatory material prepared by the Ministry of Labour, in English and the majority 

language of the workplace, outlining the rights, responsibilities and duties of workers. 

¶ Review at least annually the occupational health and safety policy and program 

¶ Post at a conspicuous location in the workplace a copy of the occupational health and 

safety policy 

¶ Provide to the Joint Health and Safety Committee the results of a report respecting 

occupational health and safety that is in the employerôs possession and, if that report is in 

¶ Writing, a copy of the portions of the report that concern occupational health and safety. 

¶ Advise workers of the results of a health and safety report and if the report is in writing, 

make available to them on request copies of the portions of the reports that concern 

occupational health and safety. 

In addition to the responsibilities outlined in sections 25 and 26 of the Occupational Health and 

Safety Act, senior management at Viana Roofing and Sheet Metal Limited will ensure the 

performance of the following: 

¶ Workplace inspections 

¶ Information sessions in the form of training sessions and toolbox talks. 

¶ Injury/incident investigations. 

¶ Employee training.  

¶ Correcting of substandard acts or conditions.  

¶ Commending employee and supervisor health and safety performance. 

¶ Employee safety observation.  

During inspections, senior management will make every effort to speak to as many employees as 

possible and document.  

While on a project, an employer of five or more workers must appoint a supervisor for the 

workers. The supervisor must supervise the work at all times either personally or by having an 

assistant, who is a competent person, do so personally. 
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2.3   SUPERVISORS 

While the Viana Roofing and Sheet Metal Limited management team is responsible for assigning 

responsibility and accountability for health and safety to supervisory staff, the supervisory staff 

must be given the authority to fulfill their health and safety responsibilities. 

As per Section 27 of the Occupational Health and Safety Act, all supervisors are responsible to: 

¶ Ensure that workers work in a safe manner utilizing the protective devices, measures and 

procedures, as required by the Occupational Health and Safety Act. 

¶ Advise workers of hazards in the workplace; educate them in the handling, storage, use, 

disposal and transport of any article, device, equipment or biological, chemical or 

physical agent. 

¶ Provide workers with written instructions regarding the measures and procedures 

required for the protection of the worker. 

¶ Ensure that all workers are supervised in the use, or wear of equipment, protective 

devices or clothing as required by the employer. 

¶ Promptly investigate any incidents resulting in personal injury or property damage in 

conjunction with a representative of the Joint Health and Safety Committee. Determine 

immediate and underlying causes, initiate corrective action, and report results of the 

investigation using the Viana Roofing and Sheet Metal Limited Injury/Incident 

Investigation Report. 

¶ Enforce all company safety rules and regulations, and report hazardous conditions that 

require improvement. 

¶ Review the health and safety manual with each new worker and instruct him or her in the 

safety requirements for their particular job. Ensure each new worker receives proper 

instructions on all assigned personal protective equipment. 

¶ Ensure all workers use only the proper tools for the jobs performed. 

¶ Investigate any work refusal situations immediately, following the refusing unsafe work 

guidelines in conjunction with a worker representative of the Joint Health and Safety 

Committee. . 

¶ Attend formal health and safety training course(s).  

While on a project, the supervisor or a competent person appointed by the supervisor must 

inspect all machinery and equipment at least once a week or more frequently as the supervisor 

determines is necessary. This inspection includes fire extinguishing equipment, magazines, 

electrical installations, communication systems, sanitation and medical facilities, buildings and 

other structures, temporary supports and means of access and egress at the project. 

The purpose of this inspection is to ensure that the machinery and equipment referred to above 

does not endanger any worker. During inspections, supervisors will make every effort to speak to 
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as many employees as possible and document. In addition, a competent person must perform 

tests and observations necessary for the detection of hazardous conditions on a project. 

While on a project, the supervisor must supervise the work at all times either personally or by 

having an assistant, who is a competent person, do so personally. 

 

2.4   WORKERS AND SUPPLIED LABOUR.  

Throughout this manual, Viana Roofing and Sheet Metal Limited makes reference to ñworkersò, 

this term includes both regularly employed persons and supplied labour. It shall be the 

responsibility of all workersÅ to work safely and follow legislated and established safe work 

procedures and practices. It is also the responsibility of all workers to report unsafe or unhealthy 

conditions. According to section 28 of the Occupational Health and Safety Act, there are several 

roles, responsibilities and duties that workers are required to fulfill. 

All workers at Viana Roofing and Sheet Metal Limited must: 

¶ Work in compliance with the provisions of our health and safety program and the 

Occupational Health and Safety Act. 

¶ Report all unsafe acts, conditions and hazards to their supervisor immediately. 

¶ Identify and report all absent or defective tools, equipment, structures or protective 

devices. 

¶ Operate all equipment in a safe and proper manner. 

¶ Handle hazardous substances according to the Workplace Hazardous Materials 

Information System regulations. 

¶ Do not operate any machi17nery or equipment that you are not qualified or licensed to 

operate, and do not engage in any job with which you are not familiar. 

¶ Report all accidents, illness, or ñnear missò incidents to your supervisor immediately. 

¶ Use or wear the protective clothing, equipment or devices required for protecting health 

and safety and ensure they are properly maintained. 

¶ Never remove any safety guards or devices unless otherwise authorized. 

¶ Refrain from jeopardizing the safety or well-being of others in the workplace. 

¶ Refrain from engaging in any pranks, contests or rough and boisterous behaviour. 

¶ A worker is not required to participate in a prescribed medical surveillance program 

unless the worker consents to do so.  

In addition to the responsibilities set out in section 28 of the Occupational Health and Safety Act, 

all workers who operate equipment or machinery are required to conduct a pre-use inspection of 

the equipment or machinery they are using to ensure that the equipment is in safe operating 

condition.  
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2.4.1   ACCOUNTABILITIES  

Management is accountable for defining .and setting acceptable standards in the workplace, 

including those for safe work practices and procedures. To ensure standards are routinely met, 

management has the responsibility to regularly communicate performance expectations with 

workers and to confirm that the consequences of non-compliance are understood. 

At Viana Roofing and Sheet Metal Limited, management has implemented a formalized 

progressive disciplinary policy and procedure, which allows adequate opportunity for a worker 

to alter his/her non-conforming behaviour and to personally demonstrate a willingness to change. 

All workers will be held accountable for their behaviour, actions and performance at all times, 

through a progressive disciplinary procedure. 

 

2.4.2   DISCIPLINARY PROCEDURE  

Management at Viana Roofing and Sheet Metal Limited is committed to ensuring a safe and 

healthy workplace. Workers will be held accountable for their performance and adherence to 

health and safety policies, procedures and rules that apply within the workplace. Attitude and 

performance are important standards used in evaluating job performance and violations will be 

documented and maintained. 

Disciplinary action is necessary when a worker has not been performing at a level, which meets 

or exceeds the expectations of management. The purpose of this action is to help the worker 

focus on what is substandard and how to raise it to an acceptable level. It is important that any 

issue be addressed promptly and in a simple, straightforward manner. 

Disciplinary action is a method for ensuring personal accountability for safety performance by 

correcting or eliminating any unsafe condition, practice or behaviour. At each step, the worker 

must understand the performance issue and unless there is an effort on the part of the worker to 

improve, further disciplinary action may be necessary. The full benefits of discipline will not be 

realized unless it is coupled with a review of job performance and training. 

 

2.4.2.1   STEP ONE ð VERBAL WARNING  

When a supervisor identifies that a worker is not complying with company standards, the 

supervisor will initiate a verbal warning with the worker. If a worker notices another worker not 

complying with company standards, they must notify their supervisor. The supervisor must at the 

outset of the discussion, state that the worker is receiving a verbal warning. It is important to 

ensure that the worker understands the expected performance standard and is properly cautioned 

regarding failure to meet the standard. The supervisor will fill out the Employee Warning Notice 

form with appropriate signatures to be retained in the workersô personnel file. During the 

discussion, the supervisor will advise the worker that continued substandard performance will 

result in further discipline. 
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2.4.2.2   STEP TWO - WRITTEN WARNING  

If the supervisor observes the worker continually failing to comply with company standards, a 

written warning will be issued to the worker. The written warning will be administered by the 

supervisor and will explain the reason for further discipline. It will advise the worker to take 

immediate steps to correct their behaviour. The written warning will also advise the worker that 

continued failure to comply to acceptable company standards will result in a suspension from 

work duties for a period of one day. The written warning with appropriate signatures will be 

retained in the workersô personnel file. 

2.4.2.3   STEP THREE ð WORK SUSPENSION  

Following the written warning, continued non-compliance by the worker will result in 

suspension from work without pay for a period of one day. The supervisor will advise the worker 

that the company will no longer tolerate further non-compliance and any further non-compliance 

will result in termination. The notice of suspension with appropriate signatures will be retained 

in the workersô personnel file. 

2.4.2.4   STEP FOUR ð TERMINATION  

Continued non-compliance by the worker will result in termination of employment. The notice of 

termination with appropriate signatures will be retained in the workersô personnel file. 

2.4.3   RECORD KEEPING  

Management will maintain accurate records of each safety violation/infraction caused by the 

worker in their individual personnel file. A violation/infraction will be cleared from the workersô 

personnel file after one year. Written documentation will include the following information: 

¶ Date and time of safety violation/infraction. 

¶ Description of safety violation/infraction. 

¶ Type and number of previous warnings issued to the worker. 

¶ The disciplinary action taken. 

¶ General comments. 

¶ Signature of the worker being disciplined. 

Viana Roofing and Sheet Metal Limited reserves the right to interpret and apply disciplinary 

procedures. If an offence is considered by the company to be severe, the company has the right 

to forego steps in the disciplinary procedure and administer an immediate suspension or 

termination. 

A copy of the disciplinary procedure will be distributed and communicated to all workers so that 

they are aware and understand the policy and procedures regarding disciplinary action. 
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EMPLOYEE WARNING NOTICE  

 

Employee:   _________________________________________________ 

Job Title:   _________________________________________________ 

Date of Infraction:  _________________________________________________ 

Description of Infraction: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

________________________________________________ 

Employee Comments: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

________________________________________________ 

Disciplinary Action Taken: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

________________________________________________ 

 

Employeeôs Signature:  __________________________  Date:  ____________ 

Supervisorôs Signature:  __________________________  Date:  ____________ 

Managerôs Signature:   __________________________  Date:  ____________ 

 

ORIGINAL TO BE FILED IN EMPLOYEEôS PERSONAL FILE. A COPY OF THIS FORM IS TO BE GIVEN 

TO THE EMPLOYEE. 
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2.5   CONTRACTORS 

The term contractors include all contractors, sub-contractors, independent operators and any 

other person or firm including their workers which Viana Roofing and Sheet Metal Limited 

contracts to provide services. All contractors working on site are expected to meet or exceed all 

health and safety requirements at Viana Roofing and Sheet Metal Limited. All contractors must 

provide qualified workers and adequate supervision for the work performed and must ensure the 

health and safety of all workers. The principle contractor is responsible for ensuring that all 

workers are aware of and in compliance with the following requirements: 

¶ Viana Roofing and Sheet Metal Limitedôs health and safety policies and procedures. 

¶ The Occupational Health and Safety Act and any other applicable governing legislation, 

regulations and industry standards. 

¶ Ministry of Labour (MOL) and Workplace Safety and Insurance Board (WSIB) reporting 

requirements. 

¶ Training requirements required to conduct all work in a safe and timely manner as well as 

hazards associated with all work. 

¶ No contractor will work for Viana Roofing & Sheet Metal Limited without a Health & 

Safety Manual in place. 

¶ Prior to commencing work a contractor shall provide proof of WSIB coverage 

¶ CAD7 performance rating shall be requested for review. Preference will be given to 

contractors with better than average safety ratings in their field. 

Any violation of the above requirements will result in disciplinary action by Viana Roofing and 

Sheet Metal Limited against the contractor responsible. Contractors responsible for violations of 

the above requirements will compensate Viana Roofing and Sheet Metal Limited for any losses. 

Prior to any work beginning, contractors will receive a copy of Viana Roofing and Sheet Metal 

Limitedôs contractor safety program that outlines the specific requirements for contractors while 

on site and must sign the contractor safety agreement. For more detailed information, please refer 

to Viana Roofing and Sheet Metal Limitedôs contractor safety program. 
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CONTRACTOR SAFETY AGREEMENT  

 

COMPANY:  __________________________________________________ 

CONTRACTOR: __________________________________________________ 

The term contractors include all contractors, sub-contractors, independent operators and any other person or firm 

including their workers which Viana Roofing and Sheet Metal Limited contracts to provide services. All contractors 

working on site are expected to meet or exceed all health and safety requirements at Viana Roofing and Sheet Metal 

Limited All contractors must provide qualified workers and adequate supervision for the work performed and must 

ensure the health and safety of all workers. The principle contractor is responsible for ensuring that all workers are 

aware of and in compliance with the following requirements: 

Å Viana Roofing and Sheet Metal Limitedôs health and safety policies and procedures. 

Å The Occupational Health and Safety Act and any other applicable governing legislation, regulations and industry 

standards. 

Å Ministry of Labour (MOL) and Workplace Safety and Insurance Board (WSIB) reporting requirements. 

Training requirements required to conduct all work in a safe and timely manner as well as hazards associated with 

all work. 

Any violation of the above requirements will result in disciplinary action by Viana Roofing and Sheet Metal Limited 

against the contractor responsible. Contractors responsible for violations of the above requirements will compensate 

Viana Roofing and Sheet Metal Limited for any losses. 

Prior to any work beginning, contractors will receive a copy of Viana Roofing and Sheet Metal Limitedôs contractor 

safety program that outlines the specific requirements for contractors while on site and must sign the contractor 

safety agreement. For more detailed information, please refer to Viana Roofing and Sheet Metal Limitedôs 

contractor safety program. 

 

Description of Project:  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

________________________________________________ 

 

A CLEARANCE CERTIFICATE ISSUED BY THE WSIB MUST BE ATTACHED 

TO THIS DOCUMENT 

WSIB Firm #:  ______________________ WSIB Rate Group: ____________ 

WSIB CAD7 Rating ______________________  

Number of Workers: ______________________  Duration of Work: ____________ 

Contractorôs Signature: _______________________  Date: ____________ 

Companyôs Signature:  _______________________  Date: ____________ 

 

THIS AGREEMENT WILL BE KEPT ON FILE AND IS VALID FOR THE DURATION OF WORK.  

A COPY OF THIS AGREEMENT WILL BE GIVEN TO THE CONTRACTOR . 
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2.5.1   SAFE WORK PRACTICES 

Viana Roofing and Sheet Metal Limited has established the following safe work practices, which 

must be strictly adhered: 

¶ Contractors must have workers compensation coverage and must supply their number 

and verification of coverage (WSIB Clearance Certificate) to Viana Roofing and Sheet 

Metal Limited a contractor safety agreement and WSIB clearance certificate must be 

provided prior to the commencement of any work. 

¶ Must attend pre-job and/or hazard assessment meeting prior to the commencement of any 

work on the premises. 

¶ Contractors will not be allowed on Viana Roofing and Sheet Metal Limitedôs premises 

while in the possession or under the influence of alcohol, incapacitating drugs or 

medications. 

¶ Contractors are not permitted to use any equipment belonging to Viana Roofing and 

Sheet Metal Limited without prior approval by Viana Roofing and Sheet Metal Limitedôs 

management team. 

¶ Contractors must observe and obey all Viana Roofing and Sheet Metal Limitedôs 
regulatory signs as well as any specific direction given by Viana Roofing and Sheet 

Metal Limitedôs management team. 

¶ Under no circumstances are contractors permitted to use designated substances as defined 

by the Ministry of Labour, without the prior written consent of Viana Roofing and Sheet 

Metal Limited.  

¶ Contractors must provide a list of all products brought onto Viana Roofing and Sheet 

Metal Limited premises including copies of Material Safety Data Sheets for all WHMIS 

controlled products. 

¶ Contractors must wear any personal protective equipment required by Viana Roofing and 

Sheet Metal Limited at all times and any equipment brought on to Viana Roofing and 

Sheet Metal Limited premises must meet all governing legislation/regulation/industry 

standards. 

When acting as constructor, Viana Roofing and Sheet Metal Limited requires the following 

documentation from all contractors. These requirements are in addition to the safe work practices 

mentioned above. 

¶ Identification of all supervisors on site. 

¶ A copy of the corporate health and safety manual including job procedures and policies. 

¶ Employer registration form. 

¶ Engineered diagrams for any horizontal lifelines or swing stages that are going to be 

used. 

¶ The manufacturerôs requirements for scaffold erection. 
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¶ Engineered drawings for any formwork that is being erected. 

¶ Proof of inspection by a qualified person for all machinery arriving on site that is greater 

than 10 horsepower. 

2.5.2   SELECTION CRITERIA  

Viana Roofing and Sheet Metal Limitedôs management team shall ensure that contract 

agreements made with contractors are made in accordance with the selection criteria outlined 

below: 

¶ When deciding on contractors to perform any work, Viana Roofing and Sheet Metal Limited 

must consider the contractors safety record including their NEER or CAD-7 statements and the 

status of their workers compensation (WSIB clearance certificate) or insurance coverage. 

¶ Determine contractorôs commitment to health and safety by reviewing their health and safety 
policies and programs. A complete listing of all health and safety related training and orientation 

including dates completed must be examined. 

¶ Obtain a full and accurate disclosure of all work procedures from contractors including a list of 

personal protective equipment that will be utilized. 

¶ Verify that contractors have reviewed Viana Roofing and Sheet Metal Limitedôs contractor safety 

program and that contractors have workers compensation or insurance coverage in good standing 

before signing the contractor safety agreement or giving permission to start work. 

¶ Attach a signed copy of the contractor safety agreement and WSIB clearance certificate to all 

purchase orders, work orders or contracts signed with contractors indicating the acceptance of 

Viana Roofing and Sheet Metal Limited policies and procedures and the verification of insurance 

coverage. 

¶ Conduct post-job performance reviews of subcontractors. Performance review will consider, but 

not limited to, housekeeping, communication, safety meeting attendance, work environment 

improvements, work quality, schedules, etc.  

¶ Inform contractors of the actual or potential hazards in the area where work will be performed, 

before work begins. 

¶ Review fire and emergency procedures with contractors before work begins. For evacuation 

purposes, contractors must report to the appropriate Viana Roofing and Sheet Metal Limited 

supervisory personnel at the start and end of each workday. 

¶ If contractors have an open agreement with Viana Roofing and Sheet Metal Limited to perform 

work on a regular basis, a new contractor Safety agreement must be signed each year and a new 

WSIB clearance certificate must be provided every 60 days.  

¶ Viana Roofing and Sheet Metal Limited must keep a copy of all contractor safety agreements on 

file for the duration of the contract and for a minimum three years after the end of the contract. 

2.5.3   ACCOUNTABILITIES  

Management is accountable for defining and setting acceptable standards within the workplace, 

including those for safe work practices and procedures. To ensure standards are routinely met, 
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management has the responsibility to regularly communicate performance expectations with 

contractors and to confirm that the consequences of non-compliance are understood. 

At Viana Roofing and Sheet Metal Limited, the management has implemented a formalized 

progressive discipline policy and procedure which allows adequate opportunity for a contractor 

to alter his/her non-conforming behaviour and to personally demonstrate a willingness to change. 

All contractors will be held accountable for their behaviour, actions and performance at all times. 

Viana Roofing and Sheet Metal Limited reserves the right to interpret and apply disciplinary 

procedures. If an offence is considered by the company to be severe, the company has the right 

to forego steps in the disciplinary procedure and administer a suspension or termination. 

A copy of the disciplinary procedure will be distributed and communicated to all contractors so 

that they are aware of and understand the policy and procedures regarding disciplinary action. 

2.6   VISITORS AND THE GENERAL PUB LI C 

Viana Roofing and Sheet Metal Limited welcomes all visitors and the general public onto the 

premises for business purposes. 

The following rules apply at all times and are strictly enforced: 

¶ All visitors and the general public must adhere to Viana Roofing and Sheet Metal 

Limitedôs health and safety policies and procedures. 

¶ All visitors and the general public must adhere to the Occupational Health and Safety Act 

and any other applicable governing legislation, regulations and industry standards. 

¶ All visitors and the general public must sign in at reception and explain the purpose of 

their visit. 

¶ All visitors and the general public must remain in the designated area assigned to them or 

be under Viana Roofing and Sheet Metal Limited escort when not in the designated area. 

¶ Appropriate personal protective equipment must be worn in the designated area. 

¶ In the event of an injury/incident or other emergency, all visitors and the general public 

must immediately notify Viana Roofing and Sheet Metal Limited 

¶ Smoking is not permitted in the building. 

¶ The use of drugs or alcohol is strictly prohibited. 

¶ No person younger than 16 years of age is permitted to be present in or about the project. 

All visitors and the general public who do not comply with Viana Roofing and Sheet Metal 

Limitedôs requirements will not be allowed to remain on the premises. 
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VISITOR SIGN IN LOG  

Date  Name   Company   Person   Time  Time 

Visiting      in   out 

________ _________________ _______________________ ___________ _____  _____  

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____  

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____  

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____  

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____  

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____  

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 

________ _________________ _______________________ ___________ _____  _____ 
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2.7   HEALTH AND SAFETY COORDINATOR  

The health and safety coordinator is responsible for the development, implementation and 

maintenance of the health and safety program, including: 

¶ Workplace inspections. 

¶ Conducting information sessions. 

¶ Conducting injury/incident investigations. 

¶ Ensuring the required training is in place and current. 

¶ Ensure follow-up and correction of substandard acts or conditions. 

¶ Commending employee and supervisor health and safety performance. 

¶ Employee safety observation. 

 

2.7.1   QUALIFICATIONS  

The health and safety coordinator, at a minimum, must have experience and knowledge in the 

following areas: 

¶ Applicable safety legislation. 

¶ Injury/incident investigation. 

¶ Workplace inspections. 

The health and safety coordinator may substitute the above with Joint Health and Safety 

Committee Basic Certification training. 

 

2.8   CONSTRUCTOR 

Viana Roofing and Sheet Metal Limited is committed to fulfilling its responsibilities as set out in 

Section 23 of the Occupational Health and Safety Act when acting as the constructor. These 

duties as directly referenced include: 

23  (1) A constructor shall ensure, on a project undertaken by the constructor that, 

(a) The measures and procedures prescribed by this Act and the regulations are carried 

out on the project; 

(b) Every employer and every worker performing work on the project complies with this 

Act and the regulations; and 

(c) The health and safety of workers on the project is protected. 

(d) Report all incidents involving subcontractors and participate in the incident 

investigation. 
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(2) Where so prescribed, a constructor shall, before commencing any work on a project, give 

to a Director notice in writing of the project containing such information as may be 

prescribed. 

A constructor must appoint a supervisor for every project at which five or more workers will 

work at the same time. The supervisor must supervise the work at all times either personally or 

by having an assistant, who is a competent person, do so personally. 

A constructor must establish for a project written procedures to be followed in the event of an 

emergency and ensure that the procedures are followed. The constructor must review the 

emergency procedures with the health and safety representative or the joint health and safety 

committee. 

The constructor must ensure that every worker at the project has ready access to a telephone, 

two-way radio or other system of two-way communication in the event of an emergency. 

If under the Regulations for Construction Projects, a record is required, to be kept available of 

inspection at a project, the constructor or employer, as the case may be, must keep the record for 

at least one year after the project is finished. 

 

2.8.1   ADDITIONAL RESPONSIBILITIES  

When acting as constructor, Viana Roofing and Sheet Metal Limited will hold a review to 

determine the physical requirements on the site. In general, a constructor is normally responsible 

for an area of the site where two or more trades are working in proximity with each other (i.e. 

housekeeping on a main floor where many trades are working in proximity to each other would 

be a constructor concern). Where an area of the site is strictly under the control of one trade, the 

trade present will be responsible for safety in the area within their scope of work. 

The following list represents the additional responsibilities of a constructor and the section of the 

Regulations for Construction Projects to reference. However Viana Roofing and Sheet Metal 

Limited may decide to contract out the responsibility of performing certain tasks to the general 

contractor or to one of the trades (i.e. contracting out the requirement to install guardrails around 

the site). 

¶ Washrooms ð section 29 of the Regulations. 

¶ Public way protection ð sections 64 and 65 of the Regulations. 

¶ Traffic control ð sections 67 to 69 of the Regulations. 

¶ Guardrails ð section 26.3 of the Regulations. 

¶ Supply and maintenance of fire extinguishers ð sections 52 to 57 of the Regulations. 

¶ Ventilation ð section 46 of the Regulations. 

¶ Lighting ð section 45 of the Regulations. 

¶ Housekeeping ð section 35 of the Regulations. 
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¶ Access/egress routes to work areas (including ladders to other areas) ð section 70 to 74 

of the Regulations. 

¶ Stairs ð section 75 of the Regulations. 

¶ Lifelines ð section 26.9(8) of the Regulations. 

¶ Bump lines on a roof ð section 207 of the Regulations. 

Once Viana Roofing and Sheet Metal Limited decides which areas will be managed internally 

and externally on site, safe work procedures will be developed for the site supervisor when the 

initial setup of the site is underway. 

 

2.9   PROJECT OWNER 

Viana Roofing and Sheet Metal Limited is committed to fulfilling its responsibilities as set out in 

Section 30 of the Occupational Health and Safety Act when acting as the project owner. These 

duties as directly referenced include: 

(1) Before beginning a project, the owner shall determine whether any designated substances 

are present at the project site and shall prepare a list of all designated substances that are 

present at the site. 

(2) If any work on a project is tendered, the person issuing the tenders shall include, as part 

of the tendering information, a copy of the list referred to in subsection (1). 

(3) An owner shall ensure that a prospective constructor of a project on the ownerôs property 
has received a copy of the list referred to in subsection (1) before entering into a binding 

contract with the constructor. 

(4) The constructor for a project shall ensure that each prospective contractor and 

subcontractor for the project has received a copy of the list referred to in subsection (1) 

before the prospective contractor or subcontractor enters into a binding contract for the 

supply of work on the project. 

(5) An owner who fails to comply with this section is liable to the constructor and every 

contractor and subcontractor who suffers any loss or damages as the result of the 

subsequent discovery on the project of a designated substance that the owner ought 

reasonably to have known of but that was not on the list prepared under subsection (1). 

(6) A constructor who fails to comply with this section is liable to every contractor and 

subcontractor who suffers any loss or damages as the result of the subsequent discovery 

on the project of a designated substance that was on the list prepared under subsection 

(1). 
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Section 3:   Health & Safety Postings

3.1   COMMUNICATION  

Management and the Joint Health and Safety Committee, on a regular basis, will communicate 

all information concerning occupational health and safety. Health and safety information will be 

posted in a high traffic area on a bulletin board. Management and the Joint Health and Safety 

Committee will regularly monitor each health and safety bulletin board to ensure all health and 

safety information is posted and updated. All health and safety information will be accessible to 

all employees on and off-site. 

 

3.1.1   WORKPLACE POSTINGS  

Postings on each health and safety bulletin board shall be updated as necessary. Each health and 

safety bulletin board must be included in the Joint Health and Safety Committee monthly 

inspection to ensure all postings are current. 

Postings may include: 

¶ Viana Roofing and Sheet Metal Limitedôs health and safety policy statement. 

¶ Occupational Health and Safety Act. 

¶ Appropriate Industry Regulation. 

¶ WHMIS Regulation (Reg. 860). 

¶ Material Safety Data Sheets (MSDS). 

¶ Appropriate Designated Substance Regulation. 

¶ Ministry of Labour (MOL) health and safety explanatory material: 

o ñA Guide to the Occupational Health and Safety Actò. 

o ñA Guide for Joint Health and Safety Committees and Representatives in the 
Workplaceò. 

o ñWorkplace Hazardous Materials Information System (WHMIS): A Guide to the 

o Legislationò. 

o ñGuideline for the Safe Operation and Maintenance of Powered Lift Trucksò. 

o ñLock-out Procedure for Machineryò. 

o ñA Guide to Ontarioôs Workplace Smoking Lawò. 

o Appropriate MOL Alerts. 

¶ First Aid: 
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o Form 82ð In All Cases of Injury at Work Poster. (at all first aid stations) 

o First Aid Regulation 1101. (at all first aid stations) 

o Emergency services and numbers. (at all primary telephones) 

¶ Reports: 

o Management workplace health and safety inspection. 

o Health and/or safety surveys/assessments. 

o MOL orders. 

o Workplace incident summaries. 

¶ Joint Health and Safety Committee: 

o JHSC workplace health and safety inspection. 

o JHSC meeting minutes. 

o JHSC meeting schedule. 

o JHSC inspection schedule. 

o JHSC membersô names and work locations. 

¶ Other information applicable to workplace activities. 

 

3.1.2   PAYROLL INSERTS  

Throughout the year Viana Roofing and Sheet Metal Limited will include an informational insert 

with employee paychecks. The information contained in these inserts will be specific to the 

company and can include such topics as: 

¶ Early and safe return to work. 

¶ Off the job safety.  

¶ Smoking in the workplace. 

¶ Injury/incident reports.   

Copies of these payroll inserts will be posted on each health and safety bulletin board. 

 

3.1.3   PROJECT POSTINGS 

When acting as constructor, Viana Roofing and Sheet Metal Limited must post in a conspicuous 

place at a project and keep posted while work is done at the project a notice selling out the 

following: 

¶ The constructorôs name and if the constructor carries on business in a different name, the 

business name. 
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¶ The address and telephone number of the constructorôs head office or principle place of 
business in Ontario. 

¶ The address and telephone number of the nearest office of the Ministry. 

¶ The name, trade and employer of the health and safety representative or each of the 

committee members (within 48 hours of selection). 

¶ The completed approved notification form as filed with the Ministry of Labour. 

¶ The written emergency procedures for the project. 

These postings are in addition to the workplace posting requirements already mentioned. As 

well, health and safety manuals and employer registration forms for each and every contractor 

and sub-contractor must be obtained and kept on site. 
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Section 4:   Hazard Identification & Control  
 

4.1   INTRODUCTION  

At Viana Roofing and Sheet Metal Limited, it is the responsibility of all employees to be 

knowledgeable of workplace hazards and to identify, report, correct and ideally eliminate any 

known hazards as well as to avoid the creation of new ones. If these problems are corrected 

immediately, we can prevent unnecessary injuries/incidents. We each have a responsibility for 

our own safety as well as the safety of co-workers. 

 

4.2   HAZARD REPORTING  

Hazard reporting is an integral element of an effective health and safety program that involves all 

workplace parties. Workers must report hazards immediately to their supervisor. 

Hazards include unsafe acts or unsafe conditions and can include: 

¶ Operating machinery/equipment without authority. 

¶ Failure to warn or secure. 

¶ Operating equipment at improper speeds. 

¶ Making safety devices inoperable. 

¶ Using defective equipment. 

¶ Using equipment improperly. 

¶ Failing to use personal protective equipment. 

¶ Improper loading. 

¶ Improper lifting. 

¶ Servicing equipment in motion. 

¶ Failing to keep work area clean and floors free from debris. 

¶ Obstructing fire exits or fire extinguishers. 

¶ Failing to report and injury/incident. 

¶ Not complying with hygiene policies. 

¶ Obstructing eyewash/shower stations. 

¶ Not reporting damages done to equipment/property. 
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4.2.1   WORKER RESPONSIBILITIES  

Each worker will inspect his or her workplace and equipment to observe for any unsafe 

conditions prior to starting work.  

Workers should look for the following: 

¶ Inadequate guards or protection. 

¶ Defective tools and equipment. 

¶ Fire and explosion hazards. 

¶ Substandard housekeeping. 

¶ Excessive noise. 

¶ Hazardous atmospheric conditions. 

¶  Area congestion. 

Workers have an obligation to report unsafe acts and conditions immediately to the supervisor in 

the area in which the unsafe act or condition exists. This can be done by filling out a Workerôs 

Hazard Report and handing it in to your supervisor or reporting the hazard verbally to your 

supervisor. When informing the supervisor of an unsafe act or condition, be sure to include the 

location of the hazard and the possibility of immediate danger to anyone or anything. 
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WORKER HAZARD REPORT  

 

Date Hazard Reported:  _________________________________________________ 

Hazard Reported by:  _________________________________________________ 

Hazard: 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

Recommendation for Corrective Action:  

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

Report Given to Supervisor _____Yes _____No 

Signature of Person Reporting Hazard _________________ Date: ______________ 

This section to be filled out by Supervisor only: 

Hazard Classification: _____ A _____ B _____ C _____ D 

Class A ï Condition or practice likely to cause permanent disability or damage 

Class B ï Condition or practice likely to cause serious injury (temporary disability)  

Class A ï Condition or practice likely to cause Minor non-disabling injury 

Class A ï Condition or practice not likely to cause injury or illness 

Corrective action Taken 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Signature of supervisor ____________________________ Date: _____________ 
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4.2.2   SUPERVISOR RESPONSIBILITIES 

Upon receiving notification of a hazard (either written or verbal), the supervisor must take 

corrective action as soon as is practicable to prevent an unnecessary accident or injury. This will 

be done by either contacting maintenance personnel or an outside contractor when necessary. 

The supervisor must fill out the shaded area of the Workerôs Hazard Report Form and include the 

classification of the hazard, and identify any corrective action that was taken. 

Hazards can be classified in terms of loss potential, as this will help to prioritize items for 

corrective action. Hazards can be classified as follows: 

¶ Class A Hazard: 

o A condition or practice likely to cause permanent disability, loss of life or body 

part, and/or extensive loss of structure, equipment or material. 

¶ Class B Hazard: 

o A condition or practice likely to cause serious injury or illness (resulting in 

temporary disability) or property damage that is disruptive but less severe than 

Class A. 

¶ Class C Hazard: 

o A condition or practice likely to cause minor (non-disabling) injury or illness or 

non- disruptive property damage. 

¶ Class D Hazard: 

o A substandard condition or practice that is not likely to cause an injury or illness 

under normal conditions (i.e. MSDS sheets are unavailable). 

In the event that the hazard cannot be corrected immediately, a representative of the Joint Health 

and Safety Committee must be notified in order that the Joint Health and Safety Committee can 

propose possible solutions and make the necessary recommendations to eliminate the hazard. 

 

4.3   REFUSAL TO WORK  

One of the major rights workers have under the Occupational Health and Safety Act is the right 

to refuse unsafe work. 

Under Section 43 of the Act, a worker may refuse to work where he or she has reason to believe 

that: 

¶ any equipment, machine, device or thing the worker is to use or operate is likely to 

endanger himself or another worker; 
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¶ the physical condition of the workplace or the part thereof in which he or she works or is 

to work is likely to endanger himself or herself; or 

¶ any equipment, machine, device or thing he or she is to use or operate or the physical 

condition of the workplace or the part thereof in which he or she works or is to work is in 

contravention of the Act or the regulations and such contravention is likely to endanger 

himself, herself or another worker. 

Reason to believe is a gut feeling or fear. It does not require any other evidence. Therefore, the 

worker does not have to prove that a danger exists. No penalty can be applied if the worker is 

exercising this right in good faith and is proven wrong. The fact that someone genuinely fears for 

his or her health or safety is reason enough to refuse unsafe work. 

Our company is committed to maintaining a safe and healthy work environment for all 

employees. We will take all reasonable measures and precautions to pursue this goal. 

If the employee has reason to believe that the work or activity being performed or the equipment 

being used, is likely to endanger their health and safety or that of another employee, it is 

essential that the following procedure be followed. 
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REFUSAL TO WORK REPORT  

 

 

STAGE I 

Name and position of employee (s) who has refused to do the work (attach separate list as 

appropriate):   _________________________________________________ 

 

Date:    _________________________________________________ 

 

Time refusal reported:  _________________________________________________ 

 

Reasons reported for refusal (include full details of nature of alleged hazard and when first 

noticed; attach statements of supervisor and workers): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Name of supervisor receiving report:  _____________________________________ 

 

Name of worker representative:   _____________________________________ 

 

First-stage investigation results (include full details of conditions observed, concerns noted and 

steps taken to remedy): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
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REFUSAL TO WORK REPORT  

STAGE 2 

 

Time repeated: _______________________________________________________ 

 

Reasons reported for second-stage refusal (full details): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Time ministry of labour inspector contacted (include office contacted and what advised): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Alternative work or other directions given refusing employee (s) (include results): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Ministry inspection details (full details of ministry findings ð attach report or orders issued, and 

any remedial action taken): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Other employee offered the same work (attach that workerôs signed statement of being advised 

of the refusal): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
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4.3.1   REFUSAL TO WORK PROCEDURE  

¶ The employee must stop performing the particular activity and report the situation 

immediately to his/her supervisor, stating that they are refusing to work and why. 

¶ The supervisor must investigate immediately. The investigation should take place in the 

presence of the refusing employee and a worker representative from the Joint Health and 

Safety Committee. If the supervisor agrees that the situation is hazardous, corrective 

action is taken and normal work activities can be resumed. 

¶ If an agreement cannot be reached, and the employee has reasonable grounds to believe 

that the work is still unsafe, then the Ministry of Labour shall be notified. The inspector 

shall investigate the work refusal in consultation with the employer, the employee and the 

worker representative of the Joint Health and Safety Committee and forward a written 

decision to the company. 

¶ Until the investigation is complete, the employee may refuse to perform that specific 

task, although the employee will be expected to carry out other reasonable alternate job 

duties, without reprisal. 

¶ Pending the inspectorôs investigation, no other worker can be assigned the refused work 
without being advised of the refusal and the reasons for the refusal. This must take place 

in the presence of a worker representative of the Joint Health and Safety Committee, if 

possible a certified member, a health and safety representative or a worker selected by the 

union or by the workers if there is no union. 

¶ The inspector will decide whether the machine, device, thing or the workplace or a part 

of the workplace, is likely to endanger the worker or another person. The inspector will 

give a decision in writing ñas soon as is practicableò to each of the three parties who 

participated in the investigation. The decision is usually made at the time and site of the 

refusal. Sometimes the inspector may require more technical assistance in order to make 

a decision. If the decision is that no danger exists, the person refusing returns to work. If 

the inspector decides a danger exists, he or she will issue orders to resolve it. 

A worker may not continue to refuse the work if the Ministry of Labour Inspector has decided 

the situation is ónot likely to endangerò. 

Any party can appeal an inspectorôs decision to an adjudicator or the Ministry of Labour within 

thirty (30) days. The decision of the adjudicator is final and binding. 

Refer to the refusal to work flow diagram for a further breakdown of the steps involved with 

both a stage one and stage two work refusal. 
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REFUSAL TO WORK REPORT  

 

Details of any continuing refusal (include reason given): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Details of any discipline imposed: 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Employee name: _______________________________________________________ 

Discipline imposed (attach any letters or notes): 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

 

Reasons for discipline: 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 

_________________________________________________________________________ 
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REFUSAL TO WORK FLOW DIAGRAM  

STAGE I 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   Yes      No 

 

      

 

 

 

Yes 

      

 

 

 

 

    No 

 

 

 

 

Worker 

Returns to 

Work 

Does worker still have reason to 

believe that his/her health and safety is 

endangered? 

 

Go to stage 2 

 

Supervisor takes 

corrective action 

 

Does supervisor agree with 

worker about the hazard? 

 

A worker has reason to believe that: 

¶ Any equipment, machine, device or thing the worker is to use or operate is likely to endanger himself, 

herself or another worker; 

¶ The physical condition of the workplace or the part thereof in which he or she works or is to work is 

likely to endanger himself or herself; or 

¶ Any equipment, machine, device or thing he or she is to use or operate or the physical condition of the 

workplace or the part thereof in which he or sheÅ works or is to work is in contravention of the Act or 

the regulations and such contravention is likely to endanger himself, herself or another worker. 

Worker is to report to supervisor about the circumstances of the ñWork Refusalò. 

 

Supervisor is to investigate immediately in the presence of a worker JHSC member, or other competent worker 

(the refusing worker is to remain in a safe place nearby pending the decision). 
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STAGE 2 
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4.4   WORK STOPPAGE 

Certified members of the Joint Health and Safety Committee have additional responsibilities 

under the Occupational Health and Safety Act. If a certified member has reason to believe that 

dangerous circumstances exist at the workplace, the certified member can order a work stoppage. 

The Occupational Health and Safety Act defines dangerous circumstances as a situation in 

which: 

¶ a provision of the Act or the regulations is being contravened; 

¶ the contravention poses a danger or a hazard to the worker; and 

¶ the danger or hazard is such that any delay in controlling it may seriously endanger a worker. 

 

4.4.1   BILATERAL WORK STOPPAGE PROCEDURE  

¶ A certified member of the Joint Health and Safety Committee who has reason to believe 

that dangerous circumstances exist at the workplace may request that a supervisor 

investigate the matter and the supervisor shall promptly do so in the presence of the 

certified member. 

¶ The certified member may request that a second certified member representing the other 

workplace party investigate the matter if the first certified member has reason to believe 

that dangerous circumstances still exist after the supervisorôs investigation and remedial 

actions, if any. 

¶ The second certified member shall promptly investigate the matter in the presence of the 

first certified member. 

¶ If both certified members find that dangerous circumstances exist then both certified 

members together may direct the employer to stop work. 

¶ The employer shall immediately comply with the direction and shall ensure that 

compliance is effected in a way that does not endanger a person. 

¶ If the certified members do not agree that dangerous circumstances exist, either certified 

member may request that a Ministry of Labour inspector investigates the matter and the 

inspector shall do so and provide the certified members with a written decision. 

¶ After taking steps to remedy the dangerous circumstances, the employer may request the 

certified members or the inspector to cancel the stop work order. 

¶ The certified members who issued a direction may jointly cancel it or an inspector may 

cancel it. 

¶ Refer to the work stoppage flow diagram for a further breakdown of the steps involved 

with a bilateral work stoppage. 
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WORK STOPPAGE FLOW DIAGRAM  

STAGE I 
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4.5   REPRISALS BY THE EMPLOYER  

As per Section 50 of the Occupational Health and Safety Act, it is the policy of Viana Roofing 

and Sheet Metal Limited to not discipline a worker in any way if the worker has: 

¶ Acted in accordance with the provisions of the Act or the regulations; 

¶ Sought enforcement of the Act or the regulations; or 

¶ Given evidence in a proceeding respecting the enforcement of the Act, or in a Coronerôs 

Inquest. 

Discipline means to dismiss, threaten to dismiss, suspend (or threaten to suspend), impose any 

penalty, intimidate or coerce a worker. 

If disciplined, the worker may file a complaint with the Ontario Labour Relations Board (or the 

matter can be taken to arbitration under a collective agreement). In an inquiry by the Ontario 

Labour Relations Board, the burden of proof is on the employer to prove the reprisals were taken 

because of an improper refusal to work. For this reason, the proper procedure for refusing unsafe 

work must be followed. 

 

4.6   EQUIPMENT/PROCESS PURCHASE/REPLACEMENT  

Viana Roofing and Sheet Metal Limited is committed to providing all workers equipment that 

poses the most minimal risk to workers. In order to meet this commitment, the general purchase!  

Replacement/modification policy with the following objectives has been developed: 

¶ All equipment purchased must meet CSA, ANSI, NIOSH, Ministry of Labour Standards, 

and safety regulations as required. 

¶ Items requisitioned must comply with all applicable safety and health standards, 

provincial codes and regulations. 

¶ To comply with the WHMIS Regulation, all supply purchasing orders must request an 

MSDS for all controlled products in current use and on all future purchases. 

¶ Safety and health specifications must be included in purchasing orders for 

equipment/machinery. 

All equipment that is modified must meet all applicable health and safety standards as required. 

Modified equipment must undergo a review prior to using the equipment and the Equipment 

Purchase/Modification Form must be completed. 
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4.6.1   RESPONSIBILITIES  

Viana Roofing and Sheet Metal Limited is responsible to ensure that all equipment, both new 

and currently used, is in good working order and conforms to the applicable standards. The 

purchasing agent must contact the health and safety coordinator to notify them that a piece of 

equipment has been selected to be ordered. The health and safety coordinator will review and 

provide feedback to the purchasing agent prior to the equipment being purchased. 

Any piece of equipment that must be installed at the facility must be installed according to 

manufacturerôs instructions. If a pre-start health and safety review is required, it will be the 

responsibility of management to ensure that a Professional Engineer has reviewed and prepared a 

report with their seal for the piece of equipment Management and supervision is responsible to 

ensure that the piece of equipment has been reviewed to identify any potential health and safety 

hazards and that the appropriate control measures have been installed. Supervisors must ensure 

that a safe work procedure has been developed for any significant hazard identified with the new 

piece of equipment. Supervisors and workers must ensure that the machine is not operated until 

the proper engineering approvals have been received. 

 

4.6.2   ADDITIONAL RESPONSIBILITIES  

The Joint Health and Safety Committee will be responsible for designating a representative to 

review .the plans of the equipment to identify potential hazards. The Joint Health and Safety 

Committee will also review, as a group, the piece of equipment prior to it going into service to 

determine any hazards and recommend potential control methods to the employer.  

Prior to the piece of equipment going into operation, all potential operators will receive the 

necessary training to ensure that the equipment will operate safely. All operators will be required 

to demonstrate to management and supervision that he/she possesses the skills and knowledge to 

operate the equipment according to the safe work procedure. 

Prior to the starting of a piece of equipment, management and supervision must ensure that all 

guards and safety devices are installed and functioning.  
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4.7 HYGIENE AND WORKPLACE PRACTICES  

4.7.1   NOISE 

Viana Roofing and Sheet Metal Limited shall take all reasonable measures to reduce or eliminate 

employee exposure to excessive workplace noise that may cause noise induced hearing loss and 

will:  

¶ Ensure high noise level areas are identified with appropriate signage and or request a 

noise survey to identify high noise areas. 

¶ Take appropriate engineered control measures to reduce noise levels. 

¶ Require the use of appropriate hearing protection. 

 

4.7.2   EATING AND DRINKING  

No food, drink or tobacco shall be taken into, left or consumed in any room, area or place where 

any substance that is poisonous by ingestion is exposed. At Viana Roofing and Sheet Metal 

Limited, controlled products are present in the workplace and WHMIS Regulations apply. After 

handling any controlled products, it is essential to follow good hygiene practices and wash hands 

thoroughly before eating/drinking. Failure to comply with the eating and drinking policy will 

result in disciplinary action by management. 

 

4.7.3   SMOKING  

Workplaces are now required by the Smoking in the Workplace Act to restrict smoking in the 

workplace. The purpose of this Act is to restrict workplace smoking by establishing minimum 

standards that limit exposure to tobacco smoke in the workplace. Smoking is not permitted 

around or near any flammable/combustible storage or inside buildings. Failure to comply with 

the smoking policy will result in disciplinary action by management. 

 

4.7.4   DRUGS AND ALCOHOL  

Alcoholic beverages are prohibited from being consumed by any employee or other personnel at 

any time while working for, or on company premises. Illegal drug use, or abuse of prescribed 

drugs are prohibited at any time while working for, or on company premises. All 

contractors/workers will be notified and failure to comply with the drugs and alcohol policy will 

result in disciplinary action by management. 
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4.7.5   EQUIPMENT AND PROPERTY  

If any employee is found guilty of willful destruction or damage to Viana Roofing and Sheet 

Metal 

Limited equipment or property, they will be held liable for all costs of repair or replacement. 

Failure to comply with the equipment and property policy will result in disciplinary action by 

Management. 

 

4.7.6   PROJECT HOUSEKEEPING 

When acting as constructor, Viana Roofing and Sheet Metal Limited will ensure that project 

housekeeping is maintained as required. Waste material and debris shall be removed to a 

disposal area and reusable material shall be removed to a storage area as often as is necessary to 

prevent a hazardous condition arising and, in an event, at least once daily. Rubbish, debris and 

other materials shall not be permitted to fall freely from one level to another but shall be lowered 

by a chute, in a container or by a crane or hoist. Rubbish, debris and other materials from 

demolition on a project may be permitted to fall or may be dropped into and enclosed designated 

area to which people do not have access.  

 

4.8   MATERIAL HANDLING  

Improper lifting and handling of materials is a significant factor in many occupational injuries, 

i.e. sprains, strains, fractures and bruises. Injuries can be avoided by minimizing the need to lift 

materials by hand and by training employees to lift properly. 

The management of Viana Roofing and Sheet Metal Limited demonstrates an ongoing 

commitment to a safe and healthy work environment through the continual assessment of the 

work processes and the provision of lifting aids where feasible. 

 

4.8.1   MANUAL LIFTING  

¶ Size up the load and check overall condition prior to lifting. Do not attempt to lift alone if 

load appears too heavy or awkward. Check for adequate space for movement and good 

footing. 

¶ It is important to maintain good balance during a lift. Place feet shoulder width apart, one 

foot should be beside the article to be lifted and the other foot should be placed behind 

the load. 

¶ Bend the knees and do not stoop. Keep the back straight by tucking in the chin and using 

your stomach muscles. 
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¶ Grip the load with the palms of the hands and the fingers. The palm grip is much more 

secure than a finger grip. With grip in place, tuck in the chin to make certain the back 

remains straight. 

¶ Use body weight to start the load moving and then lift by pushing up with the legs, 

making full use of the stronger set of leg muscles. 

¶ Keep the arms and elbows close to the body when lifting. Make certain your vision is not 

obstructed and you can always see where you are going. 

¶ Do not twist the body. To change direction, shift the foot position and then turn the whole 

body in the same direction. 

¶ If the load is to be lowered, bend the knees and do not stoop. To place the load on a 

bench, shelf or table, place it on the edge and then push it into position to secure. 

 

4.9   MACHINE GUARDING  

All machinery and equipment at Viana Roofing and Sheet Metal Limited will be equipped with 

the required guarding mechanisms in compliance with the Occupational Health and Safety Act, 

related Regulations and related Standards and Guidelines. An on-site preventive maintenance 

program will ensure that these protective safety devices are maintained in good working 

condition. 

Guards must be kept in place at all times when equipment is in use. 

¶ Permission must be received from the supervisor prior to the removal of any guarding 

device. 

¶ Guarding devices can only be removed for the repair, lubrication or cleaning of the 

machinery or equipment. 

¶ Equipment shall be shut-off and proper tag-out procedures followed before being 

serviced. 

¶ Guards must be properly replaced and adjusted before starting machinery/equipment 

following servicing. 

¶ Any machine guard that appears to be defective must be immediately reported to the 

supervisor. 

¶ Complete a safety check prior to starting your machine. Ensure that all tools, etc. have 

been removed and that the machine is secure. Report any concerns immediately to the 

supervisor. 

¶ When required to perform work where it is necessary to place any part of your body in a 

hazardous location within the confines of the machine, you must personally tag-out the 

machine and all inter-connecting equipment. 
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¶ Do not wear ties, gloves or loose clothing when operating moving machinery, unless 

authorized to do so by the supervisor. A cap should also be worn to protect hair from 

becoming entangled in moving machinery. Long hair must be tied back when operating 

moving machinery. 

¶ Never leave a machine running unless authorized to do so by the supervisor. As soon as a 

job is completed, the machine should be switched off. 

¶ Any maintenance employee who is available to clean, repair or oil a piece of machinery 

or equipment must first notify the operator and the supervisor of their intent.  

 

 

4.10   NON-ROUTINE WORK  

A non-routine task can create hazards that have not been assessed or controlled, therefore placing 

workers at unnecessary risk. Although there may have been an initial orientation regarding a 

non-routine task, the infrequent nature of the work can result in workplace parties neglecting 

critical elements. 

Gaining knowledge of the tasks through careful planning can eliminate the uncertainty of non- 

routine work. 

Prior to starting any non-routine work, the following steps must be followed: 

¶ A pre-work meeting must be held with the workers and supervisors involved. 

¶ Review the activities of the work. 

¶ Assess all potential hazards. 

¶ Determine relevant legislation regarding the hazards identified. 

¶ Implement necessary controls. 

¶ Develop safe operating procedures. 

¶ Ensure all workers and supervisors are orientated on the safe operating procedures. This  

Procedure must be followed every time a non-routine activity is to be conducted. 

 

4.11   HOT WORK  

Hot work includes welding, cutting, grinding, brazing, or soldering of metals or any other 

process that may create a potential ignition source for a flammable environment. All Viana 

Roofing and Sheet Metal Limited employees and subcontractors must adhere to the hot work 

procedure. Before any employee or subcontractor performs hot work at Viana Roofing and Sheet 

Metal Limited, they must be made familiar with Viana Roofing and Sheet Metal Limitedôs hot 

work procedure and policy. All hot work occurring will fall into one of two different categories. 
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4.11.1   QUALIFIED WORKERS  

Only competent workers may perform hot work at Viana Roofing and Sheet Metal Limited. 

Competent workers are those individuals who have successfully completed a hot work training 

program. 

 

4.11.2   HOT WORK AREA  

This must be an area that has been designated as a hot work area at Viana Roofing and Sheet 

Metal Limited. All hot work should be performed in the hot work area if possible. This area will 

be constantly kept clear of flammables, have the proper ventilation and proper work surfaces for 

any hot work being performed. Fire extinguishers will be present and housekeeping will be at its 

best within this area to ensure worker safety. The area will be examined at the beginning of each 

shift, to ensure worker safety. No flammable materials shall be stored or used in this area unless 

they are directly related to the hot work and are only present in the volume required for the task 

at hand. 
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Section 5:   Joint Health & Safety Committee  
 

5.1   INTRODUCTION  

The Joint Health and Safety Committee (JHSC) is an advisory body that oversees the overall 

occupational health and safety program at Viana Roofing and Sheet Metal Limited. The Joint 

Health and Safety Committee shall be comprised of worker and management representatives 

working together to identify and resolve health and safety issues within the workplace. 

The Joint Health and Safety Committee will assist in creating a safe place of work, recommend 

actions that will improve the effectiveness of the health and safety program and will promote 

compliance with the Occupational Health and Safety Act, related regulations and related 

standards and guidelines. Viana Roofing and Sheet Metal Limited is committed to maintaining 

and supporting an effective and efficient Joint Health and Safety Committee. The health and 

safety coordinator will be responsible to oversee the development and activities of the Joint 

Health and Safety Committee. 

The health and safety coordinator will also ensure that the policies related to the activities of the 

Joint Health and Safety Committee are fully implemented and will consult with the Joint Health 

and Safety Committee regarding any revisions to policies or procedures affecting the health and 

safety of workers. 

Due to the fact that Viana Roofing and Sheet Metal Limited has _____ employees regularly 

employed, the Joint Health and Safety Committee consists of _____ members. The following 

people are the members of the Joint Health and Safety Committee at Viana Roofing and Sheet 

Metal Limited 

WORKER REPRESENTATIVE(S) 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

 

MANAGEMENT REPRESENTATIVE(S) 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 

_____________________________________________ 
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5.2   OBJECTIVES 

The objectives of the Joint Health and Safety Committee are as follows: 

¶ Hold regular scheduled meetings once a month, ensuring that the major changes to the 

health and safety program are being implemented and are running smoothly. 

¶ Identify, evaluate and recommend to management, a resolution of all matters pertaining 

to health and safety in the workplace. 

¶ Encourage education and training programs so workers can become more knowledgeable 

of their rights and duties under the Occupational Health and Safety Act. 

¶ Recommend to the employer, and provide information to the workers, regarding the 

establishment, maintenance and monitoring of programs and procedures for health and 

safety. 

¶ Participate in consultation to select a designated member representing workers, who shall 

be present at the beginning of any health and safety testing of the workplace. This is only 

necessary if the designated member believes his/her presence is required to ensure that 

valid testing procedures are used or to ensure that the test results are valid. 

¶ Ensure monthlydefectiveof the workplace are conducted. 

¶ Assist in resolving matters when a worker refuses work on the grounds that it may 

endanger his/her health and safety. 

¶ At least one worker representative must assist in all accident investigations, which result 

in fatalities or critical injuries. 

¶ Develop and review on an annual basis a terms of reference for the Joint Health and 

Safety Committee. 

 

5.3   STRUCTURE 

The Occupational Health and Safety Act requires a Joint Health and Safety Committee to be 

formed:  

¶ At a workplace where twenty or more workers are regularly employed; 

¶ At a workplace where an order from a Ministry of Labour inspector to form a Joint 

Health and Safety Committee has been issued; or 

¶ At a workplace where fewer than twenty workers are regularly employed, in which a 

regulation respecting a designated substance applies. 
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Viana Roofing and Sheet Metal Limited is required to have a Joint Health and Safety Committee 

because twenty (20) or more workers are regularly employed. The main goal of the Joint Health 

and Safety Committee is to provide benefits for the health and safety of the workers. 

 

5.4   COMPOSITION  

The Joint Health and Safety Committee at Viana Roofing and Sheet Metal Limited shall consist 

of: 

¶ At least two persons, for a workplace where fewer than fifty workers are regularly 

employed; or 

¶ At least four persons or such greater number of people as may be prescribed, for a 

workplace where fifty or more workers are regularly employed. 

As required by the Occupational Health and Safety Act, at least half of the members must be 

workers who do not exercise managerial functions. 

The Joint Health and Safety Committee at Viana Roofing and Sheet Metal Limited consists of 

_____ members. Currently, _____ member represents management and _____ member 

represents workers. 

A member of the Joint Health and Safety Committee who ceases to be employed at the 

workplace ceases to be a member of the Joint Health and Safety Committee. 

 

5.5   SELECTION   

5.5.1   JOINT HEALTH AND SAFETY COMMI TTEE MEMBERS  

At Viana Roofing and Sheet Metal Limited the members of the Joint Health and Safety 

Committee who represent workers shall be selected by the workers they are to represent in the 

form of an election process. 

The employer shall select the management members of the Joint Health and Safety Committee 

from among persons who exercise managerial functions for the employer and where possible, 

who do so at the workplace. 

The workers who selected the members representing workers shall select from among them one 

or more who are to become certified. 

 

5.5.2   CO-CHAIRS 

The Joint Health and Safety Committee will be co-chaired by two of the members, one of whom 

shall be selected by the members who represent the workers and one of whom shall be selected 

by the members who exercise managerial functions. The co-chairs for the Joint Health and 

Safety Committee are as follows: 
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WORKER CO -CHAIR  

__________________________________ 

 

MANAGEMENT CO -CHAIR  

__________________________________ 

 

5.5.3   TERM OF OFFICE  

At Viana Roofing and Sheet Metal Limited, a Joint Health and Safety Committee member can sit 

on the Joint Health and Safety Committee for a specified term of _____ years. At the end of this 

term, the Joint Health and Safety Committee member must be re-elected in order to continue 

with the Joint Health and Safety Committee. 

 

5.6   CERTIFICATION  

5.6.1   CERTIFIED MEMBERS  

The employer will ensure that at least one member of the Joint Health and Safety Committee 

representing the employer and at least one member representing workers are certified members. 

If there, is more than one certified member representing workers, the workers who selected the 

member shall designate one certified member who then becomes solely entitled to exercise the 

rights required to perform the duties under the Occupational Health and Safety Act of a certified 

member representing workers. 

If there is more than one certified member representing the employer, the employer shall 

designate one of them who then becomes solely entitled to exercise the rights required to 

perform the duties under the Occupational Health and Safety Act of a certified member 

representingÅ management. 

If a certified member resigns or is unable to act, the employer shall, within a reasonable amount 

of time, take all the steps necessary to ensure that the requirement for certified members is met. 

Note: The employer does not require any certified members with respect to a project where 

fewer than fifty (50) workers are regularly employed or with respect to a project that is expected 

to last less than three months. 
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5.6.2   CERTIFICATION PROCESS  

The certification process involves two parts. Certification Part One is basic certification training. 

Certification Part One is generally a two or three-day training course, which involves, but is not 

limited to: 

¶ Health and safety legislation. 

¶ Hazard identification. 

¶ Investigation techniques. 

Certification Part Two is workplace hazard specific training, and is completed after the employer 

conducts a hazard assessment of theô workplace and completes training on the significant 

hazards found in the workplace. Viana Roofing and Sheet Metal Limited will conduct a 

workplace hazard assessment, with the assistance of the Joint Health and Safety Committee, to 

determine significant hazards. 

 

5.7   POSTING OF NAMES AND WORK LOCATIONS  

Viana Roofing and Sheet Metal Limited as per the Occupational Health and Safety Act requires 

that the names and work locations of the Joint Health and Safety Committee members be posted 

in the workplace where the majority of workers will come in contact with it. 

The names and work locations of all Joint Health and Safety Committee membersÅ at Viana 

Roofing and Sheet Metal Limited are posted on each health and safety bulletin board. 
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JHSC MEMBER LISTING  

 

 

VIANA  ROOFING AND SHEET METAL LIMITEDôS JOINT HEALTH AND SAFETY 

COMMITTEE MEMBERS  

 

Name       Work Location 

(Worker Representatives) 

____________________________________ ___________________________________ 

 

Worker Co-Chair 

____________________________________ ___________________________________ 

 

(Management Representatives) 

____________________________________ ___________________________________ 

 

Management Co-Chair 

____________________________________ ___________________________________ 

 

H&S Coordinator __________________________________ 

 

WSIB Coordinator __________________________________ 

 

Secretary  __________________________________ 
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5.8   INSPECTIONS 

The Joint Health and Safety Committee will establish, on an annual basis, a schedule for monthly 

inspections. During the inspections, the employer must provide the worker Joint Health and 

Safety Committee member with the necessary information to complete the inspection of the 

workplace. 

The worker Joint Health and Safety Committee member will inspect the workplace using the 

Workplace Hazard Inspection Checklist, created specifically for Viana Roofing and Sheet Metal 

Limited as well as making individual observations. Identified and unresolved hazards will be 

brought to the attention of the entire Joint Health and Safety Committee at the monthly meeting. 

At this time, the Joint Health and Safety Committee will discuss the hazard, agree on a solution 

and make a recommendation to management. All recommendations must be documented using 

the JHSC Recommendation Report form. Recommendations that can be authorized by the 

management members of the Joint Health and Safety Committee can be completed at the Joint 

Health and Safety Committee level. Recommendations that require further authorization must be 

forwarded to the employer who then has twenty-one (21) days to respond in writing. 

After the inspection, a copy of the checklist for each department will be given to the respective 

department supervisor for review and immediate corrective action. 

A copy of the most recent Joint Health and Safety Committee monthly inspection report will be 

forwarded to senior management for review and an additional copy will be posted on each health 

and safety bulletin board. 
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JHSC INSPECTION SCHEDULE 

 

SCHEDULE OF JOINT HEALT H AND SAFETY 

COMMITTEE INSPECTIONS  

 

VIANA ROOFING AND SHEET METAL LIMITED  

 

Month     Day, Year & Time 

 

January   ________________________________  

February   ________________________________ 

March    ________________________________ 

April     ________________________________ 

May    ________________________________ 

June    ________________________________ 

July    ________________________________ 

August    ________________________________ 

September   ________________________________ 

October   ________________________________ 

November   ________________________________ 

December   ________________________________ 
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5.9   MEETINGS  

The Occupational Health and Safety Act requires that the Joint Health and Safety Committee 

meet at least once every three (3) months. At Viana Roofing and Sheet Metal Limited, the Joint 

Health and Safety Committee meets monthly to ensure they remain up-to-date on health and 

safety issues in the workplace. 

A Joint Health and Safety Committee meeting schedule will be developed on an annual basis and 

posted on each health and safety bulletin board. The purpose of regular meetings is to provide 

positive participation and cooperation by worker and management representative(s) regarding 

health and safety in the workplace. 

Items that generate discussion at meetings are: 

¶ Inspections of the facility. 

¶ Injury/incident investigations. 

¶ Workplace hazards. 

¶ Investigation of worker complaints.  

¶ Consultation with technical experts. 

 

5.9.1   PLANNING  

To be successful in meeting overall objectives, the Joint Health and Safety Committee must plan 

and organize their meetings and activities. This means that, in order to use meeting time 

effectively: 

¶ Priority problems must be identified in advance. 

¶ Agenda items must reflect both these problems in addition to on-going business. 

¶ Meeting times and agendas must be prepared and distributed to all members one week 

prior to the meeting. 

¶ All necessary information on each agenda item must be prepared and available prior to 

the meeting. 
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JHSC INSPECTION SCHEDULE 

 

SCHEDULE OF JOINT HEALTH AND SAFETY  

COMMITTEE MEETINGS  

 

VIANA ROOFING AND SHEET METAL LIMITED  

 

Month     Day, Year & Time 

 

January   ________________________________  

February   ________________________________ 

March    ________________________________ 

April     ________________________________ 

May    ________________________________ 

June    ________________________________ 

July    ________________________________ 

August    ________________________________ 

September   ________________________________ 

October   ________________________________ 

November   ________________________________ 

December   ________________________________ 
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5.10   MINUTES  

The Joint Health and Safety Committee must maintain and keep minutes of its proceedings and 

make them available to workers and for examination and review by an inspector. 

The minutes serve as a written report of the Joint Health and Safety Committee activities and the 

progress of previous recommendations. The minutes itemize the meeting, agreements reached 

and proposed future action. 

Minutes should include at least the following: 

¶ The date, time and location of the meeting. 

¶ The names of all members and other persons present. 

¶ An itemized record of all issues discussed, along with the outcome. 

¶ Reports presented and by whom. 

¶ Problems identified. 

¶ Agreed-upon recommendations. 

¶ Action required by individual members. 

¶ Business that the Joint Health and Safety Committee has agreed to address in the next 

meeting. 

¶ Response by management to the Joint Health and Safety Committee. 

¶ Discussion with respect to the above. 

¶ Date of next meeting. 

The minutes will be sent to all members of the Joint Health and Safety Committee. Copies will 

also be posted on each health and safety bulletin board and one copy will go to the President for 

review and sign-off. Minutes for Joint Health and Safety Committee meetings will be recorded 

on the Joint Health and Safety Committee meeting minutes form. 
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JHSC MEETING AGENDA  

DATE:  ___________________________________ TIME: _________  AM   PM 

LOCATION: _______________________________________________________________ 

ATTENDANCE 

REVIEW OF PREVIOUS MINUTES 

REVIEW OF PREVIOUS INSPECTION REPORT 

REVIEW OF OLD BUSINESS 

 

REVIEW OF CURRENT INSPECTION REPORT  

 

TOPIC       NOTES 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

REVIEW OF NEW BUSINESS 

 

TOPIC       NOTES 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

_____________________________________ _________________________________ 

 

SCHEDULE NEXT MEETING 

INVITE GUEST(S) INTERNAL/EXTERNAL (OPTIONAL) 

MEETING ADJOURNMENT 

Page: 1 of 1 
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JHSC MEETING MINUTES  

 

DATE:  _________________________________________________ TIME: _________ AM   PM 

LOCATION: ___________________________________________________________________________ 

ATTENDANCE: 

Worker Co-Chair  ______________________________ _____      ______ 

Management Co-Chair ______________________________ _____      ______ 

Worker Representatives ______________________________ _____      ______ 

______________________________ _____      ______ 

______________________________ _____      ______ 

______________________________ _____      ______   

Management Representatives ______________________________ _____      ______ 

______________________________ _____      ______ 

______________________________ _____      ______ 

______________________________ _____      ______ 

Guests    ______________________________ _____      ______ 

(Indicate name and company) ______________________________ _____      ______ 

 

REVIEW OF PREVIOUS MINUTES: The minutes were reviewed/read by everyone and accepted __as written 

            __with changes 

REVIEW OF PREVIOUS INSPECTION REPORT:  

Item #  Description    Person  Status  Anticipated 

               Responsible           completion Date 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

 

Page: 1 of 3 
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JHSC MEETING MINUTES  

 

Review Old Business: 

Topic     Notes 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

 

Review of Current Inspection Report: 

Item #  Description    Person  Status  Anticipated 

               Responsible           completion Date 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

_________ _________________________      ___________ ___________ ___________ 

 

Page: 2 of 3 
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JHSC MEETING MINUTES  

 

Review Old Business: 

Topic     Notes 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

____________________________ _______________________________________________ 

Other Notes: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Meeting Adjournment: 

  Date: _______________________________________ Time _____AM/PM 

  Name: ___________________________________________________________ 

Meeting Adjournment: 

  Date: _______________________________________ Time _____AM/PM 

  Name: ___________________________________________________________ 

Meeting Adjournment: 

  Date: _______________________________________ Time _____AM/PM 

  Name: ___________________________________________________________ 

 

Page 3 of 3 
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5.11   RECOMMENDATIONS  

In making recommendations, two important issues must be considered: 

¶ On what basis does the Joint Health and Safety Committee make recommendations? 

¶ How is a recommendation made? 

 

5.11.1   BASIS FOR RECOMMENDATIONS  

While it is not necessary for every health and safety concern to be the subject of a Joint Health 

and Safety Committee recommendation, every health and safety concern must be dealt with. For 

example, matters discovered during a workplace inspection must be brought to the attention of 

the appropriate supervisor for consideration and action. 

In general, concerns that do require a Joint Health and Safety Committee recommendation are: 

¶ Concerns for which there is no established corrective procedure. 

¶ Where a request for corrective action brings no results. 

¶ The problem involves a number of different areas or departments and requires a change 

of procedure. 

This could also include recognition of a hazard where appropriate corrective action has not yet 

been determined, or where correction may exceed the authority of the supervisor, for example: 

¶ A mezzanine floor with no perimeter rail not previously thought of as a hazard. 

¶ Excessive welding fumes tolerated in the past, but now being complained about. 

¶ Recurrence of a housekeeping problem. The actual problem may be inadequate storage 

facilities, improper job procedures or faulty equipment. 

 

5.11.2   MAKING A RECOMMENDATION  

Recommendations that relate to well defined problems and which are logical, supported by facts, 

and practical, are the ones most likely to be acted upon by the employer. 

The Joint Health and Safety Committee should include references to the Occupational Health 

and Safety Act, related regulations and related standards and guidelines as much as possible 

when making a recommendation. 

Recommendations must be made in writing to the employer using the JHSC Recommendation 

Report form, based on consensus from the Joint Health and Safety Committee. 

The employer must respond in writing within twenty-one (21) days. If the employer agrees, a 

Timetable for implementation must be included. If the employer does not accept a 

Recommendation, the reasons must be given. 
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5.12   INVESTIGATION OF A CRITICAL INJURY  

The members of a Joint Health and Safety Committee who represent the workers shall designate 

one or more such members to investigate cases where a worker is killed or critically injured at a 

workplace. 

The designated members shall inspect .the place where the accident occurred and any machine, 

device or thing, and shall report his or her findings to the Ministry of Labour inspector and to the 

Joint Health and Safety Committee. 

A critical injury is defined as an injury of a serious nature that: 

¶ Places life in jeopardy; 

¶ Produces unconsciousness; 

¶ Results in a substantial loss of blood; 

¶ Involves the fracture of a leg or arm but not a finger or a toe; 

¶ Involves the amputation of a leg, arm, hand or foot, but not a finger or a toe; 

¶ Consists of burns to a major portion of the body; or 

¶ Causes the loss of sight in an eye. 

All critical injuries must be reported to the Ministry of Labour immediately. A written report 

must follow within 48 hours. If Viana Roofing and Sheet Metal Limited is unsure whether or not 

an injury falls within the definition of critical, management will err on the side of caution and 

treat the injury as critical. 

The Ministry of Labour will advise if the injury is to be treated as critical upon being informed of 

the details. The Ministry of Labour has zero tolerance for non-reporting. 
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JHSC RECOMMENDATION REPORT  

 

Date: ________________________________________________________________________ 

Hazard/Concern: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Recommendation: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

Discussed at last JHSC meeting?  Yes_______  No______ 

Recommendation made: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

This section to be completed by Employer only: 

___ YES, I the employer agree with the recommendation provided by the Joint Health and Safety 

Committee. A timetable to implement the recommendation follows: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

___ NO, I the employer do not agree with the recommendation provided by the Joint Health and 

Safety Committee. The reasons are as follows: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

 

 

Page 1 of 1 
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5.13   WORKER TRADES COMMITTEE  

If a Joint Health and Safety Committee is required at a project, other than a project where fewer 

than fifty workers are regularly employed or that is expected to last less than three months, the 

Joint Health and Safety Committee shall establish a worker trades committee for the project. 

 

5.13.1  MEMBERSHIP  

The members of a Worker Trades Committee shall represent workers employed in each of the 

trades at the workplace. 

 

5.13.2   SELECTION  

The members of a Worker Trades Committee shall be selected by the workers employed in the 

trades the members are to represent or, if a trade union represents the workers, by the trade 

union. 

 

5.13.3   FUNCTION  

It is the function of a Worker Trades Committee to inform the Joint Health and Safety 

Committee at the workplace of the health and safety concerns of the workers employed in the 

trades at the workplace. 

 

5.13.4   ENTITLEMENT  

A member of a Worker Trades Committee is entitled to such time from work as is necessary to 

attend meetings of the Worker Trades Committee and the time so spent shall be deemed to be 

work time for which the member shall be paid by the employer at the memberôs regular or 

premium rate as may be proper. 

The Joint Health and Safety Committee for a workplace shall determine the maximum amount of 

time for which members of a Worker Trades Committee for the workplace are entitled to be paid 

for each meeting of the Worker Trades Committee. 
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Section 6:   Health & Safety Education/Training  
 

6.1   INTRODUCTION  

Worker training is an important element in achieving company objectives in a safe and effective 

manner. It is the policy of Viana Roofing and Sheet Metal Limited that all workers must be 

thoroughly trained so that they have the knowledge and skill base to work in a healthy and safe 

manner. 

New workers, including transferred, re-hired, seasonal, temporary and part-time workers all have 

different training needs. These training needs are to be identified for each individual and group. 

The health and safety coordinator will perform all training if he or she is qualified to do so. If the 

health and safety coordinator is not qualified, the training will be outsourced to a qualified 

training agency. 
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TRAINING NEEDS REVIEW RECORD  
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6.2   TRAINING NEEDS REVIEW  

A training needs review will be conducted, at a minimum, annually to ensure the training 

requirements at Viana Roofing and Sheet Metal Limited are current. The review will be based on 

the following: 

¶ Review of legislative updates. 

¶ Review of each occupation. 

¶ Review of new or modified equipment and/or processes. 

¶ Review of employee training records, including new hires, transferred or promoted 

employees. 

¶ Establish training objectives. 

¶ Determine training methods. 

¶ Time table for completion of training. 

¶ Evaluation of training. 

The training needs review at Viana Roofing and Sheet Metal Limited is a fundamental element 

of the continuous improvement plan. 

 

6.3   REQUIRED CERTIFICATIONS/COMPETENCIES  

A training needs review and the health and safety record of training will indicate the renewal 

date/expiry date of all certifications and the timelines for achievement. It will be the 

responsibility of the health and safety coordinator to maintain the health and safety record of 

training and to review it annually for any required training up-dates/renewals. This review will 

take place during the annual review of the health and safety program. 

As a part of this review, a list of positions requiring certifications/competencies will be 

developed that will identify acceptable standards. Training will be provided for all workers who 

perform specialized/specific work. 

A formal record of training will be maintained to ensure that all training will be met. 

 

6.4   EMPLOYEE ORIENTATION  

The health and safety coordinator is responsible to organize the orientation prior to the 

deployment of any new workers to their assigned job task. It is imperative that all employees 

understand their specific job responsibilities and whom they are to report to. 
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This applies to the following: 

¶ All newly hired employees. 

¶ Employees returning from extended absences. 

¶ Employees hired on a contract basis. 

¶ Student employees. 

¶ Part-time employees. 

¶ Supplied labour. 

Orientation will include the following: 

¶ Viana Roofing and Sheet Metal Limitedôs health and safety policies and procedures. 

¶ Introduction to the Occupational Health and Safety Act. 

¶ Employee responsibilities and rules. 

¶ Introduction to co-workers. 

¶ Inform him/her of the Joint Health and Safety Committee. 

¶ Identification of the location of the first aid kit or first aid station, fire extinguishers, 

telephone and washrooms. 

¶ Reporting procedures for hazards and injury/illness. 

¶ The requirements of applicable personal protective equipment. 

¶ Explanation of emergency procedures. 

¶ Early and safe return to work program. 

¶ Site specific WHMIS requirements pairing off the new worker with a more experienced 

worker where possible. 

A formal record of training will be maintained to ensure that all training has been met 
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EMPLOYEE HEALTH AND SAFETY ORIENTATION  

Employee:   __________________________________________________________ 

Job Title:   __________________________________________________________ 

Date of Orientation: __________________________________________________________ 

Supervisor:  __________________________________________________________ 

No. Orientation Objectives       Check 

1 General Safety Policies       ___________ 

2 Job Conduct         ___________ 

3 Explanation of Safe Way For Specific Job     ___________ 

4. Demonstration of Safe Way to do the Job     ___________ 

5. Follow-up         ___________ 

6. Personal Protective Equipment (Glasses, Earplugs, etc.)    ___________ 

7. Safety Footwear        ___________ 

8. Reporting Unsafe Equipment or Conditions     ___________ 

9. General Discussion of Safety Devices     ___________ 

10. Housekeeping         ___________ 

11. Reporting Injuries        ___________ 

12. Safety Responsibilities       ___________ 

13. WHMIS Training        ___________ 

14. Other:           ___________ 

15. ______________________________________________________ ___________ 

16.  ______________________________________________________ ___________ 

17.  ______________________________________________________ ___________ 

18.  ______________________________________________________ ___________ 

 

 

Employeeôs Signature: ____________________________________Date: ___________ 

Supervisorôs Signature:  ____________________________________Date: ___________ 

Managerôs Signature:   ____________________________________Date: ___________ 

 

ORIGINAL TO BE FILED IN EMPLOYEEôS PERSONAL FILE. A COPY OF THIS FORM IS TO BE 

GIVE N TO THE EMPLOYEE.  

 

Page 1 of 1 

 

 



Section 6: Health & Safety Education/Training  

2015  

 

79 

 

6.5   INITIAL JOB INSTRUCTION  

Each newly hired or promoted/transferred worker must participate in initial job instruction 

orientation-training program to ensure that the worker is properly trained in all aspects of health 

and safety necessary to ensure his/her safety on the job. This training will include safety and 

hazard training and the proper use of all protective equipment used on the job. All workers shall 

also receive proper training in their job activities. This training will include the specific critical 

knowledge and skill requirements needed to perform each job and as such shall be periodically 

tested and retrained. 

The workers supervisor will deliver the initial job instruction and will include, but not be limited 

to, the following: 

¶ Review of operating instructions for equipment/processes. 

¶ Identification of hazards and recommended controls. 

¶ Review of safe operating procedures. 

Upon completion of such training, the worker and supervisor will complete the training 

checklist(s) to ensure that all topics have been covered and understood by the worker. After a 

pre-determined time-period the worker shall participate in an individual follow-up session with 

his/her supervisor, to discuss any safety procedures and problems, and to allow for the worker to 

express any safety concerns etc. 

A personal training record will be maintained within the workerôs personnel records. The 

workerôs supervisor and management will keep this record up to date. This record will document 

any additional formal training that the worker requires or undertakes. 

 

6.6 APPLICABLE LEGISLATION  

Training will involve responsibilities under the Occupational Health and Safety Act as well as 

internal safety responsibilities. All employees including supervisors and management will 

receive the above training, which are defined in the next section. A formal record of training will 

be maintained to demonstrate that all training requirements have been met. 

 

6.6.1   MANAGERS AND SUPERVISORS 

All managers/supervisors will receive training, which will include: 

¶ Viana Roofing and Sheet Metal Limitedôs health and safety policy statement.  

¶ The Occupational Health and Safety Act. 

¶ Responsibilities under the OH&S Act, including the requirement for ñcompetentò 
supervisors, OH&S Act, s. 25 (2)(C). 



Section 6: Health & Safety Education/Training  

2015  

 

80 

 

¶ All supervisors must complete Ontarioôs Basic Health & Safety Awareness Training for 
Supervisors course within one week of performing work as a supervisor. 

¶ Viana Roofing and Sheet Metal Limitedôs health and safety program manual. 

¶ Joint Health and Safety Committee roles and responsibilities. 

¶ Hazard identification. 

¶ Job safety analysis. 

¶ Workplace inspections. 

¶ Due diligence. 

¶ Overview of accident investigation. : 

¶ How to handle a work refusal situation/work stoppage. 

¶ Early and safe return to work. 

After the initial training, an annual review will be conducted by Viana Roofing and Sheet Metal 

Limited to ensure that all managers and supervisors are aware of the current legislation and 

company policies. 

 

6.6.2   WORKERS AND SUPPLIED LABOUR  

All workers will receive training, which will include: 

¶ Viana Roofing and Sheet Metal Limitedôs health and safety policy statement 

¶ Introduction to health and safety program. 

¶ About the Occupational Health and Safety Act. 

¶ Responsibilities (worker, supervisor, employer). 

¶ Rights of workers. 

¶ Reporting - hazards/non-conformanceôs, injuries/incidents. 

¶ Enforcement of the Act and penalties. 

¶ Work refusals. 

¶ What to do in case of work related injury/illness. 

¶ Early and safe return to work. 

An annual review will be conducted by Viana Roofing and Sheet Metal Limited to ensure that all 

workers are familiar with their responsibilities and the legal framework for health and safety in 

Ontario. 
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6.6.3   JOINT HEALTH AND SAFETY COMMITTEE  

Management will ensure that there is a certified health and safety worker and management 

representative. Training will be provided on an ongoing basis for existing members including 

topics such as accident investigations, Joint Health and Safety Committee functions and 

inspections. Basic certification training will be completed when necessary to fill empty positions. 

All Joint Health and Safety Committee members will receive annual training including: 

¶ Viana Roofing and Sheet Metal Limitedôs health and safety policy statement. 

¶ Legislative requirements. 

¶ How to read the Occupational Health and Safety Act. 

¶ Roles and responsibilities of Joint Health and Safety Committee members. 

¶ How to conduct an injury/incident investigation and identify immediate and underlying 

causes of accidents. 

¶ How to conduct proper workplace inspections and hazard identification including hazard 

classification. 

¶ Work refusal situations and the role of the Joint Health and Safety Committee member. 

¶ Work stoppages. 

¶ Holding effective meetings including establishing an order of business, presenting new 

items and making recommendations to the employer. 

¶ Enforcement. 

¶ Recommendations and follow-up. 

¶ Early and safe return to work. 

 

6.7   HEALTH AND SAFETY INSPECTIONS  

Health and safety inspection training is an important element in achieving company objectives in 

a safe and effective manner. It is the policy of Viana Roofing and Sheet Metal Limited that all 

managers, supervisors and members of the Joint Health and Safety Committee be thoroughly 

trained so that they have the knowledge and skill base to conduct effective health and safety 

inspections. 

Training will include the following: 

¶ Legislative requirements. 
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¶ Hazard identification and assessment. 

¶ Hazard classification. 

¶ Types of inspections. Steps in inspections. 

¶ Recommendations and controls. 

A formal record of training will be maintained to demonstrate that all training requirements have 

been met. This topic will be reviewed annually during the respective workplace party review 

session. 

 

6.8   INJURY/INCIDENT INVESTIGATION  

Investigations are done to fulfill legal obligations and company requirements as well as, to 

determine the overall cost and effect of an accident or incident. This will also provide the 

opportunity to determine causes and take appropriate action to prevent a recurrence. 

It is the policy of Viana Roofing and Sheet Metal Limited that all managers, supervisors and 

members of the Joint Health and Safety Committee be thoroughly trained so that they have the 

knowledge and skill base to conduct effective injury/incident investigation. 

Investigations also help to determine the validity, degree and level of disability of the victim(s). 

This is essential to ensure the appropriate follow-up care of the victim within the early and safe 

return to work program. Training will include the following: 

¶ Legislative requirements. 

¶ Responsibilities. 

¶ Conducting effective investigations. 

¶ Interviewing techniques. 

¶ Return to work program. 

¶ Reports and follow-up. 

A formal record of training will be maintained to demonstrate that all training requirements have 

been met. This topic will be reviewed annually during the respective workplace party review 

session. 

 

6.9   MATERIAL HANDLING  

Viana Roofing and Sheet Metal Limited will ensure workers receive knowledge in the proper 

methods and precautions to lift, move, carry, support and remove materials manually or with a 

material handling device. This training will include both theoretical and practical methods of 

conveying the information to workers. 
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6.9.1   MANUAL MATERIAL HANDLING  

Training includes: 

¶ Purpose of proper manual material handling. 

¶ Hazards of improper manual material handling. 

¶ Back belts/back supports. 

¶ Assessing the load. 

¶ Assessing the lift. 

¶ Safe lifting techniques. 

A formal record of training will be maintained to demonstrate that all training requirements have 

been met. This topic will be reviewed annually during the supervisor and worker review 

sessions. 

 

6.9.2   LIFT TRUCK  

Only trained and authorized operators are permitted to operate lift trucks.  It is the responsibility 

of Viana Roofing and Sheet Metal Limited to ensure that all operators are trained. Training 

includes: 

¶ Legislative requirements. 

¶ Fundamentals of powered lift trucks. 

¶ How environmental conditions can affect lift truck performance. 

¶ Basic lift truck operating skills. 

¶ Rules and practices for safe lift truck operation. 

¶ Load handling, maneuvering and traveling. 

¶ Stopping and starting. 

Sufficient evaluation and remedial training shall be conducted so that the worker retains and uses 

the knowledge, skills and ability needed to operate the lift truck safely.  
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6.9.3   ELEVATED WORK PLATFORM  

Only trained and authorized operators are permitted to operate elevated work platforms. Training 

shall include both a theoretical and practical session. It is the responsibility of Viana Roofing and 

Sheet Metal Limited to ensure that all operators are trained. 

A worker who operates an elevating work platform shall, before using it for the first time, be 

given oral and written instruction on the operation and be trained to operate that class of 

elevating work platform. The instruction and training shall include: 

¶ The manufacturerôs instruction. 

¶ Inspection and logs of platforms prior to using them (red-tag and remove any platform 

from service with any deficiency). 

¶ Instruction in the load limitations (load limits must not be exceeded). 

¶ Instruction in and a hands-on demonstration of the proper use of all controls. 

¶ Instruction in the limitations of the kinds of surfaces on which it is designed to be used. 

Sufficient evaluation and remedial training shall be conducted so that the worker retains and uses 

the knowledge, skills and ability needed to operate the elevated work platform safely. Refresher 

courses shall be held at least every two years or in case of injury/incident attributed to operator 

error. Each operator shall be certified that they have received the training and has demonstrated 

competency in the performance of their duties. 

 

6.9.4   HOISTING DEVICES  

Only a competent worker shall operate a hoist used on a roof. O. Reg. 213/91s.209 (2). 

Sufficient evaluation and remedial training shall be conducted so that the worker retains and uses 

the knowledge, skills and ability needed to operate hoisting devices and perform hoisting and 

rigging.  

 

6.10   DESIGNATED SUBSTANCES 

A training needs review will be conducted, at a minimum, annually to ensure the training 

requirements at Viana Roofing and Sheet Metal Limited are current. If it is found that there are 

designated substances in the workplace, a control program will be developed and a training 

program will be implemented for workers and supervisors and will include: 

¶ The health effects associated with the specific designated substance. 

¶ The measures and procedures required under the designated substances program. 

Viana Roofing and Sheet Metal Limited will also ensure the training is evaluated and 

documented. 
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6.11   EMERGENCY RESPONSE 

Viana Roofing and Sheet Metal Limited will provide training on the emergency response plan to 

all employees. This training will include, but not be limited to who to notify in the event of an 

emergency, the emergency evacuation plan, designated meeting area, and how to prevent 

emergency situations. All newly hired employees will receive this training as part of their 

employee orientation. Any changes to the emergency response plan will be communicated as 

required through a toolbox talk. Every worker who may be required to use fire extinguishing 

equipment shall be trained in its use. 

A formal record of training will be maintained to demonstrate that all training requirements have 

been met.  

 

6.12   TRAFFIC SIGNALER  

A signaler shall be a competent worker and shall not perform other work while acting as a 

signaler. Viana Roofing and Sheet Metal Limited shall ensure that the signaler has received 

adequate oral training in his or her duties and has received adequate oral and written instructions 

in a language that he or she understands and keep the written instructions at the project. 

 

6.13   EXPLOSIVE ACTUATED FASTENING TOOLS  

No worker shall use an explosive actuated fastening tool unless he or she has been adequately 

trained in its use. When using an explosive actuated fastening tool, the worker shall carry proof 

of his or her training in its use. No worker shall use an explosive actuated fastening tool unless 

he or she is wearing adequate personal protective equipment and adequate eye protection. 

 

6.14   PROPANE HANDLING  

Any worker who may be required to handle propane must be properly trained as per the 

requirements set out by the Technical Standards and Safety Authority. A formal training program 

must be delivered to those required to connect and disconnect cylinders from various propane 

powered equipment, including lift trucks, elevated work platforms, salamanders, torches, 

construction heaters, up to 400,000 BTU, and propane equipment and appliances used at mass 

gatherings. A formal record of training will be maintained as part of the training. Construction 

propane service and maintenance workers and roofing equipment operators require additional 

training including certification from the TSSA. 

 

6.15   PERSONAL PROTECTIVE EQUIPMENT  

All employees will be informed of what personal protective equipment (PPE) requirements are 

associated with their jobs. A worker required to wear protective clothing or use personal 
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protective equipment or devices shall be adequately instructed and trained in the care and use of 

the clothing, equipment or device before wearing or using it. This training will be provided by 

the supervisor for the worker and documentation pertaining to the training will be maintained. 

This information will be reviewed with employees upon their hire and annually thereafter. 

 

 

 

6.15.1   FALL PROTECTION  

A worker shall be adequately protected by a fall protection system that meets the requirements of 

section 26 of the Regulations for Construction Projects where a worker is exposed to any of the 

following hazards: 

¶ Falling more than 3 metres. 

¶ Falling more than 1.2 metres, if the work area is used as a path for a wheelbarrow or 

similar equipment. 

¶ Falling into operating machinery. 

¶ Falling into water or another liquid. 

¶ Falling into or onto a hazardous substance or object. 

¶ Falling through an opening on a work surface. 

Viana Roofing and Sheet Metal Limited shall ensure that a worker who may use a fall protection 

system is adequately trained in its use and given adequate oral and written instructions by a 

competent person. Viana Roofing and Sheet Metal Limited shall ensure that the person who 

provides the training and instruction prepares a written training and instruction record for each 

worker and signs the record. The training and instruction record shall include the workerôs name 

and the dates on which training and instruction took place. Viana Roofing and Sheet Metal 

Limited shall make the training and instruction record for each worker available to an inspector 

on request. 

 

6.15.2   RESCUE PROCEDURE 

If a worker falls, and their fall is arrested by fall protection equipment, the following procedure 

will be used to rescue the worker. 

¶ An elevating work platform will be kept on site at all times that will be high enough to 

reach any worker who has fallen. 

¶ Before workers attempt a rescue, they must ensure that they have all the required 

personal protective equipment for themselves and for the casualty (fall protection 

equipment for themselves, and at least a new lanyard for the victim). 
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¶ Depending on the lifting capabilities of the elevating work platform being used (if it can 

lift safely two people plus the casualty) two workers will maneuver the elevating work 

platform beneath the fallen worker. 

¶ The workers will bring the lift up directly underneath the fallen worker until the injured 

worker touches the floor of the elevating work platform. 

¶ Once the casualty is safely on the floor of the elevating work platform, only then can the 

rescue workers disconnect his/her fall protection device. 

¶ The rescue workers must then connect the casualties harness to the elevating work 

platform for the trip down. 

¶ If the elevating work platform cannot reach high enough for the casualty to touch the 

floor, the workers will abort the rescue and wait for the fire department to arrive. 

¶ When the casualty reaches the ground, the first aid responder will attend to them, and 

they will be taken to the closest medical facility to be attended to by a doctor. 

¶ If the casualty is unconscious or there is reason to suspect a back or a neck injury, 

emergency services must be called before any rescue attempt is made. 
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                                            Section 7:   First Aid  
 

7.1   INTRODUCTION  

In all cases of work related injury Viana Roofing and Sheet Metal Limited will ensure that first 

aid treatment is given immediately in accordance with Regulation 1101 First Aid Requirements 

under the Workplace Safety and Insurance Act. 

 

7.2   FIRST AID  

First aid stations will be made available and located within quick and easy access for all 

employees. The first aid kits contain the components required by Regulation 1101. The first aid 

kits at Viana Roofing and Sheet Metal Limited are located as follows: 

¶ Inside each vehicle at job site 

 

 

Viana Roofing and Sheet Metal Limited will ensure a first aid trained employee is available at all 

times on all shifts. Viana Roofing and Sheet Metal Limited will also ensure that the first aid 

station is at all times in the charge of a worker who is the holder of a valid Standard First Aid 

Certificate, and who works in the vicinity of the station. 

All first aid treatments administered will be recorded in the first aid logbook by the certified first 

aider and shall include all the details surrounding the incident as described by the injured 

employee. 

The first aid treatment logbook will contain the following information: 

¶ Date of the injury. 

¶ Time of injury. 

¶ Names and work locations of witnesses. 

¶ The nature and location of the treatment given. 

The certificates of the first aid trained employees will be posted at the first aid stations. 

The first aid kit inspections shall be conducted during the monthly Joint Health and Safety 

Committee workplace inspection. An inspection log at the first aid kit must include the date of 

the most recent inspection and the signature of the inspector. 
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7.3   COMPANY VEHICLES  

Every employer using a vehicle to transport workers shall equip the vehicle with a first aid box. 

The employer of workers engaged in transporting goods outside an urban area in a vehicle shall 

equip the vehicle with a first aid kit. Where a worker is operating heavy construction and 

maintenance equipment in a place where a first aid station is not readily available to him or her 

in the event of an accident, the employer shall equip the machinery with a first aid kit. 

It will be the responsibility of the operator to ensure that the vehicle first aid kit is inspected 

monthly. All inspection forms are to be forwarded to the supervisor as soon as possible after the 

inspection at the beginning of the month. All injuries requiring first aid will be recorded in a first 

aid log, maintained within the kit, and reported to the supervisor as soon as possible. 

7.4   TRANSPORTATION  

In the event of critical injury the supervisor will ensure that emergency services are contacted. If 

emergency services are not required, immediate transportation to a hospital, doctorôs office, or 

the workerôs home shall be arranged by the supervisor for any worker who sustains a work 

related injury. This will be accomplished through a taxi voucher system. The supervisor will 

determine who will accompany the injured worker. The person accompanying the injured worker 

to the hospital, doctorôs office, or the workerôs home shall record all details of the trip.  

Viana Roofing and Sheet Metal Limited will incur the costs of this transportation. Vouchers can 

be obtained from the workerôs supervisor. If the worker refuses transportation to the hospital, 

Viana Roofing and Sheet Metal Limited will immediately call emergency services. The 

supervisor must send a Functional Abilities Form (FAF) with a worker who will be seeking 

medical attention. 

7.5   REPORTING 

When the worker requires health care and/or is absent from work beyond the day of the injury as 

a result of the incident, a Form 7 (Employerôs Report of Injury/Disease) shall be completed by 

the health and safety coordinator. This form will be forwarded to the Workplace Safety and 

Insurance Board within three (3) days of the incident. If the legislated reporting period is not 

observed the employer may be fined a late filing charge. 

7.6   CONSTRUCTION 

Where the place of employment is the site of construction, repair or demolition of a building, a 

first aid station shall be maintained in the time office for the project. Where there is no time 

office for the project, a first aid station shall be maintained in a vehicle or building at the site. 

Where the construction, repair or demolition of a building is in the charge of a general 

contractor, the general contractor shall provide and maintain the first aid station or stations 

required in respect of the workers in the same manner as if the general contractor were the 

employer of the workers. 
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INJURY REPORTING SIGN  

 

 

ATTENTION ALL EMPLOYEES  
 

 

 

Please be advised that Viana Roofing and Sheet Metal  

Limited requires that ALL Injuries/Incidents, no  

matter how minor, Must be reported to your  

Supervisor. 
 

 

 

 

THANK YOU FOR YOUR COOPERATION IN THIS MATTER.  
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FIRSTAID TREATMENT LOG   

 

First Aid Kit Location: __________________________________ From: ___/___to___/___  

 

Date &  Workers Name Injury/Cause  Treatment/      First Aiders 

Time  & Title      Follow-up       Initials 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

__________ _________________ _________________ ____________________   ________ 

* Use as many lines as required per divided section 

PLEASE COMPLETE IN DETAIL WHEN USING ANY ITEMS FROM THE FIRST AID KIT OR WHEN 

ANY FIRST AID IS INVOLVED  

 

Page 1 of 1 
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FIRST AID INSPECTION TAG  

 

First Aid Kit Location: __________________________________ From: ___/___to___/___ 

 

Inspection Inspection Quarterly/Monthly Date Last Signature of 

Month  Day/Year Inspection  Stocked Inspector 

 

January ___________ _________________ ___________ ______________________  

February ___________ _________________ ___________ ______________________ 

March  ___________ _________________ ___________ ______________________ 

April   ___________ _________________ ___________ ______________________ 

May  ___________ _________________ ___________ ______________________ 

June  ___________ _________________ ___________ ______________________ 

July  ___________ _________________ ___________ ______________________ 

August  ___________ _________________ ___________ ______________________ 

September ___________ _________________ ___________ ______________________ 

October ___________ _________________ ___________ ______________________ 

November ___________ _________________ ___________ ______________________ 

December ___________ _________________ ___________ ______________________ 
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FIRST AID KIT INVENTORY CHEC KLIST  

(1 to 5 Employees) 

 

Item       Quantity  Actual Quantity Restock 

 

Standard St. John First Aid Manual   1  ___________ ______ 

*CPR Non-Rebreathing Mask   1  ___________ ______ 

*Surgical Non-Latex Gloves    4 Pairs  ___________ ______ 

Safety Pins      6  ___________ ______ 

Adhesive Bandages (individually wrapped)  12  ___________ ______ 

Sterile Gauze Pads (3ò square)   4  ___________ ______ 

Gauze Bandages (2ò roll)    2  ___________ ______ 

Sterile Bandage Compresses (4ò)   2  ___________ ______ 

*Scissors      1  ___________ ______ 

*Tweezers      1  ___________ ______ 

*Instant Cold Compress    2  ___________ ______ 

Triangular Bandages     1  ___________ ______ 

First Aid Information  

Reg. 1101 Brochure     1  ___________ ______ 

Form 82 Poster and/or Sticker   1  ___________ ______ 

First Aid Certificates (for all trained workers) 1 Copy  ___________ ______ 

Inspection Tag      1  ___________ ______ 

Treatment Log      1  ___________ ______ 

Inventory Checklist     1  ___________ ______ 

Pen       1  ___________ ______ 

 

If any items are found missing or used, please record the missing quantity in the ñRestockò 

column and restock immediately. Please replace this checklist with a blank one and fill in the 

ñDate Last Stockedò column on the First Aid .Kit Inspection Tag. 

* Optional 
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FIRST AID KIT INVENTORY CHECKLIST   

(6 to 14 Employees) 

Item       Quantity  Actual Quantity Restock 

 

Standard St. John First Aid Manual   1  ___________ ______ 

*CPR Non-Rebreathing Mask   1  ___________ ______ 

*surgical Non-Latex Gloves    4 Pairs  ___________ ______ 

Safety Pins      12  ___________ ______ 

Adhesive Bandages (individually wrapped)  24  ___________ ______ 

Sterile Gauze Pads (3ò square)   12  ___________ ______ 

Gauze Bandages (2ò roll)    4  ___________ ______ 

Gauze Bandages (4ò roll)    4  ___________ ______ 

Sterile Surgical Pads (individually wrapped)  4  ___________ ______ 

Triangular Bandages     6  ___________ ______ 

Splints       1 roll-up ___________ ______ 

Splint Padding Rolls     2  ___________ ______ 

*Scissors      1  ___________ ______ 

*Tweezers      1  ___________ ______ 

*Instant Cold Compress    2  ___________ ______ 

Compress Bandage (4ò)    4  ___________ ______ 

First Aid Information 

Reg. 1101 Brochure     1  ___________ ______ 

Form 82 Poster     1  ___________ ______ 

First Aid Certificates     1 Copy 

Inspection Tag      1  ___________ ______ 

Treatment Log      1  ___________ ______ 

Inventory Checklist     1  ___________ ______ 

Pen       1  ___________ ______ 

 

If any items are found missing or used, please record the missing quantity in the ñRestockò 

column and restock immediately. Please replace this checklist with a blank one and fill in the 

ñDate Last Stockedò column on the First Aid Kit Inspection Tag. 

* Optional 
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Section 8:   Inspections  

 

8.1   INTRODUCTION  

Inspection, which involves detection and corrective action, is one of the best tools available for 

assessing potential problems before a loss occurs. 

Physical inspections and program audits are carried out to meet such goals as: 

¶ Listening to concerns of others (through worker contact during inspections). 

¶ Gain further understanding of jobs and tasks. 

¶ Identify potential problems. 

¶ Determining underlying causes of hazards. 

¶ Identify equipment deficiencies. 

¶ Identify improper worker actions. 

¶ Identify effects of change. 

¶ Identify inadequacies in remedial action. 

¶ Recommending corrective action(s) both short term and long term. 

¶ Demonstrate management commitment. 

 

8.2   ROLE OF INSPECTIONS 

The role of the workplace inspection is not solely to meet a legislated requirement. An effective 

inspection process allows a company to integrate other health and safety program objectives 

including the following: 

¶ Identify hazards. 

¶ Set standards and related procedures. 

¶ Measure performance against established standards. 

¶ Evaluate health and safety performance. 

¶ Correct deficiencies and commend success. 

To be effective, inspections must be conducted on a regular basis and be part of a system aimed 

at accident prevention. 
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8.3   CONDUCTING THE INSPECTION  

In addition to identifying defective and non-conformance items, the inspections should be 

concerned with identifying and correcting the basic reasons or causes for the specific item, 

particularly when the same defective item(s)/non-conformance(s) occur repeatedly. 

When conducting inspections, follow these basic principles: 

¶ Use the appropriate checklist and add to each checklist as necessary. 

¶ Familiarize yourself with the floor/site plan and the designated areas and departments for 

location descriptions of any specific hazards that are identified. 

¶ Review any previous inspection reports and inspect any previous corrective measures for 

completeness and effectiveness. 

¶ Draw attention to the presence of any immediate danger - other items can await the final 

report. 

¶ Shut down and tag-out any hazardous items that cannot be brought to a safe operating 

standard until repaired. 

¶ Do not operate equipment/machinery. Ask the operator for a demonstration if it is 

necessary. If the operator of any piece of equipment/machinery does not know what 

dangers may be present, then it is cause for concern. Never ignore any item because you 

do not have knowledge to make an accurate judgment of safety. 

¶ Look up, down, around and inside. Be methodical and thorough. Do not spoil the 

inspection with a glance or once-over approach. 

¶ Clearly describe each hazard and its exact location in your notes. Ensure all observations 

are recorded before they are forgotten. Record what you have or have not examined in 

case the inspection is interrupted. Draw sketches and take pictures where necessary for 

clarification and proof of hazards. 

¶ Ask questions, but do not unnecessarily disrupt work activities. This may interfere with 

efficient assessment of the job function and may create a potentially hazardousÅ situation. 

Document any worker contact and concerns. 

¶ Consider the static (stop position) and dynamic (in motion) conditions of the item you are 

inspecting. If a machine is shut down, consider postponing the inspection until it is 

functioning again. 

¶ Discuss as a group, ñCan any problem, hazard or accident be generated from this 

situation when looking at the equipment, the process or the environment?ô Determine 

what corrective action or controls are appropriate. 

¶ Do not try to detect all hazards simply by relying on your senses or by looking at them 

during the inspection. You may have to monitor equipment to measure the levels of 
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exposure to chemicals, noise, radiation or biological agents. Take photographs if you are 

unable to clearly describe a particular situation.  

 

8.4   HAZARD CLASSIFICATION  

Every inspection report will document worker contact during the inspection indicating any safety 

concerns accordingly. Specific names do not have to be mentioned. It is not up to the person or 

group conducting the inspection at the time to judge a concern. That is left up to the Joint Health 

and Safety Committee as a whole. Each concern must be classified as if it were a hazard. The 

results of the inspection must be discussed at the Joint Health and Safety Committee meetings as 

well as being communicated to the health and safety coordinator. 

After each inspection, it is necessary to review the information and rank each issue in terms of 

loss potential. This is especially true of hazards, which may be classified as A, B, C or D 

depending on the severity of the consequence. 

¶ Class A Hazard: 

o A condition or practice likely to cause permanent disability, loss of life or body 

part, and/or extensive loss of structure, equipment or material. 

¶ Class B Hazard: 

o A condition or practice likely to cause serious injury or illness (resulting in 

temporary disability) or property damage that is disruptive but less severe than 

Class A. 

¶ Class C Hazard: 

o A condition or practice likely to cause minor (non-disabling) injury or illness or 

non- disruptive property damage. 

¶ Class D Hazard: 

o A substandard condition or practice that is not likely to cause an injury or illness 

under normal conditions (i.e. MSDS sheets are unavailable). 

In the event that the hazard cannot be corrected immediately, a representative of the Joint Health 

and Safety Committee must be notified in order that the Joint Health and Safety Committee can 

propose possible solutions and make the necessary recommendations to eliminate the hazard. 

 

8.5   SENIOR MANAGEMENT INSPECTIONS  

Senior management shall conduct a personal tour of the workplace, at a minimum, on a semi-

annual basis to help identify substandard conditions and practices, as well as provide feedback 

on positive conditions and practices. Managers/supervisors and/or the Joint Health and Safety 

Committee may assist senior management in conducting the inspection. A schedule will be 

developed and senior management assigned on an annual basis. 
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All employee contacts and observations shall be documented, including names of employees and 

specific observations noted during the inspection, it is important that senior management 

communicate with employees as part of the planned inspection. Contact with employees can be 

recorded on the Workplace Inspection Employee Contacts form included at the end of this 

section. 

Senior management may use the Senior Management Inspection Checklist form in addition to 

making individual observations. The inspection will only concentrate on major health and safety 

elements, and is not meant to be a comprehensive inspection. 

The inspection checklist will include: 

¶ Checklist identifying the areas/equipment/structures to be inspected. 

¶ Employee contacts. 

¶ Inspector signatures. 

¶ Date of inspection. 

¶ Work area inspected 

¶ Reference to positive conditions and practices. 

¶ Description of hazards. 

¶ Location of hazards. 

¶ Rating of hazard (A, B, C, D). 

¶ Recommendations, assigned responsibility and time frames for corrective action. 

¶ All action taken during inspection. 

 

A written report along with recommendations for corrective action is to be completed following 

the planned inspection. The report will be reviewed in the regularly scheduled Joint Health and 

Safety Committee meeting, and corrective action taken as necessary. 

Reporting of the inspection will include: 

¶ A distribution list. 

¶ A record of the distribution. 

¶ Documented contact of all employees affected by the hazard of corrective action.  

The follow-up of the inspection will include the following elements: 

¶ A standard recording system. 

¶ Assigned responsibility. 

¶ Identified time frames. 
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SENIOR MANAGEMENT INSPECTION CHECKLIST  

 

Senior Management: ____________________ Location: ___________________________ Date:____________ 

 

Mark items either V or X. Any items marked X must be reported on the Supervisor Hazard Report Form. Any 

corrective action must be taken immediately to eliminate hazards. Items requiring further attention must be 

forwarded to the Joint Health and Safety Committee. 

 

Item to be inspected      OK     Hazard Corrective Action Taken 

       Classification 

        (A, B, C, D) 

Workers have conducted pre-use inspections  _____ _____________ ____________________________ 

Exit routes clear and EXIT signs illuminated  _____ _____________ ____________________________ 

Fire extinguisher accessible   _____ _____________ ____________________________ 

Postings - safety policy, OH&S Act, Form 82, JHSC  

members, minutes, First Aid, Reg., MSDS, etc _____ _____________ ____________________________ 

Combustible material removed, stored properly.  

Flammable material in designated areas  _____ _____________ ____________________________ 

Stored items are 18ò minimum from sprinkler heads _____ _____________ ____________________________ 

Electric power cords are not frayed or broken _____ _____________ ____________________________ 

Electric panels free from obstruction  _____ _____________ ____________________________ 

Storage areas clean and neat   _____ _____________ ____________________________ 

Barrels properly stored    _____ _____________ ____________________________ 

Pallets stored properly (not Upping over with  

product or caught on racks)    _____ _____________ ____________________________ 

Work areas clean and neat and tools and supplies  

Properly stored     _____ _____________ ____________________________  

Refuge areas clean and neat   _____ _____________ ____________________________ 
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SENIOR MANAGEMENT HAZARD INSPECTION REPORT  

 

 

Item to be inspected      OK     Hazard Corrective Action Taken 

       Classification 

        (A, B, C, D) 

Walkways are clear of material, cords  _____ _____________ ____________________________ 

Adequate lighting in all areas, including  

exterior night lighting    _____ _____________ ____________________________ 

Machine guards in place    _____ _____________ ____________________________ 

Emergency eye wash stations capped,  

functional, accessible and clean   _____ _____________ ____________________________ 

First aid equipment/supplies checked, in order _____ _____________ ____________________________ 

First aid log being used    _____ _____________ ____________________________ 

Personal Protective Equipment being used properly _____ _____________ ____________________________ 

Lockout/Tag out program properly used  _____ _____________ ____________________________ 

All containers are properly labeled with  

specific hazards and are closed/sealed  _____ _____________ ____________________________ 

Only the minimum amount needed is in  

the work area, all others are property stored  _____ _____________ ____________________________ 

Other: ___________________________________ _____ _____________ ____________________________ 

 

Positive work conditions observed: 

______________________________________________________________________________  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

Positive work practices observed: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

______________________________________________________________________________ 
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8.6   MANAGER  AND SUPERVISOR INSPECTIONS 

Managers are responsible for conducting a quarterly inspection of the department(s) that they 

have authority over. The inspection is to be conducted separately from the Joint Health and 

Safety Committee scheduled inspection to ensure that workplace inspections are spaced out. 

Managers will use the same workplace inspection checklist that has been developed for the Joint 

Health and Safety Committee. Any deficiencies are to be recorded on the Manager Hazard 

Inspection Report form. 

 

Supervisors are responsible for conducting planned inspections of the workplace on a weekly 

basis to help identify substandard conditions and practices, as well as provide feedback on 

positive conditions and practices. Supervisors will use the Supervisor Weekly Inspection 

Checklist form to record their inspections. Any deficiencies are to be recorded on the Supervisor 

Hazard Inspection Report form. 

It is important that managers and supervisors communicate with employees as part of the 

planned inspection. All employee contacts and observations shall be documented, including 

names of employees and specific observations noted during the inspection using the Workplace 

Inspection Employee Contacts form. 

Any hazards reported by workers shall be recorded. The inspection checklist includes: 

¶ Checklist identifying the areas/equipment/structures to be inspected. 

¶ Employee contacts. 

¶ Inspector signatures. 

¶ Date of inspection. 

¶ Work area inspected 

¶ Reference to positive conditions and practices. 

¶ Description of hazards. 

¶ Location of hazards. 

¶ Rating of hazard (A, B, C, D). 

¶ Recommendations, assigned responsibility and time frames for corrective action. 

¶ All action taken during inspection. 

A written report along with recommendations for corrective action is to be completed following 

the planned inspection. The report will be reviewed in the regularly scheduled Joint Health and 

Safety Committee meeting, and corrective action taken as necessary. 

Reporting of the inspection will include: 

¶ A distribution list. 
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¶ A record of the distribution. 

¶ Documented contact of all employees affected by the hazard of corrective action. 

¶ Instruct all workers affected by changes to safe operating procedures.  

 

The follow-up of the inspection will include the following elements: 

¶ A standard recording system. 

¶ Assigned responsibility. 

¶ Identified time frames. 

¶ Determine if corrective action taken is adequate. 

¶ Determine if corrective action created a new hazard. 

 

If a new hazard has been created, the following must be addressed: 

¶ Rating of hazard. 

¶ Recommendations for corrective action. 

¶ Assignment of responsibility for corrective action and time frames. 

¶ All action taken. 

¶ Follow-up (as indicated above). 
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MANAGER HAZARD INSPECTION REPORT  

 

Senior Management: __________________________ Location: ______________________ Date: ____________ 

Item# Observed Hazard/Task  Hazard  Corrective   Follow-up 

     Classification Action Taken   Date/Person 

     (a, B, C, D)     Responsible 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

______ ____________________________ __________ ____________________________ _____________ 

Use as many lines as required 
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SUPERVISOR INSPECTION CHECKLIST  

 

Supervisor:_______________________ Location: __________________________________ Date:____________ 

 

Mark items either V or X. Any items marked X must be reported on the Supervisor Hazard Report Form. Any 

corrective action must be taken immediately to eliminate hazards. Items requiring further attention must be 

forwarded to the Joint Health and Safety Committee. 

 

Item to be inspected      OK     Hazard Corrective Action Taken 

       Classification 

        (A, B, C, D) 

Workers have conducted pre-use inspections  _____ _____________ ____________________________ 

Exit routes dear and EXIT signs illuminated  _____ _____________ ____________________________ 

Fire extinguisher accessible   _____ _____________ ____________________________ 

Postings ð safety policy, OH&S Act, Form 82,  

JHSC members, minutes, First Aid, Reg., MSDS, etc. _____ _____________ ____________________________ 

Combustible material removed, stored properly.  

Flammable material in designated areas  _____ _____________ ____________________________ 

Stored items are 18ò minimum from sprinkler heads _____ _____________ ____________________________ 

Electric power cords are not frayed or broken _____ _____________ ____________________________ 

Electric panels free from obstruction.   _____ _____________ ____________________________ 

Storage areas clean and neat   _____ _____________ ____________________________ 

Barrels properly stored    _____ _____________ ____________________________ 

Pallets stored properly (not tipping over with  

product or caught on racks)    _____ _____________ ____________________________ 

Work areas clean and neat and tools and supplies 

properly stored     _____ _____________ ____________________________ 

Refuge areas clean and neat   _____ _____________ ____________________________ 
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