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EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

1

MINISTRY OF LABOUR ADMINISTRATIVE
REQUIREMENTS

1.1

GENERAL OVERVIEW

All persons employed at the workplace must provide all necessary assistance and cooperation to an inspector (Ontario Ministry of Labour) while the inspector is carrying out
or performing his or her duties and powers under the Act.
Whenever an inspector arrives at the workplace the following should be determined:
•

who the inspector wants to speak with; and

•

reason for the visit (i.e., inspections, complaint investigation).

The Department Manager and Health, Safety & Wellness Consultant should always
be made aware that an inspector is on site and the reason for the visit.
The inspector should be provided with all required and requested documents, reports,
etc. pertinent to occupational health and safety.
A worker member of the Joint Health and Safety committee must be notified of the
Inspector’s presence and made available to accompany the inspector for the
inspection/investigation.
All Ministry of Labour reports and compliance notices must be posted and copies
provided to the committee.
(1)

Compliance Notification Procedures
(a) Orders/Requirements

All orders/requirements issued by an inspector will be complied with by the date
cited in the order/requirement.
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Compliance notices will be completed in full (referencing appropriate order
number(s)) and signed by management and worker representatives.
Compliance notices will be faxed to the local Ministry of Labour district office, to the
attention of the inspector who issued the order(s).
Compliance notices will be posted in the workplace for a period of 14 days.
(2)

Stop Work Orders

Stop work orders are issued under subsection 57(6) of the Act, where workers are
endangered.
In order to comply with these types of orders, the danger or hazard must be removed
or eliminated as directed by the inspector in the order. Work activity may then resume.
The inspector must still be notified in the manner outlined in the section 1.1(1)(a), above.
(3)
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1.2

POWERS OF INSPECTORS — OCCUPATIONAL HEALTH
AND SAFETY ACT

(1)

Section 54(1) — Powers of Inspector
54.(1) An inspector may, for the purposes of carrying out his or her duties and powers
under this Act and the regulations,
(a) subject to subsection (2), enter in or upon any workplace at any time without
warrant or notice;
(b) take up or use any machine, device, article, thing, material or biological, chemical
or physical agent or part thereof;
(c) require the production of any drawings, specifications, licence, document, record
or report, and inspect, examine and copy the same;
(d) upon giving a receipt therefore, remove any drawings, specifications, licence,
document, record or report inspected or examined for the purpose of making copies
thereof or extracts therefrom, and upon making copies thereof or extracts therefrom,
shall promptly return the same to the person who produced or furnished them;
(e) conduct or take tests of any equipment, machine, device, article, thing, material or
biological, chemical or physical agent in or about a workplace and for such purposes,
take and carry away such samples as may be necessary;
(f) require in writing an employer to cause any tests described in clause (e) to be
conducted or taken, at the expense of the employer, by a person possessing such
special expert or professional knowledge or qualifications as are specified by the
inspector and to provide, at the expense of the employer, a report or assessment by
that person;
(g) in any inspection, examination, inquiry or test, be accompanied and assisted by or
take with him or her any person or persons having special, expert or professional
knowledge of any matter, take photographs, and take with him or her and use any
equipment or materials required for such purpose;
(h) make inquiries of any person who is or was in a workplace either separate and
apart from another person or in the presence of any other person that are or may be
relevant to an inspection, examination, inquiry or test;
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(i) require that a workplace or part thereof not be disturbed for a reasonable period of
time for the purposes of carrying out an examination, investigation or test;
(j) require that any equipment, machine, device, article, thing or process be operated
or set in motion or that a system or procedure be carried out that may be relevant to an
examination, inquiry or test;
(k) require in writing an employer to have equipment, machinery or devices tested, at
the expense of the employer, by a professional engineer and to provide, at the expense
of the employer, a report bearing the seal and signature of the professional engineer
stating that the equipment,
machine or device is not likely to endanger a worker;
(l) require in writing that any equipment, machinery or device not be used pending
testing described in clause (k);
(m) require in writing an owner, constructor or employer to provide, at the expense of
the owner, constructor or employer, a report bearing the seal and signature of a
professional engineer stating,
(i) the load limits of a floor, roof or temporary work or part of a building, structure or
temporary work,
(ii)
that a floor, roof or temporary work is capable of supporting or withstanding
the loads being applied to it or likely to be applied to it, or
(iii) that a floor, roof or temporary work, or part of a building, structure or temporary
work is capable of supporting or withstanding 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 Act or established by regulation;
(n) require in writing an owner of a mine or part thereof to provide, at the owner's
expense, a report in writing bearing the seal and signature of a professional engineer
stating that the ground stability of, the mining methods and the support or rock
reinforcement used in the mine or part thereof is such that a worker is not likely to be
endangered;
(o) require in writing, within such time as is specified, a person who is an employer,
manufacturer, producer, importer, distributor or supplier to produce records or
information, or to provide, at the expense of the person, a report or evaluation
made or to be made by a person or organization having special, expert or
professional knowledge or qualifications as are specified by the inspector of any
process or biological, chemical or physical agents or combination of such agents
present, used or intended for use in a workplace and the manner of use, including,
(i) the ingredients thereof and their common or generic name or names,
(ii) the composition and the properties thereof,
(iii) the toxicological effect thereof,
(iv) the effect of exposure thereto whether by contact, inhalation or ingestion,
(v) the protective measures used or to be used in respect thereof, the emergency
measures used or to be used to deal with exposure in respect thereof, and
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(vii) the effect of the use, transport and disposal thereof; and
(p) require the production of any materials concerning the content, frequency and
manner of instruction of any training program and inspect, examine and copy the
materials and attend any such program.

(2)

Section 56 — Seizure of Things in Plain View by Inspector
56. (1) Seizure of documents or things — While acting under the authority of this
Act, an inspector may, without a warrant or court order, seize any thing that is
produced to him or her or that is in plain view if the inspector reasonably believes that
this Act or a regulation has been contravened and that the thing will afford evidence of
the contravention.
(2) Possession — The inspector may remove the thing seized or may detain it in the
place in which it is seized.
(3) Notice of receipt — The inspector shall inform the person from whom the thing is
seized as to the reason for the seizure and shall give the person a receipt for it.
(4) Report of justice — The inspector shall bring a thing seized under the authority of
this section before a provincial judge or justice of the peace or, if that is not
reasonably possible, shall report the seizure to a provincial judge or justice of the
peace.
(5) Procedure — Sections 159 and 160 of the Provincial Offences Act apply with
necessary modifications in respect of a thing seized under the authority of this section.

(3)

Section 57 — Entry and Examination Powers of Inspector
57. (1) Orders by inspectors where non-compliance — Where an inspector finds
that a provision of this Act or the regulations is being contravened, the inspector
may order, orally or in writing, the owner, constructor, licensee, employer, or person
whom he or she believes to be in charge of a workplace or the person whom the
inspector believes to be the contravener to comply with the provision and may
require the order to be carried out forthwith or within such period of time as the
inspector specifies.

(4) Compliance plan — An order made under subsection (1) may require a
constructor, a licensee or an employer to submit to the Ministry a compliance plan
prepared in the manner and including such items as required by the order.
(5) Procedure — The compliance plan shall specify what the constructor, licensee
or employer plans to do to comply with the order and when the constructor, licensee
or employer intends to achieve compliance.
(6) Orders by inspector where worker endangered — Where an inspector makes
an order under subsection (1) and finds that the contravention of this Act or the
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regulations is a danger or hazard to the health or safety of a worker, the inspector
may,
(a) order that any place, equipment, machine, device, article or thing or any process
or material shall not be used until the order is complied with;
(b) order that the work at the workplace as indicated in the order shall stop until the
order to stop work is withdrawn or canceled by an inspector after an inspection;
(c) order that the workplace where the contravention exists be cleared of workers
and isolated by barricades, fencing or any other means suitable to prevent access
thereto by a worker until the danger or hazard to the health or safety of a worker is
removed.
(11) No hearing required prior to making order — An inspector is not required
to hold or afford to an owner, constructor, licensee, employer or any other person an
opportunity for a hearing before making an order.

(4)

Section 62 — Obstruction, etc. of Inspector Prohibited
62. (1) Obstruction of inspector — No person shall hinder, obstruct, molest or
interfere with or attempt to hinder, obstruct, molest or interfere with an inspector in
the exercise of a power or the performance of a duty under this Act or the
regulations.
(2) Assistance to inspector — Every person shall furnish all necessary means in the
person's power to facilitate any entry, inspection, examination, testing or inquiry by
an inspector in the exercise of his or her powers or performance of his or her duties
under this Act or the regulations.
(3) False information, etc. — No person shall knowingly furnish an inspector with
false information or neglect or refuse to furnish information required by an inspector
in the exercise of his or her duties under this Act or the regulations.

(5)

Section 57(10) — Posting of Inspector’s Notice or Order at
the Workplace
(10) Idem — Where an inspector makes an order in writing or issues a report of his
or her inspection to an owner, constructor, licensee, employer or person in charge of
the workplace, the owner, constructor, licensee, employer or person in charge of the
workplace shall forthwith cause a copy or copies thereof to be posted in a
conspicuous place or places at the workplace where it is most likely to come to the
attention of the workers and shall furnish a copy of such order or report to the health
and safety representative and the committee, if any, and the inspector shall cause a
copy thereof to be furnished to a person who has complained of a contravention of
this Act or the regulations.

(6)

Section 59 — Submission of Notice of Compliance
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(1) Notice of compliance — Within three days after a constructor or employer who
has received an order under section 57 believes that compliance with the order has
been achieved, the constructor or employer shall submit to the Ministry a notice of
compliance.
(2) Idem — The notice shall be signed by the constructor or employer and shall be
accompanied by,
(a) a statement of agreement or disagreement with the contents of the notice, signed
by a member of the committee representing workers or by a health and safety
representative, as the case may be; or
(b) a statement that the member or representative has declined to sign the statement
referred to in clause (a).
(3) Idem — The constructor or employer shall post the notice and the order issued
under section 57 for a period of fourteen days following its submission to the
Ministry in a place or places in the workplace where it is most likely to come to the
attention of workers. Only the inspector can determine compliance achievement
(4) Compliance achieved — Despite the submission of a notice of compliance, a
constructor or employer achieves compliance with an order under section 57 when
an inspector determines that compliance has been achieved.

(7)

Section 57(6) — Orders by Inspector Where Worker
Endangered
(6) Where an inspector makes an order under subsection (1) and finds that the
contravention of this Act or the regulations is a danger or hazard to the health or
safety of a worker, the inspector may,
(a) order that any place, equipment, machine, device, article or thing or any process
or material shall not be used until the order is complied with;
(b) order that the work at the workplace as indicated in the order shall stop until the
order to stop work is withdrawn or cancelled by an inspector after an inspection;
(c) order that the workplace where the contravention exists be cleared of workers
and isolated by barricades, fencing or any other means suitable to prevent access
thereto by a worker until the danger or hazard to the health or safety of a worker is
removed.

(8)

Section 57(7) — Resumption of Work Pending Inspection
(7) Despite clause (6) (b), a constructor, a licensee or an employer who gives notice
to an inspector of compliance with an order made under subsection (6) may resume
work pending an inspection and decision by an inspector respecting compliance
with the order if, before the resumption of work, a committee member representing
workers or a health and safety representative, as the case may be, advises an
inspector that in his or her opinion the order has been complied with.
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Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

1.3

APPEAL PROCEDURE

Section 61 details the protocol, rules and practices regarding appeals of inspectors’
orders, and the hearing and disposition of those appeals.
Any employer, constructor, licensee, owner, worker or trade union which feels
aggrieved by an inspector’s order(s) may appeal to the Labour Relations Board (board)
within 30 days after the making of the order.
Under section 61 an order has an extended meaning and includes:
•

order or requirement;

•

lack of an order;

•

a decision, or lack of a decision; and

•

imposition of any terms or conditions.

The following are parties to an appeal:

(1)

•

the appellant;

•

in the case of an appeal by an employer, the employer’s;

•

workers and each trade union representing any of the workers;

•

in the case of an appeal by a worker or trade union representing a worker, the
worker’s employer;

•

an inspector whose order is being appealed; and

•

such other persons as the board may specify.
Board Inquiries
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The board may authorize a labour relations officer to inquire into the appeal in an
effort to effect a settlement. The labour relations officer must report the results of his or
her inquiry to the board.
(2)

Hearings

The board must hold a hearing to consider the appeal unless an interim or final order
is made following consultation with the parties to the appeal.
(3)

Protocol

The board may determine its own practices and procedures but must give full
opportunity to the parties to present their evidence and submissions.
(4)

Powers of the Board
The board has all the powers of an inspector under the Act, and the board may:
•

substitute its findings for those of the inspector;

•

rescind the order;

•

affirm the order; and

•

make a new order.

The decision of the board is final.
(5)

Suspension of Orders

Pending disposition of the appeal, the board may suspend the operation of the order
under appeal.
(6)

Notification

The board will usually require confirmation of an appeal in writing, and may request
grounds for the appeal.
All communication should be addressed to:
The Registrar
Ontario Labour Relations Board
4th Floor
400 University Avenue
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Toronto, ON M7A 1V4
Tel. (416) 326-7500
Fax (416) 326-7532

(7) Revisions
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 1.3.a
EFFECTIVE DATE: February 2003
Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

NOTIFICATION CHECKLIST
The following is a list of criteria, type of notice and contacts for which “notices” are required
under the Occupational Health and Safety Act.
Criteria

Notice Type

Contact

Accident, explosion, fire that
causes injury

Written — four days section 5(2)
of Reg. 851 and O. Reg. 67/93

MOL* inspector
JHSC**/HSWC***

Appeals:
Orders, decisions, etc.

Written — 30 days
section 61 of the Act.

Ontario Labour Relations
Board

Fatal or critical injury

Verbal — Immediately
Written — 48 Hours
section 5(1) of Reg. 851 and O.
Reg. 67/93

MOL inspector
JHSC/HSWC

Non-availability of label or MSDS

Written — ASAP

MOL inspector
JHSC/HSWC

Occupational illness

Written — four days
section 5(2) of Reg. 851 and O.
Reg. 67/93

MOL inspector
JHSC/HSWC

Orders/Requirements of inspector

Written — within three days of
compliance
See compliance notification
procedure

MOL inspector
JHSC/HSWC

Stop work order

Verbal/Written — See compliance
notification procedure

MOL inspector
JHSC/HSWC

Plans of workplace —
construction, development,
additions, etc.

Written — Engineer’s report
section 7 Reg. 851

JHSC/HSWC

Reports: Dealing with occupational
health and safety (if in writing)

Advise and provide copy when it
becomes available

JHSC/ HSWC
workers (upon request)

*Ministry of Labour **Joint Health & Safety Committee ***Health, Safety & Wellness Consultant
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OCCUPATIONAL HEALTH AND SAFETY SCHEDULE AND REVIEW
Element

Comments

Frequency

JHSC meetings

Re: Terms of reference

Minimum every three
months

Workplace inspection

JHSC worker member

Monthly

WHMIS training

JHSC consultation

Annual review

Lifting device inspection

See manufacturer’s
recommendations

Annual (daily for
operations)

Fire extinguishers

See Fire Code

Monthly/Annually

Fire drills

See Fire Code

Annual

First-aid boxes

See First-aid Regulation
(1101)

Minimum every three
months

Emergency lighting

See Building Code and Fire Monthly/Annually
Code

Hazardous materials
inventory: WHMIS

See Act

Annual

OH & S policy

See Act

Annual review
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1.4

POSTING OF NOTICES AND REPORTS

The following are mandatory and required to be posted under the Occupational
Health and Safety Act:
•

names of the committee members and work locations;

•

copy of Act, regulations (applicable to the workplace) and explanatory material
published by the Ministry of Labour;

•

occupational health and safety policy;

•

orders/requirements of inspectors;

•

compliance notices (i.e., orders/requirements), and

•

engineer’s report (section 7, Regulation 851 (Industrial Establishments).
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1.5

JOINT HEALTH AND SAFETY COMMITTEES

(1)

The Workplace Partnership

Employers and workers share the responsibility for occupational health and safety.
This internal responsibility system (IRS) is based on the principle that workplace parties
themselves are best able to identify health and safety problems and develop solutions.
The system works best when there is a strong link of responsibility and accountability for
health and safety from the company president to the worker.
The Occupational Health and Safety Act (Act) is based on the shared duties and
responsibilities for employers, supervisors and workers in the framework of the IRS.
The joint health and safety committee (committee) represents the cornerstone of that
system.
The committee is an advisory group of worker and management representatives
whose objective is to improve workplace health and safety by stimulating an awareness
of health and safety issues, and a co-operative atmosphere between employers and
workers. To achieve this goal, the committee is required to hold meetings and inspect the
workplace on a regular basis. In addition, the committee should be available to discuss
problems and recommend solutions at committee meetings and facilitate communication
between management and workers.
Essentially the role of the committee is to audit the effectiveness of the IRS.
To carry out this role, the Act provides powers and defines the functions of the
committee (and designated members of the committee). The Act obliges the employer,
supervisor and worker to co-operate with, and provide assistance to the committee
members in carrying out these functions and powers.

(2)

Establishment
The Act mandates that committees are required at workplaces:
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•

that regularly employ twenty or more workers;

•

to which a designated substance regulation applies;

•

to which an order to an employer is in effect under section 33 of the Act; or

•

where the Minister of Labour by order, in writing, requires an employer to
establish a committee.

(3)

Formation

Employers whose workplace falls under the criteria in the Act for establishing a
committee:
•

have a legal responsibility to ensure that the committee is maintained;

•

must ensure that members are selected according to the legislative criteria in the
Act;

•

must allocate time for meetings; and

•

must provide a location for meetings.

(4)

Composition/Selection

The minimum number of committee members as laid out in the Act is based upon the
number of workers employed at that workplace.
The committee must consist of:
•

two persons for every 20 to 49 workers in the workplace; or

•

four persons for 50 or more workers in the workplace.

At least one half of the members of the committee must be workers that are employed
at the workplace and do not exercise managerial functions. The worker members of the
committee are selected by the workers they are to represent (i.e., union local member for
union; trade union member for a trade). Where there is more than one union in the
workplace, the unions should work together to ensure all interests are represented by the
committee.
The employer must select the remaining committee members from persons who do
exercise managerial functions and who, to the extent possible, are employed at the
workplace.
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Each committee must have two co-chairs. The management and worker members of
the committee, respectively, select a member to be a co-chair.

(5)

Agendas

An agenda is a process of presenting a number of items that are to be discussed or
dealt with at a meeting. A good agenda will:
•

prioritize items based on the goals of the group;

•

determine what can be accomplished during the meeting;

•

prevent committee members from becoming sidetracked;

•

inform members of the items for discussion; and

•

allow members to prepare and plan for items of discussion.

(6)
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2.1

OCCUPATIONAL HEALTH AND SAFETY

(1)

Policy Statement

Management is committed to health and safety in the workplace, and the well being
of all workers. Health and safety is our shared commitment and the responsibility of all
of us.
The Corporation of the Town of Oakville acknowledges the duty and responsibility to
provide and maintain a healthy and safe workplace for all workers.
We recognize that an effective health and safety program, and communication of that
program to all workers, is sound business practice and an important indicator of
leadership and managerial performance. Our goal is to reduce the risk of injury/illness to
workers.
The following are key elements of the program:

(2)

•

assignment and delegation of roles and responsibilities for the development,
implementation and maintenance of the program;

•

the development, implementation, maintenance and evaluation of policies,
procedures and measures for safe working conditions;

•

training, instruction and information in the contents of the program; training will
be ongoing and documented; and

•

statutory and regulatory compliance.

•

Injury/illness analysis will identify root causes and corrective measures will be
implemented to reduce the risk of recurrences.

Implementation Statement

Implementation of the health and safety policy requires the establishment of a health
and safety program.
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The program will reflect and implement the health and safety policy statement and
will set, communicate and enforce health and safety standards that protect and promote
the health and safety of workers.
Management is responsible for the implementation of the health and safety policy and
for ensuring that all health, safety and medical protection resources, practices and
programs are in place and implemented.
Every department manager and supervisor is responsible for ensuring that health and
safety standards and practices are carried out in the workplace.

(3)

Role of Senior Management

(a)

CAO/Town Manager

The CAO/Town Manager is responsible for directing the health and safety activities
of the corporation and ensuring that:
•

a health and safety program is developed and maintained to implement the health
and safety policy;

•

the performance review of all managers includes applicable responsibilities under
the health and safety program; and

•

the subject of the ongoing development, implementation, maintenance and
effectiveness of the corporate health and safety program is an agenda and
discussion item in Senior Management Team and departmental meetings.

(b)

Commissioners/Directors
The Commissioners and Directors are responsible to the CAO/Town Manager for
ensuring that:

(c)

•

a health and safety program is developed and maintained to implement the health
and safety policy; and

•

the performance review of all department managers includes applicable
responsibilities under the health and safety program.

Managers
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Managers are responsible to the
Commissioners/Director for ensuring that:

CAO/Town

Manager

and

applicable

•

a health and safety program is developed and maintained to implement the health
and safety policy;

•

the performance review of all staff under their control includes applicable
responsibilities under the health and safety policy; and

•

the subject of the ongoing development, implementation, maintenance and
effectiveness of the health and safety program is promoted and communicated.

(4)

Responsibility

(a)

CAO/Town Manager

The CAO/Town Manager will appoint employer designates to be responsible for
developing, implementing and maintaining the health and safety program. (Refer to
Policy/Procedure HS 2.1 PCM)
(b)

Directors and Managers

Every Director and Manager in addition to complying with the duties imposed by
law, is responsible for taking an active role in protecting the health and safety of his or
her workers.
(c)

Health, Safety and Wellness Consultant

The Health, Safety and Wellness Consultant, in addition to complying with the duties
imposed by law or contract is responsible for:

(d)

•

taking an active role in the protection and promotion of the health and safety of
workers;

•

performing in a timely, efficient and effective manner those responsibilities
assigned under the health and safety program; and

•

acting as a resource for the Corporation.

Workers
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Every worker, in addition to complying with the duties imposed by law is responsible
for:
•

complying with the policies, procedures, rules, standards and practices developed
under the health and safety program;

•

taking an active role in protecting and promoting the health and safety of him or
herself and others; and

•

refraining from activities that may jeopardize the health and safety of himself or
herself and others.

(5)

Accountability

Every worker is accountable for the performance of the responsibilities outlined
above and to include where applicable:
•

ensuring hazards are reported, identified and evaluated;

•

ensuring that appropriate control measures are implemented;

•

ensuring that appropriate training is provided and participated in; and

•

ensuring that every worker understands his or her role and responsibilities under
the health and safety program.

(6)
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HS 2-13-a WORK REFUSAL — REFERENCE CHART
WORKER
Worker has reason to believe work likely to endanger himself/herself or another person.
WORKER
Promptly reports circumstances to supervisor and remains in a safe place.
SUPERVISOR
Investigates forthwith in the presence of the refusing worker and a worker representative.

RESOLVED

UNRESOLVED
Worker continues to refuse
(reasonable grounds).

Worker returns to work.

EMPLOYER or WORKER
Notifies the
MINISTRY of LABOUR

WORKER
Remains in a safe location, pending investigation
Another worker may be assigned to operate the equipment/machine/device pending the inspector’s investigation. They must
be informed of the refusal in the presence of a worker representative.

WORKER
May be assigned reasonable alternate work.

INSPECTOR
Investigates in the presence of worker, employer and worker representative.

INSPECTOR
Gives decision in writing, i.e., circumstances likely or not likely to endanger the worker.
ACTION REQUIRED
Based on Decision and orders issued.
RETURN TO WORK
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.1 PCM

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: M. Joanne Chechalk, CAO/Town Manager
Approved by: Elizabeth Bourns, Director of Human Resources

PROGRAM CO-ORDINATION AND MANAGEMENT
For the purposes of the occupational health and safety program David Grant, Health,
Safety and Wellness Consultant is appointed by M.J. Chechalk, CAO/Town Manager as
the employer designate to co-ordinate and manage the Corporate wide program.
Departmental managers are responsible for implementation and maintenance of
individual health and safety policies, procedures, standards and practices applicable to
the work and activities in their respective departments. Departmental managers are
deemed to be the employer designate as delegated by M.J. Chechalk, CAO/Town
Manager.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.2

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.2

SMOKING IN THE WORKPLACE

(1)

Scope

It is policy to ensure that a smoke-free environment is provided for workers in
compliance with the Smoking in the Workplace Act, R.S.O. 1990, c. 13. Furthermore,
where a municipal by-law (concerning smoking in the workplace) comes into effect and
is more restrictive in its nature, compliance with that by-law will be initiated.

(2)

Purpose

This standard is developed to provide for the rights of smokers and non-smokers alike
and to ensure compliance with statutory requirements and where applicable municipal
by-law requirements.

(3)

Application

This standard replaces all previous standards and applies to all persons within the
enclosed workplaces (i.e., offices, buildings, structures, facilities and vehicles).

(4)

Exceptions
Smoking is prohibited within the enclosed workplaces.

(5)

Organization

It is the responsibility of every worker to ensure that smoking is restricted to
“designated areas” only. Every worker is required and responsible to report to a
supervisor any circumstances that contravene this standard.
Supervisory staff is responsible and authorized to enforce this policy on behalf of the
employer and are accountable for that enforcement under the Smoking in the Workplace
Act.
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2.2 – Smoking in the Workplace

(6)

General

(a)

Designated Areas

Designated smoking areas shall be clearly identified and posted with signs to that
effect. Additionally, this information will be communicated to workers and visitors.
(b)

Amendments
This standard may be amended under the following circumstances:
•

to change the location of designated smoking areas;

•

to increase or decrease the number of designated smoking areas; or

•

when a more restrictive provincial statute or municipal by-law comes into effect.

This standard, if amended, shall be performed in consultation with the committee.

(7)

Training
n/a

(8)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Jan 31/03

New Issue

D.G.

Page 2 of 2

CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.3

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant

Approved by: Elizabeth Bourns, Director of Human Resources

2.3

TRAINING AND INSTRUCTION

(1)

Scope

It is policy to ensure and require that all workers are familiar with the health and
safety policy, and that the fundamentals of the health and safety program to be
implemented are clearly communicated to and understood by every worker.

(2)

Purpose
This standard is developed to ensure:
•

effective communication is established and maintained with workers;

•

the objectives of the health and safety policy are communicated to and understood
by workers;

•

the fundamentals of the program are communicated to and understood by
workers; and

•

the management commitment to on-going worker training, information and
instruction is established and maintained.

(3)

Application
This standard applies to all workers.

(4)

Exceptions
n/a

(5)

Organization

The Department Director shall be responsible to ensure that all workers are made
aware of the requirements to attend applicable training and instruction sessions.
Page 1 of 2

2.3 – Training and Instruction

Workers are required to attend applicable training and instruction sessions prior to
commencing the duties of their employment.
Workers are responsible to attend applicable training sessions as scheduled, and will
be held accountable for applying and using the information and knowledge they receive
to protect their own health and safety.

(6)

General

(a)

Documentation

Worker training and instruction will be documented and maintained by Human
Resources Department

(7)

Training
n/a

(8)
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.4

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.4

HEALTH AND SAFETY COMMUNICATION

(1)

Scope

It is policy to ensure that on-going effective communication, and the exchange of
information is established and maintained regarding the health and safety of workers.
Additionally, it is an acknowledged duty and responsibility in health and safety at the
workplace to effectively promote and communicate to workers on-going training and
instruction in the program.

(2)

Purpose

This standard is developed to promote and ensure that regular communication is
maintained between supervisors and workers and that standards, procedures, safe work
practices and measures are communicated to workers in consultation with the committee.

(3)

Application
n/a

(4)

Exceptions
n/a

(5)

Organization
The Department Director or applicable manager shall:
•

ensure that supervisors carry out the responsibilities assigned to them under this
standard;

•

ensure that supervisors are allowed the appropriate time to carry out their
responsibilities; and
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2.4 Health and Safety Communication

•

ensure that workers’ attendance is documented for each scheduled safety talk.

Supervisors shall:
•

deliver their scheduled safety talk to the workers under their supervision; and

•

ensure, to the extent possible, that workers attend each scheduled safety talk.

Workers shall:
•

under direction of the supervisor, attend the scheduled safety talks.

All workers will be held accountable for carrying out their respective responsibilities
under this standard.

(6)

General

The Department Director shall develop and establish a list of health and safety topics,
subjects or issues to be delivered by supervisors to workers.
The aforementioned list shall be developed in consultation with the committee.
A schedule shall be developed that lists the health and safety topics, subjects or issues
to be delivered by supervisors to workers.
The schedule shall be posted in the workplace and a copy provided to the committee.
The schedule may be amended by the Department Director in consultation with, or
upon the recommendation of the committee.
(a)

Documentation

The documented attendance of workers for each scheduled safety talk shall be
provided to the committee upon request.

(7)

Training
n/a

(8)
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2.4 Health and Safety Communication
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.5

EFFECTIVE DATE: January 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant

Approved by: Elizabeth Bourns, Director of Human Resources

2.5

HEALTH AND SAFETY ENFORCEMENT AND DISCIPLINE

(1)

Scope

It is policy to ensure and require that the provisions of the Occupational Health and
Safety Act and Regulations, and the requirements of the program are carried out in the
workplace by all workers.

(2)

Purpose

This standard is developed to provide, promote and communicate an effective
corrective action mechanism that will assist in reducing the risk of personal injury, and to
ensure that statutory obligations are met under the Act.

(3)

Application
n/a

(4)

Exceptions
n/a

(5)

Organization

No worker will be held accountable for any act, neglect or failure to act if the worker
has not been made aware of:
•

a danger or hazard;

•

a contravention of the Act or Regulations;

•

the applicable standards and procedures under the program; or

•

if the worker has not received the training/instruction/information referred to in
section 2.5(7) of this chapter.
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2.5 Health and Safety Enforcement and Discipline

Workers are responsible and will be held accountable for acts, neglect or failures to
act once the requirements of section 2.5(7) of this chapter have been met.
Accountability will be governed and enforced through progressive discipline.
Progressive discipline will be initiated and may include, but not be limited to:
•

re-training;

•

review of safety standards and procedures;

•

verbal warning;

•

written warning;

•

progressive suspension; or

•

dismissal.

(6)

General

All directors, managers, supervisors and workers are expected to comply with their
legislated duties and responsibilities under the Act.

(7)

Training

Appropriate training/instruction/information will be provided to comply with those
duties outlined in the Act.
Workers “authorized” to carry out and apply standards and procedures under the
program are expected to comply with and properly carry out and apply their respective
assigned responsibilities.
Appropriate training/instruction/information will be provided for all authorized
workers.
Note: For the purposes of this standard, a “worker” is a person employed by the
employer who performs work for monetary compensation and would be covered as such
by the Workplace Safety and Insurance Act, as amended.

(8)

Revisions
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2.5 Health and Safety Enforcement and Discipline
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.6

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant

Approved by: Elizabeth Bourns, Director of Human Resources

2.6

PRE-START HEALTH AND SAFETY REVIEW PROCEDURE

(1)

Scope

Where a provision of Regulation 851 (Industrial Establishments) listed in the Table
exists and the corresponding circumstances described in the Table will exist:
i)

because a new apparatus, structure or protective element is to be constructed,
added or installed or a new process is to be used; or
ii)
because an existing apparatus, structure of protective element or process is to
be modified and one of the following steps must be taken to obtain
compliance with the applicable provisions of the Regulation:
a. new or modified engineering controls will be used
b. new or modified safety measures will be used; or
c. a combination of a and b will be used
a Pre-Start Health and Safety Review (PSR) is required and will be undertaken.

(2) Definitions
Apparatus – means equipment, or a machine or device.
Pre-Start Health and Safety Review – means a review as described and required under
Section 7 of Regulation 851.
Professional Engineer – means an engineer licenced under the Professional Engineers
Act (Ontario).
Project – means a project as defined in section 1 of the Occupational Health and Safety
Act, or installation of or modification to an apparatus, structure, protective element or
process.
Protective element – means a shield, a guard, an operating control acting as a guard, a
locking device or any other device preventing access.
Spray booth – means a spray booth as defined in Ontario Regulation 388/97 made under
the Fire Protection and Prevention Act, 1997.
Table – means the Table referenced in Section 7 of Regulation 851.
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2.6 Pre-Start Health and Safety Review Procedures
(3) Procedure
Prior to the undertaking of a project, the department and project manager is
responsible to contact the Health, Safety and Wellness Consultant in order to conduct an
evaluation of the project to determine if a PSR is required.
The Health, Safety and Wellness Consultant, in consultation with the departmental
and project manager will determine if a provision of the Regulation listed in the Table
applies to the project, and if the corresponding circumstances in the Table will exist.
Where a provision of the Regulation listed in the Table applies to the project, and the
corresponding circumstances listed in the Table will exist, the Health, Safety and
Wellness Consultant, in consultation with the departmental or project manager will
determine eligibility, if any, for an exception from a PSR.
Where item 2 of the Table applies, in determining eligibility for an exemption from a
PSR:
•

The project manager will obtain written confirmation from the vendor or
manufacturer of the apparatus or protective element associated with the
project, that the apparatus or protective element is manufactured in
accordance with, and meets current applicable standards; and

•

The project manager will obtain, prepare or arrange to have prepared, written
documentation confirming the apparatus or protective element was installed
in accordance with manufacturer’s instructions and current applicable
standards.

Where item 3 of the Table applies, in determining eligibility for an exemption from a
PSR:
•

The project manager will obtain written confirmation that the rack or stacking
structure is designed and installed in accordance with good engineering
practices and current applicable standards, including engineering drawings
and specifications.

Where item 4 of the Table applies, in determining eligibility for an exemption from a
PSR:
•

The project manager will obtain written confirmation that the process is
conducted inside a spray booth that is manufactured and installed in
accordance with current applicable standards (e.g. Ontario Fire Code, NFPA
Standards, etc.).

Where item 7 of the table applies, in determining elifibility for an exemption from a
PSR:
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2.6 Pre-Start Health and Safety Review Procedures
•

The project manager will obtain written confirmation that the lifting device
(including rails and other supports) is designed and installed in accordance
with good engineering practices, including engineering drawings and
specifications and is certified to lift its rated load.

Where an exemption from conducting a PSR does not apply, the scope of the PSR
will be:
•

Determined by the Health, Safety and Wellness Consultant, in consultation
with the project manager; and

•

Specific to the relevant provisiion(s) of the Regulation listed in the Table and
that apply to the apparatus, structure, protective element or process.

Regardless of whether the apparatus, structure, protective element or proces
exempt from a PSR:

is

•

Written confirmation will be requested by the project manager from the
vendor or manufacturer of the apparatus, structure or protective element
applicable under the PSR, that the apparatus, structure or protective element
is manufactured in accordance with and meets current applicable standards;
and

•

The project manager will obtain, prepare or arrange to have prepared, written
documentation confirming the apparatus, structure or protective element was
installed in accordance with the manufacturer’s instructions and current
applicable standards.

The PSR will include preparation of a written report that contains:
•

The date(s) the PSR was conducted;

•

The name qualifications and role of the person(s) involved in and conducting
the PSR;

•

A description of the apparatus, structure, protective element or process to
which the PSR applies;

•

Details of the identified contravention(s) of the specific provisions of the
Regulation listed in the Table;

•

Details of the recommended measures required to comply with the specific
provisions of the Regulations listed in the Table;

•

The documents referenced in the PSR

•

Details of the regulations, codes and standards referenced to conduct the PSR;
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2.6 Pre-Start Health and Safety Review Procedures
•

The date and signature of the person performing the PSR; and

•

The seal of the person performing the PSR, if that person is a professional; or

•

The special expert or professional knowledge or qualifications of the person
conducting the PSR, if the person is not a profession engineer.

A preliminary PSR report will be submitted to the project manager for review, in
consultation with the Health, Safety and Wellness Consultant, prior to the submission and
acceptance of the final PSR report.
Upon acceptance of the final PSR report, the project manager will prepare an action
plan to address the recommended (or equivalent) safety measures required to comply
with the relevant provision of the Regulations listed in the Table.
The apparatus, structure, protective element or process will not be operated or used
unless the PSR has be conducted, and:
•

The recommended safety measures required to comply with the relevant
provisions of the Regulation listed in the Table have been taken; or

•

Where some or all of the recommended safety measures have not been taken,
written notice is provided to the Joint Health and Safety Committee of what
equivalent measures have been taken to comply with the relevant provisions
of the Regulation listed in the Table.

PSR reports will be maintained by the Department Director or his designate along
with all supporting and related documentation.
A copy of each PSR report will be provided to the Department Director, project
manager and Joint Health and Safety Committee.
A documentation supporting an exemption from a PSR will be maintained by the
Department Director or his designate.

(4)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb3/03

New Issue

D.G.

Page 4 of 4

2.6.a - PSR TABLE
Item
1.

Applicable provision of Regulation
851
Subsections 22(1), (2) and (4)

2.

Sections 24, 25, 26,28, 31 and 32

3.

Clause 45(b)

4.

Section 63

5.

Section 65

6.

7.

Sections 87.3, 87.4, 87.5 and 88,
subsections 90(1), (2) and (3), and
Sections 91, 92,94,95, 96,99 101 and
102.
Sections 51 and 53

8.

Sections 127 and 128

Circumstances
Flammable liquids are located or dispensed in
building, room or area.
Any of the following are used as protective elements
in connection with an apparatus:
1) Safeguarding devices that signal the
apparatus to stop, including but not limited
to safety light curtains and screens, area
scanning safeguarding systems, radio
frequency systems and capacitance
safeguarding systems, safety mat systems,
two-hand control systems, two-hand
tripping systems and single or multiple
beam systems.
2) Barrier guards that use interlocking
mechanical or electrical safeguarding
devices.
Material, articles of things are placed or stored on a
structure that is a rack or stacking structure.
A process involves a risk of ignition or explosion
that creates a condition of imminent hazard to a
person’s health or safety.
The use of a dust collector involves a risk of ignition
or explosion that creates a condition of imminent
hazard to a person’s health or safety.
A factory produces aluminum or steel or is a
foundry that melts material or handles molten
material.
The construction, addition, installation or
modification relates to a lifting device, traveling
crane or automobile hoist.
A process uses or produces a substance that may
result in the exposure of a worker in excess of any
occupational exposure limit set out in Regulation
833, 836, 837, 838, 839, 840, 841, 842, 843, 844,
845 or 846 of the Revised Regulations of Ontario,
1990.
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2.6.b – PSR PROCESS

PSR is not required.
Maintain evaluation
documentation

Evaluate project to determine if a
provision of the regulation listed in
the table exists and the
circumstances described in the
table will exist

NO

Y
E
S

Obtain required
documentation to
support exemption
requirements

YES

Project is eligible
for a PSR exemption

N
O

Establish scope of PSR specific to the
relevant provisions of the regulations listed
in the table that apply to the project

Do not operate or use
the apparatus, structure,
protective element or
process unless the PSR
has been conducted and
all safety measures have
been taken.

Obtain written confirmation and appropriate
documentation from vendor/ manufacturer/installer
relevant to the PSR
Conduct PSR/prepare report

Review PSR report and recommended safety measures

Implement recommended, or equivalent safety measures

Test and validate effective ness of all safety measures
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Provide a copy of the
PSR to the Joint
Health and Safety
Committee.,
department and
project engineer.
Maintain report and
supporting
documentation

2.6.c – PSR PROTECTIVE ELEMENT EXEMPTION

PSR is not required.
Maintain evaluation
documentation

NO

Evaluate project to determine if Item 2
(protective element) applies and the
circumstances decribed in the table will
exist.

Y
E
S
Obtain required
documentation to
support exemption
requirements

YES

Project is eligible for a PSR exemption

NO

PSR required

Apparatus/protective element is
manufactured in accordance with, and meets
current applicable standards.

NO

PSR required

YE
S

PSR exemption applies. Maintain all related
documentation
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2.6.d PSR RACK OR STACKING STRUCTURE EXEMPTION

PSR is not
required.
Maintain
evaluation
documentation

NO

Evaluate project to determine if Item 3
(rack or stacking structure) applies and
the circumstances described in the
table will exist.

Y
E
S
Obtain required
documentation to
support
exemption
requirements

YES

Project is eligible for a PSR exemption

The rack or stacking structure is designed
and installed in accordance with, and meets
current applicable standards.

Y
E
S

PSR exemption applies. Maintain all
related documentation.
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NO

PSR required

NO

PSR required

2.6.e – PSR SPRAY BOOTH EXEMPTION

PSR is not
required.
Maintain
evaluation
documentation.

NO

Evaluate project to determine if
Item 4 (spray booth) applies and
the circumstances described in
the table will exist.

Y
E
S

Obtain required
documentation to
support
exemption
requirements.

YES

Project eligible for a PSR exemption

The spray booth is manufactured and installed
in accordance with, and meets current
applicable standards (e.g., Ontario Fire Code,
NFPA, etc.)

Y
E
S

PSR exemption applies. Maintain all
related documentation.
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NO

NO

PSR required.

PSR required.

2.6.f – PSR LIFTING DEVICE EXEMPTION

PSR is not
required.
Maintain
evaluation
documentation.

NO

Evaluate project to determine if Item 7 (lifting
device) applies and the circumstances
described in the table will exist.
YE
S

Obtain required
documentation to
support
exemption
requirements

YES

Projects is eligible for a PSR Exemption

The lifting device (including rails and
supports) is designed and installed in
accordance with and meets current
applicable standards is certified to lift its
rated load.
YE
S

PSR exemption applies. Maintain all
related documentation
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NO

NO

PSR required.

PSR required.

CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.7

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant

Approved by: Elizabeth Bourns, Director of Human Resources

2.7

CONTRACTING FOR SERVICES AND CONSTRUCTION
PROJECTS

(1)

Scope

These requirements apply to all contractors and contract workers while performing
work or providing services to The Corporation of the Town of Oakville.

(2)

Purpose

It is the policy of The Corporation of the Town of Oakville to require that the
provisions of the Occupational Health and Safety Act (Act) and applicable Regulations
are complied with:
•

where The Corporation of the Town of Oakville contracts the performance of
work or services (non-construction); and

•

where The Corporation of the Town of Oakville contracts a “constructor” (as
defined in section 1 of the Act) to undertake a project (construction).

The purpose of these requirements is to ensure that all reasonable precautions are
taken:

(3)

•

for the protection of workers; and

•

so that The Corporation of the Town of Oakville is duly diligent in their duties
and responsibilities under the Act.

Definitions
Act — Occupational Health and Safety Act, 1990.
Approved — approved by the employer.
Competent person — a person who:

2.7 – Contracting for Construction and Service Contracts
•

is qualified because of knowledge, training and experience to organize the work
and its performance;

•

is familiar with the Act and Regulations that apply to the work; and

•

has knowledge of any potential or actual danger to health or safety in the
workplace.

Construction — includes erection, alteration, repair, dismantling, demolition,
structural maintenance, painting, land clearing, earth moving, grading,
excavating, trenching, digging, boring, drilling, blasting or concreting, the
installation of any machinery or plant and any work or undertaking in connection
with a project but does not include any work or undertaking underground in a
mine.
Constructor — a person who undertakes a project for an owner and includes an
owner who undertakes all or part of a project by himself or by more than one employer.
Contract personnel — a person with whom The Corporation of the Town of
Oakville has contracted with to supply services for monetary compensation.
Contractor — any person or entity contracted or engaged to provide services to The
Corporation of the Town of Oakville.
Designated substance — a biological, chemical or physical agent or combination
thereof prescribed as a designated substance to which the exposure of a worker is
prohibited, regulated, restricted, limited or controlled.
Employer — a person who employs one or more workers or contracts for the
services of one or more workers and includes a contractor or subcontractor who performs
work or supplies services and a contractor or subcontractor who undertakes with an
owner, constructor, contractor or subcontractor to perform work or supply services.
Hazardous material — a biological or chemical agent named or described in the
Regulations as a hazardous material.
Project — a construction project, whether public or private including:
•

the construction of a building, bridge, structure, industrial establishment, mining
plant, shaft, tunnel, caisson, trench, excavation, highway, railway, street, runway,
parking lot, cofferdam, conduit, sewer, watermain, service connection, telegraph,
telephone or electrical cable, pipe line, duct or well or any combination thereof;

•

the moving of a building or structure; and
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2.7 – Contracting for Construction and Service Contracts
•

any work or undertaking, or any lands or appurtenances used in connection with
construction.

Regulations — the Regulations made under the Act.
Supervisor — a person who has charge of a workplace or authority over a worker.
Worker — a person who performs work or supplies services for monetary
compensation.
Workplace — land, facilities and premises including mobile equipment and vehicles
being utilized by The Corporation of the Town of Oakville.

(4)

Exceptions

Contractors and workers in their employ who perform work, or supply services are
exempt from these requirements only with the expressed written permission of The
Corporation of the Town of Oakville.

(5)

Responsibilities

(a)

Contract Personnel
Contract personnel are responsible for:
•

complying with the requirements of this policy and guideline;

•

using their training, knowledge and experience to protect the health and safety of
themselves and others;

•

reporting to their supervisor the absence of, or defect in any protective equipment
or device; and

•

reporting to their supervisor, any circumstances or conditions that may limit their
ability to comply with the requirements of this policy and guideline.

(b)

Contractors
Contractors are responsible to:

(c)

•

enforce and comply with the requirements of this policy and guideline; and

•

ensure that their workers are aware of this policy and guideline.
Supervisors
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2.7 – Contracting for Construction and Service Contracts
Supervisors are responsible to ensure that:
•

contract personnel (non-construction) work in compliance with the requirements
of this policy and guideline;

•

contract personnel (non-construction) are aware of the requirements of this policy
and guideline;

•

protective equipment and devices required to carry out the requirements of this
policy and guideline are provided; and

•

protective equipment and devices that are provided are maintained in good
condition.

(d)

Management

Managers are responsible for ensuring all The Corporation of the Town of Oakville
operations are in compliance with applicable legislation and the requirements of this
policy and guideline.

(6)

Procedures

(a)

General

All contractors (non-construction and construction) are required where applicable, to
provide to The Corporation of the Town of Oakville upon request the following:
•

WSIB certificate of clearance;

•

third party liability insurance (minimum $2 million);

•

If the contractor is an Independent Operator, provide a WSIB Independent
Operator ID number in lieu of as WSIB certificate of clearance;

•

where applicable, federal, provincial and municipal licensing, certification,
notification, inspection and approvals;

•

occupational health and safety policy and program;

•

applicable training documentation for supervisors and workers as specified by
The Corporation of the Town of Oakville;

•

hazardous materials and designated substance inventories; and
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2.7 – Contracting for Construction and Service Contracts
•
(b)

records of health and safety violations and convictions under the Act.
Service Contractors (Non-construction)

In addition to the duties and responsibilities imposed on contractors under the Act,
service contractors will ensure:
•

the applicable requirements of the Corporation of the Town of Oakville health
and safety program are communicated to, understood by and complied with by the
workers of the contractor;

•

the measures and procedures required by the Act and Regulations (applicable to
the work) are carried out;

•

appropriate documentation of instruction and communication are maintained and
available for review by The Corporation of the Town of Oakville; and

•

any and all other precautions deemed necessary by The Corporation of the Town
of Oakville for safeguarding workers, equipment and property are carried out.

The Corporation of the Town of Oakville will deem contractor compliance with these
requirements, and reserves the right to terminate services’ contracts for any and all
violations.
Contractors (and their workers) are required to attend any and all safety related
meetings as deemed appropriate by The Corporation of the Town of Oakville.
(c)

Project Contractors (Construction Projects)

In addition to the duties and responsibilities imposed on contractors (who undertake a
construction project for The Corporation of the Town of Oakville) under the Act,
contractors will ensure:
•

the Corporation of the Town Oakville health and safety requirements for
contractors (construction) are incorporated into the project health and safety
program;

•

a project hazard assessment review is conducted, prepared and submitted to The
Corporation of the Town of Oakville;

•

the project hazard assessment includes:
•

analysis and evaluation of hazards;
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(i)

•

application of controls;

•

instruction and information provided to supervisors and workers regarding
hazards;

•

hazardous materials inventory;

•

operational, maintenance and emergency procedures specific to the project
assessment; and

•

training in the necessary procedures;

•

a written health and safety policy is available, posted and communicated to all
workers on the project;

•

a project safety program is developed and implemented that details how the
contractor will ensure compliance with subsections 23(1), 25(1) and 25(2) of
the Act;

•

a designated safety representative coordinates health and safety on the project;
and

•

the designated safety representative attends a project pre-meeting with
representatives of The Corporation of the Town of Oakville.

General Requirements

The contractor or designated representative at the project shall obtain specific
approval prior to commencing work or using equipment of the kind outlined below. They
must contact the project manager when using any fire fighting equipment in the
workplace. As well, contractors or designated representatives must contact the project
manager prior to:
•

any burning or welding;

•

bringing any tools that derive power from an exploding cartridge;

•

using chain saws;

•

suspended scaffolds being used;

•

confined spaces being entered;
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(ii)

•

heavy lifting devices being used, i.e., cranes, above ground level lifting devices
etc.;

•

bringing any high pressure equipment, i.e., water blast, air, etc.;

•

using any explosives;

•

using any equipment or facilities of the company;

•

using any temporary wiring;

•

working above or immediately next to work areas;

•

working in the vicinity of overhead power lines;

•

cutting, drilling or welding on to structural steel;

•

loading material or equipment on the roof;

•

purging lines; or

•

initiating lockout of any equipment.
Equipment

The contractor is responsible to provide, maintain and ensure that all equipment
necessary, including personal protective equipment, is properly used or worn for the
duration of the work.
All equipment used by the contractor shall conform to Canadian Standards
Association (CSA) or underwriter’s specifications. The Corporation of the Town of
Oakville reserves the right to prohibit the use of any equipment, methods or practices that
do not conform to acceptable standards. Equipment shall be removed from the
Corporation’s premises immediately upon completion of the work.
Eye protection — All contractors’ workers must wear appropriate CSA eye
protection with properly mounted side shields at all times within areas designated as eye
protection areas.
Hearing protection — All contractors’ workers must wear hearing protection
(appropriate in the circumstances) at all times within areas designated as hearing
protection areas.
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Hard hats — CSA approved hard hats must be worn at all times in construction
areas.
Foot protection — CSA approved foot protection must be worn at all times in
construction areas.
Fall protection — A safety harness and lanyard are required by anyone working
more than ten feet above a surface. The safety harness must be secured to a fixed support
so that a worker cannot fall more than five feet.
Lockout — Whenever machinery or equipment is to be either de-energized or
energized, the facility manager or other applicable manager shall first be contacted before
any such attempt is made.
Where there is a danger of equipment being energized, the control switch on all
individual power drives shall be locked in the open position. It shall be the responsibility
of each contractor to maintain an adequate supply of safety locks. Each contractor worker
affected shall affix his/her own lock and, in addition, a danger tag shall also be applied to
the switch handle, bearing a brief description of the work being done, the contractor’s
name and the name of the site supervisor. The tag and locks shall remain in place until
the work has been completed.
Confined spaces — The contractor shall notify the project manager of work to be
performed in confined spaces. Confined space entry procedures must be followed. Proper
testing and ventilation of such spaces shall be the responsibility of the contractor.
Ladders — Ladders must be in good condition and equipped with safety feet. All
ladders over twenty feet in length must be securely tied at the top or held by an attendant
below. Ladders are not to be placed in a doorway or aisle unless someone is stationed at
the bottom. Aluminum or painted wooden ladders are not allowed on the Corporation of
the Town of Oakville property.
Scaffolds — All scaffolds must be of an approved type and must be safely and
securely erected. Guardrails must be used around the top of all scaffolds. If equipped
with wheels, the wheels must be locked when in use. Planks must meet the requirements
of the Construction Project Regulations (O. Reg. 213/91) and must be securely fastened.
Scaffolds must be fastened to any permanent adjacent structure at every fourth section. If
this is not possible, or where the scaffold is erected in an open area, then guy lines or
outriggers must be used.
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Percussion tools powered by an exploding cartridge — The use of percussion tools
powered by an exploding cartridge are only permitted subject to the following
restrictions:
•

only approved tools are permitted;

•

the use of these tools is strictly limited to workers in possession of a current
certificate of competence as issued by the equipment manufacturer;

•

operators of tools must account daily for all charges, fired and unfired; and

•

operators of tools are held personally responsible for their safe use.

High pressure equipment — The use of high pressure equipment, i.e., high pressure
water, air, etc., is only permitted if approved by the Project Manager.
Electrical — Only three wire grounded equipment shall be used for a 110 volt power
supply. Plugs and cords shall be in good repair. CSA approved double insulated tools are
also acceptable. Under no circumstances shall a connection be made to an outlet except
through an approved plug. Electrical cables or extension cords must be strung up off the
floor and clear of traffic.
Hoisting — All hoisting equipment must be in good condition and operated by a
competent operator as required by the Act and Regulations. Crane booms must be
lowered when unattended. A signal person shall be provided whenever required by
legislation. Equipment inspection records must be maintained and available.
Lift trucks — Lift trucks must be in good condition and equipped with an overhead
guard and all necessary safety devices. The truck shall be large enough for the work
involved. Workers operating lift trucks must be competent. Contractors shall check load
capacities of any floor or roof with the manager of facilities engineering before loading
with any material or equipment.
Pneumatic connections — The facility manager must be contacted before making
pneumatic connection to supply lines.
Compressed gas cylinders — All compressed gas cylinders must be stored in a
ventilated area which is located away from traffic and free from falling material. Full
cylinders must be stored in a separate area from empty cylinders. In all cases, cylinders
must be fastened securely in an upright position, the valves closed and safety caps in
place when in storage. Oxygen and acetylene cylinders shall be separated by a noncombustible wall or stored 20 feet apart. All cylinders being transported must be fastened
securely in an upright position. During use, cylinders must be fastened securely in an
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upright position. When cylinders are empty, they are to be marked as such and taken to
the empty storage area immediately.
(iii)

Excavations

It is the Contractors responsibility to obtain and post a Notice of Project for any
excavation that meets the requirements of the Regulations for Construction Projects. All
excavating or driving of stakes etc., can only be done with the express permission of the
applicable Project Manager. Extreme precautions must be taken to avoid striking
underground cables or other installations.
All open pits, trenches and other excavations must be barricaded. A barricade must be
installed around the excavation area before work begins and wherever practicable, work
should be conducted out of one side, leaving three sides guarded. When work ceases
barricades must be replaced.
All excavations shall be adequately braced and shored. Any failure of banks shall be
the responsibility of the contractor.
(iv)

General Safety Rules

All workers are required to immediately report to their supervisor the existence of
any hazard.
The project manager must be consulted before working in, next to or above areas with
workers working beneath.
When arc welding is to be done in the vicinity of The Corporation of the Town of
Oakville workers, an approved shield must be used. Shields must be supplied by the
contractor.
Suspended loads must not be left unattended and not moved overhead of any worker
or the public.
Refer to load capacity charts before using any type of rope, cable, sling or chain to
make a lift.
When overhead work is in progress, the floor area below must be roped off and
posted with a sign to read, “DANGER, KEEP CLEAR, PERSONNEL WORKING
OVERHEAD”. All openings in the roof must be guarded to prevent anyone from falling
through (42 inch barricade complete with mid-rail and five inch toe board) or to prevent
stock, scrap or tools from dropping down.
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Contractors shall not use The Corporation of the Town of Oakville mobile equipment
without the expressed written permission of the Town.
When using mobile equipment, consideration shall be given to pedestrian traffic in
the aisles, walkways or roadways.
All operators of mobile equipment must be competent persons.
Equipment shall not be re-fueled when the engine is running and all re-fueling will be
done outside. Gasoline must be stored outside in approved storage containers.
Draining of gasoline, fuel oil, motor oil or other flammable liquids onto the ground or
into an open sewer is strictly prohibited. Waste must be disposed of in accordance with
governmental requirements.
Automobiles shall not be allowed to park within the perimeter of any building
undergoing construction. Trucks and other motor vehicles used in connection with the
construction of the project shall not be parked within any building at any time except
when the construction is in progress and the operator responsible for the vehicle is
nearby.
Certain areas of The Corporation of the Town of Oakville are restricted. Observe
posted signs warning of restricted access.
Where it is required to control vehicle traffic, provisions must be in place including
barriers, signs, properly instructed flag people wearing reflective fluorescent vests.
Any large, heavy, round objects with a tendency to roll must be blocked to prevent
any movement.
All planks and scaffolds overhead must be tied. No loose equipment must be left
overhead of The Corporation of the Town of Oakville workers.
No hot taps are to be made on any electrical equipment. If it is necessary to connect
into any electrical equipment, the Facility Manager or applicable Project Manager must
be contacted before starting work. Any temporary wiring is subject to the approval of the
Project Manager and must be safe and properly grounded. In any case, a minimum
amount of temporary wiring shall be used.
No contractor shall work within 50 feet of overhead power lines on or adjacent to
roof areas without first obtaining clearance from the local electrical utilities commission.
This also applies to the use of jib cranes, mechanical shovels and other like equipment on
The Corporation of the Town of Oakville property.
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While people are working overhead, their tools must be carried in pockets. It is the
responsibility of the contractor to ensure that their workers working above floor level are
wearing proper tool belts.
A good standard of housekeeping must be maintained at all times. Loose equipment,
tools, material, etc., must be cleared from overhead areas before leaving each day.
Protruding nails in boards shall be removed or bent flush with the surface. Aisleways are
to be kept clear. Scrap and refuse shall be removed from the work area daily. Oily and
waste solvent rags are a fire hazard and shall be deposited in metal containers with selfclosing lids. Upon completion of the project, the contractor shall leave the work area
clean.
Possession, or drinking of alcoholic beverages is strictly prohibited on The
Corporation of the Town of Oakville premises at all times and will result in the
immediate and permanent removal of the worker from The Corporation of the Town of
Oakville property.
Use, possession, sale or offering for sale of narcotics or dangerous drugs including
marijuana or any hallucinogenic agent on The Corporation of the Town of Oakville
premises, or reporting for work under the influence of alcohol, narcotics or dangerous
drugs is strictly prohibited and will result in the immediate and permanent removal of the
worker from The Corporation of the Town of Oakville property.
All contractor workers must be familiar with emergency procedures.
The Corporation of the Town of Oakville medical/first-aid facilities are available to
the contractor’s workers in the event of any injury. The Corporation of the Town of
Oakville assumes no responsibility to the contractor or their workers as a result of their
use.
(v)

Fire Safety

The contractor shall take all necessary precautions to eliminate all possible fire
hazards and to prevent damage to any construction work, building, materials, equipment
and all other property.
The contractor shall provide adequate properly filled fire extinguishers in good
working order. These extinguishers must be checked by the contractor each morning,
before starting work, and are required on all welding jobs. Vapourizing liquid type
extinguishers are not permitted.
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Where cutting or welding is to be done overhead, the contractor shall have stationed
below a worker with an approved fire extinguisher. Any cutting or welding done five feet
above the floor must be roped off for ten feet in all directions.
The contractor shall provide fireproof tarpaulins, where it is necessary to cover
equipment.
Welding in the vicinity of containers of flammable liquids is not permitted.
Flammable liquids shall not be stored within any permanent building undergoing
construction. Such materials must be stored at least 50 feet from the building concerned
or in facilities approved for flammable liquids storage.
All flammable liquid containers must be properly grounded and bonded during the
transfer of flammable liquids from one container to another.
The use of extension lights, electric drills, emery grinding wheels or any spark
emitting device shall not be permitted in any area where flammable liquids are stored or
used unless permission has been received from the Project Manager.
All fires must be immediately reported to the Health, Safety and Wellness Consultant
and Project Manager.
(vi)

Workplace Hazardous Materials Information System (WHMIS)

No hazardous material is to be stored or used on The Corporation of the Town of
Oakville property by the contractor unless the prescribed requirements concerning
labeling material safety data sheets (MSDSs) and worker instruction and training are met.
(vii)

Special Requirements

Project hazard assessment reviews — are to be conducted by the contractor prior to
initiation of the project.
Pre-project safety meeting — the contractor shall meet with the Health, Safety and
Wellness Consultant and Project Manager before starting any project to discuss special
safety precautions to be taken by the contractor relating to the facility, its processes and
operations.
Weekly worker safety meetings — each contractor is expected and required to
conduct weekly safety meetings with their workers and include where appropriate those
items reviewed at the pre-project safety meeting. A copy of the minutes of the safety
meeting will be provided to the Project Manager.
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(6)

Revisions
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.8

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.8

HAZARD MANAGEMENT — ASSESSMENT AND CONTROL

(1)

Scope

It is policy to ensure and require that a management system is established, put into
effect and maintained to analyze, evaluate and control hazards and risks at the workplace
to which workers are exposed. This system will assist in statutory and regulatory
compliance.

(2)

Purpose
This standard and its requirements are developed to:
•

assess hazards and risks associated with work processes, systems, equipment,
materials and work activities;

•

prioritize, develop and implement safe work practices, procedures and guidelines;
and

•

ensure reasonable precautions are taken for the protection of workers.

(3)

Application
n/a

(4)

Exceptions
n/a

(5)

Organization

(Employer Designate) is responsible and accountable, and is authorized to carry out,
delegate (as appropriate) and ensure the application of these requirements.
Page 1 of 2

2.8 – Hazard Management – Assessment and Control

(6)

General

A safety analysis system (SAS) will be developed to carry out the requirements of
this standard.
The SAS will include, but not be limited to, the following:
•

identification of “critical” tasks and work activities (i.e., posing the most serious
potential to workers);

•

identification of tasks and work activities associated with actual injury/illness
statistics;

•

develop, implement, maintain and monitor control measures (i.e., safe work
practices, procedures and guidelines); and

•

identify training requirements.

A schedule will be developed and followed to implement this standard and complete
the analyses.

(7)

Training

Training and instruction will be provided to any worker responsible and accountable
to carry out and apply this standard and its requirements.

(8)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 3/03

New Issue

D.G.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.9

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.9

HAZARD MANAGEMENT GUIDELINES

(1)

Hazard Classification

The inspection process is a primary tool in reducing the potential of workplace
injuries and illness.
A comprehensive inspection has two goals:
•

to determine the basic causes of substandard conditions and practices; and

•

to institute controls (i.e., policies, procedures, training) to assist in preventing
recurrences.

Repetitive identification and correction of the same substandard condition or practice
is a major unnecessary cost for management and an unnecessary risk for workers.
Hazard management should include:
•

analysis;

•

evaluation;

•

application of controls; and

•

maintenance/evaluation of controls.

Hazards fall into the following three categories:
•

Class “A” — serious, any delay in addressing and controlling this hazard has the
potential to result in a fatality, critical injury or permanent disability;

•

Class “B” — moderate, less severe than Class “A”, has the potential to cause
serious injury/illness; and
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•

Class “C” — minor, has the potential to cause injury or illness resulting in firstaid or medical attention.

Occurrence classification is the probability that an injury or illness will occur from
exposure to hazard or risk.
Control measure classification evaluates recommended control measure(s) to
determine likelihood of preventing or reducing the potential of injury or illness.

(2)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 3/03

New Issue

D.G.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.10

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.10 WORKPLACE INSPECTIONS
(1)

Scope

It is policy to ensure and require that regular workplace health and safety inspections
are carried out by the designated members of the committee and by supervision. It is
acknowledged that these regular inspections will serve as one of the audit functions to
evaluate the program and the internal responsibility system.

(2)

Purpose
This standard and its requirements are developed to:
•

ensure the workplace receives regular and comprehensive inspections;

•

identify actual or potential hazards;

•

identify deficiencies in safety standards and practices;

•

ensure effective corrective measures are implemented and maintained; and

•

reduce the risk of injury and illness to workers at the workplace.

(3)

Application
n/a

(4)

Exceptions
n/a

(5)

Organization

Workers authorized to carry out this standard and its requirements shall be held
accountable for their assigned responsibilities under this standard.
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(6)

General

(a)

Inspections

Supervisors shall ensure that areas of the workplace under their jurisdiction are
inspected at least once per week.
Records of inspections and correction of deficiencies to program standards shall be
kept and maintained by the supervisor.
Supervisors shall be responsible, where reasonable and practicable, to initiate and
monitor corrective action for any deficiencies identified in their inspection.
Any health or safety issue or item identified by supervisors may be referred to the
committee for consideration.
The members of the committee designated to inspect the workplace, or a part of the
workplace shall perform the inspection as a minimum quarterly, at a time and date as
determined by the committee.
Unless it is not practical or reasonable, supervisors shall accompany the committee
inspection team during the inspection of their respective areas.
Records of inspections shall be kept and maintained by the committee inspection
team.
Supervisors shall be responsible, where reasonable and practicable, for instituting and
monitoring corrective action for deficiencies identified during the inspection.
The committee inspection team shall inform the committee of situations that may be a
source of danger or hazard to workers.
Any health or safety issue or item referred to the committee shall be considered and
the committee may make recommendations regarding the above.
(b)

Guidelines for Inspections

The committee may determine guidelines to be established to assist supervisors and
the designated members of the committee to carry out their respective audit and
inspection functions.
The committee may recommend to the employer the establishment and
implementation of these guidelines.
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(7)

Training

All workers assigned responsibility under this standard shall be trained in its
requirements. All training will be documented.

(8)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 3/03

New Issue

D.G.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.11

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.11 FIRST-AID REQUIREMENTS
(1)

Scope

It is policy to ensure and require that when an accident, injury or illness occurs at the
workplace, that the prompt and proper treatment of the affected worker(s) is paramount.
To achieve this end the following will be established and maintained:
•

first-aid training;

•

first-aid boxes; and

•

first-aid stations.

(2)

Purpose

These requirements are developed to ensure provision for the care and comfort of
injured workers and to comply with the requirements of Regulation 1101 (First Aid
Requirements) made under the Workplace Safety and Insurance Act.

(3)

Application
These requirements apply without modification.

(4)

Exceptions
n/a

(5)

Organization
n/a

(6)

General
A first-aid station shall contain:
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•

a first aid box;

•

a WSIB poster;

•

a valid first aid certificates of trained workers; and

•

inspection cards.

(a)

Equipment/Facilities

A first-aid station shall be established and maintained all facilities, and shall be
furnished with the first-aid equipment required by subsection 8(1)(i), 9(1) or 10(1) of
Regulation 1101 (as applicable – Refer to HS 2-11-a).
(b)

Inspections

First-aid stations and boxes shall be inspected once every three months and
documented on a card showing the date and signature of the person who performed the
inspection.
(c)

Transportation

Transportation shall be provided immediately to a hospital, clinic, doctor’s office or
the worker’s home (if necessary) for any worker injured at the workplace.
(d)

Records

Records of accidents/injuries shall be maintained in accordance with section 5 of
Regulation 1101 and in compliance with section 2.12 of this chapter.
These records should include:

(7)

•

worker description of accident circumstances;

•

date and time of occurrence;

•

names of witnesses;

•

nature and exact location of the injuries; and

•

date, time and nature of each first-aid treatment given.

Training
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Training for workers in St. John Ambulance standard first-aid (or equivalent) shall be
maintained and valid in order to meet the requirements of this standard.

(8)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 3/03

New Issue

D.G.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.11-a

EFFECTIVE DATE: January 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.11.a - FIRST-AID BOXES AND REQUIREMENTS
1.0
Employers having less than five workers in any one shift should
have:
(a)
(b)
(c)
•
•
•
•
•

a current edition of a standard St. John Ambulance first-aid manual;
1 card of safety pins; and
dressings consisting of:
12 individually wrapped adhesive dressings;
4 sterile gauze pads, 3 inches square;
2 rolls of gauze bandage, 2 inches wide;
2 field dressings, 4 inches or 2 four inch sterile bandage compresses; and
1 triangular bandage.

2.0
Employers having more than five and not more than 15 workers in
any one shift should have:
(a)
(b)
(c)
•
•
•
•
•
•
•
•

a current edition of a standard St. John Ambulance first-aid manual;
1 card of safety pins; and
dressings consisting of:
24 individually wrapped adhesive dressings;
12 sterile gauze pads, 3 inches square;
4 rolls of 2 inch gauze bandage;
4 rolls of 4 inch gauze bandage;
4 individually wrapped sterile surgical pads suitable for pressure dressing;
6 triangular bandages;
2 rolls of splint padding; and
1 roll-up splint.

3.0
Employers having more than 15 and less than 200 workers in any
shift should have:
(a)

a current edition of a standard St. John Ambulance first-aid manual;
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(b)
(c)
(d)

(d)

24 safety pins;
1 basin preferably made of stainless steel; and
dressings consisting of:
• 48 individually wrapped adhesive dressings;
• 2 rolls of adhesive tape, 1 inch wide;
• 12 sterile gauze pads, 1 inch gauze bandage;
• 48 sterile gauze pads, 3 inches square;
• 8 rolls of 2 inch gauze bandage;
• 8 rolls of 4 inch gauze bandage;
• 6 individually wrapped sterile surgical pads suitable for pressure dressing;
• 12 triangular bandages;
• splints of assorted sizes;
• 2 rolls of splint padding; and
• 1 roll-up splint; and
one stretcher and two blankets.

(4)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 3/03

New Issue

D.G.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.12

EFFECTIVE DATE: January 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.12 INJURY/ILLNESS/INCIDENT — INVESTIGATION AND
ANALYSIS
(1)

Scope

It is policy to ensure and require that action is taken to prevent recurrences of
“incidents” that cause personal injury/illness at the workplace. When such an incident
occurs an investigation will be initiated to identify causes, and to implement and monitor
all corrective measures.

(2)

Purpose

This standard and its requirements are developed primarily to reduce the risk and
potential of incidents (and their recurrences) which have caused personal injury/illness.
Secondly, statistics will be kept to identify incident trends and monitor corrective action.

(3)

Application
n/a

(4)

Exceptions
n/a

(5)

Organization

The applicable Department Director is responsible for the administration (or the
delegation of the responsibilities) of this standard.

(6)

General

All incidents that cause injury shall be investigated in accordance with the Joint
Health and Safety Committee Terms of Reference.
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All investigations shall be documented in full on the approved forms. Where the
incident involves an actual WSIB claim the appropriate forms shall be completed.
All investigations shall include recommendation(s) to prevent recurrence (where
reasonable and practical).
Copies of investigation forms shall be forwarded to:
•

Department Director

•

Health, Safety and Wellness Consultant

•

the Joint Health and Safety Committee.

(a)

Investigation Recommendations

Following review of the recommendation(s), or upon the recommendation of the
committee, the applicable Department Director or his designate shall inform the
committee in writing whether or not the recommendation(s) will be implemented and
include a timetable for that implementation.
All recommendations that are to be implemented shall be monitored to review their
effectiveness.
(b)

Notification

Where an accident occurs at the workplace that results in the death or critical injury
to a worker, Health, Safety and Wellness Consultant or his designate shall notify:
•

an inspector (Ministry of Labour); and

•

the committee immediately of the occurrence by direct means, and provide a
written report of the circumstances containing the information prescribed in the
Regulations.

Where an accident occurs at the workplace that disables a worker from performing
his or her usual work or requires medical attention, the employer shall give notice in
writing to the committee.
The notice shall contain the information prescribed in section 5, Regulation 851.
(c)

Statistics
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Injury/illness statistics shall be maintained by the Health, Safety and Wellness
Consultant, and copies provided on a monthly basis to:
•

Department Director

•

supervisors; and

•

the Joint Health and Safety Committee.

Injury/illness statistics shall document monthly and year to date statistics and include:
•

WSIB claims;

•

total lost days; and

•

medical attention cases.

(7)

Training

All workers required to carry out this standard shall be trained. All training will be
documented.

(8)

Revisions

Version
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Notification

First-aid

Agency
Time and date of accident
Time and date of notification
Time and date of arrival on site

Were services available
Was treatment given
Name of first-aid attendant
Other Party

Scene

Instructions
Experience in industry
Experience in job at time of accident
Supervision
Training
Knowledge of OH&S regulations
Familiarity with equipment used at time
of accident

Diagram
Photos
Measurements
Worker
Name
Home address and phone number
Occupation
Experience
Training for this job
Familiarity with equipment
How supervised
Personal protective equipment
Personal problem on/off job
Name of injuries

Equipment and Site
General condition
Lighting
Ventilation
Temperature
Weather conditions
Terrain
Noise

Supervision
Persons with Information

Name
Age
Experience as supervisor
Experience in job worker was doing
Personal knowledge of worker
Method of supervision
Knowledge of OH&S regulations
His or her opinion of how accident
happened
His or her opinion of how accident could
be prevented
Supervisors’ instruction from
management

(1)

Name
Work and home addresses
Recollection of accident
Hearsay (scuttle)
Employer
Name and address of head office
Address of office where worker records
are held
Condition of firm safety program.

Revisions
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.12-b

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.12.b -REPORTING HAZARDOUS/UNSAFE CONDITIONS
(1)

Procedural Steps

The following steps must be followed when a worker reports to a supervisor the absence of or
defect in any protective equipment or device that may endanger a worker, any contravention of
the Act or Regulations or any hazard of which the worker is aware:
•

the supervisor shall promptly investigate the matter and correct or take steps to correct
the matter;

•

if the supervisor determines that the matter is such that a worker may be endangered, then
appropriate corrective action shall be taken in a way that does not endanger any worker;

•

the corrective action or steps taken to correct the health and safety matter shall be
communicated to the worker(s) as soon as is reasonable and practicable; and

•

if for any reason the health and safety matter cannot be resolved or corrected by the end
of the work shift, this will be communicated to the worker(s) with a date by which it will
be corrected.

Reference: Sections 27 and 28 of the Occupational Health and Safety Act.

(2)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.12-c

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.12.c - REPORT OF HAZARDOUS/UNSAFE CONDITIONS
REFERENCE CHART

Worker reports hazard to supervisor

Supervisor investigates worker’s report

Supervisor communicates proposed
resolution to worker

Supervisor takes/provides interim protective measures (where
appropriate) pending control of hazard
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.13

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.13 RIGHT TO REFUSE WHERE HEALTH AND SAFETY IN
DANGER
(1)

Scope

It is policy to ensure that workers are provided with a safe work environment and that
hazardous or dangerous conditions are promptly corrected for the protection of the safety
of workers.
However, where a worker refuses to work because a hazardous or dangerous
condition exists and the worker believes that condition may endanger him or her, then an
investigation will be established. The reporting and investigation protocol will comply
with the requirements of section 43 of the Act.

(2)

Purpose
This standard and its requirements are developed to:

(3)

•

reduce the potential for personal injury at the workplace;

•

protect and uphold a worker’s right to refuse work that may pose a danger; and

•

ensure the reporting, investigating and resolution of work refusals comply with
the statutory requirements and procedural steps outlined in section 43 of the Act.

Application

These requirements apply to a refusal to work by a worker who has reason to believe
that a hazardous or dangerous condition exists and those conditions meet the
requirements of clauses 43(3)(a), (b) or (c) of the Act, and that condition has the
likelihood of endangering the worker or other workers.
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(4)

Exceptions
n/a

(5)

Organization

Workers shall promptly report any hazardous or dangerous condition to their
immediate supervisor or to an available supervisor.
Supervisors shall promptly investigate or arrange for the investigation of the report by
a worker of a hazardous or dangerous condition that meets the conditions outlined in
sections 2.13(1) and (3) of this chapter.
Workers and supervisors are responsible, and will be held accountable for compliance
with the procedural steps outlined in this standard.
Nothing in this standard prohibits or is meant to prohibit a worker from filling a
complaint under the alleged reprisal standard (Refer to HS 2-14-b), or section 50 of the
Act.

(6)

General

(a)

Report

Workers shall promptly report to their immediate (or first available) supervisor the
circumstances of their refusal to work.
Supervisors shall ensure and clarify that the refusal to work is:
•

health and safety related;

•

not simply a concern or complaint; and

•

thoroughly documented (i.e., reason to believe).

Supervisors shall ensure the worker remains in a safe place near his or her
workstation. Note: The refusing worker is not be assigned other work. No worker is
to be assigned the work activity involved in refusal.
(b)

Investigation

Supervisors shall notify and immediately make available a worker representative
(non-management) to be present for the investigation.
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Supervisors shall ensure that the refusing worker and worker representative are
present during the investigation.
Supervisors shall (at their discretion) request technical and special assistance (i.e.,
maintenance, human resources, etc.) to investigate the work refusal.
Supervisors shall provide all reasonable and pertinent information to the worker
during the investigation and shall, where a hazardous or dangerous condition exists,
correct that condition as soon as is practical and reasonable given the circumstances.
When a worker has reasonable grounds to believe that a hazardous or dangerous
condition still exists following the investigation, or following correction of the condition,
the supervisor shall:
•

document the worker’s reasonable grounds;

•

arrange for reasonable alternate work for the worker; and

•

contact the local Ministry of Labour office immediately regarding the continued
refusal.

Note: Other workers may be asked to perform the work activity involved in the
refusal but only in the presence of a worker representative. The workers may decline!

(7)

Training

Appropriate training, instruction and information will be provided to supervisors and
workers in this standard and its requirements. All training will be documented.

(8)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 3/03

New Issue

D.G.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.14

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.14 BI-LATERAL RIGHT TO STOP WORK WHERE HEALTH OR
SAFETY IN DANGER
(1)

Scope

It is policy to ensure that workers are provided with a safe work environment and that
hazardous or dangerous conditions are promptly corrected for the protection of the safety
of workers.
However, where a certified member has reason to believe that dangerous
circumstances exist then an investigation will be established. The reporting and
investigation protocol will comply with the requirements of section 45 of the Act.

(2)

Purpose
This standard and its requirements are developed to:

(3)

•

reduce the potential for personal injury at the workplace;

•

protect and uphold a certified member’s power to investigate dangerous
circumstances; and

•

ensure the reporting, investigating and resolution of dangerous circumstances
comply with the statutory requirements and procedural steps outlined in section
45 of the Act.

Application

These requirements apply to a request for an investigation by a certified member who
has reason to believe that dangerous circumstances exist, or where a certified member
receives a complaint that dangerous circumstances exist and the dangerous
circumstances meet the definition outlined in subsection 44(1) of the Act.
Dangerous circumstances means a situation in which:
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•

a provision of the Act or Regulations is being contravened;

•

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

•

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

Section 44 defines dangerous circumstances for the purposes of sections 45-48.

(4)

Exceptions

The requirements of this standard do not apply to workers and workplaces identified
in subsection 44(2) of the Act.

(5)

Organization

Workers shall promptly report all hazardous or dangerous conditions to their
immediate supervisor or to an available supervisor.
Supervisors shall promptly investigate the report of dangerous circumstances by a
certified member in the presence of the member.
Certified members and supervisors are responsible, and will be held accountable for
compliance with the procedural steps outlined in this standard.

(6)

General

(a)

Report

A certified member shall promptly report the existence of dangerous circumstances
to a supervisor, of which the member is aware.
(b)

Investigation

The supervisor shall promptly investigate the report in the presence of the certified
member.
Following the investigation and any steps taken to resolve the matter, the certified
member may request the presence of a second certified member (representing the other
workplace party) to investigate the matter.
Note: This is initiated if dangerous circumstances continue to exist following the
initial investigation.
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The second certified member shall promptly investigate the matter in the presence of
the first member.
If both certified members agree that dangerous circumstances exist, the
applicable manager or his designate, upon being notified, shall stop the work or the
use of any equipment, machinery, etc. that is causing the dangerous circumstances.
The applicable manager or his designate shall correct or take steps to correct the
situation that caused the dangerous circumstances.
If the certified members do not agree whether dangerous circumstances exist,
immediately notify the local district office of the Ministry of Labour.
Note: Following correction of, or steps taken to correct the dangerous circumstances,
the applicable Manager or his designate may request the certified member or an inspector
to cancel the direction to stop work.

Revisions
Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 3/03

New Issue

D.G.
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HS 2-14-a – BI-LATERAL CERTIFIED MEMBER BILATERAL WORK
STOPPAGE — REFERENCE CHART

Dangerous circumstances exist.

Reported to and
investigated by
supervisor.

Dangerous circumstances
continue to exist.

Second certified
member requested.

Joint investigation.

Agree

Disagree

Stop work direction may be issued by the certified
members only.

Either certified member may request an inspector to
investigate who shall do so and provide the certified
members with a written decision. The inspector may
issue a stop work direction.

Following compliance and resolution, the employer
may request a stop work cancellation.

Following compliance and resolution, the employer
may request a stop work cancellation.

Stop work direction may be cancelled by the two
certified members.

Stop work direction may be cancelled by the inspector.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.14-b

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

ALLEGED REPRISALS
The following applies where a worker complains that an alleged action of reprisal has
been taken against him or her due to the worker acting in compliance with the Act or by
complying with his or her duties and responsibilities under the Act:
•

the matter shall be promptly investigated by the employer;

•

if it is determined that a person acting on behalf of the employer has taken any
action of reprisal against a worker (for the reason stated) then that person will be
held accountable by the employer; and

•

if the worker is not satisfied with the investigation and actions, if any, of the
employer to deal with the matter then the worker should exercise their rights and
contact the Ministry of Labour.

Reference: Section 50 of the Occupational Health and Safety Act.
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Edited by:
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.15

EFFECTIVE DATE: January 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.15 EARLY AND SAFE RETURN TO WORK PROGRAM
(1)

Scope

It is policy to develop, implement and maintain an early intervention and safe return
to work program that will provide a fair and equitable approach for rehabilitating and
maintaining workers at the workplace.

(2)

Purpose
This standard is developed to:
•

assist the employer in effectively managing injury and illness cases;

•

expedite the return to work of injured workers; and

•

provide rehabilitation services for injured workers.

(3)

Application

This program applies to all workers employed at the workplace who have suffered a
work-related injury or illness, and where medical information supports the worker’s
ability to perform specified limited job duties.

(4)

Exceptions
n/a

(5)

Organization

The Health, Safety and Wellness Consultant will be assigned to co-ordinate the
program. The Health, Safety and Wellness Consultant is responsible to review and
evaluate the established practices and procedures to ensure compliance with all WSIB
reporting requirements.
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Workers are responsible to obtain medical information and approval for participation
in the program. Additionally, workers are responsible for adhering to program guidelines.
These include maintaining contact with the Health, Safety and Wellness Consultant or his
designate and participating and co-operating in scheduled rehabilitative activities.
Management and supervisory staff are responsible to participate in the promotion of
the program, and to carry out assigned activities under the program as delegated by the
Health, Safety and Wellness Consultant.

(6)

General

(a)

Objectives
This standard will encourage workers able to return to work, to do so through:
•

adjusting the number of hours worked;

•

adjusting the physical work environment to enhance the worker’s function;

•

establishing work duties based on the worker’s abilities and limitations;

•

establishing work/rest/rehabilitation schedules during the work day; and

•

providing training and awareness to prevent recurrences of such injuries/illnesses.

(b)

Assessments
Assessments will be incorporated into the program to:
•

measure a worker’s abilities to perform general work demands or specified tasks;
and

•

evaluate the demands of a specific job.

Implementation of modified work duties will be initiated following evaluation of the
job the worker is to be placed on. This evaluation will be conducted through a physical
demands analysis.
Implementation of modified work duties will be initiated following evaluation of the
worker’s existing capabilities and limitations following injury or illness.
This evaluation will be conducted through a functional abilities assessment.
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(c)

Functional Abilities Assessments
The purpose and findings of each assessment will be to:
•

establish the worker’s readiness to return to work;

•

identify the worker’s capabilities (limited by injury or illness) relating to job
requirements;

•

determine the need for further rehabilitation; and

•

assist in job modifications.

(7)

Training
n/a
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 2.16

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

2.16 ESRTW PROGRAM OVERVIEW
(1)

Implementation

The Health, Safety and Wellness Consultant will be responsible to review the
established practices and procedures to ensure compliance with all WSIB reporting
requirements.
All employees will be informed through presentation of the program elements, the
benefits of the program as well as the responsibilities of the workplace parties as per
current WSIB legislation.
Individualized modified work plans will be developed for each employee requiring
workplace accommodation.

(2)

Criteria

The following criteria must be established prior to participation in the modified work
program:
•

The program is available to employees who have suffered a work-related injury or
illness when medical information supports the worker’s ability to perform
specified limited job duties.

•

Medical authorization supporting suitability for modified work must be received.
Possible sources of medical authorization include health care professionals, the
WSIB or the company physician with employee consent, if applicable.

•

Suitable modified work must be available.

•

The type of work and duration of the program will be determined by the medical
information received.

•

All modified work duties will be offered at no wage loss.
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(3)

Guidelines

The modified work program is designed to promote the prompt rehabilitation of
workers injured on the job. To ensure a safe and healthy return to work the following
guidelines will be followed:
•

The physical demands of each job will be identified and areas for modification
will be noted. Individualized modified return to work plans will be developed
based upon the physical capabilities of the workers and the suitable job activities
based upon the capabilities.

_

As the worker progresses through their rehabilitation and their capabilities
increase, duties can be added on a gradual basis. During this time the worker will
be monitored by the program co-ordinator and the immediate supervisor to ensure
that the individualized modified work program is meeting the goals and
objectives. Workers are encouraged to bring forth problems or concerns, if they
arise.

•

The program duration (usually 90 days) will vary depending on the nature and
severity of the injury, the treating health care practitioner’s recommendations and
the worker’s progress.

•

The program co-ordinator will notify the department supervisor of a worker’s
fitness for modified duties, physical limitations and date program to commence.

•

The program co-ordinator, supervisor and injured worker will develop the
modified work program.

(4)

Benefits

(a)

Worker
Benefits from the provision of the program include:
•

the opportunity to return to work safely and promptly;

•

the provision of gradual re-entry to the physical and hourly demands of the job
reduces the likelihood of re-injury;

•

contact with the employer and co-workers, which reduces any sense of
estrangement or isolation;
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•

the opportunity to be fully involved in the re-employment process, design of
program, obtaining approval from physician, etc., which instills a sense of
ownership; and

•

the reduction or elimination of any earnings disruptions.

(b)

Employer
Benefits from the provision of the program include:
•

returning employees to the organization and reducing costs associated with hiring
and training replacement staff;

•

meeting legislative obligations proactively; and

•

maintaining cost effectiveness and reducing potential future costs such as the loss
of a valued employee or WSIB claim costs.

(5)

Responsibilities

(a)

Health, Safety and Wellness Consultant
The responsibilities of the Health, Safety and Wellness Consultant include:
•

to work jointly with the workers and management to ensure that the goals and
objectives of the program are clearly identified and to educate all parties of the
benefits of modified work;

•

to encourage open communication between all parties;

•

to develop knowledge and understanding of disability management;

•

to maintain communication with the injured worker;

•

to meet with the injured worker to develop specific goals and objectives
compatible with the worker’s physical capabilities;

•

to review medical precautions with the employee, including updates emphasizing
the expectation that the employee will work within their physical capabilities and
adhere to any medical rehabilitation plan;

•

to advise and involve the worker’s supervisor in the worker’s return to work plan
and providing a full briefing of the program;
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•

to meet with the worker and the supervisor on the first day back to work to review
goals and ensure success;

•

to monitor the progress of workers placed in modified jobs through weekly
evaluation sessions and communicate the progress with the supervisor, preferably
through their involvement; and

•

to maintain communication with the WSIB as required.

(b)

Employee
The responsibilities of the employee include:
•

to report any accident or injury to immediate supervisor;

•

to obtain medical approval from health care practitioner for modified work
program utilizing the functional abilities form and return to the company as soon
as possible;

•

to participate and co-operate in the program by maintaining personal contact with
the program co-ordinator regarding ability to work, physical capabilities and
treatment plans;

•

to ensure that other scheduled activities such as physiotherapy are continued in
conjunction with the program; and

•

to communicate any concerns to the program co-ordinator or supervisor that
potential problems or concerns are openly addressed in a timely manner.

(c)

Management
The responsibilities of management include:
•

to develop knowledge and understanding of the program and disability
management;

•

to investigate injuries or complaints to ensure immediate completion of
incident/accident report and submit to program co-ordinator immediately;

•

to ensure that all employees understand the early intervention and modified work
program with the expectations that any employee participating in the program
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will fully participate and co-operate with the objective of returning to regular
duties;
•

to participate in the promotion and provision of modified work, providing
continued support and encouragement to employees participating in the program;
and

•

to participate in program meetings as required.

(6)

Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb3/03

New Issue

D.G.
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RETURN TO WORK PLAN
Town of Oakville Return to Work Program is a cooperative and consistent program with the objective to return workers who have temporary
or permanent disabilities and restrictions to an appropriate occupation as soon as possible.

EMPLOYEE:

_____________________________________________________________________________________________

OCCUPATION: _____________________________________________________________________________________________
DATE OF INJURY: ____________________________________ RETURN TO WORK DATE: _______________________________

RESTRICTIONS
Lifting

_____ 0 - 10 lbs
_____ 11 - 20 lbs
_____ > 20 lbs
Climbing _____ stairs
Bending _____
Crouching ____
Gripping ____ (max, mod, min)

_____
_____
_____
_____
_____
_____
_____
_____

Floor to knuckle
Knuckle to shoulder
Shoulder to arm reach
Ladders
Walking
Standing
Pulling/Pushing (0 - 10 lbs/ 11 - 20 lbs/ > 20 lbs)
Repetitive Motion

DURATION OF PLAN:
From _______________________

To ______________________________

Hours ____________ Completed: _____________

From _______________________

To ______________________________

Hours ____________ Completed: _____________

From _______________________

To ______________________________

Hours ____________ Completed: _____________

From _______________________

To ______________________________

Hours ____________ Completed: _____________

JOB TASKS ASSIGNED:

1.
2.
3.
4.
5.
Physiotherapy

_________________________

Review date on

________________________ at

Town Medical Consultant

Family Doctor

Physiotherapy Clinic

This plan is mutually acceptable to all parties and understand there may be revisions to ensure the target objective is achieved. In
compliance with legislation all parties agree to fulfill their responsibilities for an Early & Safe Return To Work.

Approvals
Employee
Supervisor
Health Practitioner
copy: WSIB

Signature

Date

RETURN TO WORK PLAN
Town of Oakville Return to Work Program is a cooperative and consistent program with the objective to return workers who have temporary
or permanent disabilities and restrictions to an appropriate occupation as soon as possible.

The Workplace Safety & Insurance Board Policy, Early and Safe Return to Work by Workplace Parties,
requires employers and workers to co-operate in returning the employee to appropriate employment,
and be self-reliant in developing and implementing early and safe return to work (ESRTW) programs.
Employers and workers are required to co-operate with each other in the ESRTW process.

Co-

operation includes;
•

Employees and Supervisors must notify their Supervisor of any difficulties,

•

Employees and Supervisors must notify the Human Resources Department if absent from work,

•

If Employees are asked by a fellow employee to assist in a task which they are not capable of
doing, they must explain their restrictions and ask for assistance from Supervision,

•

If Employees are on prescribed medication, they must inform their Superviosr so that appropriate
documentation is maintained. Employees are responsible for ensuring that they have an adequate
supply of prescribed medication and to follow their doctor's instructions regarding usage,

•

Every effort must be made by Employees to attend work. All medical appointments, wherever
possible, should be booked outside of work hours. If Employees are unable to attend work, they
must notify their Supervisor immediately.

Employee_________________________please report to _____________________________(supervisor)
at _________________________(department) on _______________________(date) for the suitable
duties which have been identified as available.

CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 3.1

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

3.1

EMERGENCY PLAN PROCEDURES

(1)

Scope

It is policy to ensure and require that procedures be developed, implemented and
maintained to effectively deal with emergency situations, which may occur at the
workplace.

(2)

Purpose
These measures are developed to:
•

reduce the risk of death or personal injury;

•

provide for the safety, care and comfort of workers;

•

reduce and minimize damage to property, equipment and inventory; and

•

accelerate the resumption of normal operations.

(3)

Application
These measures apply to, but are not limited to:
•

serious accidents/incidents;

•

acute illness (i.e., heart attack, choking, etc.);

•

explosions;

•

bomb threats;

•

severe weather; and

•

fire.
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(4)

Exceptions
n/a

(5)

Organization

It is the responsibility of the applicable Department Director to administer the
provisions of the emergency plan. Additionally, that person has the authority to delegate
responsibilities under the plan where appropriate.
It is the responsibility of the applicable Department Director or the designate, and he
or she has the authority to:
•

communicate with and notify the appropriate outside agencies to deal with and
respond to emergency situations (e.g., fire and police departments, ambulance,
etc.);

•

assess the situation to determine whether or not it is necessary to activate
emergency procedures, including partial or full evacuations;

•

delegate responsibility for emergency operations; and

•

notify senior officials and keep them informed of the status of emergency
situations.

It is the responsibility of applicable Department Director:
•

to ensure supervisors have been familiarized with the emergency plan (and
evacuation procedures) as it pertains to their specific work areas;

•

to ensure that workers are accounted for at staging and assembly areas; and

•

to ensure the provisions of the emergency plan are reviewed with workers
annually.

It is the responsibility of supervisors:
•

to ensure workers under their supervision are familiar with the provisions of the
emergency plan;

•

to ensure workers under their supervision are instructed as to the location of
emergency exits, evacuation routes, staging and assembly areas and telephones;
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•

to carry out emergency plan responsibilities as assigned; and

•

to account for each worker under his or her supervision and report this
information to the appropriate manager if an evacuation is required.

It is the responsibility of each worker:
•

to report to their immediate supervisor, or any available supervisor, the conditions
or circumstances that exist or may lead to the existence of the emergency
situations outlined in section 3.1(3) of this chapter;

•

trained in the use and application of first-aid, artificial respiration, firefighting
techniques or rescue operations, to respond to and provide assistance in
emergency situations under the direction of a supervisor;

•

where applicable, to evacuate the building/property by the closest and safest exit
in an orderly fashion under the direction of a supervisor, or upon hearing the
designated emergency signal;

•

to report directly to the appropriate staging and assembly areas following
evacuation; and

•

to remain at the pre-determined assembly area until further instructions are
provided by supervision.

(6)

General

(a)

Emergency Command Centre

The location of the emergency command centre for purposes of co-ordination and
communication shall be designated.
The alternate location, depending on the scope of the emergency situation shall be
designated.
(b)

Staging/Assembly Areas

Staging areas are those areas that workers will report to following a partial or full
evacuation. These shall be designated.
Once accounted for, workers will be directed by supervision to proceed to the
assembly area, or given other directions.
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(c)

Emergency Medical/First-aid

Where applicable, existing first-aid facilities will serve emergency situations
occurring in the building/property area.
Triage areas will be established, in the event of a partial or full evacuation, or where
it is not practical to provide medical attention at the existing first-aid facilities
(d)

Notification System

The existing internal communication system shall be used, where practical, to provide
notification for evacuation.
Where notification in the above manner is not practical or possible, direct voice
communication shall be used and carried out by members of supervision.
(e)

Maps/Floor Plans

Maps and floor plans shall be developed to illustrate the building/property layout and
will identify:
•

emergency exits;

•

evacuation routes;

•

staging areas;

•

assembly areas; and

•

the internal communication system.

(7)

Training

Workers shall be trained and instructed in the provisions of this plan. All training
shall be documented and reviewed annually.

(8)

Revisions
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POLICY/PROCEDURE NO: HS 3.2

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

3.2

EVACUATION

(1)

General

Workers will evacuate their respective work areas upon receiving notification of
either a partial or full evacuation.
Workers will evacuate the building/property using the closest and safest exit and
report, where practical, to the appropriate staging area.
Workers will remain at their respective staging areas, depending on conditions, until
given further instructions by members of supervision or external authorities.
Supervisors will ensure that their work areas are evacuated of workers and that all
workers are accounted for.

(2)

Revisions Revisions

Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 14/03

New Issue

D.G.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 3.3

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

3.3

ACCIDENT, INCIDENT, INJURY AND ILLNESS — SERIOUS
NATURE

(1)

General

The first person on the scene must assess the situation, determine if additional
assistance is required, and where appropriate, initiate first-aid or CPR (if trained and
authorized).
Under no circumstances should equipment, materials, etc. be moved or operated until
the injured person is stabilized or unless it is necessary to prevent further injury.
A member of supervisory/management staff must be notified as soon as is practicable
to co-ordinate on-site activities.
External emergency services (ambulance, fire department, police, etc.) shall be
notified immediately following assessment of the status of the injured person or
emergency situation. This is the responsibility of the on-site supervisor in consultation
with the first-aid/CPR attendant.
If the accident/incident involves entanglement or entrapment in machinery or
equipment, on-site staff with appropriate expertise (i.e., maintenance, engineering) shall
be made available without delay. This is the responsibility of the on-site supervisor.
The supervisor will appoint workers to direct external emergency services into the
building/property or appropriate area.
The supervisor will notify the injured person’s next of kin only after the status of the
situation is known, and:
•

the injured person’s condition is known and stable; or

•

the injured person is in the care and custody of emergency services and in transit
to a medical facility.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH, SAFETY & WELLNESS MANUAL
POLICY/PROCEDURE NO: HS 3.3.1

EFFECTIVE DATE: January 2005

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

3.3.1 CRITICAL OR SERIOUS ACCIDENT INVESTIGATION
PURPOSE:

The procedure will ensure all type of accidents are investigated by the
immediate supervisor and reported to the Health, Safety & Wellness
Consultant in a timely manner. It will also ensure the appropriate workplace
parties and the Ministry of Labour are notified of the accident where
necessary.

SCOPE:

Applies to all employees of the Town of Oakville.

GENERAL:

An effective accident investigation program will methodically examine all
types of accidents that have, or could have resulted in physical harm to
employees.

TYPES OF ACCIDENTS:
The accidents that must be reported and immediately investigated on the
Supervisor’s Report of Employee Incident/Accident, this includes:

1. Critical Injuries
•
•
•
•
•

2.
3.
4.
5.
6.
7.

Places life in jeopardy;
Produces unconsciousness;
Results in substantial loss of blood;
Involves the fracture of a leg or arm but not a finger or toe;
Involved the amputation of leg, arm, hand or foot but not a finger or
toe;
• Consist of burns to a major portion of the body; or
• Causes the loss of sight in an eye.
Serious injuries (C.U.P.E. employees only)
Lost time injuries
First aid treatment
Property damage
Acute/chronic occupational illness
Fire/explosion incidents
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INVESTIGATION FRAMEWORK:
A. COLLECT INFORMATION ON THE ACCIDENT, including:
•
•
•
•
•

A description of the accident including the nature of the injury, the cause, time,
place, how equipment was involved, what the worker was doing, worksite
conditions and any other information which may be relevant.
Situational factors such as work history, supervision or instructions provided,
similar accidents or events and previous action taken.
Organizational factors such as safety rules, procedures, maintenance schedules,
communication, training, etc.,
Physical evidence or photographs of material or equipment involved in the
accident,
The injured worker’s statements and witness statements or police reports, where
applicable.

B. ANALYZE THE INFORMATION BY DETERMINING THE ROOT CAUSE OF THE
EVENT AND WHY IT OCCURRED.
C. DETERMINE EFFECTIVE CORRECTIVE ACTION WHICH MAY INCLUDE:
•
•
•

Developing written procedures,
Developing and providing training and education,
Identifying necessary adjustments to organizational factors, such as work
schedules, supervision requirements, improved communications, etc.

PROCEDURES:
EMPLOYEE’S RESPONSIBILITIES:
1. Report all types of accidents immediately, to the immediate supervisor;
2. Unless for reasons of safety, remain at the scene of all types of accidents until the
immediate supervisor has conducted the accident investigation or gives further
direction;
3. Provide witness statement to immediate supervisor if you saw or have knowledge of
the accident, and,
4. Do not disturb the accident scene, in the case of a fatality or critical injury.
IMMEDIATE SUPERVISOR’S RESPONSIBILITIES:
The immediate supervisor must investigate all types of accidents that have, or could
have the potential to cause personal injury.
The immediate supervisor can conduct the investigation by:
1. Getting witness statements, names, addresses and telephone numbers;
2. Taking pictures of the site, if possible;
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3. Completing and forwarding the Supervisor’s Report of Employee Incident/Accident,
to the Departmental Director within 2 calendar days of the accident being reported;
and,
4. Participating as a member of the investigation team, in the case of a fatality, critical
injury, or serious accident, and as otherwise recommended by the Health, Safety &
Wellness Consultant.
Notification
In the event of a fatality, critical injury or serious accident, the immediate supervisor in
charge is responsible for immediately notifying:
1. The appropriate Emergency Service at 911 (Fire, Ambulance, Police), if required;
2. The Health, Safety & Wellness Consultant (8:30 a.m. to 4:30 p.m.); and,
3. If the accident occurs after hours (4:30 p.m. – 8:30 a.m.), contact in the following
order;
a. Health, Safety & Wellness Consultant (Cell 905 330-8644),
b. Ministry of Environment and Injury 1-800-268-6060 or (416) 325-3000
c. Appropriate Joint Health and Safety Committee worker and/or management
representative.
Site Protection and Assessment
In the event of a fatality or critical injury, it is vital that they accident site be preserved
and protected from tampering or further mishaps.
The immediate supervisor must;
1. Take steps to immediately protect the accident site except for the purpose of:
a. Saving a life, or relieving human suffering,
b. Maintaining a, essential public utility service or a public transportation
system,
c. Preventing unnecessary damage to equipment or other property;
2. Conduct a physical inspection of the accident scene as quickly as possible after the
incident/accident;
3. Take notes about the condition of any machinery, equipment, device or thing at the
site. And about any environmental conditions (ie. Working surfaces, lighting, noise);
4. Examine in detail the actual work which was in progress at the time of the accident,
and,
5. Take photographs of all relevant conditions and equipment from various angels.
HEALTH, SAFETY & WELLNESS SECTON RESPONSIBILITIES:
Fatality or Critical Injury
Upon notification of a fatality or critical injury, the Health, Safety & Wellness Consultant
will:
1. Immediately contact the Ministry of Labour, the appropriate Joint Health and Safety
Committee worker, and/or management representative, and the appropriate
Departmental Director;
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2. Lead an investigation team that will include the appropriate Joint Health and Safety
worker, and/or management representative, the immediate supervisor, and any other
parties as appropriate, and,
3. Compile all completed reports and forward a final written report to Ministry of Labour,
Chief Administrative Officer, Commissioner and the Departmental Director within two
(2) calendar days following the fatality or critical injury.
Serious Accidents
Upon notification of a serious injury, the Health, Safety & Wellness Consultant will:
1. Consult with the immediate supervisor to determine if an investigation will be
conducted jointly with the Health, Safety & Wellness Consultant and the Joint Health
and Safety Committee worker and/or management representative;
NOTE: The immediate supervisor must conduct the accident investigation
irrespective of the Health, Safety & Wellness Consultant and Joint Health and Safety
Committee representative involvement. Depending on the severity of the serious
injury, the Health, Safety & Wellness Consultant may participate in the accident
investigation.
2. Contact the appropriate Joint Health and Safety Committee worker and/or
management representative as soon as practicable; and,
NOTE: The Joint Health and Safety Committee worker and/or management
representative may choose to investigate the serious injury as per the Joint Health
and Safety Committee Terms of Reference
3. If the accident investigation was conducted jointly, the Health, Safety & Wellness
Consultant will complete and forward the report to the Department director within two
(2) calendar days of the accident being reported.
NOTE: The immediate supervisor must still complete supervisors report and forward
to the Departmental director within two (2) calendar days of the accident being
reported. The supervisor report must be forward to Health, Safety and Wellness
Consultant with three (3) calendar days of the accident so that a WSIB Form 7 is
submitted.
JOINT HEALTH & SAFETY COMMITTEE REPRESENTATIVES RESPONSIBILITIES
Fatality or Critical Injury
Upon notification of a fatality or critical injury, the Joint Health and Safety Committee
representative will:
1. Immediately go to the accident scene after notifying his/her immediate supervisor;
2. Participate as a member of the investigation team; and,
3. Share all information obtained with the investigation team.
Serious Accident
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Upon notification of a serious injury, the Joint Health and Safety Committee Worker
Representative will:
1. Advise their immediate supervisor of the accident and their wish to participate in the
investigation the accident;
2. Arrange a suitable time to investigate the serious injury within two (2) calendar days
of being made aware of the accident;
NOTE: The immediate supervisor of the Joint Health & Safety Committee worker
representative shall permit the representative time from work to participate as
member of the investigation team;
3. Participate as a member of the investigation team; and,
4. Share all information obtained with the investigation team.
DEPARTMENTAL DIRECTOR’S RESPONSIBILITIES:
1. Review and sign each Supervisor’s Report of Employee Incident/Accident and
ensure the corrective measures have been implemented to prevent a similar
occurrence;
2. Forward the signed documents to the Health, Safety & Wellness Consultant within
three (3) calendar days of the incident/accident being reported;
3. Communicate corrective measures to employees via immediate supervisor;
4. In the event of a fatality or critical injury (depending on the nature), notify the Chief
Administrative Officer, appropriate Commissioner, Media Relations Officer and all
politicians; and,
5. Provide assistance to the immediate supervisor, the Health, Safety & Wellness
Consultant and Joint Health and Safety Committee representatives as required.
CHIEF ADMINISTARTIVE OFFICER/COMMISSIONER RESPONSIBILITIES:
1. In the event of a fatality or critical injury (depending on the nature), notify a family
member of the employee in person.
2. Provide assistance as required by the family, such as transport to the hospital etc…
GENERAL:
1. No person shall knowingly;
a. Hinder or interfere with a Joint Health and Safety Committee representative from
investigating accidents where an employee is killed, critically injured or,
b. Furnish a Joint Health and Safety Committee representative with false
information when investigating accidents.
2. Do not release any information to a member of the public, media, etc. The Media
Relations Officer will address any inquiries, where necessary.
3. Any inquiries concerning the Accident Investigation procedure should be directed to
the Health, Safety & Wellness Consultant.
APPLICABLE FORMS:
Supervisor’s Report of Incident/Accident
WSIB Form 7
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RELATED POLICIES AND PROCEDURES:
Terms of Reference for the Structure and Function of the J.H.S.C
Work Place Safety and Insurance – Claims Management

Revisions
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Edited by:

A
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 3.4

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

3.4

MAJOR STORMS/SEVERE WEATHER

The most common impacts from storms and severe weather (i.e., heavy snow,
tornadoes, thunderstorms) are as follows:

(1)

•

power failure;

•

damage to structures, roofing and unsecured materials;

•

injury from blowing debris; and

•

vehicle accidents.

General
Discontinue, where applicable, non-essential outdoor activities.

Remove workers from basements or other areas where loss of power or lighting could
result in a hazard.
Confirm the location of workers.
Secure loose materials outdoors, and building openings (doors, vents, windows, etc.)
as appropriate.
In the event of water leakage or damage, electrical power should be disconnected,
where appropriate.
In the event of a tornado warning or an actual sighting, provisions should be made to
pre-identify shelters.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 3.5

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

3.5

BOMB THREATS

(1)

General

When a telephone threat is received, listen carefully and obtain as much information
as possible. Note the time.
Information should be documented, if possible, during the telephone call. Ask the
following questions:
•

Where is the bomb, is there more than one?

•

What time will it explode?

•

What does it look like?

•

Why and how did you place the bomb?

•

Who are you?

•

When did you place the bomb?

Attempt to keep the caller on the telephone.
As time permits, notification should be made to a member of management, during or
immediately following the call.
The applicable supervisor or manager shall immediately be made aware of the
situation and notify senior management.
The applicable supervisor or manager in consultation with senior management shall
notify the police and fire departments, and following their advice and direction shall:
•

initiate a search for the device(s); or

•

initiate partial or entire plant/facility evacuation.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 3.6

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

3.6

FIRE SAFETY — MEASURES AND PROCEDURES

(1)

General

Flammable liquids shall be stored and handled in compliance with the flammable
liquids: storage and handling standard.
Accumulations of combustible materials shall be kept to a reasonable and practical
minimum and disposed of so as not to create a fire hazard.
Welding, cutting and torching shall be performed only after the area has been cleared
of combustible material and debris, where reasonable and practical.
Welding, cutting and torching shall only be performed where and when a fire
extinguisher, appropriate for the circumstances, is readily available.
Only those workers trained in the proper use of fire extinguishing equipment and
their limitations, and in firefighting techniques shall be allowed to use in-plant
firefighting equipment.
All emergency exits, access to emergency exits, electrical panels and disconnects and
fire access routes shall be kept free and clear of any and all obstructions that will prevent
or impede exit of the occupants or entry by the fire department in emergency situations.

(2)

Notification and Action

Workers are responsible to immediately notify either their immediate supervisor or
another member of supervision upon discovery of a fire.
The member of supervision receiving notification shall attend the scene and assess
the fire emergency as minor or major.
Workers in the immediate area of the fire scene shall vacate the area under direction
of the supervisor except those workers who have received training mentioned in section
3.6(1) of this chapter.
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The following actions will be undertaken during a minor fire:
•

on-scene supervisor will co-ordinate activities of trained workers to control and
extinguish fire;

•

where appropriate and where circumstances demand, electrical disconnect
switches will be isolated in the open (off) position by authorized personnel; and

•

where control of the fire is maintained, the supervisor shall ensure notification is
made to the Department Director and Health, Safety and Wellness Consultant.

The following actions will be undertaken during a major fire:
•

on-scene supervisor shall ensure all workers in the immediate area of the fire
scene vacate the area except those workers mentioned in section 3.6(1) of this
chapter; and

•

on-scene supervisor shall ensure the Department Director and Health, Safety and
Wellness Consultant is notified as soon as is reasonably practical of the fire
emergency.

The Department Director and Health, Safety and Wellness Consultant will promptly
attend the fire scene and carry out the responsibilities mentioned in section 3.1(5) of this
chapter including where appropriate:
•

assessment, communication and notification to the fire department and senior
management officials;

•

initiating partial or full evacuation procedures;

•

co-ordinating and facilitating entry by fire department officials to the plant and
fire scene; and

•

directing the trained workers to cease all firefighting measures where appropriate.

Once on-site, unless other directions are given, the fire department will co-ordinate,
manage and control all firefighting measures.

(3)

Maintenance, Testing and Inspection

Page 2 of 4

3.6 Fire Safety – Measures and Procedures
The following shall be inspected, tested and maintained in good condition as
recommended by the manufacturer or as required by Regulation 454 (Ontario Fire
Code):
exit signs

Monthly

emergency lights

Monthly/annually

heating, ventilation and air conditioning Annually
disconnect switches
ventilation hoods, filters, ducts

Annually

fire extinguishers

monthly/annually

All inspections, tests and maintenance will be documented.

(4)

Identification
All fire department standpipe connections shall be clearly identified.
Approved signs shall indicate fire access routes.
The location of all fire extinguishers shall be clearly identified.

(5)

Maps/Floor Plans

In addition to the items identified in section 3.1(6)(d) of this chapter, the
building/property layout will also identify the location of those items mentioned in
section 3.6(4) of this chapter.

(6)

Inventory of Hazardous Materials

The inventory maintained under the controlled products inventory and control
standard shall be made available to the fire department and forms part of the fire safety
plan.

(7)

Fire Drills

Fire drills shall be conducted annually for staff assigned a supervisory role under the
fire safety plan, in order to review:
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•

responsibilities under the plan;

•

measures and procedures under the plan; and

•

the effectiveness of the plan.

Note: Supervisory staff is defined in the Fire Code as those who have a delegated
responsibility for the fire safety of occupants under the fire safety plan.

(8)

Training

Supervisory staff shall be instructed in the emergency procedures described in this
plan.
A copy of this plan shall be provided to all supervisory staff (as defined).

(9)

Posting

A copy of the fire safety procedures shall be posted in conspicuous locations within
the workplace.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 4.1

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

4.1

OCCUPATIONAL HEALTH AND HYGIENE

(1)

Scope

It is policy to ensure and require that all measures and precautions reasonable in the
circumstances are taken to protect workers from exposure to hazardous materials
(biological or chemical agents), physical agents and designated substances because of the
storage, handling, processing or use of those materials, agents or substances in the
workplace.

(2)

Purpose

This standard is developed to identify, assess and control the exposure of workers to
hazardous materials, agents and substances where that exposure could affect the health of
workers. Additionally, these standards shall ensure compliance with statutory and
applicable regulatory requirements.

(3)

Application

This standard and its requirements apply where hazardous materials, physical agents
or designated substances are present and used in the workplace, and could affect the
health of workers.

(4)

Exceptions
n/a

(5)

Organization

It is the responsibility of the Department Director to administer the provisions of this
standard. The Department Director has the authority to delegate responsibilities under
this standard where appropriate.
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Workers assigned authority or responsibility under this standard are required to carry
out those responsibilities and will be held accountable for the correct application of those
responsibilities.
Workers shall work in compliance with the provisions of control programs, control
measures and procedures and practices that are developed and implemented to control the
exposure of workers to hazardous materials, physical agents and designated substances in
the workplace.
Workers shall wear and use protective equipment and devices and personal protective
equipment (PPE) required by the employer to be worn and used to protect them from
exposure to hazardous material, physical agents and designated substances.

(6)

General

Assessments shall be undertaken to determine if the exposure of workers to
hazardous materials, physical agents or designated substances in the workplace may
affect the workers’ health.
Where workers’ health may be affected by any exposure mentioned above, the
following measures (as appropriate) shall be developed, put into effect and maintained:
•

engineering controls;

•

work practices;

•

hygiene practices and facilities; and

•

personal protective equipment.

Provisions shall be made for monitoring the airborne concentrations of a hazardous
material and workers’ exposure to that material, where the conditions or circumstances
exist as mentioned above.
Where it is determined that any designated substance (as defined) is present,
produced, stored, used or handled in the workplace, the requirements of the applicable
regulation(s) will be carried out and maintained, specific to, but not limited to:
•

assessments (in writing);

•

control programs;

•

management programs;
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•

safe work practices and measures; and

•

the establishment of medical surveillance programs.

Where PPE is provided to, and required to be worn and used by workers, all such
equipment shall be appropriate to protect workers from exposure to the hazardous
materials, physical agents and designated substances.
Where respiratory protection is provided to, and required to be worn and used by
workers, a written respiratory protection program shall be established.

(7)

Training

Training required to carry out, apply, implement and maintain this standard shall be
provided and documented.

(8)
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 4.2

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

4.2

HEARING CONSERVATION AND ABATEMENT

(1)

Scope

It is policy where workers are exposed to sound levels of 90 decibels (dB(A)) or
greater, to develop and implement measures to reduce the sound level below 90 db(A),
where practicable and reasonable. When such conditions exist, the requirements of
section 139 of Regulation 851 (Industrial Establishments) shall be met or exceeded.

(2)

Purpose

This standard is developed to reduce the risk of potential hearing loss or impairment
to workers and to reduce the sound level to which workers are exposed where practicable
and reasonable, through engineering controls, administrative controls and PPE.

(3)

Application

This standard and its requirements apply to equipment, devices or a thing that causes,
emits or produces a sound pressure level greater than 90 dB(A), and to any worker
exposed to that sound pressure level.

(4)

Exceptions

Where it is not reasonable or practicable to reduce the sound level emitted or
produced by equipment, devices or a thing to below 90 dB(A), workers’ exposure to the
sound level shall not exceed the time duration indicated in the Table of section 139 of
Regulation 851, or if this is not practicable/possible, then the worker shall wear hearing
protection appropriate in the circumstances to reduce the sound level to below 90 db(A).
The requirements of the personal protective equipment standard, regarding hearing
protection apply under these circumstances.
Note: No worker shall be exposed, at any time or for any duration, to a sound level in
excess of 115 db(A) unless protected by hearing protection capable of reducing the noise
level below 90 db(A).
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(5)

Organization
n/a

(6)

General

(a)

Signs

Clearly visible warning signs shall be posted in areas where the sound level is greater
than 90 dB(A). The signs shall state the daily exposure for the sound level and that
hearing protection is required.
(b)

Testing

Sound level surveys will be conducted in the workplace to identify and document the
sound levels to which workers are exposed.
Audiometric testing services will be offered to workers exposed to sound levels
greater than 90 dB(A) and to which this standard applies.
(c)

Abatement

Where equipment, devices or a thing causes, emits or produces a sound pressure level
greater than 90 db(A) and to which a worker is exposed, an investigation shall be
undertaken to determine if it is reasonable and practical to reduce the worker’s exposure
by means of engineering or administrative controls. The Department Director or his or
her designate in consultation with the committee shall undertake the investigation.
It is policy to endeavour where reasonable and practicable to provide equipment,
devices or things that cause, emit or produce a sound pressure level no greater than 90
db(A) and to which a worker may be exposed.

(7)

Training
n/a
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 4.3

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

4.3

PERSONAL PROTECTIVE EQUIPMENT

(1)

Scope

It is policy to ensure that all PPE required to be used and worn by workers is
appropriate in the circumstances for their protection. Additionally, the PPE is to be
selected, used, maintained and inspected according to the manufacturers’ specifications
and recommendations, and workers are aware of, and knowledgeable in the restrictions
and limitations respecting the PPE.

(2)

Purpose

This standard and its requirements are developed to reduce the risk of personal injury,
where engineering controls are not reasonable or practicable to adopt, install or provide
because:
•

of the duration or frequency of exposure;

•

controls are rendered ineffective due to an emergency or upset condition; or

•

of statutory/regulatory compliance.

Note: PPE will only be used as a last resort in controlling a worker’s exposure to any
chemical, biological or physical agent. Other control measures, such as engineering
controls, will be used where reasonable and practicable.

(3)

Application

These requirements apply to situations and conditions identified as requiring the
provision and use of PPE appropriate in the circumstances.

(4)

Exceptions
n/a
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(5)

Organization

Workers working in situations, conditions, under circumstances or in areas designated
as requiring the provision and use of PPE appropriate in the circumstances, are
responsible to wear and use the PPE designated. Workers will be held accountable for the
correct application of these requirements.

(6)

General

(a)

Equipment

PPE shall meet CSA standards (where applicable) and in the case of respiratory
protection NIOSH/MSHA approval (or equivalent).
eye and face protection

CSA/ANSI Z87.1
CSA Z94-3

foot protection

CSA Z195
ANSI Z41

head protection

CSA Z94.1

hearing protection

CSA Z94.2
ANSI S12.6

respiratory protection

CSA Z94.4-93

body protection

gloves, aprons, leggings, Tyvek suits, etc.

(b)

Identification

Situations, conditions, circumstances and areas identified as requiring the provision
and use of PPE shall, where possible, be posted with signs to identify the PPE required.
Where it is not practical or possible to post signs as mentioned above, workers shall
be made aware of the PPE requirements and shall wear and use such equipment.
(c)

Maintenance, Care and Inspection

Workers required to wear and use PPE are responsible for the maintenance, care,
cleaning and inspection of that equipment and shall report any defective or
malfunctioning equipment to their immediate supervisor.
(d)

Monitoring and Evaluation
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Supervisors will periodically monitor workers’ familiarity with the use, care,
maintenance and inspection of PPE.

(7)

Training

Workers required to wear or use any PPE shall receive training and instruction in its
care, maintenance and limitations. All training shall be documented and reviewed
annually.

(8)

Revisions

Version
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 4.4

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

4.4

RESPIRATORY PROTECTION PROGRAM

(1)

Rationale

The basic purpose of any respirator is to protect the respiratory system from airborne
hazardous material (biological, chemical or physical agents). The respirator provides this
protection by:
•

removing/filtering contaminants prior to inhalation; or

•

supplying an independent source of respirable air.

Basically, a respirator is an enclosure that covers the nose and mouth, or the entire
face or head.
Respirators should only be provided to, and used by, workers when engineering or
administrative control measures are not reasonable or practical to adopt, install or
institute, or during maintenance, repairs or emergencies.
The respiratory protection program is intended to manage, control and monitor the
provision and use of respiratory protective equipment.
The program should clearly define:

(2)

•

responsibilities, authority and accountabilities;

•

respirator selection;

•

training; and

•

evaluation.

Overview
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An effective respiratory protection program should include the following
components:

(3)

•

program management;

•

hazard identification;

•

respirator selection;

•

fit testing;

•

training;

•

respirator use;

•

respirator care and maintenance;

•

health surveillance; and

•

program evaluation.

General Requirements
1. Respiratory equipment must be used in accordance with procedures specified by
the equipment manufacturer.
2. Written standard operating procedures governing the selection, use, care and
maintenance of respirators must be established.
3. Written standard operating procedures must be reviewed with workers.
4. Workers must be trained in the proper use and limitations of respirators.
5. Respirators must be fitted to ensure an effective seal.
6. Self-contained or compressed air respiratory equipment systems must meet CSA
standards.
7. Respirators for emergency use (i.e., self-contained devices) must be tested once
per month and serviced after each use.
8. Workers must be physically able and medically fit to wear respirators.
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9. Workers of respiratory equipment (including type) must keep records of the
frequency of use.
For reference and additional information, consult:
•

CAN/CSA Z94.4-93 “Selection, Use and Care of Respirators”; or

•

Designated Substances Regulations — Code for Respiratory Equipment.

(4)
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 4.7

EFFECTIVE DATE: December 2004

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

4.7 PUBLIC ACCESS DEFIBRILLATION PROCEDURES
1.

Purpose: It is the purpose of this procedure to establish procedures and
guidelines for the implementation of a Public Access Defibrillator (PAD)
Program that will enhance response to sudden cardiac arrest victims within
the Town of Oakville facilities.

2.

Scope: This procedure applies to staff of Town of Oakville Town Hall and
Recreation and Culture facilities, in which PAD’s have been located in
consultation with Region of Halton staff and is under the oversight of the
Sheldon Cheskes, MD, Medical Director, Base Hospital Program, William
Osler Health Centre, Brampton. The directive will apply to other Town of
Oakville facilities as PAD units are made available to them.

3. Definitions
“PAD” – Public Access Defibrillator is a fully automated device designed to
deliver an electric shock in an attempt to restore normal heart rhythm to persons
who have suffered sudden cardiac arrest.
“Provider” – Town of Oakville staff who are trained to provide defibrillation to
cardiac arrest victims. In addition the provider will ensure the PAD units are
maintained proper documentation is kept and downloading of data is achieved
after the unit is used. The provider will for staff review in use of the PAD unit and
maintain records on staff training and retention of certification.
“Responder” – Town of Oakville staff who are trained to provide defibrillation to
cardiac arrest victims.
“sudden cardiac arrest (SCA)” – When the electrical impulses of the human heart
malfunction causing ventricular fibrillation (VF), or pulseless ventricular
tachycardia (V Tach).
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4.

Responsibilities

4.1 PAD Program Team – This team is currently a collaboration of Fire
Department, Recreation and Culture Department and Human Resources. The
team may expand as PAD units are introduced to different departments. The
PAD Program Team is responsible for
•
•
•
•
•
•

identifying the site locations for Town PAD units,
registering the PAD units with Region of Halton,
program communications,
assessing the effectiveness of the PAD program and
making suggestions for improvement to the Commissioner, Community
Services.
conducting an annual review of this policy, procedures and guidelines.

4.2 Human Resources, Health, Safety and Wellness Consultant will:
• Ensure that staff who are providers and responders are certified by agencies
accredited by Heart and Stroke.
• provide for First aid/CPR training by agencies acceptable to WSIB,
• maintain a record of all members trained and certified in the use of PADs
• provide critical incident stress response
• audit the inspection of the equipment.
4.3 Recreation and Culture will:
• coordinate Instructor training on PAD,
• coordinate initial PAD training for providers and responders,
• maintain First Aid/CPR training and PAD certification as a requirement of
employment for to aquatic staff in compliance with WSIB standards,
• inspect PAD units at facilities monthly and maintain an inspection log.
4.4 Fire Department/EMS will
• Provide consultation on patient care transfer.
• Assume care of the sudden cardiac arrest patient in accordance with
approved protocols.
4.5 Providers and Responder will
• Participate in required training to maintain certification.
• Within their physical capabilities and without compromising their personal
security or the lives of other employees or public, respond to emergency calls.
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•
•
•

Follow operational requirements of PAD as trained.
Participate in critical incident debriefing, as necessary.
Complete documentation related to the incident.

4.6 Supervising Physician
• Provide medical consultation and expertise regarding the application of the
PAD employed.
• Provide advice on new technologies, best available science and the most
efficient use resources.
• Review and approve the PAD program
• Review and all incidents and action taken following the use of the PAD.
• Provide post-incident debriefing support.
5.0 Training Standards
5.1 Providers and Responders on the Aquatic Staff will maintain First Aid/CPR
training and PAD training that will meet Heart and Stroke standards.
5.2 Providers and Responders at Town Hall and other Recreation and Culture
facilities will be trained in St. John’s Ambulance Standard First Aid/CPR and
PAD training that will meet Heart and Stroke standards.
5.3 All Provider and Responders will review onsite the PAD unit operation every
90 days. This review must be documented and the records kept on site.
5.4 Retraining will be provided in accordance with St. John Ambulance and
Lifesaving Society requirements.
6.0 Guidelines
6.1 Age Restrictions – Child: The age of 8 or weight of 25 Kg and over is
considered the threshold for use of a PAD. For those children 1 to 8 years
of age pediatric pads are to be used Call “911” immediately to facilitate
patient’s transportation to advanced medical intervention.
6.2 Victim with Breathing Efforts but No Pulse: It is important to recognize that
some victims without pulse may still be making breathing attempts. Often
these attempts at breathing will be of a gasping type, and the pattern may
be irregular. While it may LOOK like the victim is breathing, if the responder
LISTENS and FEELS, there may be a little air movement. The earlier the
responder arrives at the victim’s side after the time of collapse, the greater
the chance that a breathing pattern will be noticed. It is also common in
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victims that have just regained a pulse. Victims with this type of breathing
need to have their airway opened and rescue breathing preformed. Once
you have done that, check for a carotid pulse. Only if the victim does not
have a pulse, begin the PAD sequence.
7.0 PAD Equipment
7.1
7.2
7.3
•
•
•
•
•
8.0

PAD will be maintained on a monthly basis as per operators check list.
PAD will be in an alarmed wall mounted approved cabinet.
The following items will be co-located with the PAD.
Non-latex protective gloves
CPR face mask barrier device with detachable mouthpiece(s) ie “Laerdal
pocket mask”
First Aid Kit containing: disposable razor, 4x4 gauze pads to clear/dry skin
areas, pair of medium sized bandages and blunt end scissors.
Spare electrode pads
Absorbent towel
Procedures

8.1 Safety Check – Before entering the immediate vicinity of the victim ensure
that the environment, cause of the victim’s distress, equipment in the
immediate area do not represent a hazard to the rescuer. Do not enter the
rescue site if there is a potential for converting the rescuer to another victim.
8.2 Follow defibrillation protocol for use of PAD as contained in training
program.
8.3 Turning Patient Care Over - When EMS/Fire Department arrives relinquish
care to them. Provide them with the following information;
• your status as responder and training
• essentials of the arrest (time or arrest, any medical problems you have
been made aware of, approximate age of patient)
• any treatment carried out before your arrival
• where you are in your current defibrillation protocol.
The EMS agency will ask to take over the defibrillation protocol during a
minute of CPR or upon their arrival. The EMS agency may wish to bring to
the receiving emergency department any documentation that you have
particularly related to a rhythm strip. Advise them that the machine does
not print a strip. Inform them that the Medical Director will send in a full
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report of the first responder defibrillation to their medical director for
completeness and quality assurance.
8.4 Post Event – The PAD data will be downloaded by the Region of Halton PAD
training coordinator, the unit cleaned and pads replaced. The unit will be
assess for damage to re-certify its functionality and returned to its original
location. Reports will be prepared and distributed to appropriate parties.
9.0 AUTHORITY: Council Minutes-

June 21, 2004

10.0 Training
n/a
11.0

Revisions
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 4.5

EFFECTIVE DATE: May 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

4.5 WEST NILE VIRUS PREVENTION PROGRAM
(1)

Scope:

It is policy to ensure and require that all measures and precautions reasonable in the
circumstances are taken to protect Town workers from exposure to West Nile Virus
(WNV) in the workplace.

(2)

Purpose

This standard is developed to identify, assess and control the exposure of workers to
West Nile Virus where that exposure could affect the health of workers. Additionally,
these standards shall ensure compliance with statutory and applicable regulatory
requirements.

(3)

Application

This standard and its requirements apply to all Town of Oakville employees who are at
risk of exposure to the West Nile Virus as a result of their work activities.

(4)

Exceptions

n/a

(5)

Responsibilities

Employer:
 Ensure Departments implement specific procedures and corrective actions to
reduce the risk of exposure appropriate with the job functions
 Ensure updated information on WNV is available to employees
 Minimize mosquito breeding areas, such as small pools of standing water, to
prevent the spread of WNV as effectively and economically as possible, at Town
facilities and wherever possible on Town property.
 Ensure planning programs are in place that includes good work site maintenance
and protective measures for employees at risk
 Implement programs for the maintenance of ponds, etc located at Town of
Oakville facilities.
 Make available appropriate insect repellent and safe use procedures.

4.5 West Nile Virus Prevention Program

Department Directors:
 Identify and classify jobs with potential for exposure to West Nile Virus as a
result of their work activities
 Develop safe work procedures, which address the level of risk encountered
 Ensure that all employees are informed of risk factors associated with WNV
transmission, health effects of the virus and recommend procedures to reduce or
eliminate the risk where possible.
 Provide personal protective measures to employees, including insect repellent, as
appropriate for the level of risk.
Managers/Supervisors
 Implement safe work procedures to reduce or where possible eliminate risk
factors associated with WNV transmission, including scheduling of outdoor work
to avoid mosquito habitats at time of peak mosquito activity and eliminating
mosquito breeding sites at Town of Oakville facilities and properties, whenever
possible.
 Ensure that the personal protective measures, such as insect repellent are
accessible and available to employees, and that employees are familiar with the
directions for safe use
 Encourage employees to take personal protective measures to reduce the risk of
WNV, including wearing appropriate clothing to cover exposed skin and use of
insect repellant
 Ensure that employees attend information and education sessions as appropriate.
Workers
 Shall review information and educational material provided by the Town of
Oakville in order to become familiar with the risk of WNV exposure and apply
the protective measures recommended
 Follow safe work procedures, and use appropriate personal protective measures,
as needed for the level of risk
 Make an informed decision regarding voluntary use of insect repellent provided
by the Town of Oakville.
Human Resources/Health, Safety & Wellness Consultant
 Prepare and update information on the West Nile Virus, as needed
 Assist in the selection of personal protective measures for employees
 Assist with the development of the policy and development of safe work
procedures
 Deliver information and training sessions, as needed.
Joint Health and Safety Committees
 Annually review the policy and associated guidelines
 Make recommendations for the development of, or improvement to, existing
related safe work procedures, as needed.
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(6)

Safe Work Procedures
6.1 Personal Protective Measures Outdoors






When outdoors in the early evening to morning, when mosquitoes are most active
and likely to bite, workers are encouraged to wear light coloured, long sleeved
shirts, long pants, boots or shoes with socks.
It is important to note that wearing long sleeved shirts and long pants, should not
create an additional risk of heat stress on hot, humid days. To avoid heat stress
light coloured, breathable clothing that allows moisture to evaporate should be
worn. Workers should drink sufficient liquids to maintain body hydration and be
aware of signs and symptoms of heat stress.
Minimize time spent outdoors at dawn and dusk through the early evening, when
mosquitoes are most active. Some mosquitoes may also be active during the day
particularly in weedy, bushy and wooded or shaded areas.
Use insect repellent when in areas mosquitoes are more likely to be found, such
as near woods and ravines.

6.2 Use of Insect Repellents














Repellents containing DEET are most effective. Those based on citronella or
lavender oil do not provide the same length of protection.
Use of products containing 10% or less DEET is recommended, and should be
reapplied if outdoors for more than 3 hours.
Follow the instruction on the products.
Apply only to exposed skin and clothing. Use sparingly with just enough to
cover skin/clothing.
Never use over cuts, wounds, sunburn, inflamed or irritated skin
To apply to the face, dispense repellent into your hands, rub hands together, and
apply a thin layer to face. Avoid contact with eyes and mouth.
After applying, wipe repellent from the surfaces of palms to prevent accidental
contact with eyes, mouth and mucous membranes. Preferably, use soap and
water, if it is available.
Wash treated areas with soap and water repellant off prior to handling food, drink
or other items that would be placed in the mouth.
To test for sensitivity, apply the product to a small area of skin on your arm or leg
before general use.
Stop using the repellent immediately if you experience any of the following
reactions: eye irritation, skin rash, swelling, or burning. Seek medical attention if
symptoms are severe and take the repellent container along with you.
Avoid inhaling spray repellents and do not use any repellents near food.
If you apply DEET-based repellent, as well as a sunscreen, be aware that the
repellent may reduce the effectiveness of the sunscreen. The products should be
applied separately approximately 15 minutes apart.
Products containing both DEET-based repellant and sunscreen should be applied
following guidelines for insect repellant.
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Where operations involve small children, Town employees will not apply insect
repellents to the children. It will be the responsibility of the parent/guardian of
the child to provide the appropriate protections. Information on safe use for
children is available from Health Canada or Halton Region Health Department.
For further information on using personal insect repellents refer to the brochure
entitled Safety Tips on Using Personal Insect Repellants, April 2003 produced by
Health Canada or Protect yourself and your family from mosquito bites produced
by Halton Region Health Department.



6.3 Protection Indoors



Use fine-mesh screens on windows and doors, where available
Make sure screens fit tightly and do not have holes.

(7)

Authorities/References






(8)

Occupational Health and Safety Act
Health Canada
City of Toronto, Corporate Health and Safety Dept.
Halton Region Health Dept.
Community Health Administration, State of Maryland
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 4.6 DRAFT

EFFECTIVE DATE: May 2004

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

4.6 Heat Stress Management and Cold Weather Work
(1)

Purpose:

The purpose of this policy is to develop a guideline to provide employee awareness and
preventative measures that will control the hazards when working in extreme temperature
environments.

(2)

Scope

Applies to all Town of Oakville employees who are exposed to hot or cold working
environments.

(3)

Application

This standard and its requirements apply to all Town of Oakville employees who are at
risk of exposure to hot or cold working environments as a result of their work activities.

(4)

Exceptions

n/a

(5)

General

Working in hot temperatures puts stress on the body’s cooling system. When the heat is
combined with other stresses such as hard physical work, loss of fluids, fatigue or some
medical conditions, it may lead to heat-related illness, disability and even death.
Cold temperatures take heat away from the body. This can affect hand dexterity,
coordination as well as mental skills. Loss of body heat (Hypothermia) and frostbite
(freezing of body tissue) can present serious danger to your health and life.
Working in cold environments can increase the risk of back injuries and other musculoskeletal injuries. A series of “warm-up” stretching exercises should be performed before
handling heavy materials or equipment.

(6)

Definition:

Acclimatization:

Gradually increasing the exposure to heat over a period of days.

(Ministry of Labour Guidelines - Inexperienced workers, 20 % exposure to the heat the first day
and increasing the exposure by 20% each following day; Experienced workers, 50 % exposure to
the heat the first day, 80 % the second day, full shift the third day).

4.6 Heat Stress Management and Cold Work

(7)

PROCEDURES:

Hot Weather Work
1. Consideration will be given to allow a period of time to allow employees to
“acclimatize” at the beginning of the hot weather season.
2. Consideration will be given to employees having medical conditions or taking
medications, which may affect their ability to work in hot environments. Employees
with medical conditions should discuss working in hot environments with their doctor
and advise their supervisor.
3. Whenever possible, heavy work should be scheduled during the coolest part of the
workday, usually in the early morning for summer operations.
4. Drinking water shall be provided for all work crews. Employees should drink at least
one cup (250 ml) of water every 20 minutes on hot days whether they feel thirsty or
not. This is to replace water lost through perspiration. Drinks containing caffeine
(coffee, cola drinks, tea, etc.) should be avoided, as they contribute to dehydration.
5. Employees are encouraged to wear proper clothing and sun protection whenever
possible. This includes the use of sunscreen (SPF 15 or higher), wide-brimmed hats,
sunglasses and clothes of a close knit fabric to allow airflow in summer months.

Heat Stress Signs & Symptoms
Condition

Causes

Symptoms

Treatment

Heat Rash

Hot humid
environment, plugged
sweat glands
Too much exposure to
sun

Red bumpy rash with
severe itching

Change into dry cloths and
avoid hot environments.
Rinse skin wit cool water.
If the skin blisters seek
medical aid. Use skin
lotions and work in shade

Heat Cramps

Heavy sweating
drains the body of
salt, which cannot be
replaced by drinking
water

Fainting

Not enough blood
flowing to the head,
causing , loss of
consciousness

Painful cramps in arms,
legs or stomach which
occur suddenly at work
or later at home. Cramps
can be serious because
they can be a warning of
other more serious heat
induced illness
Sudden fainting after at
least two hours of hours
of work; cool moist skin;
weak pulse

Sunburn

Red, painful, blistering
and peeling skin
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Move to cool area; loosen
clothing and drink salted
water (1 tsp. salt per gallon
of water) or commercial
fluid replacement beverage.
If the cramps are severe or
don’t go away, seek medical
aid
Fainting may be due to
heart attack or other illness.
Get medical aid & assess
the need for CPR. Move to
a cool area; loosen clothing;
make the person lie down;
& if the person is conscious
offer sips of water

Prevention
Wash regularly to keep
skin clean & dry
Work in shade; cover
skin with clothing; wear
sunscreen of at least
SPF 15
When working in the
heat, workers should
put salt on their food (if
on a low salt diet this
should be discussed
with their doctor)

Reduce activity levels
and/or heat exposure.
Drink fluids regularly.
Workers should check
on each other to help
spot the symptoms
which often precede
heat stroke

4.6 Heat Stress Management and Cold Work

Heat
Exhaustion

Inadequate salt &
water intake causes a
person’s cooling
system to break down

Heavy seating; cool
moist skin; body
temperature over 38 ° C;
weak pulse; normal or
low blood pressure;
person is tired, weak,
clumsy, upset or
confused; is very thirsty;
or is panting or breathing
rapidly, vision may be
blurred

Get medical aid. This
condition can lead to heat
stroke, which can kill. Move
the person to a cool shaded
area; loosen or remove
excess clothing; provide
cool water to drink (salted if
possible); fan & spray with
cool water

Reduce activity levels
and/or heat exposure.
Drink fluids regularly.
Workers should check
on each other to help
spot the symptoms
which often precede
heat stroke

Heat Stroke

If a person’s body has
used up all its water
& salt, it will stop
sweating. This can
cause the body’s
temperature to rise.

High body temperature
(over 41 ° C) and any one
of the following: the
person is weak, confused,
upset or acting strangely;
has hot, dry, red skin; a
fast pulse; a headache or
dizziness. In later stages,
a person may pass out &
have convulsions

Call Ambulance. This
condition can kill a person
quickly. Remove excess
clothing; fan and spray with
cool water; offer sips of
cool water if the person is
conscious

Reduce activity levels
and/or heat exposure.
Drink fluids regularly.
Workers should check
on each other to help
spot the symptoms
which often precede
heat stroke

From Ontario Ministry of Labour
Occupational Health and Safety
www.gov.on.ca

Cold Weather Work
1. Wear cold weather clothing or arctic clothing that is appropriate for the outdoor
temperature range and type of work being performed.
2. Wear multiple layers of light, loose fitting clothes. Air between the layers provides
warmth. Outer layers should be made of a waterproof material.
3. Wear a warm hat with ear protection to prevent heat loss from the head. As much as
40 % of body heat is lost from an uncovered head. A wool knit cap provides the best
protection.
4. Use an appropriate hat liner to reduce heat loss when wearing a hard hat.
5. Wear woolen socks to prevent your ankles and feet.
6. Protect vision from harmful UV rays by wearing sunglasses while working in snow or
ice on bright days.
7. Wear a scarf or facemask while working in cold wind. DO NOT WEAR SCARVES
THAT CAN GET CAUGHT IN MOVING MACHINERY OR EQUIPMENT.
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Cold Weather Signs & Symptoms
Condition

Causes

Symptoms

Treatment

Prevention

Frostbite

Formation of ice
crystals in exposed
body parts.

Pain in the extremities may be
the first sign of danger

Hypothermia

The over cooling of
the body due to
excessive loss of
body heat.

Excessive shivering, blue lips
and finger tips, slurred speech
and poor coordination

Wear appropriate
coverage for
maximum warmth
and protection.
Wear appropriate
coverage for
maximum warmth
and protection.

Trench Foot

Injury of the feet
caused from
continuously having
wet feet in cold
water at near
freezing
temperatures.

Minimal- Reddening of the
skin, slight numbness.
Mild-Swelling, numbness
(reversible)
Moderate-Swelling, redness,
bleeding into the skin, nerve
damage
Severe- Swelling, bleeding into
the skin, gangrene

Move to a warm place.
Apply warmth (not
massage) to the affected
parts
Place person in dry
cloths. If no cloths are
available, cover person
with material such as
plastic sheet or raincoat.
Use a blanket and body
to body heat to warm the
person. Give a conscious
victim warm, nonalcoholic drinks in small
quantities.
Remove boots and wet
socks after work. Dry the
feet and massage well to
promote circulation

Avoid wet feet for
prolonged periods

From Ontario Ministry of Labour
Occupational Health and Safety
www.gov.on.ca

(6)

Authorities/References



(7)

Occupational Health and Safety Act
Ministry of Labour, Health and Safety Publications
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 5.1

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

5.1

HAZARDOUS MATERIALS MANAGEMENT GUIDE

(1)

Introduction

The purpose of this hazardous materials management guide is to provide assistance
in complying with statutory and regulatory requirements applicable to the storage, use
and handling of hazardous materials at the workplace.
This management guide is designed to be a general overview for compliance in the
form of workplace policies and procedures, instruction and training and documentation
and review.
The information contained herein should be made workplace specific.
Additionally, in order to effectively manage and monitor this management system, an
“organizational structure” should be established.

(2)
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 5.2

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

5.2 WORKPLACE HAZARDOUS MATERIALS INFORMATION
SYSTEM — INSTRUCTION AND TRAINING
(1)

Scope

It is policy to ensure that workers who work with a hazardous material or are exposed
to a hazardous material, participate in and are provided instruction and training in
hazardous information regarding product use, storage and handling.

(2)

Purpose

This standard and requirements are developed to ensure statutory/regulatory
compliance and to reduce the risk of worker exposure, injury or illness.

(3)

Application

This standard and requirements apply to all workers who work with, are exposed to
or are likely to be exposed to a hazardous material (as defined in subsection 1(1) of the
Occupational Health and Safety Act).
“Hazardous material” means a biological or chemical agent named or described in the
regulations as a hazardous material.
Every controlled product is designated as a “hazardous material” under section 2 of
Regulation 860 (WHMIS).

(4)

Exceptions
n/a

(5)

Organization

It is the responsibility of the Department Director to ensure that the application of the
requirements of this standard are carried out.
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The Department Director may authorize delegation of responsibilities under this
standard.
Workers who receive instruction and training under this standard are responsible for
using that information to protect their health and safety.

(6)

General
The instruction and training provided to workers will include:
•

the contents required, and the purpose of the information contained on a:
• supplier label;
• workplace label; or
• material safety data sheet (MSDS);

•

procedures for the safe use, storage, handling and disposal; and

•

procedures to be followed in the case of an emergency involving a hazardous
material.

The instruction and training program will be developed and implemented in
consultation with the committee.
Workers’ familiarity with the instruction and training will be reviewed on an annual
basis. The review for each worker will be documented.
(a)

Documentation

Attendance and participation in instruction and training sessions is mandatory and
will be documented.

(7)
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Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

5.2 CWC - CHECKLIST FOR WHMIS COMPLIANCE


Complete an inventory of all hazardous materials present at the workplace.



Obtain an MSDS for every hazardous material (from the suppliers).



MSDS log books should be in a central location and accessible to all workers.



Ensure that every hazardous material is labelled with a supplier label.



Ensure that every hazardous material used at the workplace (and not in a supplier
container) is labelled with a workplace label.



Ensure every worker who works with a hazardous material is trained and instructed in
the proper and safe handling, storage and use procedures and emergency measures of
the hazardous materials they work with, or are exposed to.



Ensure all training is documented, and reviewed with workers at least annually.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 5.2WTRQ

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

WHMIS TRAINING REVIEW QUESTIONNAIRE
Employees Name:

Dept:

Date of Review:

Instructor:

Subsection 42(3) of the Occupational Health and Safety Act requires the employer
to review, in consultation with the committee or health and safety representative,
the training and instruction provided to workers and the workers’ familiarity with
the program at least annually. The following questions can be used for this review:
1. What does WHMIS stand for?

2. What are the three main components of WHMIS?

3. What are 6 classes of controlled products.

4. Name the two WHMIS labels?

5. Does a torn or illegible supplier label have to replaced with another supplier label?
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WHMIS TRAINING REVIEW QUESTIONAIRRE

6. What information should be on a workplace label?

7.

How many sections are required for a typical MSDS?

8. What are three ways controlled products can hurt us?

9. Name two ways hazardous materials can enter a human body.

10. If you had questions about any hazardous material you work with, who would you
ask?
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Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

WHMIS TRAINING REVIEW QUESTIONNAIRE
Subsection 42(3) of the Occupational Health and Safety Act requires the employer
to review, in consultation with the committee or health and safety representative,
the training and instruction provided to workers and the workers’ familiarity with
the program at least annually. The following questions can be used for this review:
1. What does WHMIS stand for?
A. Workplace Hazardous Materials Information System
2. What are the three main components of WHMIS?
A. Labelling, MSDS & Training
3. What are 6 classes of controlled products.
A. Compressed Gas, Flammable and Combustible Material, Oxidizing Material,
Poisonous and Infectious Material, Corrosive Material
4. Name the two WHMIS labels?
A. Supplier and Workplace
5. Does a torn or illegible supplier label have to replaced with another supplier label?
A. No
6. What information should be on a workplace label?
A. Name of the product, information for the safe handling of the product and
reference to a MSDS

Page 1 of 2

WHMIS TRAINING REVIEW QUESTIONAIRRE

7. How many sections are required for a typical MSDS?
A. Nine
8. What are three ways controlled products can hurt us?
A. Fire or explosion, direct physical contact, product entering the body
9. Name two ways hazardous materials can enter a human body.
A. Absorption, injection, ingestion, inhalation
10. If you had questions about any hazardous material you work with, who would you
ask?
A. Your supervisor

Revisions
Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 18/03

New Issue

D.G.

Page 2 of 2

CORPORATION OF THE TOWN OF OAKVILLE
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POLICY/PROCEDURE NO: HS 5.3
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Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

5.3

HAZARDOUS MATERIALS INVENTORY AND CONTROL

(1)

Scope

It is policy to ensure and require that all hazardous materials present in the workplace
are identified, that unexpired MSDSs are available and an inventory is maintained for all
hazardous materials present in the workplace.

(2)

Purpose

This standard and requirements are developed to ensure proper information is
conveyed to and is available to workers at the workplace, to maintain control over
hazardous materials introduced into the workplace and to ensure compliance with
statutory and regulatory requirements.

(3)

Application

This standard and requirements apply to all hazardous materials (as defined in
subsection 1(1) of the Act) introduced, present, used or stored at the workplace.
“Hazardous material” means a biological or chemical agent named or described in the
regulations as a hazardous material.
Every controlled product is designated as a “hazardous material” under section 2 of
Regulation 860.

(4)

Exceptions

The requirements of this standard regarding identification (labelling) and MSDSs do
not apply with respect to materials or products mentioned in clauses 4(2)(a) to (e) of
Regulation 860:
•

explosives (Explosives Act);
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•

cosmetics, devices, drugs or food (Food and Drugs Act);

•

control products (Pest Control Products Act);

•

prescribed substances (Atomic Energy Control Act); or

•

consumer products (packaged and labelled).

The requirements of this standard do not apply to hazardous materials that are
mentioned in subsection 4(3) of Regulation 860:

(5)

•

wood or wood products;

•

tobacco or tobacco products;

•

manufactured articles; or

•

materials being transported or handled under transportation of dangerous goods
legislation.

Organization

It is the responsibility of the Department Director to ensure the application of the
requirements of this standard are carried out. The Department Director may authorize
delegation of responsibilities under this standard.
Workers required to carry out and apply this standard, the requirements of the control
procedure and the requirements of the inventory procedure have the responsibility and
authority to correctly apply these requirements, and will be held accountable for that
correct application.
Workers are responsible and accountable to comply with section 5.3(6) of this
chapter.

(6)

General

(a)

Identification of Hazardous Materials

All hazardous materials introduced, present, used or stored at the workplace shall be
identified with a code number (internally generated) affixed to the product container.
(b)

Labels and Material Safety Data Sheets
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Hazardous materials received from suppliers for use in the workplace must be
provided (by the supplier) with labels and MSDSs that comply with the requirements of
the Controlled Products Regulation (Canada), SOR/88-66.
(c)

Inventory

An inventory shall be developed and maintained for hazardous materials present,
used and stored in the workplace. The inventory shall include the:
•

code number;

•

product name;

•

supplier name; and

•

MSDS expiry date.

(d)

Prohibitions

No hazardous materials shall be introduced for use into the workplace unless the
requirements of the control procedure are complied with.
Note: See section 5.3(4) of this chapter.

(7)

Training

Workers required to apply and carry out the requirements of this standard shall
receive training and instruction. All training will be documented.

(8)
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POLICY/PROCEDURE NO: HS 5.4

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

5.4

INVENTORY AND CONTROL PROCEDURES

(1)

Control Procedure

All requests for purchases of hazardous materials shall be co-ordinated through the
Department Director or his or her designate.
If the hazardous material is presently used at the workplace and is listed on the
hazardous material inventory, approval of the Department Director is not required.
If the Department Director or his designate receives a request for purchase of a
hazardous material not on the inventory, the supplier is required to forward a copy of the
supplier label and MSDS.
Following review and approval of the label and MSDS, the Purchasing Department
shall assign a “code number” to the hazardous material. The MSDS shall be reviewed to
determine if it contains one or more designated substances. Appropriate action, in
compliance with the appropriate designated substance regulation, shall be taken where a
designated substance is present.
The Department Director may order the hazardous material only after assigning the
“code number” to the specific product.
The supplier will be instructed to list the assigned “code number” on the invoice and
packing slip.
Only hazardous materials that have a pre-assigned “code number” will be accepted
for use at the workplace.
The applicable Manager or his designate is responsible for applying the
“identification sticker” and writing the pre-assigned “code number” on that sticker prior
to releasing the hazardous material into the workplace.

(2)

Inventory Procedure
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5.4 – Inventory and Control Procedures

A current inventory of hazardous materials present, stored and used at the workplace
shall be maintained by the facility or operations manager.
The inventory shall be reviewed and updated on a monthly basis, as necessary.
Copies of the inventory (monthly) shall be provided to the committee on their
request.
It is the responsibility of the Department Director to ensure an annual audit is
performed to update the hazardous materials inventory.

(3)
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HAZARDOUS MATERIALS INVENTORY WORKSHEET
Department:
Code
Number

Product Name

Facility:
Supplier Name

Audited by:
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MSDS
Y/N

MSDS
Expiry Date

CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 6.1

EFFECTIVE DATE: February 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

6.1

GENERAL SAFETY RULES

1. Follow and obey all instructions, rules and signs.
2. Report the following to your supervisor:
•

hazardous/dangerous conditions and practices;

•

absence of, or defects in protective equipment or device; and

•

all accidents, injuries and incidents.

3. Use or wear designated and approved protective equipment and devices and personal
protective equipment.
4. Use the right tools and equipment for the job.
5. Make sure you are trained and “authorized” to use or operate equipment and
machinery or to perform the job.
6. Do not take chances or short-cuts, follow procedures.
7. If you are not sure about something, ask.
8. Keep your work area clean and orderly.
9. Make sure you know what to do and where to go in the event of emergencies.
10. Stay alert, and always . . . THINK!
MAKE SAFETY A HABIT NOT AN ACT!
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6.2

SAFE WORK PRACTICE INSTRUCTIONS

(1)

Safe Work Clearances

Adequate clearances will be maintained between machinery, equipment and
structures so as not to endanger any worker. Additionally, these clearances are to be
established and maintained so as to ensure safe operation, maintenance and repair.

(2)

Guardrails

Guardrails will be constructed so as to comply with the structural requirements set
out in the Ontario Building Code. In any event guardrails will be designed and
constructed to withstand any load that they may be subjected to, and:
•

have a top rail located between 40 and 42 inches (100 and 107 cm);

•

have a mid-rail; and

•

have a toe-board of at least five inches (125 mm).

Guardrails will be installed at:
•

uncovered openings in floors, roofs or other surfaces;

•

open sides of floors, platforms, walkways or surfaces where the height exceeds 24
inches (600 mm);

•

vats, bins, tanks, etc., the top of which is less than 42 inches (107 cm); and

•

any machine, equipment, electrical installation or thing that may or is likely to
endanger a worker.

Requirements for guardrails do not apply to areas identified in section 13(2) of
Regulation 851(Industrial Establishments).

(3)

Ladders (Fixed Access)

6.2 – Safe Work Practice Instructions

Fixed access ladders (vertical) or stairs will be provided where frequent access is
required to equipment, machinery or devices located below grade level or elevated. These
ladders will be designed, constructed and installed to withstand any load to which they
may be subjected.
Ladders will be inspected annually and records of the inspection maintained. Fixed
access ladders will be maintained in good condition, and
• have surface finishes on rungs and side rails to permit secure foothold and
handhold;
•

have rungs with non-slip surfaces;

•

have a minimum width of 22 inches (55 cm);

•

have rungs which are at least 6 inches (15 cm) from the wall;

•

have rungs which are spaced at regular intervals; and

•

have side rails extending 36 inches (90 cm) above the landing surface.

Fixed access ladders will meet the design criteria set out in section 18(1) of
Regulation 851.

(4)

Ladders (Portable)

Portable ladders will be maintained in good condition and inspected annually.
Records of inspections will be maintained.
Only ladders made of non-conductive material will be used in proximity to live
electrical equipment, installations or conductors.
Defective ladders will be taken out of service and repaired or disposed of.
Portable ladders will:
•

have non-slip feet;

•

be placed on firm and secure footing;

•

be securely fastened where and when appropriate;

•

be held in place by one or more workers when not securely fastened;
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•

extend 36 inches (90 cm) above any top landing surface or support; and

•

when not securely fastened, be inclined so that the ladder base is between one
quarter and one third of the ladder length from the top support.

(5)

Vehicle Traffic

Barriers and warning signs, appropriate in the circumstances shall be used where
vehicular traffic could endanger the safety of any worker.
The guidelines and recommended practices in the Ontario Traffic Manual, Book 7,
Temporary Conditions, will be used.

(6)

Lighting

Lighting will be provided to adequately ensure the safety of workers and appropriate
for the task.
The guidelines and recommended practices of the Illuminating Engineers Society
standards will be used.
Where appropriate, and as required by the Ontario Building Code and Ontario Fire
Code, emergency lighting will be provided.

(7)

Grinding Wheels

All grinding wheels will be installed, operated, maintained, stored and inspected in
accordance with the manufacturer’s recommendations and specifications.
Records of inspections will be maintained.
Personal protective equipment, appropriate in the circumstances, shall be worn by
workers operating grinding wheels. Protective hoods will be used to enclose the wheel as
closely as the work will permit.
Long hair, jewelry, loose clothing, etc. will not be worn if they can become entangled
in the wheel.
Grinding wheels, work rests, protective hoods, etc. will not be adjusted while the
wheel is in motion.

(8)

Compressed Gas Cylinders
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At all times cylinders (full and empty) will be secured in position during
transportation, storage and use. When not in use, cylinders will have valve protection
caps in position. Cylinders will be stored:
•

in areas away from posted exits and exit corridors; and

•

so as to be protected from physical damage.

Propane cylinders will be stored and changed outdoors.

(9)

Mobile Equipment

Mobile equipment (including lifting devices) will be operated, maintained and
inspected in accordance with the manufacturer’s recommendations and specifications.
Operators of mobile equipment shall perform daily walk-around inspections of their
equipment and document the inspections.
Only competent persons may operate mobile equipment. The employer will deem
who is a competent person.
Signalers will be used where operators do not have a clear, unobstructed view of the
intended path of travel.
Equipment and vehicles are not to be left unattended unless:
•

equipment/vehicle is immobilized and secured against accidental movement; and

•

attachments and parts are in the lowered position or solidly supported.

(10) Piping Systems
All piping systems containing hazardous substances (toxicity, temperature, pressure,
flammability, etc.) shall have the contents and direction of flow identified so as not to
endanger the safety of any worker.
Identification may include colour coding or banding, tagging, etc. Identification will
be made where workers may come into contact with the contents, including:
•

valves;

•

fittings; and

•

connections.
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(11) Dangerous or Hazardous Processes
All processes capable of producing a gas, dust, fume, mist, vapour or an oxygen
deficient atmosphere will only be carried out in areas, and under such conditions (where
possible) and with safeguards so as not to endanger any worker.
These conditions and safeguards may include:
•

isolation;

•

enclosure;

•

ventilation; and

•

personal protective equipment (where appropriate).

Where a process is capable of forming an explosive mixture with air the following
additional safeguards will apply. There must be:
•

no potential sources of ignition;

•

appropriate and suitable electrical equipment classification and use;

•

provision for explosion venting;

•

other measures to reduce the effects of any explosion; and

•

suitable emergency measures and procedures.

(12) Maintenance and Repairs
Machinery, equipment or material (including any structure) that a worker may work
on, or in proximity to shall be securely and solidly blocked, braced or shored, or other
effective measures taken to protect the worker from injury in the event that the
machinery, equipment, material (or structure) falls, moves or collapses.

(13) Material Handling (Manual Lifting)
Materials, articles and things required to be lifted, carried or moved manually by
workers will be done in such a way and in a manner that will not endanger workers.
Workers will utilize lifting techniques that place minimum stress on the lower back.
These techniques include, but are not limited to:
•

“bending at the knees” not at the back, while lifting from floor level;
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•

avoiding twisting the torso while carrying, placing or retrieving an object, “turn
your entire body”;

•

not performing lifts that exceed your strength;

•

knowing the weight of the object;

•

knowing when to ask for help; and

•

knowing when, and how to use lifting assists, ladders, platforms, etc.

(14) Chemical/Biological Substances
Where substances are present and used at the workplace which are poisonous by
ingestion, the following will apply
• no food, drink or tobacco products will be taken into, left or consumed in those
areas;
•

facilities suitable for eating purposes will be provided for those workers exposed;
and

•

shower rooms and individual lockers for street and work clothes will be provided
for those workers exposed.

Eyewash fountains will be provided where workers are exposed to contact with
substances that may cause injury to the eye.
Eyewash fountains will be capable of delivering a continuous flush of water for at
least 20 minutes.
Quick-acting deluge showers will be provided where workers are exposed to contact
with substances that may cause injury to the skin.
Eyewash fountains and deluge showers are to be inspected on a regular basis.

(15) Protective Equipment
Instruction and training will be provided to workers in the use, care and limitations of
protective clothing, equipment or devices they are required to wear.
Long hair shall be suitably confined, and jewelry or clothing that is loose or dangling
will not be worn near any rotating shaft, spindle, gear, belt or other source of
entanglement.
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Suitable wearing apparel, shields, screens or similar barriers will be provided where
workers are exposed to contact with:
•

a noxious gas, liquid, fume or dust;

•

a sharp or jagged object;

•

a hot object, liquid or molten metal;

•

radiant heat; or

•

cold.

Safety harnesses and lifelines will be provided and worn where workers are exposed
to the hazard of falling more than three meters.
A lifeline will be adequately secured to a fixed support and no more than 1.5 meters
in length.
The harnesses and lifelines will meet all appropriate standards and be inspected on a
regular basis and prior to each use.
Respiratory protection provided to workers will be suitable and appropriate for the
type of contaminant and level of contaminant to which the worker is exposed.
Respiratory protection will only be used and provided where engineering controls
or other measures to reduce workers’ exposure to chemical or biological agents are:
•

not in existence;

•

not reasonable or practicable due to the duration or frequency of exposure; or

•

ineffective due to an emergency or upset situation or condition.

(16) Ventilation
Natural or mechanical ventilation will be provided in the workplace such that the
atmosphere does not endanger worker health and safety.
Machinery, equipment or any device or process that produces or emits a hazardous
chemical or biological agent will be adequately ventilated (dilution or local exhaust) so
as not to endanger any worker.
Ventilation will meet all applicable standards, codes and practices.
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Ventilation equipment will be maintained in good condition.

(17) Gas Welding and Cutting
All welding and cutting operations will, where possible, be carried out in areas with
adequate ventilation.
Suitable protective equipment, appropriate in the circumstances, will be provided and
worn by workers.
Cylinders will be secured in an upright position.
Cylinders, valve, regulators, hoses and all connections are to be checked and
inspected for potential leakage.
Select proper heads, mixers, tips and nozzles as recommended by the manufacturer.
Welding and cutting operations are not to be performed in proximity to flammable
materials.

(18) Electrical Arc Welding
All arc welding equipment will be maintained in good condition.
The power supply is to be disconnected prior to repairs or making adjustments.
Proper and effective ground connections should be verified on a regular basis.
Worn or damaged cords, connectors and insulating materials are to be replaced.
Arc welding operations are to be carried out in a manner so as not to endanger any
worker.

(19) Painting (Non-spray Application)
Prior to using, refer to the product label and material safety data sheet.
Follow recommended procedures for equipment and material use.
Paint in a well-ventilated area and wear and use the appropriate protective equipment.
Follow recommended procedures for equipment and material use.

(20) Revisions
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 7.1
Prepared by:

EFFECTIVE DATE: February 2003

David Grant, Health, Safety & Wellness Consultant

Approved by: Elizabeth Bourns, Director of Human Resources

7.1

HOUSEKEEPING

(1)

Scope

It is policy to ensure and require that the workplace including individual work
stations, aisleways, walkways, exits, exit corridors, etc. are kept and maintained free of
obstructions and other hazards that may endanger workers.

(2)

Purpose
This standard and its requirements are developed to:
•

reduce the potential of personal injury;

•

expedite the safe exit of workplace personnel;

•

expedite the entry/exit by emergency services under any emergency situation; and

•

ensure compliance with statutory and regulatory requirements.

(3)

Application
This standard applies to all workplace areas, including office/administrative areas.

(4)

Exceptions
n/a

(5)

Organization

Workers are responsible for maintaining their workstations in compliance with this
standard.
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7.1 Housekeeping

Supervisors shall ensure their respective areas are maintained in compliance with this
standard.
Supervisors shall ensure that periodic audits are conducted in their respective areas to
monitor compliance with this standard.
Workers assigned responsibilities under this standard will be held accountable for the
correct application of their respective duties.

(6)

General
Clear access shall be maintained for all electrical panels and disconnects.
Clear access shall be maintained for exit doors and exit corridors.

Aisleways and walkways (pedestrian and vehicular) shall be kept free of obstructions
and hazards, to the extent that it is practicable.
Individual work stations shall be kept free and clear of obstructions, debris and trip
hazards that may endanger workers.

(7)

Training
n/a

(8)
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POLICY/PROCEDURE NO: HS 7.2
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David Grant, Health, Safety & Wellness Consultant

Approved by: Elizabeth Bourns, Director of Human Resources

7.2

ELECTRICAL SAFETY

(1)

Scope

It is policy to ensure and require that electrical equipment, installations, insulating
materials and conductors are suitable for their use and certified by the Canadian
Standards Association (CSA) or the Ontario Hydro Inspection Department. Additionally,
to ensure that any work performed on or near live exposed parts of electrical equipment,
installations or conductors is done in such a manner and with such safeguards so as to
protect the safety of workers.

(2)

Purpose

This standard and its requirements are developed to reduce the risk of personal injury
that may occur in the workplace and to reduce the risk of equipment damage.
Additionally, these requirements are intended as a guide to applicable statutory and
regulatory compliance and applicable standards and codes.

(3)

Application

These requirements apply to all electrical equipment, installations, insulating
materials and conductors and any work performed on the above-mentioned.

(4)

Exceptions
n/a

(5)

Organization

Workers assigned authority or responsibility under this standard are required to
correctly apply those responsibilities and will be held accountable for their correct
application.
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7.1 – Electrical Safety

(6)

General

Clear access shall be maintained for all electrical equipment panels, controls and
disconnects pursuant to the Ontario Hydro Electrical Code.
Electrical equipment, insulating materials and conductors shall comply with the
requirements of section 40 of Regulation 851 (Industrial Establishments).
Tools and other equipment that are capable of conducting electricity shall not be used
in such proximity to any live electrical installation or equipment that they may make
contact with a live conductor (section 43 of Regulation 851).
Cord connected (or portable) electrical equipment and tools shall have casings that
are adequately grounded and where appropriate, be protected by a ground fault circuit
interrupter (GFI).
Entrances to rooms or similar enclosures containing live electrical parts shall have
warning signs forbidding entry by unauthorized persons.
Only authorized persons shall be allowed access to live electrical equipment or
installations where the potential exists to make contact with a live conductor. (Employer
Designate) will determine who is an authorized person.
(a)

Electrical Lockout

The requirements of sections 7.5 and 7.6 of this chapter apply where work is to be
performed on or near live exposed parts of electrical equipment, installations or
conductors and it is practical to lockout such equipment, installations or conductors.
Where it is not practical or required to lockout electrical equipment, installations or
conductors, or where the work to be carried out is equipment testing or troubleshooting,
the criteria and requirements of subsection 42.1(2) of Regulation 851 shall be complied
with.
The personal protective equipment and other protective equipment referred to in
subsection 42.1(2) of Regulation 851 shall be made available prior to allowing any
worker to work on or near live conductors.
Workers shall use and wear the equipment mentioned above.
Appropriate measures and procedures adequate to ensure protection from electrical
shock and burns shall be developed in addition to the use of the equipment mentioned
above.

7.1 – Electrical Safety

(b)

Prohibition

No person or worker shall open or access live electrical equipment, installations or
conductors where the potential exists to make contact with a live conductor unless
authorized to do so in compliance with section 7.2(6) of this chapter.
(c)

Outside Contractors

Contractors assigned to perform services on electrical equipment, installations or
conductors shall be made aware of this standard and must comply with its requirements.

(7)

Training

Training will be provided to authorized persons required to carry out the application
of this standard. All training will be documented.

(8)
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7.3

FLAMMABLE LIQUIDS: STORAGE AND HANDLING

(1)

Scope

It is policy to ensure and require that all flammable liquids present, stored, handled
and used at the workplace are stored and handled in compliance with the applicable
sections of Regulation 851 and the Ontario Fire Code.

(2)

Purpose

This standard and its requirements are developed to ensure that proper storage and
handling of flammable liquids are developed and instituted, to reduce the risk of fire or
explosion and potential injury to workers and to ensure compliance with regulatory
requirements.

(3)

Application

These requirements apply to all flammable liquids present, stored, handled and used
at the workplace.

(4)

Exceptions

The requirements of this standard regarding storage (section 7.2(6) of this chapter) do
not apply to the immediate use of paints (that meet the definition of a flammable liquid).

(5)

Organization

Workers required to store, use, handle or dispense flammable liquids have the
responsibility and authority to correctly apply the requirements of this standard and will
be held accountable for that correct application.

(6)

General

(a)

Storage

7.3 – Flammable Liquids: Storage and Handling

All flammable liquids, not required for immediate use, shall be stored in sealed
containers and located either outdoors, in a building not used for any other purpose or in
a room that complies with sub-clause 22 (1)(b)(iii) of Regulation 851.
All flammable liquids, not required for immediate use, and stored in opened
containers or having a flash point below 22.8 degrees Celsius shall be stored in
compliance with clauses 22(2)(c), (d) and (e) of Regulation 851.
A maximum of 235 litres of flammable liquids may be stored in sealed containers of
not more than 23 litre capacity each or in CSA approved flammable liquid storage
cabinets.
All flammable liquids, required for immediate use, at the workplace shall be stored in
containers made of material suitable to provide for the safety of all workers and have a
spring-loaded cap and a flame arrestor (CSA approved).
No other products or materials may be stored in facilities or CSA approved cabinets
where flammable liquids are stored.
(b)

Dispensing

Containers and dispensing equipment shall be bonded and grounded when flammable
liquids are dispensed.
Areas where flammable liquids are dispensed shall have adequate mechanical or
natural ventilation to provide for the safety of all workers and shall comply with clause
22(4)(a) of Regulation 851 (1cfm/sq. ft of floor space).
(c)

Identification

Containers shall be labelled in accordance with section 5.3 of this policy and
procedure manual.

(7)

Training

Workers authorized to store, use, handle or dispense flammable liquids pursuant to
this standard, shall be trained and the training shall be documented.
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7.4

LIFTING DEVICE EXAMINATION, INSPECTION AND
OPERATION

(1)

Scope

It is policy to ensure and require that all lifting devices (as defined) and related
equipment and attachments are maintained in good condition, are examined and
inspected on a regular basis. Additionally, this standard shall ensure that lifting devices
are operated only by competent persons (as defined in section 1 of the Occupational
Health and Safety Act).

(2)

Purpose

This standard and its requirements are developed to reduce the risk and potential of
personal injury, equipment or inventory damage, and to ensure compliance with statutory
and regulatory requirements. In particular the requirements of sections 51 and 52 of
Regulation 851.

(3)

Application

This standard and its requirements apply to lifting devices (operation and inspection)
meaning any device that is used to raise or lower any material or object and includes its
rails and other supports.

(4)

Exceptions
n/a

(5)

Organization

Workers assigned responsibility under this standard have the authority to carry out
and comply with these requirements and will be held accountable for the correct
application.

7.4 – Lifting Device Examination, Inspection and Operation

(6)

General

(a)

Examination and Inspection

Lifting devices shall be examined, inspected and maintained in accordance with the
manufacturer’s specifications and recommendations.
Lifting devices shall be thoroughly examined by a competent person (as defined) to
determine the devices’ capability of handling the maximum load as rated. The
examination shall take into account, but not be limited to, the requirements set out in
clauses 51(1)(a), (b) and (c) of Regulation 851.
Lifting device examinations shall be conducted at least annually, or more frequently,
if recommended by the manufacturer.
Lifting devices shall be re-examined following any structural repair or modifications.
The re-examination shall be performed prior to the device’s first use.
Permanent records shall be kept, signed by the competent person who performed the
examination. The records shall be kept by the applicable Department or Facility
Manager. Copies of records shall be provided to the committee on request.
Operators shall perform daily inspections on lifting devices as per the manufacturer’s
recommendations.
Lifting devices and associated lifting equipment (chains, slings, etc.) shall be clearly
marked with the device’s or equipment’s maximum rated load as determined by the
examination.
(b)

Prohibitions

Except in emergency situations, no worker shall operate any lifting device unless they
fall within the categories mentioned in section 7.4(7) below.

(7)

Training
Lifting devices shall only be operated by:
•

authorized workers who have received training and instruction in the operation of
lifting devices; or

•

workers being instructed in the operation of lifting devices by an authorized
worker.
•

Training and instruction shall be documented and reviewed annually.
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7.5

LOCKOUT POLICY

(1)

Scope

It is policy to ensure and require that workers follow safe work practices when
working on or near machinery or equipment where the unexpected starting or movement
of that machinery or equipment may endanger a worker. When these conditions exist, the
requirements of sections 42, 75 or 76 of Regulation 851 shall be met or exceeded.

(2)

Purpose

This standard and its requirements are developed to reduce the potential of personal
injury and equipment damage and to ensure compliance with statutory and regulatory
requirements.

(3)

Application

These safety requirements apply to all situations where the unexpected start-up,
movement or release of stored energy of any machinery, equipment or process have the
potential to endanger a worker.

(4)

Exceptions

Where it is not reasonable or practicable to apply these requirements, other effective
measures and procedures shall be taken. These measures and procedures shall be reduced
to writing in consultation with the committee, and be governed by this standard.

(5)

Organization

Whenever workers have a need to place themselves in a situation where the
unexpected start up, movement or release of stored energy has a potential of endangering
the workers, then the workers have the responsibility and the authority to correctly apply
these safety requirements and will be held accountable for their correct application.
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(6)

General

(a)

Identification of Energy Control Devices
Control devices shall be labelled or marked to indicate their function.

(b)

Equipment

Protective equipment and devices required to carry out the application of these safety
requirements will be provided.
(c)

Area Locks
Area locks shall be assigned for use as follows:
•

major work that will not be completed in the shift in which it was started; and

•

additional locks to lockout multiple power or energy sources.

(d)

Personal Locks

Personal locks and keys for authorized workers shall be numbered and recorded. The
workers shall retain their own keys.

(7)

Training
Authorized workers required to apply these safety requirements shall receive training.

(8)
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7.6

LOCKOUT PROCEDURE — WORK PRACTICES AND
MEASURES

(1)

Preparation
Identify all power and energy sources.
Identify all power and energy control devices.

(2)

Lockout and Control
Disconnect all power at its entry point.

Note: The disconnect handle should be operated with the left hand while standing to
one side of the disconnect, not in front of the switch or panel.
Bleed off or dissipate residual pressure in air, gas, chemical, water or hydraulic
systems.
Capacitors in electrical systems shall be grounded prior to performing work.
Allow stored energy to dissipate prior to performing work.
Apply locks to each entry point of power at the appropriate disconnect.

(3)

Verification

After locking out or controlling power sources as detailed above, cycle all control
functions to verify that energy has been dissipated prior to working on the equipment.
Note: Ensure a zero energy state for all energy sources (where practicable).

(4)

Identification

Identification (ID tags) shall be used only to supplement an area lock as per section
7.5(6) of this chapter.
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ID tags shall identify the purpose of the lockout.
ID tags shall not be used as a substitute for any lock.

(5)
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7.7

MACHINE GUARDING

(1)

Scope

It is policy to ensure that all machinery and equipment are equipped with guards or
other devices to prevent access to the moving parts or in-running nip hazards that may
endanger a worker. When such conditions exist the requirements of sections 24, 25, 26 or
34 of Regulation 851 shall be met or exceeded.

(2)

Purpose

This standard and its requirements are developed to ensure compliance with statutory
and regulatory requirements and to protect against and prevent personal injury from:
•

persons making contact with moving parts of machinery or equipment;

•

process material making contact with personnel;

•

electrical failure; and

•

human failure.

(3)

Application

This standard applies to all conditions where a worker has access to, and may be
endangered by, the exposed moving parts of:
•

rotating mechanisms;

•

cutting or shearing mechanisms;

•

in-running nip points;

•

screw or worm mechanisms;

•

forming or bending mechanisms; or
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•

(4)

reciprocating mechanisms.

Exceptions

Except for the purposes of testing, trouble-shooting, maintenance, set up or cleaning,
there are no exceptions to these safety requirements. Written procedures where
applicable, will be developed specific to these exceptions.

(5)

Organization

It is the responsibility of every supervisor to ensure that these safety requirements are
carried out and maintained when the conditions outlined in sections 7.7(1) and (3) of this
chapter exist.
It is the responsibility of every worker to report to their supervisor the lack of, or
inadequate guarding of machinery/equipment when the conditions outlined in sections
7.7(1) and (3) of this chapter exist.
It is the responsibility of every worker who removes, or renders ineffective, any
guard or other device, for the purpose of testing, trouble-shooting, maintenance, set-up or
cleaning to ensure:
•

the guard, or other device is replaced following the testing, trouble-shooting
maintenance, set-up, repair or cleaning; and

•

where applicable, other effective precautions and measures are taken.

It is the responsibility of every worker, except for the purposes outlined above, to not
render ineffective any guard or other device to which these safety requirements apply.
No worker shall operate any machinery or equipment to which these safety
requirements apply, if such machinery or equipment is not provided with a guard or other
device to prevent access to the moving parts.
Supervisors and workers assigned responsibility to carry out and apply these safety
requirements have the authority to carry out and apply those responsibilities and will be
held accountable for their correct application.

(6)

General
n/a

(7)

Training
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Supervisors and workers required to carry out, apply, and implement these safety
requirements, shall receive training. All training will be documented.

(8)
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7.8

MAINTENANCE AND REPAIRS

(1)

Scope

It is policy to ensure and require that equipment, machinery, devices and protective
equipment and devices are maintained in good condition. When such maintenance and
repairs are required, they will be carried out promptly or within such time limits as are
reasonable and practical.
Maintenance and repairs to equipment, machinery, devices and protective equipment
and devices that pose a risk and have the potential to affect a worker’s health or safety
shall be carried out on a priority basis.

(2)

Purpose

This standard and its requirements are developed to reduce the risk and potential of
personal injury, machinery and equipment damage and to maintain such equipment in
good condition. Additionally, these requirements are meant to ensure statutory and
regulatory compliance.

(3)

Application

These requirements apply to all situations and circumstances where equipment,
machinery, devices or protective equipment and devices are in need of, or identified as in
need of maintenance or repair.

(4)

Exceptions

Where it is not practical, reasonable or possible at the time to apply these
requirements, and a worker’s health or safety could be adversely affected, other effective
precautions, measures and safeguards shall be put into effect.

(5)

Organization
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Workers assigned responsibility under this standard have the authority to carry out
that responsibility and will be held accountable to carry out those requirements.

(6)

General

A work order shall be generated for all maintenance or repairs (where reasonable and
practicable).
Upon completion of the maintenance or repairs, a copy of the work order, identifying
the work as completed shall be retained by the applicable Department or Facility
Manager.
The applicable Department or Facility Manager shall assign a priority to the work
orders as follows:
1. immediate;
2. earliest opportunity (one week or less); and
3. after all first and second priority work orders are completed.
All health and safety related maintenance and repair work orders shall be priority one
and carried out immediately.
The applicable Department or Facility shall retain records of maintenance or repairs,
and work orders of such.
Maintenance, repairs, inspections and examinations of equipment, machinery, devices
or protective equipment and devices shall be performed in accordance with the
manufacturer’s specifications and recommendations.
Upon the request of the committee, the applicable Department or Facility Manager
shall provide copies of reports or records as required under this standard.

(7)

Training

Workers required to apply the requirements of this standard shall receive training. All
training will be documented.

(8)

Revisions
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7.9

MATERIAL HANDLING

(1)

Scope

It is policy to ensure and require that material, articles or things required to be lifted,
carried, transported, moved, stored or conveyed by a machine, prime mover or
transmission equipment, shall be performed in a way and manner and with appropriate
precautions and safeguards so as not to endanger the safety of any worker.
Under such conditions the applicable requirements of sections 45, 46, 47 and 48 of
Regulation 851 shall be met or exceeded.

(2)

Purpose

This standard and its requirements are developed to reduce the risk and potential of
personal injury and equipment damage and to ensure compliance with statutory and
regulatory requirements.

(3)

Application

This standard and requirements apply to all situations when the conditions exist that
are mentioned above and those conditions have the potential to endanger the safety of a
worker.

(4)

Exceptions

Where it is not reasonable or practicable to apply these requirements, other effective
precautions shall be taken and developed in the form of written work practices,
procedures and measures prior to any variance from these requirements.
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(5)

Organization

Workers assigned the authority and required to carry out the safety requirements of
this standard have the responsibility for its correct application and will be held
accountable for that correct application.

(6)

General

Materials, articles or things shall be transported, placed or stored so as not to tip,
collapse or fall and may be removed in a manner that will not endanger the safety of any
worker.
Machinery, equipment, material, articles or things to be transported, moved, stored or
conveyed that may tip or fall shall be secured so as not to endanger the safety of any
worker.
Cylindrical objects stored on their side shall be blocked, wedged or secured to
prevent motion that may endanger a worker.
A machine, prime mover or transmission equipment used to transport, move or
convey material, articles or things shall not be left unattended unless it is immobilized
and secured against accidental movement.
The requirements of section 60 of Regulation 851 apply where a machine, prime
mover, transmission equipment or a lifting device is operated near a live power line of
more than 750 Volts (i.e., minimum distance from live power lines).
Where the operator of material handling equipment does not have a full view of the
intended path, the requirements of section 56 of Regulation 851 apply (i.e., signaller or
flag-man).
(a)

Guarding

Where a machine, prime mover or transmission equipment, under this policy requires
guarding, the requirements of section 7.7 of this chapter apply.

(7)

Training

Workers required to apply these safety requirements shall receive training. All
training will be documented.
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7.10 Computer Workstation – Layout and Lighting
(1)

Scope

It is policy to ensure and require that computer workstation, as a minimum, conform to
Ministry of Labour guidelines.

(2)

Purpose

This guideline and its requirements are developed to reduce the risk and potential of
personal injury and equipment damage and to ensure compliance with statutory and
regulatory requirements.

(3)

Application

This guideline and its requirements apply to all situations when the conditions exist that
are mentioned above and those conditions have the potential to endanger the safety of a
worker.

(4)

Exceptions

Where it is not reasonable or practicable to apply these requirements, other effective
precautions shall be taken and developed in the form of written work practices,
procedures and measures prior to any variance from these requirements.

(5)

Organization

Workers assigned the authority and required to carry out the safety requirements of this
standard have the responsibility for its correct application and will be held accountable
for that correct application.
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(6)

Introduction To Guidelines

Extended work with video display terminals (VDTs) can lead to muscular fatigue and
discomfort, usually in the back, arms, shoulders and neck. As well, the risk of a
repetitive strain injury (RSI) is higher for VDT operators than for other office workers,
and the risk increases as the intensity of VDT work increases. Frequently, the source of
muscular fatigue and discomfort is the operator's posture while working at the
terminal, and this posture is due in turn to the layout of the VDT workstation and the
furniture provided. The specific tasks and the intensity of the work are also factors.
VDT operators may experience visual as well as muscular fatigue and discomfort.
Symptoms include eyestrain, burning eyes, blurred vision and headaches. The layout
of the VDT workstation can increase the visual demands on operators, as can lighting
levels and glare.
This guideline discusses the factors affecting both the physical and the visual demands
on people who work with VDTs. It addresses the layout of VDT workstations,
covering the relevant parts of the computer (keyboard, monitor, mouse, etc.) and
related furniture and aids (chairs, desks, document holders, etc.). It also addresses
lighting in the VDT work environment and task design for VDT work. The checklist
provided at the end will allow the reader to make a point-by-point review of each VDT
workstation in a workplace.
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6.1. Workstation Layout
Figure 1: Adjusting your VDT workstation

The monitor should be set at a height so that your neck will be straight.
1.
Use an adjustable document holder to hold source documents at the same
height, angle and distance as the monitor.
2.
Your elbow joints should be at about 90 degrees, with the arms hanging
naturally at the sides.
3.
Keep your hands in line with the forearms, so the wrists are straight, not
bending up, down or to either side.
4.
There should be enough space to use the mouse. Use a wrist rest or armrest so
that your wrist is straight and your arm muscles are not overworked (see Figure 2).
5.
Your chair should be fully adjustable (i.e. for seat height, backrest height and
seat pan tilt). It should have a well-formed lumbar (lower back) support to help
maintain the lumbar curve.
6.
Thighs should be roughly parallel to the floor, with your feet flat on the floor.
Your legs should not be dangling.
7.
If necessary, use a footrest to support your feet.

Keyboard Position
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When working at a keyboard, the operator should be sitting in an upright position with
the upper arms hanging naturally from the shoulders. The elbows should be bent at
roughly a 90-degree angle when the fingers are in typing position on the home row of
the keyboard. This posture allows the arms and wrists to be held in a natural and
relaxed position that puts the least amount of physical stress on muscles and joints.
If work surfaces are too high, users must raise their arms and shoulders, which requires
continuous muscular effort, called "static effort" or "static loading". This static effort
in the arms and shoulders may be fatiguing, and it may also hinder blood flow, adding
to discomfort and even to the risk of injury. In addition, the wrist may be flexed (bent
forward) to reach the keys, placing stress on forearm muscles and wrist tissues.
If the work surfaces are too low, the worker must stoop forward, placing stresses on
the arms and back. As well, the wrists will tend to be bent back, also stressing the
muscles and tissues.
A desk height that is too high or too low for writing can result in the same kinds of
problems.

The Mouse and Other Hand-held Input Devices
Hand-held input devices such as computer mice and digitizing tablets are common in
both Computer-Aided Design (CAD) work and regular computer work. Users may hold
the arm they use for the device in a fixed, often raised, position. This results in static
loading of the shoulder and in bent wrist postures that contribute to discomfort and risk of
injury.
A mouse or a tablet should be placed as close to the worker's side as possible at a height
that allows the upper arm to hang relaxed from the shoulder with a "neutral" wrist
position (that is, so the hand is in line with forearm). This position causes the least
physical stress. The mouse should be also placed so the cord and items on the desk do not
limit movement.
At CAD and other workstations where work is done with one arm for long periods, the
forearm should be supported by a desk surface to the side of the operator or by adjustable
armrests on the desk or the chair (see Figure 2). Such a support is necessary to reduce
static loading.
The mouse or other hand-held input device should not contribute to cramped hand
postures. This may require consideration of different-sized devices for different hand
sizes. The device should be shaped so as to minimize bent wrist postures, or, failing that,
the forearm should be supported on a raised smooth surface to allow a comfortable wrist
posture.
The mouse buttons should be located so as to avoid awkward finger and hand postures.
The activation force (the force needed to make a button click) should not be so great as to
cause fatigue. But it should not be so little that buttons can be clicked inadvertently since
users will then tend to hold their fingers up away from the buttons, causing static loading
of the muscles.
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Users should be encouraged to hold the mouse in a relaxed way, not to grip it tightly, and
to move it from the shoulder rather than just the wrist. This distributes muscular demands
better and reduces wrist movements and static loading.

Figure 2: Surface beside keyboard for mouse use

Monitor Position
VDT monitors should be placed so that the top of the screen is at the operator's eye
level. The viewing distance between the operator's eyes and the screen should be 45 to
60 centimetres. If the screen is too low or too high, the muscles of the neck must work
continuously to hold the head in a viewing position. This may result in fatigue and
discomfort. If the screen is viewed continuously or frequently, it should be directly in
front of the worker to avoid having to keep the head turned to one side. Improper
viewing distances or positions may result in fatiguing head positions and in visual
fatigue caused by the effort needed to focus.

Bifocals, Trifocals and Single-focus Glasses
A VDT operator who wears bifocals may tilt the head back to view the monitor
through the bottom, close-vision, part of the glasses. If bifocals cause discomfort or
awkward head positions, several approaches can be taken. Graduated bifocals, which
have no sharp line between the two parts of the lens, can help with easier viewing, as
can trifocals. As well, the top of the screen should be five to 10 centimetres below eye
level for operators who wear bifocals or trifocals.
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Another approach is to wear single-focus glasses designed specifically for computer
work, with the focal distance chosen for the viewing distance between the worker and the
screen. In this case, it is important that a document holder is also used, to position
documents at the same viewing distance.

Seating
Height-adjustable chairs can help in placing the operator at a proper height for typing and
viewing the monitor, especially when height-adjustable tables are not available. The
height of the chair should allow the feet to rest flat on the floor with the thighs roughly
parallel to the floor. To place some shorter workers at a comfortable typing height, the
chair must be raised. If a worker's feet then cannot reach the floor, the front edge of the
chair may press into the underside of the worker's thighs, which may impair circulation
and cause discomfort. These problems can be avoided by using a footrest.
An office chair should have:
• a five-prong base, with its feet set in a circle at least as big as the seat itself,
• a seat with its height adjustable from 42 to 54 centimetres,
• a covering made with a breathable material and a dense foam that gives way no
more than 2.5 centimetres,
• a seat pan that:
• is large enough to provide support for thighs and buttocks but not so long that the
front edge presses into the backs of the operator's lower legs,
• has a "waterfall" (i.e. rounded, downward-curving) front edge to reduce pressure
on the underside of the thighs, and
• is adjustable, so that it can tilt from three degrees forward (i.e., with the front edge
three degrees down from the horizontal) to four degrees back, and
• a backrest that:
• is height-adjustable so that the lower edge of the backrest can be from eight to 15
centimetres above the seat,
• is adjustable forward and backward, and
• has support for the lumbar region of the spine.
•
As well, adjustable armrests are useful where a mouse or digitizing tablet is used.
However, armrests should be of a size and shape that do not limit where the chair can be
placed.
Footrests, where they are necessary, should have a stable surface and be large enough
to accommodate both feet easily. The surface may be inclined up to 30 degrees.
Make sure that workers are aware of the importance of adjusting their chairs correctly
and know how to make adjustments themselves. Chairs should be readjusted when
workers change the height they will be working at for any length of time: for example,
from keyboarding to writing or typing on a typewriter.
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Desks
The best way to provide the proper screen and keyboard heights for all operators is to use
split-level tables or desks that allow each height to be adjusted independently. This
ensures that almost all operators, large and small, can have proper posture as they work.
However, the correct use of an adjustable chair, a footrest where necessary and a monitor
arm or a small monitor stand can also allow comfortable postures.
Any table, desk or stand used for computer work must be deep enough for both the
keyboard and the monitor to be in front of the worker. The Canadian Standards
Association's "A Guideline on Office Ergonomics" (CAN/CSA-Z412-M89)
recommends a minimum of 76 centimetres. There should also be sufficient leg-room. The
CSA guideline calls for 46 centimetres of horizontal knee space and 61 centimetres of
"toe space", the total horizontal space for leg and foot.

Document Holders
VDT work often involves entering information from source documents. These should be

located beside the screen and in the same plane. This reduces the size of head and eye
movements between the document and the screen and decreases the likelihood of
muscular and visual fatigue. The best way to position documents correctly is to use an
adjustable document holder. These are usually mounted on a flexible arm that is fixed to
a base or clamps to the edge of the desk. The clamping type is preferable if desk space is
limited. Before purchasing a holder, consider the size and thickness of the documents to
be used and choose a holder that will accommodate them.

Telephone Work
Increasingly, workers are required to use a keyboard while on the telephone. This often
results in awkward head, neck and back postures with the receiver cradled between the
shoulder and head to leave both hands free. Workers required to use a a computer while
on the telephone for long periods tend to experience discomfort, particularly in the head
and back. In such cases, headsets should be used.

6.2. Lighting
When VDT work environments are being planned, both overall lighting levels and the
positioning of lights and windows must be considered.
Lighting levels from 300 to 500 lux are generally considered to be the most appropriate.
However, paper-based work often requires more light. Generally, maximum levels should
not exceed 750 lux. People usually find levels above this too bright. Excessive light
levels may "mask" (or partly hide) characters or whatever is shown on the screen and
create more and brighter sources of glare.
Glare is caused by large differences in light levels within the visual field. The eyes try to
adapt to these large differences and visual fatigue and discomfort may result. In addition,
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the VDT operator may adopt a poor posture while trying to reduce the glare by changing
his or her orientation to the screen. This may result in neck and back pain.

Figure 3: Three types of glare

There are three types of glare:
A. Indirect glare occurs when light from windows or overhead lighting is reflected
off shiny surfaces in the field of view, such as terminal screens, desks and other
office equipment.
B. Light from sources directly overhead causes masking glare on the screen, partly
obscuring what the operator is trying to focus on.
C. Direct glare occurs when there are bright light sources directly in the operator's
field of view. Windows are often a source of direct glare.
Ways of reducing both direct and indirect glare include using light-absorbing curtains
and blinds and positioning terminals so the operator's line of sight is parallel to
windows and overhead fluorescent lights (see Figure 4). Workstations should be
located between rows of overhead lights. Window curtains must be thick enough to
block most of the light, or they can be used with venetian blinds. Blinds with vertical
slats are also effective. General lighting levels should not be excessive. If a worker
needs more light for a job, adjustable task lighting should be provided.
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Figure 4: Reducing glare

Use parabolic filters where appropriate.
1.
2.
3.
4.

Orient workstation so operator's line of sight is parallel to the plane of the
window.
Use indirect lighting where possible.
Use task lighting where required.
Position workstation between rows of overhead lights.

Direct and indirect glare from overhead lights can also be controlled by parabolic
filters. These are light-fixture covers that allow light to travel only straight down and
not to disperse at an angle, providing sufficient light while minimizing reflection on
VDT screens. Another option is an indirect lighting system designed so light from
fixtures does not shine into the work area directly but only after being reflected off
ceilings and walls. This provides even lighting and minimizes glare.
There is one method of reducing glare that should be used only after other methods
have proved unsuccessful: namely, mesh anti-glare screens. Although these reduce
indirect glare from the VDT screen, they also tend to attract dust, which reduces the
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clarity of characters on the screen. This may increase visual demands on the operator
and may contribute to eyestrain. Wiping the mesh filter will usually not clean it
effectively since the dust is pushed into the mesh. Dust should be removed by blowing
along the back of the filter or with a vacuum cleaner. Glass and plastic
anti-glare screens, which are easier to keep clean, are also available.

6.3. Task Design
Extended periods of time spent working at computer workstations may contribute to
muscular and visual fatigue and discomfort. Maintaining any posture over time is
fatiguing, no matter how well the workstation is set up. Also, the work actions in tasks
such as continual data entry or word processing are highly repetitive, further contributing
to discomfort and, possibly, to risk of injury.
Breaks from VDT work are most effective in reducing discomfort when short breaks are
taken frequently. They are more effective than working for long periods of time and
taking longer breaks. Scheduling five minutes of work that does not use the VDT in every
hour provides relief from many of the postural and visual demands of VDT work. In
addition, for VDT-intensive tasks, attempts should be made to design jobs to include
duties other than VDT work.

6.4. A Checklist for VDT Workstations
Print version
[27 kb/ 1 page]
For best results during a workstation review, use the PDF version of this checklist.
Please photocopy the checklist and the guideline.

Review one workstation at a time, answering each question for each workstation.
Whenever the answer is no, see the relevant section of the Ministry of Labour's Health
and Safety Guideline "VDT Workstations: Layout and Lighting" for recommended
action.

Keyboard Position
1.
2.
3.
4.
5.

Upper arms hang relaxed at side during VDT use
Elbow joints are at about 90 degrees
Hands are in line with forearms when using keyboard and/or mouse
Forearm is supported when using a mouse or other hand-held device
Both keyboard and mouse height allow appropriate arm postures

Monitor Position
6.
7.
8.

The top of the screen is at eye height (bifocal and trifocal wearers excepted)
Viewing distance (eyes to screen) is 45 to 60 cm
Monitor is centred in front of user during continuous VDT use.
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Seating
9.
10.
11.
12.
13.
14.
15.
16.

The seat pan height is adjustable 42 to 54 cm
The seat pan tilt is adjustable +3 to -4 degrees
The backrest height (lower edge to seat) is adjustable 8 to 15 cm
The angle of the backrest to seat is adjustable 90 to 110 degrees
The backrest has a well-formed lumbar support
The worker knows how to adjust chair for maximum comfort
The thighs are parallel to the floor
Feet are flat on the floor or a footrest is provided where necessary

Desks
17.
18.

Horizontal knee space is greater than 46 cm
Horizontal toe space is greater than 61 cm

Document Holders
19.
20.

An adjustable document holder is present
The holder is large enough for documents being used

Lighting
21.
22.
23.
24.
25.
26.
27.
28.

Lighting levels appear to fall between 300 and 500 lux
The VDT screen is free of glare spots
The worker is shielded from sources of direct glare
The worker's line of sight is parallel to the plane of windows
The office area is illuminated with indirect light fixtures
Overhead light fixtures are fitted with parabolic filters
The workstation is located between rows of overhead lights
The worker is provided with an adjustable task light (if required)

Task Design
29.
The worker is encouraged to take frequent breaks (e.g., 5 minutes every hour)
away from keyboarding during prolonged VDT use.
References
1.
A Guideline on Office Ergonomics (CAN/CSA-Z412-M89), Canadian
Standards Association. Toronto, 1989.
2. Ergonomics for Workplaces with Video Display Terminals (P89-22E),
Canadian Centre for Occupational Health and Safety. Hamilton, 1989.
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3. VDT Workstations – Layouts and Lighting, Health and Safety Guidelines.
Professional and Specialized Services, Occupational Health and Safety Branch,
Ministry of Labour, 1993.
4. Rest Breaks for VDT Operators, Health and Safety Guidelines. Professional
and Specialized Services, Occupational Health and Safety Branch, Ministry of
Labour, 1993.
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 7.11

EFFECTIVE DATE: March 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

7.11 Confined Space Entry Procedures
(1)

PURPOSE:
To establish a policy and procedure to protect and safeguard employees from hazards
associated with confined spaces and to ensure that the Occupational Health and Safety
Act respecting “Confined Space” entry work, Construction Project Sections 60, 61. 62,
and 63 and Industrial Regulation Sections 67, 68, 69, 70, and 71.
(2)

SCOPE:

This policy/procedure applies to any employee, except Fire Department personnel, who
has reason to enter or re-enter and perform work in a confined space.

(3)

GENERAL:

Confined space work always requires competent people as defined in the Occupational
Health and Safety Act to perform this type of work.

(4)

DEFINITIONS:

Confined Space:
A place to which or from which the means of access or egress are restricted because of
location, design, construction or contents in which a hazardous accumulation of gas,
vapour, dust, mist or smoke may be present, or may accumulate, or where the oxygen
content in the atmosphere may be less than eighteen percent (19.5%), or more than
twenty-three percent (23%).
NOTE: Such places include, but are not limited to, an open or enclosed tank, vat, sewer,
pipe, duct, flue, reactor, manhole, catch basin, water chamber, culvert, valve chamber
and reservoir.
Competent Person:
A person who has successfully completed a Town Of Oakville authorized
Confined Space training course and as defined by the Occupational Health and Safety
Act.
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Confined Space Entry Permit (Form 7.11.A)
A permanent record indicating the following information: all gas detector readings, date
of reading, location of confined space, name of competent person completing the record,
name of person(s) who entered the confined space.

(5)

SAFETY EQUIPMENT:

The following approved safety equipment must be used or worn upon entry or re-entry in
a confined space, and shall be inspected by the competent person at the start of each
work shift/period:
•
•
•
•
•
•
•

(6)

An Approved Gas Detector (oxygen deficiency or enrichment, combustible gases,
toxic gases)
An Approved Safety Harness
An Approved Life Line
An Approved Retrieval System
Personal Protective Equipment (hard hat, safety boots, traffic vest) – eye, hearing
and respiratory protection must be work when associated hazards are present
Communication Devices
Spark-Resistant Tools

PROCEDURES:

Where the confined space is located near or on a roadway, appropriate measures must
be taken to protect the work area from vehicle traffic as per the Highway Traffic Act.
In the case of maintenance holes, wherever possible, the atmosphere must be tested
through the cover lift holes before removing the cover.
Spark-resistant tools must be used when removing any type of cover (ie. maintenance
hole cover, catch basin cover, etc.).
Before entering or re-entering a confined space, the atmosphere must be tested using
the gas detector. A “Confined Space Entry Permit” (Form 7.11.A) must be completed by
the competent person prior to entry.
Where the test results are within acceptable limits, the confined space may be entered
providing there is an attendant posted outside the entry point. A no time is a worker to
enter a confined space alone.
Where the results are NOT within acceptable limits, the confined space shall NOT be
entered and the supervisor should be notified immediately.
The person entering the confined space must have with him/her at all times, the gas
detector. If while working in the confined space, the detector goes into alarm for any
reason, the person must leave the space immediately and notify their supervisor.
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All physical hazards that may be in the confined space must be locked out, blanked off,
de-energized or appropriately neutralized before performing work in the confined space.
When all confined space work is completed, the space should be returned to its proper
working state or order.

(7)

EMERGENCY PROCEDURES:

If the person in the confined space becomes unconscious, the person is to be removed
from the space as quickly as possible using the harness assembly. UNDER NO
CIRCUMSTANCES IS A SECOND PERSON TO ENTER THE SPACE. Once the
person is out of the space, radio for assistance and provide appropriate first-aid to the
person immediately.

(8)

RELATED POLICIES AND PROCEDURES:
Occupational Health and Safety Act, Construction Project Sections 60, 61, 62 and 63
and Industrial Regulation Sections 67, 68, 69, 70 and 71.
(9)
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CONFINED SPACE ENTRY
PERMIT

Valid for one shift
Expires:

Location of Space:
Purpose for Entry:
Safety Standby Person Required for all Confined Space Entry.
Safety Harness and lifelines available
Yes
Hoisting Equipment
Yes
SCBAs for entry and standby person
Yes
Attendants Name:
Entry Supervisors Name:
1. Hazards of Space:

2. Isolation Actions

Required?

Lockout/Tagout all energy sources
Blank or block all lines into space
Container or space emptied
All access points opened
3. Entry Conditions

Yes
Yes
Yes
Yes

4. Communication Required

Yes
Yes
Yes
Yes
Yes

No
No
No
No
No

___________
___________
___________
___________

No
No
No

Test Required?

Oxygen 19.5 - 23.5%
LEL < 10%
Toxics < 50% of PEL
Carbon Monoxide <50% PEL

Completed By

Test Results

Completed By

____________ ___________
____________ ___________
____________ ___________
____________ ___________
Type:

5. PPE Required:

6. Additional Instructions:
All electric equipment listed Class 1, division 1 Group D
Non-sparking tools
Welding/Cutting Permit
Explosion proof lighting
Lockout/De-energize
Fire Extinguishers

Yes
Yes
Yes
Yes
Yes
Yes

FOR EMERGENCY CALL #:
Signature of Permit Issue Authority

Date

Copies: Permit Issuer (1) Job Site (1)
Form HS 7:11A

March 17, 2003

Previous Editions Obsolete
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CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 7.12

EFFECTIVE DATE: April 2003

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

7.12 Sharps Disposal Procedures
(1)

Scope

It policy to ensure and require that measures and precautions for the recovery and
disposal of sharps (needles) are provided to protect workers and prevent injury when
handling.

(2)

Purpose

This standard is developed to identify, assess and control exposure to workers
discovery and disposing of sharps.

(3)

Procedures for Sharps Disposal

(1)

Secure area (if someone is holding the needle, ask him or her in a clear calm voice
to place it carefully on a flat hard surface)
Each facility or on-road supervisor’s vehicle will be issued with, one pair of
heavy-duty gloves, tongs and a sharps container. It is the responsibility of the
supervisor to ensure such equipment is available at the facility or in the vehicle
they are driving.
The First Aid Rooms located at Town Hall and the Central Depot will each
contain one pair of heavy duty gloves, tongs, and a sharps container. It is the
responsibility of the Building Manager in each case to ensure that such equipment
is available.
Obtain the necessary equipment to safely remove and dispose of the needle
i.
One pair of thick heavy-duty gloves,
ii.
Tongs,
iii.
Sharps Container.
Put on gloves.
Place an open sharps container on a flat surface, as close as possible to the needle.
Do not hold the sharps container with the other hand.
Do not try to recap the needle or reinsert it into its original container
Being extremely careful: pick up the needle at the end farthest away from the
needle point using the tongs.
Place in the sharps container with the needle tip pointing down.

(2)

(3)

(4)

(5)
(6)
(7)
(8)
(9)

7.12 Sharps Disposal Procedures

(10)
(11)

(14)

Close the container and secure the lid.
Remove gloves, wash your hands with soap and water, and place the gloves in a
sealed bag marked “Biological Waste”.
Arrange for disposal at E.M.S. Services, through the Health Safety, Wellness
Consultant at x3246.
Place the tongs in a solution of one part bleach & five parts water for 20 minutes
to sterilize before re-use.
Complete the Sharps Report Form (copy attached) and process as indicated.

(4)

Injury Procedures

(12)
(13)

In the event of a needle stick injury, the employee should proceed to the nearest
hospital, walk-in clinic or doctor’s office for immediate treatment.
Normal procedures should be followed as to reporting the injury to the
foreman/supervisor and appropriate forms completed as soon as possible. Use the Town
of Oakville’s Supervisor Report of Injury.

(5)

Attachment
Sharps report form

(6)
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7.12 Sharps Disposal Procedures

SHARPS REPORT FORM
NAME _________________________________

DATE________________

DEPARTMENT:___________________________________________________

TIME SHARPS WAS FOUND:_______________________________
LOCATION WHERE SHARPS WAS FOUND:___________________

DATE AND TIME IT WAS REPORTED:_______________________
DESCRIPTION OF AREA THAT THE SHARPS WAS FOUND:_____

______________________________________________________
WHAT FOLLOW-UP IS REQUIRED__________________________
_______________________________________________________

EMPLOYEE SIGNATURE____________________DATE_________
SUPERVISOR SIGNATURE__________________DATE_________
DEPARTMENT HEAD SIGNATURE____________DATE_________
H.S.&W CONSULTANT SIGNATURE___________DATE_________
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THE CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL

POLICY/PROCEDURE NO: HS 7.13 - Draft

EFFECTIVE DATE: May 2004

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

7.13 LOCATING UNDERGROUND SERVICES PROCEDURES
(1)

PURPOSE:
To establish a policy and procedure to protect and safeguard employees from hazards
associated with underground services and to ensure that the Occupational Health and
Safety Act respecting excavations under Regulations for Construction Projects Section
228 is complied with.
(2)

SCOPE:

This policy/procedure applies to any employee who has reason to perform an
excavation.

(3)

GENERAL:

Excavation work always requires competent people as defined in the Occupational
Health and Safety Act to perform this type of work.

(4)
Work

DEFINITIONS:
any activity, which may contact an underground utility.

Underground Services
Services such as, but not limited to: gas, hydro, telephone, traffic
administration, contract administration, Region of Halton sewer & water, T.V.
cable, Unitel, CNCP telecommunications, Trans-Canada Pipeline, sprinkler
services.

(5)

PROCEDURES:

5.1.

Before any work begins in the Town, a location of the underground services must
be obtained by the person (or designate) in charge of the work to be performed.

5.2.a

When work takes place ON the road right of way, all utilities shall be contacted to
locate their underground utility. If phone clearance is given by the utility service, a
clearance number must be obtained and documented.
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7.13 – Locating Underground Services Procedures

Trans Canada Pipeline and C.N.C.P. will only be contacted when work to be done
takes place within their clearly marked right of way. Traffic administration will only
be notified when work to be done takes place within a 30 metre radius of
signalized locations.

5.2.b When work takes place OFF the road right of way (e.g. parkland) all other utilities
need only be contacted when, by virtue of location or extent of work, the
likelihood of damage to the underground utility is imminent.
5.3.

The person (or designate) in charge of the work will schedule and attend all site
visits with each Utility Company. The person (or designate) will receive written
notification of the marked locations of the underground utility.

5.4.

Work can begin only after stakeouts and permits are received. Permits must be
available on site throughout the work period.

5.5.

Any work performed within one metre of (either side or above) the located utility,
must be performed by hand only.

5.6.

In case of damage to an underground utility, the person (or designate) in charge
must report immediately the damage to the appropriate Utility Company and his or
her department manager. The person (or designate) should stand by in a safe
location at the site until the Utility Company has provided advise for resolving the
problem.

5.7.

If the underground service poses a hazard, the person (or designate) in charge
must notify the Utility and have the underground service shut off and disconnected.

5.8.

If the underground service poses a hazard and cannot be shut off or disconnected,
the owner of the service must be present to supervise the uncovering of the service
during excavation.

5.9.

Pipes, conduits and cable for gas, electrical and other services in an excavation
shall be supported to prevent their failure or breakage.

(6)

EXEMPTIONS:
Oakville Cemeteries within the boundaries of the cemeteries for burials or any
related work.

(7)

Revisions

Versio
n

Revision
Date

Item(s) Changed

Edited by:

A

May 14/04

New Issue

D.G.

Page 2 of 2

CORPORATION OF THE TOWN OF OAKVILLE
CORPORATE HEALTH AND SAFETY MANUAL
POLICY/PROCEDURE NO: HS 7.14

EFFECTIVE DATE: June 2005

Prepared by: David Grant, Health, Safety & Wellness Consultant
Approved by: Elizabeth Bourns, Director of Human Resources

7.14 WELDING/CUTTING PERMIT PROCEDURE
1. PURPOSE: The purpose of this procedure is to establish general procedures to be
followed at the Town of Oakville (Town) facilities and operations during welding, brazing,
cutting, or other "hot work" operations performed in work areas, as distinguished from
permanent welding shops or booths.
2, SCOPE: This procedure applies to all Town employees. Outside contractors, as well
as town employees, must adhere to these procedures in order to guard against fire and
other hazards normally presented by welding and cutting operations. In addition,
conformance with this policy will ensure Occupational Health & Safety Act compliance.
3. PROCEDURE:
A.

Each "hot work" job must be covered by a permit, (Welding/Cutting Permit
Attachment)

1) The form must be filled out before the job can start and shall remain at the site
throughout the job. The permit authorization must be signed by a facility manager or
foreperson/supervisor. The permit should be renewed before each shift change,
after an extended break in operations or as necessary due to changing conditions at
the worksite.
B.

Pre-Permit Actions -- Authorizing personnel should sign the permit only after
completion of the following:
1. Personal inspection of the immediate area involved
2. A check as to training and qualifications of the welder or other employee who
is to operate the equipment and the equipment is in good repair
3.

Assignment of a fire watch trained in the operation of fire equipment at the
scene. (Necessary for inside jobs; recommended for all jobs.)

4. A test, through use of a combustible gas indicator, for explosive vapors that
may be present in hazardous areas where applicable.
5.

A check to ensure that there is no impairment of fire
equipment. (Such as work in progress on sprinkler system in area).
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protection

7.14 Welding-cutting Permit

6. A check to ensure adequate ventilation, using an oxygen analyzer or gas
detector tubes as appropriate, in vessels or confined areas where applicable.
7. Removal of combustible materials from an area at least 40 feet from the job
or isolated by acceptable curtaining, covering, or shielding.
8. Shut-down of nearby equipment or processes which could produce flammable
vapors, liquid spills, or other conditions likely to affect the safety of the
welders or other employees in the area.
9. A check to ensure that sparks produced by the operation will not be carried
through ventilation ducts (floor openings, or wall openings) to hazardous
areas.
10. Placement of signs, ropes, welding curtains and/or warning devices as
necessary to protect other employees in the area.
C. Project managers should ensure that no welding or cutting is ever done on any
closed container or pipeline until it has been thoroughly cleaned and subsequently
tested for flammable vapors.
D. Fire watches should remain at the site for a half-hour after completion of the job to
make sure no slow-burning fires have been ignited, if necessary.
E. Other action may be required in specific cases, but the above points should be
considered prior to every job. The permit itself is designed so that these
requirements are listed and can be checked off as completed.
F. All welding equipment involving the use of gas in cylinders shall ensure that the
cylinders are properly secured.
G. Floor areas must be clean and must be wet down where necessary.
H.

Fire watches shall be provided where necessary and have proper extinguishing
equipment available. Unless determined unnecessary, a fire watch will stand by at
all times throughout the job being preformed.

4 RESPONSIBILIITES: Facility manager or foremen/supervisors are responsible for
issuing permits in accordance with this procedure.
5 AUDIT: This procedure is audited during the Insurers Fire Inspection.
6. REFERENCES: N/A
7. ATTACHMENTS: WELDING/CUTTING PERMIT
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7.14 Welding-cutting Permit

8. Revisions:

Rev.

Revision

Level

Date

A

03-06-98

Revised
Description
Original Issue

By
D.G.

Page 3 of 3

7.14.1 CUTTING - WELDING - HOT WORK PERMIT
This form is to be fill out in its entirety by the responsible person actually performing the "HOT WORK" and then
brought to the Facility Manager or Supervisor for approval prior to beginning the project.
Company:

Date:

Responsible Person:

Start Time:

Work to be performed:

Building:
Room Number, Area or Equipment:

Is it possible to perform this work in the shop? Yes No
Please place a check mark if the following items have been completed
Flame or spark-producing equipment to be used has been inspected and found in good repair.
Sprinklers, where provided, are in commission and will not be taken out of service while this work is being done.
There are no combustible fibers, dusts, vapors, gases or liquids in the area. Tanks and equipment previously containing such
materials have been purged. The absence of gases or vapors has been verified by a combustible gas detection instrument. If
there is a possibility of a leak developing in nearby piping, equipment, or tanks, this area is being continuously monitored.
Call EOHS at Ext 3700 if assistance is needed to test area.
Fire alarms will not be taken out of service while work is being performed. If alarm system must be inactivated during
work then Facility Manager will be contacted prior to taking alarm out of service so that a suitable "fire watch" can be
coordinated. Under no circumstances will fire alarms be taken out of service without contacting Facility Manager.
The work will be confined to the area or equipment specified on this permit.
Surrounding floors have been swept clean and, if combustible, wet down.
Contractor has ample portable fire extinguishers available and trained personnel to use them.
All combustibles have been relocated 40 feet from the operation and the remainder protected with metal guards or flameproofed curtains or covers (not ordinary tarpaulins).
All floor and wall openings within 40 feet of the operations have been tightly covered.
Responsible personnel have been assigned to provide a "Fire Watch" for dangerous sparks in the work area, as well as on
floors above and below while work is being performed.
Arrangements have been made to provide a "Fire Watch" to patrol the area, including floors above and below, during any
lunch or rest period and for at least one-half hour after the work has been completed.
I attest that the above precautions have been taken

Person Responsible for Performing Hot Work
Approved

Facility Manager/Supervisor

Date .

Copies to: Faciltiy Manager/Supervisor, Copy posted on site
NOTE: This permit expires 24 hours after the designated "start time". If work is to continue another permit must be issued

APPENDICES
APPENDIX 1 — INTERPRETATIONS AND DEFINITIONS
(1)

Occupational Health and Safety Act
1. (1) Definitions — In this Act:
···
“board” means the Ontario Labour Relations Board;
“certified member” means a committee member who is certified by the
Workplace Safety Insurance Board under the Workplace Safety and Insurance
Act, 1997;
“committee” means a joint health and safety committee continued under this Act;
“competent person” means a person who,
(a) is qualified because of knowledge, training and experience to organize
the work and its performance,
(b) is familiar with this Act and the regulations that apply to the work, and
(c) has knowledge of any potential or actual danger to health or safety in
the workplace;
“construction” includes erection, alteration, repair, dismantling, demolition,
structural maintenance, painting, land clearing, earth moving, grading,
excavating, trenching, digging, boring, drilling, blasting, or concreting, the
installation of any machinery or plant, and any work or undertaking in connection
with a project but does not include any work or undertaking underground in a
mine;
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“constructor” means a person who undertakes a project for an owner and
includes an owner who undertakes all or part of a project by himself or by more
than one employer;
“Deputy Minister” means the Deputy Minister of Labour;
“designated substance” means a biological, chemical or physical agent or
combination thereof prescribed as a designated substance to which the exposure
of a worker is prohibited, regulated, restricted, limited or controlled;
“Director” means an inspector under this Act who is appointed as a Director for
the purposes of this Act;
“employer” means a person who employs one or more workers or contracts for
the services of one or more workers and includes a contractor or subcontractor
who performs work or supplies services and a contractor or subcontractor who
undertakes with an owner, constructor, contractor or subcontractor to perform
work or supply services;
“engineer of the Ministry” means a person who is employed by the Ministry and
who is licensed as a professional engineer under the Professional Engineers Act;
“factory” means,
(a) a building or place other than a mine, mining plant or place where
homework is carried on, where,
(i) any manufacturing process or assembling in connection with the
manufacturing of any goods or products is carried on,
(ii) in preparing, inspecting, manufacturing, finishing, repairing,
warehousing, cleaning or adapting for hire or sale any substance,
article or thing, energy is,
(A) used to work any machinery or device, or
(B) modified in any manner,
(iii) any work is performed by way of trade or for the purposes of
gain in or incidental to the making of any goods, substance, article
or thing or part thereof,
(iv) any work is performed by way of trade or for the purposes of
gain in or incidental to the altering, demolishing, repairing,
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maintaining, ornamenting, finishing, storing, cleaning, washing or
adapting for sale of any goods, substance, article or thing, or
(v) aircraft, locomotives or vehicles used for private or public
transport are maintained,
(b) a laundry including a laundry operated in conjunction with,
(i) a public or private hospital,
(ii) a hotel, or
(iii) a public or private institution for religious, charitable or educational
purposes, and

(c) a logging operation;
“hazardous material” means a biological or chemical agent named or described
in the regulations as a hazardous material;
“hazardous physical agent” means a physical agent named or described in the
regulations as a hazardous physical agent;
“health and safety representative” means a health and safety representative
selected under this Act;
“homework” means the doing of any work in the manufacture, preparation,
improvement, repair, alteration, assembly or completion of any article or thing or
any part thereof by a person for wages in premises occupied primarily as living
accommodation;
“industrial establishment” means an office building, factory, arena, shop or
office, and any land, buildings and structures appertaining thereto;
“inspector” means an inspector appointed for the purposes of this Act and
includes a Director;
···
“licensee” means a person who holds a licence under Part III of the Crown Forest
Sustainability Act, 1994;
“logging” means the operation of felling or trimming trees for commercial or
industrial purposes or for the clearing of land, and includes the measuring,
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storing, transporting or floating of logs, the maintenance of haul roads,
scarification, the carrying out of planned burns and the practice of silviculture;
“mine” means any work or undertaking for the purpose of opening up, proving,
removing or extracting any metallic or non-metallic mineral or mineral-bearing
substance, rock, earth, clay, sand or gravel;
“mining plant” means any roasting or smelting furnace, concentrator, mill or
place used for or in connection with washing, crushing, grinding, sifting,
reducing, leaching, roasting, smelting, refining, treating or research on any
substance mentioned in the definition of “mine”;
“Minister” means the Minister of Labour;
“Ministry” means the Ministry of Labour;
“occupational illness” means a condition that results from exposure in a
workplace to a physical, chemical or biological agent to the extent that the normal
physiological mechanisms are affected and the health of the worker is impaired
thereby and includes an occupational disease for which a worker is entitled to
benefits under the Workplace Safety and Insurance Act, 1997;
“owner” includes a trustee, receiver, mortgagee in possession, tenant, lessee, or
occupier of any lands or premises used or to be used as a workplace, and a person
who acts for or on behalf of an owner as an agent or delegate;
“prescribed” means prescribed by a regulation made under this Act;
“project” means a construction project, whether public or private, including,
(a) the construction of a building, bridge, structure, industrial
establishment, mining plant, shaft, tunnel, caisson, trench, excavation,
highway, railway, street, runway, parking lot, cofferdam, conduit, sewer,
watermain, service connection, telegraph, telephone or electrical cable,
pipe line, duct or well, or any combination thereof,
(b) the moving of a building or structure, and
(c) any work or undertaking, or any lands or appurtenances used in
connection with construction;
“regulations” means the regulations made under this Act;
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“shop” means a building, booth or stall or a part of such building, booth or stall
where goods are handled, exposed or offered for sale or where services are
offered for sale;
“supervisor” means a person who has charge of a workplace or authority over a
worker;
“trade union” means a trade union as defined in the Labour Relations Act that
has the status of exclusive bargaining agent under that Act in respect of any
bargaining unit or units in a workplace and includes an organization representing
workers or persons to whom this Act applies where such organization has
exclusive bargaining rights under any other Act in respect of such workers or
persons;
“worker” means a person who performs work or supplies service for monetary
compensation but does not include an inmate of a correctional institution or like
institution or facility who participates inside the institution or facility in a work
project or rehabilitation program;
“workplace” means any land, premises, location or thing at, upon, in or near
which a worker works;
(2) Ship under repair — For the purposes of this Act and the regulations, a ship
being manufactured or under repair shall be deemed to be a project.
(3) Limitation — An owner does not become a constructor by virtue only of the
fact that the owner has engaged an architect, professional engineer or other person
solely to oversee quality control at a project.

(2)

Regulation 851 — Industrial Establishments
1. In this Regulation,
“architect” means a member or licensee of the Ontario Association of Architects
under the Architects Act;
“boom” means the projecting part of a back-hoe, shovel, crane or similar lifting
device from which a load is likely to be supported;
“Building Code” means Regulation 61 of Revised Regulations of Ontario, 1990
made under the Building Code Act;
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“confined space” means a space in which, because of its construction, location,
contents or work activity therein, the accumulation of a hazardous gas, vapour,
dust or fume or the creation of an oxygen-deficient atmosphere may occur;
“fire resistance rating” means the rating in hours or fraction thereof that a
material or assembly of materials will withstand the passage of flame and the
transmission of heat when exposed to fire, as established for the material or
assembly of materials under the Building Code Act;
“flammable liquid” means a liquid having a flash point below 37.8° Celsius, and
a vapour pressure below 275 kilopascals absolute at 37.8° Celsius;
“foundry” means the part of a building or premises or the workshop, structure,
room or place in which base metals or their alloys are cast in moulds, other than
permanent moulds, or where core-making, shakeout or cleaning or any casting or
other dust-causing operation ancillary to the casting process is carried on;
“gangway” means a defined passageway between a metal melting unit and a
metal pouring area;
“lifting device” means a device that is used to raise or lower any material or
object and includes its rails and other supports but does not include a device to
which the Elevating Devices Act applies;
“log” includes tree-length pulpwood and a pit prop, pole, post, tie or any similar
product;
“pouring aisle” means a passageway leading from a gangway where metal is
poured into a mould or box;
“prime mover” means an initial source of motive power;
“professional engineer” means a member or licensee of the Association of
Professional Engineers of Ontario under the Professional Engineers Act;
“service room” means, in relation to a building, a room that accommodates
building services and includes a boiler room, furnace room, incinerator room,
garbage room, elevator machine room and a room that accommodates air
conditioning or heating appliances, pumps, compressors or electrical services;
“transmission equipment” means any object or objects by which the motion of a
prime mover is transmitted to a machine that is capable of utilizing such motion
and includes a shaft, pulley, belt, chain, gear, clutch or other device;
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“working space” means any space where persons are engaged in the performance
of work within a foundry but does not include offices, lunch rooms, locker rooms,
change rooms, rest rooms, washrooms, shower rooms, toilet rooms, pattern shops,
maintenance shops, laboratories, shipping areas, the storage space occupied by
equipment or materials not regularly in use or the enclosed space where core
sands and moulding sands are stored.

(3) Frequently Used Terms
Area Lock
A safety lock designated for use when machinery or equipment must be kept locked out
for extended periods.
Authorized Worker
A worker to whom the authority, responsibility and accountability has been assigned to
carry out and apply procedures and, who has received training in the procedure.
CSA
Canadian Standards Association.
Code Number
Internally generated number, assigned by (Employer Designate) to identify a controlled
product approved for use in the workplace.
Confined Space Entry Permit
Means the permit required to be filled out and signed by the authorized workers testing,
evaluating and entering any confined space.
Control (Stored Energy)
To block or restrain machine or equipment components after isolating the main energy
supply.
Controlled Product
Means a product defined and classified under the Hazardous Products Act (Canada) and
the controlled products Regulations (Canada).
Conveniently Available
Means to be able to respond to an emergency situation immediately and located at the
entry point to the confined space.
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Disconnect
A lockable device that cuts off the source of power to machinery or equipment.
Dissipate (Stored Energy)
Allowing energy to run down or be used up after isolating off the primary energy source
(e.g., momentum, thermal).
Energy Control Device
A physical device that prevents or neutralizes the transmission or release of stored or
residual energy
Energy Source
Any electrical, mechanical, hydraulic, pneumatic, chemical, thermal or other energy
source that could have the potential to endanger workers.
Entry Point of Power
The point at which energy enters a system.
Lockout
Placement of a lock on an energy disconnect, making it incapable of operation.
Power
Any type of energy that can operate machinery or equipment, or can cause injury directly
from the energy source.
Residual Electrical Power
Energy retained in a system when the supply line disconnect is in the opened position
(e.g., batteries, capacitors).
Residual Pressure
The remaining pressure within a component after the pressure source is closed off.
Sealed Container
Factory sealed.
Stored Energy
Energy remaining in a system after primary energy sources have been isolated and locked
out.
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APPENDIX 2 — Occupational Health and Safety Policies
(1)

CORPORATE HEALTH AND SAFETY POLICY STATEMENT
Occupational Health and Safety Policy

The Town of Oakville accepts a moral and legal responsibility, in the performance of
its services to the public, to promote health and safety for the protection of workers and
the public alike. In no instance shall the health and safety of the employees and/or the
public, which they serve, be sacrificed for expediency. Under no circumstances will
unsafe practices be tolerated.
The Town will make every effort to provide a safe, healthy work environment. All
supervisors and workers must be dedicated to the continuing objective of reducing risk
and injury.
Every worker, including visitors, contract workers and sub contractors, must protect
his or her own health and safety by working in compliance with the law and with the safe
work practices and procedures established and required by the Corporation.
Supervisory staff are responsible to ensure machinery and equipment are in safe
working order and that workers perform their duties in compliance with established safe
work practices and procedures. Supervisors will be held accountable for the health and
safety of workers under their supervision.
The Town is committed to providing a safe and healthy workplace by supporting a formal
program of education and training, prevention of accidents, injuries and occupational
illness through accident investigations, follow-up action and the recommendations of the
Joint Health and Safety Committees.

M.J. Chechalk

Reviewed March 2003

Town Manager
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(2)

Goals and Objectives of Health and Safety Program

The Corporation of the Town of Oakville acknowledges its duty and responsibility to
provide and maintain a healthy and safe workplace for all workers.
The company recognizes that an effective health and safety program, and
communication of that program to all workers, is sound business practice and an
important indicator of leadership and managerial performance.
Our goal is to reduce the risk of injury/illness to workers.
The following are key elements of the program:
•

assignment and delegation of roles and responsibilities for the development,
implementation and maintenance of the program;

•

the development, implementation, maintenance and evaluation of policies,
procedures and measures for safe working conditions;

•

training, instruction and information in the contents of the program; training will
be ongoing and documented; and

•

statutory and regulatory compliance.

Training will be ongoing and documented.
Injury/illness analysis will identify root causes and corrective measures will be
implemented to reduce the risk of recurrences.
The directors and officers are committed to health and safety in the workplace, and
the well being of all workers. Health and safety is the shared commitment and
responsibility of us all.
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(3)

Visitor/Customer Policy

It is our policy to protect the personal health and safety of all visitors and customers
while on or about our premises.
A workplace can pose hazards for those unfamiliar with its environment. Therefore,
we ask that you follow and obey these basic rules while you are with us:
1.

You must always be accompanied by an employee.

2.

Follow and obey all instructions, rules and signs.

3.

Footwear should be sensible and sturdy.

4.

Wear required personal protective equipment as requested and provided.

5.

Stay out of restricted areas.

6.

No smoking inside building facilities.

7.

Do not touch or operate any machine, device or equipment.

8.

While walking through the facility be aware of traffic.

9.

In the event of a fire or other emergency stay with your employee escort and
follow their instructions.

10.

Report any injury immediately, no matter how minor.

Revisions
Version

Revision
Date

Item(s) Changed

Edited by:

A

Feb 18/03

New Issue

D.G.
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APPENDIX 3 — WORKPLACE SAFETY TRAINING RECORD
Subject:

Instructor:

Review: YES

NO

Manual/Workbook: YES

Date:
NO

Name (print)

Signature

1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
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APPENDIX 4 — PHYSICAL DEMANDS ANALYSIS
Job Title:

Date:

Essential Duties:
1.
2.
3.
4.
5.
PHYSICAL DEMANDS SUMMARY
Activity
Never

Frequency
Occasional
Frequent

Continual

Bending/stooping
Walking
Standing
Sitting
Reaching:
Above shoulder
Below shoulder
Forward/backward
Lifting:
Over 20 lbs.
Bench level
Shoulder level
Overhead
Fine finger
Gripping
Handling
Never = 0 times

Occasional = Less than 1 hour

Frequent = 1-3 hours Continual = always
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APPENDIX 5 — MODIFIED WORK — EARLY INTERVENTION
“Sample” Letter
Dear Employee:
We are concerned to hear of your recent work-related injury/illness. Our policy is to do
all that we can to assist in your speedy recovery as well as ensure that your return to work
is done in a safe and timely manner. Please contact me to discuss the return to work
arrangements as soon as possible as modified work is available immediately.
Enclosed you will find a WSIB functional abilities form as well as a physical demands
analysis form used to serve as a guideline to assist your health care professional with the
facilitation of modified duties. We would request that you have this completed by your
health care professional and returned to me so that we can initiate your early and safe
return to work.
We wish you a speedy recovery. Should you have any questions or concerns, please do
not hesitate to contact me.
Sincerely,
__________________
Program Co-ordinator
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APPENDIX 6 — SAFETY ANALYSIS CHART
Operation:
Job Description

Potential or Actual Hazards

Equipment,
Machines,
Devices, Etc.

Safe Work Practices,
Requirements, and
Precautions

Hazardous Materials
(Used or Processed)
Primary Protection:

Secondary Protection:

Name:
Supervisor:
Date:
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APPENDIX 7 — SAMPLE CHECKLIST FOR PHYSICAL
CONDITIONS
Category

Observation/Comments

General Workplace Conditions
1.
2.
3.
4.
5.
6.
7.

Floors (walking and working surfaces)
Aisles and passageways
Platforms/scaffolding
Ladders
Stairs
Exits/egress
General ventilation

Facilities
8.
9.
10.

Lighting
Noise exposure
Ergonomics

Materials
11.
12.
13.
14.

Stacking and storage
Chemicals
Compressed gases
Waste disposal

Equipment
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.

Hand and portable tools
Machine tools and guarding
Mobile equipment
Lifting devices
Materials handling equipment
Conveyors
Pressure vessels
Mechanical power systems
Hydraulic power systems
Pneumatic power systems
Electrical power systems
Valves and mechanical controls
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Category

Observation/Comments

Hazard Controls
27.
28.
29.
30.
31.

Lockout
Signs and tags
Color coding
Materials labelling
Warning systems

Emergency Systems
32.
33.
34.
35.
36.

Emergency instructions
Fire protection
Eye wash and showers
First aid stations
Emergency rescue equipment

Protective Equipment
40.
41.
42.
43.
44.
45.
46.
47.
48.

Eye protection
Ear protection
Respiratory protection
Head protection
Hand protection
Foot protection
Body protection
Fall protection
Other
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