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Health & Safety Program Introduction 
 

 

The “Company” refers to all employees of FST Canada Inc. 

Joe Johnson Equipment may be represented as “FST Canada Inc.”, “the Employer” or “the Company” 
at various times throughout this policy manual.  

Employee may be represented as “the employee”, “employees”, “staff”, “team member”, “the 
worker” or specified position within the Company at various times throughout this policy manual. 

 
The purpose of the manual is to educate all Company employees on the company’s health & safety 
policies, procedures and practices, and to ensure compliance with applicable Occupational Health and 
Safety laws and regulations. All employees must familiarize themselves with the contents of this 
manual. Changes may be made and/or additional policies may be added as the need is identified by 
the Company and/or the JHSC, or as required by legislation. The content is to be reviewed at least 
annually by the JHSC, approved by the General Manager, and then communicated to all employees as 
revisions or additions occur.  
 
This Program will consist of the following elements: 

 Legislative Postings 

 Record keeping of required, work specific, certifications 

 Facility and Equipment Maintenance inspections and documentation 

 General housekeeping requirements 

 Contractor Program 

 Emergency Response Plan 

 Incident Reporting record keeping and analysis 
 
The Company will create policies and procedures to support these elements.  
 
This manual will provide guidance that: 

 Defines rights and responsibilities of the Owner, Employer, JHSC, Managers/Supervisors, 
Workers, Contractors, and Visitors within the framework of Occupational Health & Safety 
legislation; 

 Defines the requirements set forth by the Provincial and State Acts and Regulations 
regarding health and safety and the reporting of Occupational Injury and Illness; 

 Will establish consistent recording and reporting methods; 

 Will outline policies, procedures and practices that may be implemented to ensure 
compliance with applicable legislation. 

 
Understanding the difference between a Policy, a Procedure and a Practice 

Health & Safety Policy: The formal guidance needed to coordinate and execute health and safety 
activity throughout the workplace. When effectively deployed, policies help focus attention and 
resources on high priority issues, aligning and merging efforts to achieve the company’s safety 
conscious culture. Policy provides the operational framework within which the institution functions.  



 

 

 

 

If a policy is "what" the institution does operationally, then a procedure and practice is "how" the 
Company intends to carry out and implement the company policy. Procedures and practices can be 
formal or informal, specific to a department or applicable across the entire organization. 

Safe Work Procedure (SWP): A series of specific steps that guide a worker through a task from start 
to finish in a chronological order. Safe work procedures are designed to reduce the risk of injury or 
property damage, by identifying hazards and implementing controls. 
 
Health & Safety Program Compliance 
Anyone found to be in non-compliance with the Company’s Health & Safety policies, procedures and 
practices will be subject to disciplinary action, up to and including termination of employment 
depending on the severity of the occurrence.  
 
In the event of a Contractor being found in non-compliance, the Company will take corrective action 
up to and including severing the contractual relationship.  
 
Any visitor found to be in non-compliance will be also be subject to corrective action up to and 
including removal from the Company premises.  
 
Requests for additional copies of this manual may be made to Human Resources. Copies will be 
maintained and can be accessed on the employee website; MyJJE.com.  

 



 

 

 

 

Health & Safety Program Definitions 
 

Employer: A person who employs one or more Workers or who hires the services of a 
contractor or subcontractor to perform work or supply services to the Company 
 
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; the Company, if the property is 
owned by FST Canada Inc., the property owner if FST Canada Inc. leases the property 
 
Manager: A person who administers and/or supervises the affairs of a business, office or 
organization 
 
Supervisor: Anyone who directs the work of another 
 
Worker: A person who performs work or supplies services for monetary compensation 
 
Company Representative: The Owner, General Manager, Manager, Supervisor or Worker of 
the Company 
 
Contractor or Contract Worker: Worker(s) who represents a business to provide a service to 
the Company, a contractor may have direct Workers or Sub-contractors who work under their 
Supervision 
 
Visitor: A person who enters the Company’s premises for the purpose of meeting with a 
Company Representative    
 
Competent Person: A person who is adequately qualified because of knowledge, training and 
experience to organize the work and its performance and to coach another worker 
 
The Act: The Act represents all health & safety legislation and regulations for the province or 
state in which the Company employees work. Although the Act does not provide methods or 
process for compliance, it does clearly require the establishment of certain procedures by the 
workplace parties. The Act does provide legislated procedure for a worker’s right to refuse 
unsafe work, and for the investigation of prescribed accidents and workplace injuries. 
 
   
 
 

  



 

 

 

 

Internal Responsibility System 
 

The Internal Responsibility System (IRS) is intended to ensure that every person or party at 
the workplace shares the responsibility for the development and implementation of the 
Health & Safety Program.  Legislation clearly defines the responsibility of the Employer, 
Owner, Supplier, Supervisor, and Worker at a workplace, as well as JHSC Representatives.  

 
Owner:   

 Prescribed facilities are provided and maintained in good, safe, operating condition 

 The workplace complies with provisions of the Act and Regulations, and is not altered 
or renovated except in compliance with the Regulations 

 
Employer:   

 Acquaint Supervisors and Workers with any hazards in the workplace, including 
exposure to toxic substances 

 Provide information and supervision to a worker to protect the health and safety of 
the worker 

 Take every precaution reasonable for the protection of Workers by establishing 
policies and procedures to deal with potentially hazardous situations 

 Review, at least annually, Health & Safety Policies and establish the programs and 
procedures to implement those policies in the workplace 

 Assertion that all levels of management are held accountable for their health and 
safety responsibilities in the same way they are accountable for any other 
management functions 

 Ensure that equipment, materials and protective devices as prescribed are provided 
and are maintained in good condition and are used in accordance to Legislation and 
Company policies 

 Co-operate with the JHSC and ensure JHSC reps are qualified to perform these duties 

 Post a copy of Legislation and any workplace inspection documentation 

 
JHSC:  

 Meet at least once every three months at the workplace, or as otherwise agreed, and 
they shall keep minutes of their proceedings and make them available to a Ministry 
of Labour Inspector, upon request   

 Maintain dedication and commitment to establishing a healthy and safe workplace, 
and to the integration of health and safety with all company activities  

 Identify gaps and trends in the health and safety program  

 Make recommendations to the Ownership Group in order to assist in their 
responsibilities for seeing that all policies and procedures are being followed and all 
reasonable precautions are taken to prevent illness and injury  

 Consultation and cooperation between Managers and Workers for the effective 
implementation of policy objective 



 

 

 

 

 Involve Human Resources in the development and revision of policies, procedures and 
practices 

 Provide the President with a copy of the Health & Safety Program for annual review 
and will provide revised parameters/visions for the organization  

 Management member of the JHSC will notify the applicable governing body (i.e. 
Ministry of Labour) concerning health and safety disputes 

 Management member of JHSC will notify the Ministry regarding workplace disputes 
concerning the establishment of a committee, regulations for designed substances, 
and/or order compliance 

 Receive notification by the Company regarding any workplace testing to be 
conducted, and to be present at the commencement of any testing 
 

Manager/Supervisor:  

 Establish safe work procedures and provide task specific instruction and observation  

 Provide and maintain equipment and protective devices  

 Provide required personal protective equipment and clothing and to ensure proper 
use 

 Conduct regular inspections and advise Workers of any known actual or potential 
hazards 

 Report any workplace incidents and illnesses, substandard acts and conditions to the 
JHSC/Branch Health & Safety Representatives 

 Cooperate and respond to the hazards and concerns of Workers and the JHSC/Branch 
Health & Safety Representatives  

 Promote awareness and enforce compliance with legislation as specified in all relevant 
acts, codes, regulations, standards, and guidelines as well as Company Policies and 
Procedures   

 Take all reasonable precautions to protect Workers 

 
Accountability – The safety performance of the Manager and the Workers under their 
supervision will form a part of the Manager’s performance review. 
 
Worker:  

 Receive task specific training and adhere to safe work procedures 

 Work and act in a manner to protect myself and the health and safety of others 

 Wear and use the required personal protective equipment and clothing  

 Conduct pre-use inspections of equipment and protective devices  

 Report any hazards or concerns, workplace incidents and illnesses, and substandard 
acts and conditions to my Supervisor 

 Promote awareness and comply with legislation as specified in all relevant acts, codes, 
regulations, standards, and guidelines as well as Company Policies and Procedures   

 
Accountability – The safety performance of the worker will form a part of the worker’s 

performance review. 



 

 

 

 

 
Contractor: 

 Provide the Company with a completed Contractor Program package including all 
supporting documentation 

 Produce a skilled trade certificate (if applicable) when requested to do so by a 
Company Representative 

 Report to front reception to sign in upon arrival and to sign out upon departure  

 Work in a safe manner and comply with legislation as specified in all relevant acts, 
codes, regulations, standards, and guidelines as well as Company Policies and 
Procedures   

 Obey all signs posted on the Company premises 

 Wear personal protective equipment and clothing in specified areas and as required 
by the task being performed  

 Advise the Company’s Project Manager or Designate of all Health & Safety matters 
which may impact the operation of the Company, including incidents & hazards 

 Immediately report any hazards to the Company’s Project Manager or Designate and 
follow Hazard Reporting procedures as instructed 

 Immediately report injuries, illnesses, near misses, or property damage to the 
Company’s Project Manager or Designate and to follow reporting procedures as 
instructed 

 Co-operate with Company personnel in all matters of health & safety 

 Conduct regular inspections of the work area as well as pre-use inspections of 
machinery and equipment while on Company premises 

 Participate in Health & Safety training and meetings when requested to do so 

 Participate in a Familiarization Tour and/or Orientation when requested to do so 
 
Visitor: 

 Report to front reception to sign in upon arrival and to sign out upon departure  

 Conduct themselves in a safe manner and comply with legislation as specified in all 
relevant acts, codes, regulations, standards, and guidelines as well as Company 
Policies and Procedures   

 Be accompanied by or be accounted for by a Company Representative at all times  

 Obey all signs posted on the Company premises 

 Wear personal protective equipment in specified areas 

 Immediately report hazards identified to a Company Representative and follow 
Hazard Reporting procedures as instructed 

 Immediately report injuries, illnesses, near misses, or property damage to a Company 
Representative and to follow reporting procedures as instructed 

 Co-operate with Company personnel in all matters of health & safety 

 Participate in a Familiarization Tour when requested to do so 
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Policy & Procedure: P200 

Subject:   Health and Safety Orientation 

 

P200 Health and Safety Orientation 

 

PURPOSE 
To ensure that all new, transferred or returning employees are provided with general safety in the workplace 
orientation and training, are made aware of the potential hazards associated with the workplace and to inform and 
train them on the measures put in place to control or eliminate those hazards.   

 
SCOPE 
This policy is applicable to all the “Company’s” (FST Canada Inc.), newly hired or transferred employees or employees 
who are returning to their position after a lengthy absence and where the hazards of the work may have changed.  

 
POLICY 
The Company is committed to Health and Safety awareness to all workers.  Every employee shall complete the Health 
& Safety Orientation training during the first week of hire or return.  The orientation will cover the topics listed 
below:  
 

 Health & Safety Program 

 Facility Safety Orientation Tour 

 WHMIS (HAZCOM) 

 Workplace Violence, Harassment and Sexual Harassment Prevention and Reporting Program 

 Occupational Health and Safety Awareness Training (designated training for Workers, Supervisors, 
and Young Workers) 

 Any legislative safety training that is specific to the province or state that the employee works in 

 
DEFINITIONS 
The “Company” - FST Canada Inc.  

 
ROLES AND RESPONSIBILITIES 
The following responsibilities apply:    
 
Employer will:  

 Ensure the development, implementation and maintenance of the Health and Safety Orientation 
Program 

 Ensure time and resources are available to conduct general and site specific safety orientations 

 Communicate with managers and supervisors on their responsibilities regarding the Health and Safety 
orientation 

 Provide Health and Safety Orientation Training and maintain training records 

 Review the adequacy of the orientation program and all orientation instructions annually 
 
Manager/Supervisors will: 

 Ensure that all applicable employees and workers have received the appropriate health and safety 
orientation and facility safety tour 

 Ensure that all applicable employees and workers have adequate time within the first week to complete 
the required orientation and the appropriate health and safety training 

 Ensure that the completed documentation is forwarded to Human Resources (who will maintain the 
records) within the first week of employment 
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Employees will: 

 Participate in orientation program to receive essential health and safety information vital to their safe 
work performances 

 Question any area(s) of the orientation they may have misunderstood 

 Contribute to their own, as well as others safety by participate in further training and/or orientation as 
required 

 Perform work as described in the orientation programs as well as all appropriate job specific safe 
operating procedures 

 
Joint Health and Safety Committee (JHSC)/Health and Safety Members will: 

 Be consulted about the development, establishment and implementation of Health and Safety 
Orientation program 

 Make recommendations to the employer for developing, establishing and providing training in health 
and safety awareness 

 At least once a year, take part in a review of the Health and Safety Orientation policy 
 

Human Resources will: 

 Ensure that all their employees have received the appropriate health and safety orientation  

 Maintain records that orientations have been complete for all employees 

 
PROCEDURE 

 A member of the HR Team will contact the hiring Manager and new employee via email with a schedule to 
participate in an orientation session within their first week of employment. This will be delivered via 
webex/teleconference communication, and through online training modules and assessments 

 Employees new to the Company will be provided a Welcome Package which includes a Training 
Orientation Instructions listing the required training and training methods 

 If an employee is transferred from one workplace to another, they are required to receive orientation 
training, specific to that site.  

 Employees will participate in a Safety Orientation tour with a member of the HR Team or Manager at 
their facility 

 Employees will review the Health and Safety Manual 

 Employees will complete the required Online training  

 Upon completion of the Health & Safety orientation, employees are required to forward to Human 
Resources a copy of the Health & Safety Orientation Acknowledgement Form  

 
COMMUNICATION 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 Online 

 Posting of policies and procedures 

 Training 

 Meetings and Safety talks 

 
TRAINING 
The Company will ensure that all employees are trained and educated on the Company’s Health and Safety Program, 
and that they are clear about their roles and responsibilities as well as this policy and its procedures.  
 
Legislative training will be facilitated through an Online Training platform.  Internal Training will be facilitated 
through the Company’s intranet platform, MyJJE.  
 
Completion will be validated based on the passing results of the quiz taken at the end of each training module.  Quiz 
results will be tracked electronically and filed. 
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EVALUATION 
 A yearly evaluation of the health and safety orientation program will be performed by Human Resources to 

determine if all applicable staff have been trained, if there are any weaknesses in the program or if organizational 
changes in the company require amendments. 

 
EXHIBITS/FORMS 
F200.1 Health and Safety Orientation Tour Checklist 
New Hire Orientation Training Brochure 
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Policy & Procedure: P201 

Subject:   Joint Health & Safety Committee (JHSC) 

 

P201 Joint Health & Safety Committee (JHSC) 

 
PURPOSE  
To educate all employees on the role of the JHSC in the workplace.  

 
SCOPE         
This policy is applicable to all employees of the “Company” (FST Canada Inc.). 

 

POLICY 
The JHSC serves as an liaison for the Workers to the employer, and vice versa, by identifying and evaluating 
workplace health & safety concerns and following up on recommended controls. An internal advisor to the 
company, the JHSC helps provide a safe and healthy work environment to all employees by openly discussing 
health & safety initiatives in a cooperative forum. 
 
The JHSC is made up of management members and worker members who are: 
 

 Qualified because of knowledge, training and experience to organize the work and its performance 

 Familiar with the Act and the regulations that apply to the work 

 Aware of the potential or actual danger to health or safety in the workplace, and 

 Volunteers dedicated to a safe work environment 
 
At least half the members of the committee shall be Workers who do not exercise any Managerial function at the 
workplace.  The remaining members will be selected from persons who exercise Managerial functions at the 
workplace.  
 
Upon joining the JHSC, members must complete JHSC Orientation Training and sign the Joint Health & Safety 
Committee Member Orientation Acknowledgement and shall be selected from amongst the Form. Members are 
expected to remain with the committee for a minimum 1 year term. Specific responsibilities of the JHSC are listed in 
the Internal Responsibility System section of this manual.  
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Policy & Procedure: P202 

Subject:   Worker’s Rights 

 

P202 Worker’s Rights 
 

PURPOSE  
To balance the employer’s general right to direct the work force and control the production process in the 
workplace, Legislation gives three basic rights to Workers – the right to participate, the right to know and the right 
to refuse.  

 
SCOPE 
This policy is applicable to all employees of the “Company,” (FST Canada Inc.).  

 
POLICY 
The three basic rights of Workers are as follows: 
                         

The Right to Participate 
Workers have the right to be part of the process of identifying and resolving workplace health and safety 
concerns. This right is expressed through worker membership on JHSCs, or Workers identifying the concerns 
to one of the health and safety representatives.  
 
The Right to Know 
Workers have the right to know about any potential hazards to which they may be exposed. This means the 
right to be trained and to have information on machinery, equipment, working conditions, processes and 
hazardous substances.  The parts of the Act that implement the Workplace Hazardous Materials 
Information System (WHMIS)/ Hazard Communication (HAZCOM), or applicable Hazardous Material 
legislation, play an important role in giving Workers the right to know. 
 
The Right to Refuse Unsafe Work 
Workers have the right to refuse work they believe is dangerous to either their own health and safety or 
that of another worker. The Act describes the exact process for refusing dangerous work and the 
responsibilities of the employer in responding to such a refusal.  
 
Dangerous Circumstances 
Management, JHSC/Branch Representatives can stop work in “dangerous circumstances”. This means a 
situation in which all of the following apply: 

 The Act or regulations are being contravened 

 The contravention poses a danger or hazard to a worker 

 Any delay in controlling the danger or hazard may seriously endanger a worker  

 
PROCEDURE   
Work refusals can be associated with a failure to communicate concerns about unsafe conditions to the Employer, 
Supervisor or to a Worker. The Company encourages the reporting of unsafe work, so that we may promptly 
investigate and take remedial action, or implement the corrective measures that may be needed. If these initiatives 
fail however, work refusal procedures must be followed.  
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First Stage: 
Worker: When a worker “has reason to believe” the work performed is causing injury, illness or is likely to endanger 
themselves or another worker, the worker will promptly report the circumstances and the intent to refuse the work 
to his/her Supervisor. The refusing worker is to remain in a safe place near the work location, while an investigation 
of the refusal takes place. 
 
Supervisor: When a Worker has reported their intent to refuse unsafe work, the Supervisor will confirm the Worker’s 
“reason to believe” and will immediately notify the JHSC/Branch Representative (Worker ember) to “attend without 
delay”. The Supervisor must then investigate the circumstances of the refusal, and must do so in the presence of the 
refusing worker, and the JHSC/Branch Representative (Worker Member). 
 
The Supervisor is entitled to retain and acquire such assistance as may be necessary for the effective investigation 
of the refusal, but it is important to remember that a Supervisor’s legislated duties during the course of a work 
refusal cannot be delegated.   
 
If the circumstances or conditions that led to the refusal are resolved to the worker’s satisfaction at this initial stage, 
the worker is expected to return to work and commence the performance of his/her normal duties.   
 
If the circumstances of the work refusal are not agreeably resolved, then the worker may choose to continue to 
refuse the work, but must now provide “reasonable grounds” that the conditions remain likely to endanger 
him/herself, or another worker. 
 
In this case, the HR Manager or Senior Manager on-site will contact the Ministry of Labour (or equivalent based on 
state/provincial regulations) to report the situation and request that an Inspector be assigned to attend the 
workplace and investigate the circumstances of the refusal. 
 
Second Stage:  
The Inspector will attend the workplace or may provide direction over the telephone for interim action to be taken 
pending their arrival. 
 
Worker: When a worker continues to refuse work after the initial investigation by the Supervisor, the worker must 
provide those investigating with “reasonable grounds” to suggest that the work conditions are likely to continue to 
endanger. The worker may be assigned other reasonable alternative work pending the investigation and decision by 
the Inspector, or must otherwise remain in a safe place, as directed. 
 
Supervisor: In circumstances where a worker continues to exercise his/her right to refuse based on “reasonable 
grounds”, the Supervisor will make every effort to assign the refusing worker reasonable alternative work while 
waiting for the arrival of the Inspector.  In the event that the alternative work cannot be found, the Supervisor will 
assign the worker to safe place, to await further direction. 
 
It is important to note that, at this stage, another Worker may be asked to perform the work refused by the 
refusing worker (unless directed otherwise by the Inspector), but only if the Worker being asked is notified of the 
initial refusal and the reasons for the refusal. 
 
Where the Supervisor can ensure that such action may be undertaken in a safe manner, and that every precaution 
reasonable in the circumstances has been taken to protect Workers, then he/she may ask another worker to perform 
the work that was refused.  
 
The Supervisor will only make this request while in the presence of the JHSC/Branch Representative (Worker 
Member). 
 
Inspector:  
Upon arrival at the workplace, the Inspector will investigate the circumstance to the refusal in the presence of the 
refusing worker, the Supervisor, and the JHSC/Branch Representative (Worker Member). 

 
Upon the completion of the investigation, the inspector will render a decision in writing whether the machine, 
device, thing, workplace or part thereof in question, “is likely to” or “is not likely to” endanger the refusing worker, 
or any other worker.  If the decision is “likely to endanger” the Inspector will issue appropriate orders for compliance. 
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The Inspector will provide copies of his/her decision to the worker who refused, the employer, and to the 
JHSC/Branch Representative (Worker Member). A copy must be provided to the Company’s Human Resources 
Department and a copy must be posted in the workplace. 
  

General Provisions: 
Where a Worker has refused to perform work in accordance with legislation the Company will make every effort to 
resolve the refusal amicably, effectively, and promptly. The Company will ensure a safe location for a refusing 
Worker to remain during the course of the initial investigation.  In the instance of a second stage refusal, we will 
assign the refusing worker to reasonable alternative work that will not be demeaning or disciplinary in nature, 
pending the Inspector’s decision. 
 
No employee involved in the conduct of work refusal will lose any pay for the time spent regarding this situation. 
 
No reprisals of any kind will be taken against any worker involved in a legitimate work refusal conducted in 
accordance with the provisions of legislation. 
 
Work refusals are a serious indicator of a break down in the Company’s Health and Safety Program and the Internal 
Responsibility System.  Every work refusal will be investigated appropriately to determine the causes and failure of 
the system, and to determine corrective measures to prevent re-occurrence. 
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Policy & Procedure: P203 

Subject:   Contractor Safety Program 

 

P203 Contractor Safety Program 
 

PURPOSE  
To ensure all Contractors are aware their role in the Internal Responsibility System, and understand and accept their 
health and safety responsibilities to maintain a safe environment for all employees and Workers while working for 
the “Company” (FST Canada Inc.) and on the Company premises. 

 
SCOPE 
This policy is applicable to all Contractors and any Company employee who engages a contractor to perform work 
for the Company. 

 
POLICY  
This policy covers a wide range of security and safety related activities that may or may not be applicable to all work 
the contracted firm, and its employees, are being hired to perform. The representative of the contract firm reading 
this document must identify and ensure all sections that apply to the work that their Workers will be performing is 
understood and that the required actions are taken by the contract firm to ensure all Workers supplied to the 
Company are competent to perform the work in a safe manner. 
 
With the exception of emergency services, before performing work at the Company, the contract firm representative 
will be required to review, complete all forms, attach supporting documentation and return the completed package 
to the Human Resources Manager. 
 
Contractors must report to the front reception desk upon arrival and will be requested to read the Contractor 
Responsibilities section of the Internal Responsibility System (unless they are classified as a Level 1 Contractor - see 
definition under check-in procedures below). Once complete, the Contractor will acknowledge that they understand 
the Company’s expectations by signing in using the Visitor’s Log. Contractors must visibly wear a Visitor’s Badge 
beyond the reception area and for the duration of the visit.  
 
Upon leaving the Company premises, contractors must report to Reception/Office Administrator and sign out in the 
Visitor’s Log. 
   

RESPONSIBILITIES 
In order to maintain a positive and safe working relationship between Contractors and the Company, all parties must 
meet their obligations set out in the program. 
 
Lead Manager:  

 Ensure the Contractor is listed in the Company Approved Contractor Database prior to hire  

 Confirm a completed and up to date Contractor Program package is on file for the Contractor prior to 
hire  

 Notify the H&S Branch Rep to send out a Contractor Program package to a Contractor under 
consideration for hire when it is identified that the Contractor is not listed in our Contractor Database 
or when their information is expired  

 Obtain and forward a copy of the Contract Worker’s skilled trade certificate (if applicable – i.e. 
Electrician, Plumber, etc.) to the H&S Branch Rep 

 Ensure all Contract Workers read and understand their Health & Safety responsibilities   

 Review check-in procedures with Contract Workers  
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 Review emergency response and evacuation procedures including alarms and meeting place/muster 
point with Contract Workers 

 Ensure Contractor’s Workers are working in a safe manner and are in compliance with all the 
Company’s Health & Safety requirements, rules, regulations & applicable legislation 

 Review hazards in the workplace and provide instruction on Hazard Reporting procedures to Contract 
Workers 

 Provide instruction on reporting procedures for injuries, illnesses, near misses, or property damage to 
Contract Workers 

 Provide a familiarization tour to Contract Workers following the Contractor & Visitor Familiarization 
Tour checklist 

 
H&S Branch Rep:  

 Send out the Contractor Safety Program Package to a Contractor when under consideration for hire 
from the Company Project Manager, and then annually or when changes are made to the Contractor 
policy. 

 Enter and update all information in the Company’s Approved Contractor Database  

 Review the Company’s Approved Contractor Database with the Company’s Project Manager, designate 
or equivalent, at least annually 

 Request up to date WCB/WSIB and Liability Insurance from Contractor at least annually 
 
Contractors: 

 See Contractor Responsibilities in the Internal Responsibilities Section of this manual 
 
 

CHECK-IN PROCEDURES 
Due to the varying levels of Contractors based on the services they provide, it is important to define and establish 
specific check-in procedures for each classification of Contractor. The Company’s Manager responsible for the 
Contractor will determine the level and check-in procedure for each Contractor based on the scope of the project. 
This will be established at each contract negotiation. 
 

Level 1 – Contractors who access the Company grounds but not premises (i.e. Lawn maintenance, couriers) 
are required to notify Reception of their arrival and departure. This level of Contractor is not required to 
sign in and out. 

 
Level 2 – Contractors who access the Company’s premises but does not perform high risk tasks, (Office 
equipment maintenance/repair, uniform supply service) are required to read the Contractor responsibilities 
and sign in and sign out at front reception. 

 
Level 3 – Contractors who access the Company’s premises to perform skilled trade repairs (Electrician, 
plumber) are required to read Contractor responsibilities, sign in and out at front reception, produce trade 
certificate/license and participate in a familiarization tour. 

 
Level 4 – Contractors who accesses the Company’s premises to perform higher risk work, usually for more 
than 1 consecutive day, (Camera installers, building repair/renovation contractors) are required to read 
Contractor responsibilities, sign in and out at front reception, participate in a familiarization tour and 
participate in orientation training. 

 
GENERAL WORKPLACE SAFETY REQUIREMENTS FOR CONTRACTORS 
 
The Contractor will:  

1. Appoint a competent person to supervise work and whenever requested to do so, provide the 
Company with certificates of training through a recognized industry organization as evidence of the 
individual’s competence 

2. Ensure that all workers employed to carry out the work possess the knowledge, skills and protective 
devices required by law or recommended for use to allow them to work safely 

3. Not operate any equipment owned or operated by the Company and must provide all tools and/or 
equipment required to perform their work  
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4. Not be under the influence of, or in possession of any alcoholic beverages or illegal drugs  
5. Obey all signage and instructions   

 
 
WHMIS/HAZCOM 
 
The Contractor will:  

1. Comply with the requirements of WHMIS/HAZCOM legislation regarding the use, handling, storage and 
disposal of hazardous materials  

2. Ensure that all controlled products used in performing the work are appropriately labeled  
3. Maintain, at all times during the work, copies of material safety data sheets for controlled products on 

site in an easily accessible location  
4. Provide their Workers with the appropriate personal protective equipment required 

 
Further to the requirements of WHMIS/HAZCOM, the Contractor will ensure that the application of flammable or 
toxic materials is commenced only after the following requirements are met:  

 Adequate ventilation is provided during and after application  

 Enclosures are provided, when required, to contain fumes/vapours within the application area  

 The building heating, ventilating and air-conditioning system will not distribute fumes/vapours 
throughout the building  

 Warning signs and barriers, as required by regulations or to prevent entry into the application area, are 
used 

 Workers are provided with the necessary respiratory protection devices to safeguard their health 

 A suitable number of fire extinguishers are immediately adjacent to the area of application for volatile 
and flammable materials 

 All information regarding the handling of materials, avoidance of spills, cleanup, installation of 
materials, ventilation, or other features designed to minimize the level of worker exposure to airborne 
contaminants are appropriately communicated  

 
 
PROTECTIVE CLOTHING, EQUIPMENT AND DEVICES  
The Contractor shall maintain on-site compliance with all requirements respecting protective clothing, equipment 
and devices.  

 
FALL PROTECTION 
The Contractor shall maintain on-site compliance with all requirements regarding fall protection and shall use fall 
arrest protection devises when working at elevations of 6 feet or higher.  
The Contractor is solely responsible for the training of their Workers who are using fall arrest equipment and working 
from heights. All fall arrest equipment will be supplied by the Contractor. 

 
HOUSEKEEPING 
The Contractor shall implement a daily job site clean-up program to maintain the work site in a tidy and safe 
condition. All work areas, stairways and walkways are to be kept clean and free of obstructions. Material must be 
piled or stacked in an orderly manner.  

 
CONFINED SPACE 
The Contractor shall ensure if the work involves entering a confined space, that safe procedures are followed and 
that proof of competency of workers entering confined spaces is readily available.  

 
LADDERS 
The Contractor must ensure that ladders are designed, constructed, installed and maintained in a manner consistent 
with all regulatory requirements.  
 
ELECTRICAL/MECHANICAL 
 
The Contractor will ensure:  
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1. Qualified competent workers holding a valid skilled trade license perform all work on or near electrical 
equipment or installation  

2. All electrical equipment in use during performance of the work is appropriately designed, located, and 
inspected so as to prevent a hazard to workers or others 

3. All workers performing work on or near electrical equipment and/or installations are provided with, 
and use, appropriate personal protective equipment 

4. All work performed on electrical installations must comply with all relevant acts, codes, regulations and 
guidelines 

5. All Plumbing & Mechanical work must comply with all relevant acts, codes, regulations and guidelines 
6. Any hazards arising from the worker’s maintenance or repairs of electricity are to be reported to the 

Company’s Designate immediately to ensure protection of all employees and workers 

 
LOCK OUT 
The Contractor shall maintain on-site compliance with all requirements regarding lockout procedures. 
 
Should the Contractor be required to perform repairs on the equipment which has been locked out, the Contractor’s 
worker will report to the Lead Manager to review the hazards of the equipment and reason for lock out.  

If maintenance or repair cannot be completed, ensure that the equipment remains locked out and post signs warning 
“UNDER REPAIR – DO NOT OPERATE” prior to leaving the equipment and report this to the Company’s Project 
Manager to ensure locks and tags are applied. 
 
Upon completion of repair or maintenance, the worker will report to the Lead Manager to verify if the equipment is 
back to full and safe operation. Once the contract worker and Foreman/Manager agree that the equipment is safe, 
the internal lock out tag out process will be completed and the equipment rendered available for use. 

 
LIFTING   
No worker is to lift over 20 kg independently - should assistance be required, the contract worker is to notify the 
Lead Manager or designate. 

 
FIRE PREVENTION  
Firefighting equipment shall not be moved, blocked or otherwise made inaccessible. Pre-authorization is required 
and must be obtained from the Company for all work that involves welding, cutting, grinding, use of open flames or 
any other operations where there is a risk of fire.  
 
When welding or cutting must be done in a location not designated for this purpose, inspection and authorization 
shall be required in writing (Hot Work Permit) before any such operation commences. The permit shall be issued by 
an experienced Fire Safety Supervisor, or his/her appointee, who shall have inspected the work area and confirmed 
that all necessary precautions have been taken to prevent a fire.  
  
ROOF WORK  
No one is permitted to access the roof without the pre-approval of a Senior Manager.  
 
All roof-top workers shall follow fall protection requirements. The Company must approve all lifting apparatus’ used 
to transport materials and equipment on the roof. The Contractors shall supply lifting apparatus’, preferably fixed 
to the ground, which are able to transport the material to a proper distance away from the roof curb. 
 
Smoking on the roof is strictly prohibited. 
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Policy & Procedure: P204 

Subject:   Visitors 

 

P204 Visitors  
 
PURPOSE 
Monitoring visitor activity helps maintain safety standards, protects against theft, ensures security of equipment, 
protects confidential information, safeguards employee welfare, and avoids potential distractions and disturbances.  
Additionally, visitor monitoring is a key element of the “Company’s” (FST Canada Inc.) Emergency Response Plan.  

 
SCOPE 
This policy is applicable to all employees and visitors of the Company.  

 
POLICY 
Whenever possible, the Company Representatives should notify Reception/Office Administrator in advance of the 
arrival of an anticipated visitor. Unexpected visitors will be asked whether the employee is expecting them or 
whether it is an unplanned visit. In accordance with our Workplace Violence Prevention & Reporting Policy, caution 
should be used with any unexpected visitor. The Receptionist/Office Administrator will contact the employee with 
whom the visitor is requesting a meeting to confirm whether or not they are willing to meet with the Visitor. 
 
If they are willing to meet, the employee will meet their guest at reception. If they are not willing to meet with the 
visitor due to scheduling, Reception/Office Administrator will notify the Visitor they must pre-schedule the meeting 
with the intended Company Representative in advance of arrival.  
 
Visitors must report to the front reception desk upon arrival and will be requested to read the Visitor Responsibilities 
section of the Internal Responsibility System. Once complete, the Visitor will acknowledge that they understand the 
Company’s expectations by signing in the Visitor’s Log. Visitors must visibly wear a Visitor’s Badge beyond the 
reception area and for the duration of the visit.  
  
The Company representatives will escort their visitor to their meeting destination ensuring proper PPE is worn in 
designated areas. The Company representative must not leave their visitor unattended and will advise their visitor 
of specific policies that must be followed, direct them in the reporting of hazards and injuries/illnesses, and guide 
them through Emergency Response Procedures as required. The Company representatives are responsible for the 
conduct and safety of their visitors while on the Company premises.  
  
Employees should notify their Supervisor immediately if they observe an unfamiliar individual on the Company 
premises who is not wearing a Visitors badge, unauthorized entry of private offices or restricted areas and anyone 
not following company policies or procedures. 
 
Upon leaving the Company premises, visitors must report to Reception/Office Administrator and sign out in the 
Visitor’s Log.  
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Policy & Procedure: P205 

Subject:   Hazardous Materials 

 

P205 Hazardous Materials 
 
PURPOSE 
To ensure all employees receive education and training regarding the safe storage, handling, use and disposal of 
hazardous materials in the workplace.  
  

SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.).  

 
POLICY 
Employers are responsible to ensure that hazardous materials in the workplace are properly labeled, Safety Data 
Sheets (SDS)  are current and made available to employees and that employees receive adequate training regarding 
hazardous materials.  
 
All Company employees must be provided hazardous material training and complete a knowledge assessment within 
their first week of employment.  The following topics are covered in the training: 
 

 Rights of Workers 

 Duties and Responsibilities of Employers, Workers and Supervisors 

 What are hazardous materials 

 How hazardous materials enter the body 

 Warning symbols and classifications 

 Supplier labels 

 Workplace labels 

 Safety Data Sheets (SDS) 

 Hazard Controls 

 Prevention 
 

Employees must receive task specific training from their Supervisor prior to working with or around hazardous 
materials. Upon successful completion of hazardous material training, a completed knowledge assessment is 
provided to Human Resources for training record purposes. Hazardous material refresher training will be provided 
every 3 years or as applicable.  
 
Management must assign the responsibility of maintaining SDS sheets to a Company employee(s) who will keep the 
SDS binder up to date with revised or new forms.  
 
When a new product is introduced to the workplace, the following procedure must be followed: 

1. Using the SDS sheet specific to the chemical, provide workers with task specific training prior to allowing 
workers access to the chemical 

2. Identify workplace specific controls to minimize exposure to the chemical including use, storage, handling, 
access, PPE, etc. 

3. Provide a copy of the SDS sheet to the Company employee responsible for maintaining the SDS binder 
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Policy & Procedure: P206 

Subject:   Workplace Incident Reporting and Investigation 

 

P206 Workplace Incident Reporting and Investigation 
 

PURPOSE 
This policy and procedure outlines the mandatory steps required for the reporting and investigation of incidents and 
near misses in the workplace.  The “Company” (FST Canada Inc.) is committed to the safety of its employees and this 
policy and procedure is designed to provide the correct investigatory procedures in the event of a workplace 
incident/accident/near-miss and to remedy and to prevent reoccurrences.     

 
SCOPE 
This policy is applicable to all employees of the Company, its contractors, suppliers, customers and visitors. 

 
POLICY 
It is the policy of the Company that all incidents, injuries or occupational illnesses in the workplace, whether involving 
an employee, visitor or customer be investigated by the employer.  The creation of complete documentation, proper 
reports and investigations of workplace incidents/ accidents will increase the Company’s overall readiness to identify 
and resolve workplace safety issues and reduce workplace injuries. 
 
Where able and appropriate, all incidents will be resolved with corrective action and communication with the goal 
of preventing similar occurrences in the workplace.  

The employer will ensure there is an immediate investigation of: 

 Fatalities 

 Critical Injuries  

 Hazardous occurrences and “close calls/near miss”  

 Lost Time Injuries 

 Occupational Illnesses 

 Property/Merchandise Damages 

 Fires 

 Environmental Releases  
 
All Managers, Supervisors, Human Resources, JHSC and H&S Reps will be designated as an “Investigator” and the 
Company will ensure these individuals are trained in conducting investigations and reporting of all workplace 
incidents, accidents or near misses.    

 
DEFINITIONS 
 
The “Company” – FST Canada Inc.  
 
OH&S – Occupational Health & Safety.  The governing body of legislation pertaining to the health, safety and welfare 
of people while at work 
 
Investigator – the designated person who has been training in investigation and reporting, investigates the details 
of an incident/accident to establish a series of events that should have taken place and compares it to what actually 
happened to identify areas such as workplace policies or procedures, or hazard control measures that need 
improvement  
 
Near Miss – an incident in which no property was damaged and no personal injury was sustained, but where, given 
a slight shift in time or position, damage or injury easily could have occurred 
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Work related injury – an injury or illness caused, contributed or significantly aggravated by events or exposure in 
the work environment.  Work related injuries occur on the job and as a direct result of the tasks allotted to the 
specific job.  The following are the different classifications of injuries: 
 

 First Aid - immediate care or treatment given to an ill or injured person before at the workplace by an 
employee of the Company who has been certified in providing first aid.  First Aid includes but is not 
limited to:  

o cleaning minor cuts, scrapes, or scratches 
o treating a minor burn 
o applying bandages and/or dressings 
o applying a cold compress, cold pack, or ice bag 
o applying a splint 
o changing a bandage or a dressing after a follow-up observation visit. 

 Medical Aid – medical treatment by a health care professional of a workplace illness or injury.  Health 
care includes:  

o services requiring the professional skills of a health care practitioner (e.g., doctor, nurse, 
chiropractor, or physiotherapist) 

o services provided at hospitals and health facilities 
o requirement for prescription drugs 

 

 Fatal/ Critical Injury – As per the Occupational Health and Safety Act (OH&S) Regulation 834 “Critically 
Injured” means an injury of a serious nature that,  

o places life in jeopardy  
o produces unconsciousness 
o results in substantial loss of blood 
o involves the fracture of a leg, arm, wrist, hand, ankle, foot, more than one finger or more 

than one toe but not a single finger or single toe 
o involves the amputation of a leg, arm, hand, foot, more than one finger or more than one 

toe but  not a single finger or single toe 
o consists of burns to a major portion of the body, or 
o causes the loss of sight in an eye 

 

 Occupational Illness – 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.     

 

 Lost Time – the requirement of an employee to be away from work beyond the date of the workplace 
injury  

 
ROLES AND RESPONSIBILITIES 
 
The following responsibilities apply:    
 
Employer will:  

 Ensure there is an immediate investigation of all incidents including injuries, illnesses, property 
damage, near misses, and motor vehicle accidents 

 Assist in the investigation as required 

 Review recommendations for corrective actions 

 Ensure that all recommendations are responded to and ensure that recommendations are 
implemented where appropriate or provide alternative recommendation or explanation 
 

Manager/Supervisors will: 

 Ensure that first aid is provided.  If health care is necessary, provide transportation for worker to a 
medical facility. 

 Investigate the report of a workplace incident, injury or near miss immediately 

 Provide employee with appropriate forms 
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 If the injury is critical or a fatality has occurred, call 911 immediately and preserve the scene until 
further notice 

 Complete the Workplace Incident Reporting and Investigation form and submit to Human Resources 

 Participate in the investigation using the procedure contained in this standard 

 Implement/schedule any corrective actions that are determined to eliminate a recurrence 

 Follow up on corrective actions 

 Communicate details of the incident and any corrective actions taken to all applicable employees 

 Monitor situation to ensure corrective actions have achieved desired result 
 
Workers will: 

 Call for emergency help if required 

 Promptly receive first aid treatment if an injury is sustained 

 Report all incidents, injuries or near misses as soon as reasonably possible to their Supervisor/Manager.  
If the Supervisor/Manager is not present, report to a Senior Manager, JHSC, H&S Rep or to the Human 
Resources Department 

 Participate in the investigation if asked to provide their witness account about factual actions that were 
seen or heard or done 

 Participate in the completion of the Workplace Incident Reporting and Investigation form if they were; 
the injured worker, witness or employee reporting a near miss 

 
Joint Health and Safety Committee (JHSC)/Health and Safety Members will: 

 Assist in workplace investigations as required 

 Make recommendations to remove hazards that have been identified by the investigation process 
 

Human Resources will: 

 Provide the necessary forms to the investigator(s) 

 Review all investigations for completion and thoroughness 

 Review all recommendations for corrective actions 

 Submit and ensure all required reports are submitted to the Provincial or territorial governing body as 
per the applicable regulation 

 Document incident details for tracking purposes 
 
Visitors & General Public will: 

 Notify their Company Representative of an incident/accident. The Company Representative 
accompanying their Visitor will notify a JHSC, Human Resources or Branch Manager 

 
PROCEDURE 
 

Critical Injury or Fatality  
In the event a person including a worker is critically injured or killed at the workplace, the employer or their designate 
will immediately notify the following: 

 911 to obtain medical and police 

 Government Agency: 
o The Ministry of Labour (MOL) 
o The Ministry of Environment (MOE) 
o Human Resources Development Canada (HRDC) 
o Workplace Safety and Insurance Board WSIB) 

 The General Manager 

 The JHSC or H&S Rep 
 
Managing the Scene: Where a person is killed or critically injured in the workplace, the Supervisor/Manager will 
secure the scene of accident and obtain medical attention for the injured person.  No person shall interfere with, 
disturb, destroy, alter, or carry away any wreckage, article, or thing at the scene of or connected with the occurrence 
until permission has been given by a Ministry of Labour or Workplace Safety and Insurance Board, except for the 
purpose of: 

 Saving a life or relieving human suffering 
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 Maintaining an essential public utility service or public transportation system 

 Preventing unnecessary damage to equipment or other property 
 
Critical Injury or Fatality Investigation: Where possible, the Company will establish an investigation team to 
investigate the occurrence. This team may include the following people: 

 Human Resources 

 Manager 

 Supervisor 

 At least one designated worker representative from the Joint Health & Safety Committee and or the 
Health & Safety Representative 

 
The investigation team will investigate the site of the critical injury or fatality (without disturbing, destroying, 
altering, or carrying away any evidence), if possible, within 24 hours of the occurrence.  The investigation team will 
interview witnesses; interview co-workers and supervisory personnel as required, review applicable policies and 
procedures. 
 
In the case of a critical injury, the scene must not be disturbed until the governing agency has arrived and an 
investigation of the critical injury has been completed.  Only the governing agency can release the scene after a 
critical injury has occurred. 
 
Critical Injury or Fatality Report: The investigation team will complete the Injury or Illness Investigation Report.  This 
report is to be signed by all persons participating on the investigation team and within 48 hours of the occurrence. 
It is to be sent to the Joint Health and Safety Committee or Health & Safety Representative, and to a Director of the 
Ministry of Labour or the Workplace Safety Governing Authority, and will provide details of the circumstances of the 
occurrence and any information as prescribed by the legislation.  
 

General 
Reporting incident, injury, illness or Motor Vehicle Accident: All employees must follow the Workplace Incident 
Reporting and Investigation Policy and are to report immediately all injuries, incidents, near misses or Motor Vehicle 
accidents to their Supervisor/Manager immediately after any incident has occurred.  
 
Reporting a Chemical Spill: All employees must follow the procedures outlined in the Company’s Chemical Spill 
Response Policy (P214). 
 
Any reportable spills must be brought to the attention of a direct supervisor as soon as it is immediately safe to do 
so, the supervisor will then contact their respective Ministry of Environment if: 

 The spill may, is, or has caused an adverse effect and/or 

 The spill is oil or gas if it is not confined to the site from which it occurred or is on-site and is in excess 
of two cubic meters  

 Damage property or cause injury to animal life 

 Impair the quality of the natural environment (air, water or land) 

 Cause negative health effects 

 Create a safety risk 

 Render the environment unfit for use 

 Create a loss of enjoyment of the normal use of the property 

Cause a disruption with the normal conduct of business 
Contractors and Visitors must notify their Company Representative who will notify a Joint Health and Safety 
Committee (JHSC) member or Branch Health and Safety Representative, Human Resources or Branch Manager. 
 
The Supervisor/Manager, along with injured worker and First Aid Rep, will complete the Workplace Incident 
Reporting and Investigation form F206.1.  Completed forms are to be forwarded to Human Resources.  

 
Managing the Scene: Where a worker suffers a work related injury or illness, the Supervisor/Manager will ensure 
the necessary treatment is provided as soon as possible.  
Immediate steps may include: 

 Calling for emergency help (e.g., fire department, ambulance) 
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 Providing first aid/medical aid 

 Ensure worker is provided with transportation to the nearest medical care facility, if required. 

 Preventing further injury or damage; taking care of the needs of the injured worker; in the case of an 
incident involving violence, the worker will have to be placed in a safe location as appropriate 

 
The Supervisor/Manager shall take immediate action and/or implement a temporary control measure to ensure no 
other worker is injured from the cause of initial accident.  
This may include: 

 Informing other workers of the incident or occurrence and how it is being controlled; and 

 Securing or evacuating the site of the incident or occurrence. 

 Securing the incident scene until the investigation at the scene is finished 

 Reassuring other workers 

 Identifying potential information sources 
 

Investigation  
Incident/Injury Investigation: All investigations are to be completed by either a designated Investigator (Manager, 
Supervisor, JHSC or H&S Rep or Human Resources).  All work-related injuries and illness investigations will commence 
immediately and be completed within 24-48 hours.  
 
Investigator(s) are to undertake the following the steps as part of the investigation process: 

 
Step 1: Gather Evidence 
When gathering evidence: 

 Gather data that gives a complete picture of what happened from the beginning of the incident 
inclusive of what contributed to the final event 

 Ensure that the evidence is factual about actions that were seen, heard or done 
Interviews: 

 Conduct interviews with the involved worker(s) and identify witnesses asking for their recollection of 
what they saw before, during and after the incident 

 A member of the JHSC and management should interview the eyewitnesses separately 

 The interview should occur as soon as possible so that the memories are fresh 

 The interviews should take place in a private area, but where it is necessary to visit the scene  
(to demonstrate what a witness saw); this is to be done discreetly 

 Witness statements are to be recorded and attached to a Workplace Incident Reporting and 
Investigation Form.   

Assessment of the Scene: 
To gather evidence, look for clues from the scene of the incident, for example: 

 Take pictures  

 Note environmental conditions, housekeeping, lighting, noise, signs, and workspace 

 Make sketches 

 Take measurements 

 If machinery or tools are involved, record their type and location 

 List any personal protective equipment or lack thereof involved in the incident/accident 

 Collect foreign objects or broken pieces of equipment 

 Take samples of substances/fluids 

 Check procedures 
Confidentiality 

 The investigator must remind all individuals involved in the investigation of their confidentiality obligation and 
protections.   
 
All documentation and reports regarding the workplace incident/accident will be securely maintained by the 
investigator(s) throughout the process. All completed investigation reports and supporting documentation will be 
retained in the Human Resources office unless legally requested or administrative proceedings arise out of the 
workplace incident/accident.  

 
Step 2: Reporting 
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Identifying Contributing Factors: 
Review the possibility of contributing factors that may have had impact, e.g., people, equipment,  
material, environment, process.  This can be found on Section 2 of the Workplace Incident Reporting and 
Investigation form (F206.1). 
 
Put all facts gathered in the order they occurred. Make sure that there is enough evidence and no gaps.  
Analyze the findings to determine the immediate and root causes of the injury/incident. Incident Analysis Report is 
used to record findings.  
 
Note: Section 1 of the Workplace Incident Reporting Form (F206.1) must be submitted to Human Resources within 
24 hours of the incident report date.  The remainder of the report (Section 2) can be submitted to Human Resources 
within 72 hours of the incident report date. 
 
 
 
Step 3: Risk Analysis and Corrective Actions 
In order to take corrective actions, a risk assessment is required.  This risk assessment can be found in Section 2 of 
the Workplace Incident Reporting and Investigation form (F206.1).   
 
Once the risk analysis is completed, determine the corrective actions to be taken that will improve health and 
safety in the workplace and will reduce the likelihood of the same or similar incidents occurring.   
 
Step 4: Follow Up on Corrective Action 
The Supervisor/Manager should follow up on the corrective actions to determine whether they were implemented 
and, if so, whether they were effective.  The JHSC or Health & Safety Reps should also review the corrective actions 
to ensure they have been implemented and are effective. 
 

Reporting Obligations 
Fatality or Critical Injury:  In the event of a Fatality or Critical Injury the Provincial or territorial governing body is to 
be notified immediately after emergency services have been called. 
 
When reporting a Fatality or Critical Injury, the written report shall include: 

 The name and address of the employer 

 The nature and the circumstances of the occurrence and the bodily injury sustained 

 A description of the machinery or equipment involved 

 The time and place of the occurrence 

 The name and address of the person who was killed or critically injured 

 The names and addresses of all witnesses to the occurrence 

 The name and address of the physician or surgeon, if any, by whom the person was or is being attended 
for the injury 

 
Workers Compensation Board: The employer has a reporting obligation to the applicable Workers Compensation 
Board when they become aware that an employee requires health care due to a work-related accident and/or:   

 Is absent from regular work 

 Earns less than regular pay for regular work (e.g., part-time hours) 

 Requires modified work at less than regular pay  

 Requires modified work at regular pay for more than seven calendar days following the date of 
accident 

 
When deciding whether to report an accident where a worker requires modified work at regular pay for more than 
seven calendar days, employers should consider that, 

 Shift workers, or those on irregular work patterns, may not be scheduled to work on the eighth calendar 
day. In these cases, the employer must report the accident if the worker requires modified work on the 
first shift that follows the eighth calendar day. 

 The seven calendar day period is not reset for workers that initially require modified work for less than 
seven calendar days, return to regular work for a brief period, and then require further modified work. 
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In these cases, the requirement to report is based on whether the worker requires modified work after 
the initial seven calendar days following the date of accident. 

 If a worker initially returns to regular work, but then requires modified work, the employer must report 
the accident if the worker requires modified work for more than seven calendar days from the date 
that the modified work began. 
 

Employers are not required to report a work-related accident if the worker: 

 Receives only first aid 

 Receives first aid and requires modified work at regular pay for seven calendar days or less, following 
the date of accident 

 Does not receive first aid, but requires modified work at regular pay for seven calendar days or less, 
following the date of accident. 

 

COMMUNICATION 
This procedure will be posted on the Health and Safety Bulletin Board at each branch location and located in the 
H&S Policy Manual. 
 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 On-line posting 

 Posting of policies and procedures 

 Training 

 Meetings and Safety talks 

 
TRAINING 
The Company will ensure that all Manager, Supervisors, JHSC members/Health and Safety Representatives and 
Human Resources are trained and educated on the reporting and investigation procedures outlined in this policy 
and that they are clear about their roles and responsibilities.   

 
EVALUATION 

 The requirements of this procedure will receive an annual formal review by the JHSC or Health & Safety 
Representatives. Gaps will be identified and corrected as necessary. 

 
EXHIBITS/FORMS  
F206.1 Workplace Incident Reporting and Investigation Form 
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Policy & Procedure: P207 

Subject:   Hazard Reporting 

 

P207 Hazard Reporting 

 

PURPOSE  
To properly address and communicate any hazard identified in the workplace and to effectively minimize, prevent, 
or, wherever possible, eliminate a possible reoccurrence.  

 
SCOPE   
This policy is applicable to all employees of the “Company” (FST Canada Inc.), Contractors and Visitors. 

 
POLICY 
All hazards identified while working as an employee of the Company or while on the Company premises must be 
reported immediately. Based on the severity, appropriate immediate corrective action will be taken to control the 
hazard ensuring the safety and security of all. Once the hazard has been controlled, a Hazard Report Form will be 
completed.  

 
DEFINITIONS    
 
The “Company” – FST Canada Inc.  
 
Hazard/Safety Concern:  An occupational hazard is a thing or situation with the potential to harm a worker. 
 
Originator: person who identified the Hazard 

 
NOTIFICATION 
The Company employees must notify their Supervisor immediately. Contractors must notify their Company Lead 
Manager. The Company representative accompanying their visitor will notify a JHSC/Branch H&S Representative. 
Once the appropriate Company personnel have been notified and if safe to do so, they along with the Originator, 
will go to the area where the hazard was located to conduct an assessment of the hazard.  
 

REPORTING 
The Originator and the Supervisor or the Company H&S Representative will together complete their sections of the 
Hazard Report Form and forward it to the JHSC/Branch H&S Representative for follow up and determining if further 
action is required. Once all corrective actions have been implemented, the JHSC/Branch H&S Representative and 
the Supervisor or Company representative will notify the Originator of the outcome. If the hazard identified affected 
a department or group, group communication will be conducted and documented.  
 
Completed Hazard Report Forms will be used to update Job Hazard Assessments and will be discussed in the next 
JHSC/H&S meeting.    



 

 

P208 – Workplace Violence, Harassment, & 

Sexual Harassment Policy and Prevention 

H&S Policies & Procedures Review Date:  

July 2018 

Revision Date: 

November 2018  

 

 

  

Policy & Procedure: P208 

Subject:   Workplace Violence, Harassment and Sexual 
Harassment Policy and Prevention Program 

 

P208 Workplace Violence, Harassment and Sexual Harassment Policy and Prevention Program  

 

PURPOSE 
To provide employees with a safe and healthy work environment that is free of violence and harassment and to 
ensure all employees receive equal respect and treatment, regardless of personal differences and to ensure a 
reporting process for workplace violence and harassment is made available and known by all employees.   
 

SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.), its contractors, suppliers, customers 
and visitors. 
 

POLICY 
The Company is committed to building and preserving, for its employees, a safe work environment based on mutual 
respect which is free from violence, threats of violence, discrimination, harassment of any kind, or intimidation.  To 
meet this objective, it is the policy of the Company to communicate this policy to all employees, provide training for 
employees regarding this policy and its procedures, ensure that all incidents are investigated promptly and 
thoroughly, and that any recommended course of action is carried out accordingly.   
 
The Company will encourage employees to report all incidents regardless of who the alleged offender(s) might be 
and can do so without any fear of reprisal and will ensure that there are no negative consequences for reports made 
in good faith.   
 
Employees who do not follow the requirements of this policy will be subject to disciplinary action up to and including 
termination. The degree of discipline will be proportional to the nature and seriousness of the incident.  
 
Where a person employed by the Company has a history of violent behavior and the Company has knowledge of this 
history, the Company will provide personal information to any employee who is expected to encounter this person 
with a history of violent behavior and the employee is at risk of physical injury.  The Company will only disclose to 
other employees as much information as necessary to protect other employees from physical injury.   
 
All other persons; contractors, suppliers, customers and visitors to the Company must also comply with legislative 
requirements and the requirements of this policy. Individuals failing to abide by this policy will be promptly removed 
from the properties(s). 
 
The Company will review the Workplace Violence, Harassment and Sexual Harassment Policy and Prevention 
Program as often as necessary but at least annually.  As part of this review, the Company will also conduct an annual 
workplace violence risk assessment. 
 
This policy has been developed in consultation with the Joint Health and Safety Committee (JHSC) and will be 
reviewed on an annual basis. 
 

DEFINITIONS 
 
The “Company” - FST Canada Inc.  
 
Complainant – The person who has made a complaint about another individual whom they believe committed an 
act of violence against them.  
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Harasser/Accused – The person whom another individual has accused of committing an act of violence, an act of 
harassment or sexual harassment. 
 
Workplace Violence – Any action, conduct, threat or gesture of a person towards an employee in their work place 
that can reasonably be expected to cause harm, injury or illness to that employee.  
 

Prohibited workplace or threats of workplace violence may include, but is not limited to, the following: 

 Aggressive physical contact with another individual (e.g., hitting, shoving, pushing, kicking, 
sexual assault, throwing an object at or near another employee, kicking an object the employee 
is standing on such as a ladder, or trying to run down a employee using a vehicle or equipment 
such as a forklift); 

 Threatening to harm an individual or their family, friends, associates or their property 

 Intentional destruction or threat of destruction of property owned or operated by the Company 

 Possession or use of any firearm, weapon, or any other dangerous device for the purpose of 
intimidation or injury of another person 

 All threats or acts of violence occurring on Company property, regardless of the relationship 
between the Company and the parties involved in the incident 

 All threats or acts of violence not occurring on Company property but involving someone who 
is acting in the capacity of a representative of the Company 

 All threats or acts of violence not occurring on Company property, involving an employee of the 
Company, whereby the threats or acts of violence affect the interests of the Company 
 

Domestic Violence – A person who has a personal relationship with an employee of the Company—such as a spouse 
or former spouse, current or former intimate partner or a family member—may physically harm, or attempt or 
threaten to physically harm, that employee at work. In these situations, domestic violence is considered workplace 
violence.  

Workplace Harassment: 
(a)   Engaging in a course of vexatious comments or conduct against an employee in a workplace that is known 

or ought reasonably to be known to be unwelcome; or 
(b)   Workplace sexual harassment. 
 

Harassment toward another person can be related to one or more of the following: 

 age, size, weight, physical appearance 

 nationality, ancestry or place of origin 

 gender, sexual orientation 

 marital status, family status, economic status 

 religious or political beliefs, association or activity 

 mental or physical disability  

 alcohol or drug dependence 
 
Acts of Harassment may include, but are not limited to, the following: 

 Making harassing or threatening telephone calls, letters or other forms of written and 
electronic communication 

 Intimidating or attempting to coerce an employee to do wrongful acts 

 Harassing surveillance or “stalking” meaning the willful, malicious and repeated following of 
another person 

 Making a remark suggesting or implying an act to injure persons or property 
 
 

Reasonable action taken by the Company, Supervisor or Manager relating to the management and direction of 
employees or the workplace is not workplace harassment. 

 
“Bullying” behaviour may involve: 

 Abuse of power, authority or control by a Manager or person of authority 

 Repeated humiliation or intimidation by any person that adversely affects an employee’s 
psychological or physical well-being  
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 A single instance so serious that it has a lasting, harmful effect on a employee 
 

“Discrimination” behaviour may involve: 

 Differential treatment of an individual or group of individuals which is based, in whole or in 
part, on one or more than one of the prohibited grounds of discrimination, and which thus has 
an adverse impact on the individual or group of individuals. 

 
Workplace Sexual Harassment: 
(a)  Engaging in a course of vexatious comment or conduct against a employee in a workplace because of sex, 

sexual orientation, gender identity or gender expression, where the course of comment or conduct is known 
or ought reasonably to be known to be unwelcome, or 

(b)   Making a sexual solicitation or advance where the person making the solicitation or advance is in a position 
to confer, grant or deny a benefit or advancement to the employee and the person knows or ought 
reasonably to know that the solicitation or advance is unwelcome. 

 
Sexual harassment includes, but is not limited to: 

 Unwanted touching, leering, sexual assault 

 Inquires or comments pertaining to an individual’s love life 

 Telephone calls or e-mails with sexual overtones, gender bias jokes or insults 

 Displaying of pornographic or sexually offensive material 

 Repeated unwanted social invitations  

 Abuse of power, authority or control by a Manager/Supervisor including: sexual solicitation or 
advances made by a person in a position to confer, grant, or deny a benefit or advancement; 
placing a condition of a sexual nature on an employee’s continued employment or opportunity 
for training or promotion; a reprisal or a threat of reprisal for the rejection of a sexual 
solicitation or advance  

   
Comments exhibiting bullying, harassment or sexual harassment, against another employee, by use of social 
media, will be considered the same as making those statements in the workplace and employees will be held 
accountable for their actions. 
 
 

ROLES AND RESPONSIBILITIES 
The following responsibilities apply:    
 
Employer will:  

 Hold management accountable for responding to and resolving complaints of violence,   
harassment and sexual harassment in a fair, objective and expeditious manner.   

 Ensure compliance by all who have a relationship with the organization, such as contractors, 
suppliers, customers and visitors 

 Consult with the JHSC or Health and Safety Committees, and conduct annual risk assessments  

 Ensure strict confidence is adhered to by all parties involved 

 Take necessary corrective actions 

 Provide response measures 
  
Human Resources will: 

 Prepare a written policy with respect to Workplace Violence, Harassment and Sexual Harassment 
and develop and maintain a program to implement the policy and review the policy as often as is 
necessary but at least annually. 

 Ensure the Workplace Violence, Harassment and Sexual Harassment Policy & Prevention Program is 
posted in a conspicuous place. 

 Establish and deliver training and education for all employees 

 Develop a reporting process for incidents of workplace violence, harassment or sexual harassment 

 Participate in the investigation of all reports of workplace violence, harassment or sexual harassment 
in a prompt, objective and sensitive way 

 Take necessary corrective actions 

 Provide response measures 
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 Track and analyze incidents for trending and prevention initiatives 
 

Manager/Supervisors will: 

 Do everything reasonable to stop any incidents of workplace violence, harassment or sexual 
harassment that is suspected or are aware of in the workplace, whether or not a complaint is made  

 Work with Human Resources to take corrective action with anyone under their direction who initiates 
a violent act or harasses another person and implement disciplinary action when necessary 

 Provide continued training and communication of the Workplace Violence, Harassment, Sexual 
Harassment Policy & Prevention Program 

 
Employees will: 

 Assist in eliminating and preventing violence, harassment or sexual harassment in the workplace by 
working together in a professional and respectful manner 

 Report all acts of violence, harassment and sexual harassment, which threaten, or perceive to threaten, 
a healthy and safe work environment to their Supervisor, Manager or Human Resources. 

 Cooperate in the investigation of a violence or harassment complaint  

 Maintain confidentiality - anyone who gives evidence or information in an investigation, or is involved 
in the process must keep this information confidential 

 Report immediately any incident or occurrence they have witnessed of a co-employee who has been 
subjected to any acts of violence or harassment in the workplace 

 
Joint Health and Safety Committee (JHSC)/Health and Safety Members will: 

 Be consulted about the development, establishment and implementation of Workplace Violence, 
Harassment and Sexual Harassment Policy & Prevention Program 

 Make recommendations to the employer for developing, establishing and providing training in 
prevention measures and procedures 

 Take part in the review of the Workplace Violence, Harassment and Sexual Harassment Prevention 
Program  at least once a year   

 
Visitors & General Public will: 

 Treat all employees with respect and abide by this policy while conducting business at the Company’s 
workplace.   
 

 

PROCEDURE 
How to Report Workplace Violence, Harassment or Sexual Harassment: 
Any employee who believes they have been subject to an incidence of violence, harassment or sexual harassment 
should, in all confidence and without fear of reprisal, personally report the incident or occurrence as soon as 
possible. 
 
Employees are encouraged to report any incidents or situations of violence, harassment or sexual harassment  in 
a timely manner whether they have been subjected to such behavior or whether they observe, or know, of a 
fellow employee or group of employees who have engaged in, or been subjected to, workplace violence, 
harassment or sexual harassment. 
 
It is recommended that the harassed individual document any situations or discussions of harassment that have 
occurred. 
 
Federal Government’s Criminal Codes deal with matters such as violent acts threats and behaviors such as 
stalking. The police should be contacted immediately when an act of violence has occurred in the workplace or 
when someone in the workplace is threatened with violence. If an employee feels threatened by a co-employee, 
volunteer, contractor, student, vendor, visitor or client/ customer then an immediate call to "911" is required. 
 
Employees can report incidents or complaints of violence, harassment or sexual harassment in writing using 
Form 203.1 – Workplace Violence, Harassment or Sexual Harassment Incident Report Form.   
 
The report of the allegation(s) should include the following information: 
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 Name of the reporting employee, name of the Complainant, and name of the alleged harasser 

 Identifying and nature of the relationship of the harasser 

 Name and account of the witnesses 

 Details of the incident including events leading up to, and after the violent act or incidents of 
harassment 

 Emergency steps taken 

 Signature of reporting employee and individual taking the report 
 
The Company is committed to working with the employee every step of the way in an informed manner. The 
Company recognizes that this issue may be sensitive and may have an emotional impact on the individual; 
therefore, no time limit will be instituted for reporting an incidence of violence or harassment. 
 
Who to Report Workplace Violence to: 
Employees are encouraged to report any incidents or situations of violence or harassment to their Supervisor, 
Manager or to Human Resources.  
 
If the violent act is initiated by or the harasser is the Employer, Manager or Supervisor, the individual can report the 
violent act or harassment directly to the Human Resources Department. 
 
Depending on the severity of the violent incident, the Supervisor/Manager or Human Resources will arrange 
transportation to a medical facility for medical care. The appropriate Labour Authority and/or Police will be 
contacted. The Supervisor will advise any employees who may be at risk.  
 
Who Will Investigate? 
The Manager/Supervisor and/or Human Resources will determine who will conduct the investigation into the 
incident or complaint of workplace violence, harassment or sexual harassment. 
 
The investigator must not be directly involved in the incident or complaint and must not be under the direct control 
of the alleged offender or harasser. 
 
The investigator should have knowledge of how to conduct an investigation that is appropriate in the circumstances. 
 
The investigator must make reasonable efforts to interview all parties involved (including witnesses), even if they 
are not employees and must give the alleged offender or harasser the opportunity to respond to the specific 
allegations raised. 
 
Depending on the allegations and the people involved, the investigation may be referred to an external investigator 
to conduct an impartial investigation. 
 
Timing of the Investigation: 
Investigations should be completed within 90 calendar days, unless there are extenuating circumstances (i.e. 
illness, complex investigation) warranting a longer investigation. 
 
Investigation:  
Once a complaint has been received, a thorough investigation will take place.  The investigation will be appropriate 
to the circumstances of the complaint and all findings of the investigation will be formally documented.   

 The “Investigator(s)” should review the Workplace Violence, Harassment and Sexual Harassment Policy 
and Prevention Program before starting the investigation process 

 If the resolution of the incident is beyond the authority of a manager, supervisor or Human Resources, 
the General Manager is to be made aware of the incident 

 In a crisis situation, the alleged offender or harasser may be immediately suspended or removed from 
the workplace to ensure the safety of others until the investigation is complete.  The suspension will 
be with pay 

 
In the event that a complainant’s concerns were not resolved at the workplace or they feel the threat still exists then 
the complainant has a right to contact their Provincial or Territorial Employment Standards office with the complaint 
and can do so without any fear of reprisal. 
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The following are the steps of the investigation process: 
1. Supervisor/Manager or Human Resources will take the complaint from reporting employee  

 
2. Obtain a Description of the Incident/Claim 

 Listen to the employee, and ensure that they provide a full account of the incident(s) 

 Ensure that you treat the matter seriously, using a professional manner and avoid discounting their 
difficulties in coming forward and telling the story 

 Contact the company legal department where it appears that the situation may require legal action 

 Obtain a written, signed and dated statement from the claimant 

 Ensure that the employee is free from retaliation as a result of their coming forward 

 Ask the employee if there is a resolution that can be reached or if they wish to file a complaint with the 
authorities 

 Report the details by using the Workplace Violence, Harassment and Sexual Harassment Incident 
Report Form (F203.1) 

 
3. Conduct an Investigation into the Incident / Claim 

 Conduct your investigation immediately after learning of the complaint 

 Ensure that the investigation remains confidential, and that all information gathered remains 
confidential. Information should be shared only where necessary, and with appropriate parties They 
must also be informed of the need to remain confidential 

 Investigate all claims seriously 

 Document all information appropriately 

 Contact the authorities where appropriate 

4. Interview the Complainant 

 Obtain a full account of the incident, and document all details provided 

 Determine any potential pattern involved, or if the incident was a singular occurrence 

 Determine if the incident was influenced by any contextual factors 

 Identify any reporting relationships, or hierarchical structures that may have influenced the incident(s) 

 Determine a timeline of events associated with the incident, and what the job duties of each party 
were at the time of the incident, and what their expected locations were 

 Examine the potential of a charge made under false pretenses, and any motivating factors that may be 
involved. Work to rule out these potential elements 

 Inform the complainant that a thorough investigation will take place 

 Obtain a written, signed and dated statement from the claimant 

 Ensure that the employee is free from retaliation as a result of their coming forward 

5. Interview the Accused 

 Obtain a written, signed and dated statement from the claimant 

 Describe the details of the accusation, and ask for clarification on any discrepancies between the two 
stories 

 Identify any reporting relationships, or hierarchical structures that exist between the parties 

 Determine a time-line of events associated with the incident, and what the job duties of each party 
were at the time of the incident, and what their expected locations were 

 Determine any potential for retaliation or reprisal, and inform the accused that this would be 
unacceptable 

 Document all pertinent details of the interview, including observations of behavior displayed and their 
account of the incident 

6. Interviewing Witnesses 

 Obtain written, dated and signed statements from any witnesses 

 Ensure that the employee is free from retaliation as a result of their coming forward 

7. Resolve the Complaint 

 Where a transfer is either requested or required, ensure that it does not create a negative impact on 
their employment 
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 Where disciplinary action is required, determine the level of discipline based on the severity of the 
incident, previous action taken in similar circumstances, the employees previous history, and the 
frequency 

 Review, revise and re-communicate Company policy on Workplace Violence, Harassment and Sexual 
Harassment 

 Place documentation of the complaint, investigation, rulings, discipline imposed, and any actions taken 
into confidential files and not the personnel files of the parties involved 

 Provide written findings to both the complainant(s), the alleged offender or harasser(s) of the outcome 
of the investigation and any remedies or disciplinary action taken as a result of findings  

 
8. Finalize the Investigation report by reporting the details of the investigation, the parties involved, evidence 

gathered, authorities contacted, the summary of findings and the resolution of the complaint by using  and 
Form 203.2 – Workplace Violence, Harassment or Sexual Harassment Findings Report Form. 
 

9. Provide the completed investigation report to the General Manager. 
 

 
Results of the Investigation: 
The results of an investigation and any corrective action must be communicated in writing to the complainant and 
the alleged offender or harasser within 10 calendar days of the conclusion of the investigation.  There is no 
requirement for the investigation report itself to be shared with such persons.   
 
Disciplinary Action: 

 Where the investigation finds evidence and a violation has been affirmed, The Company, in 
alignment with the Progressive Discipline Policy, will take appropriate action including disciplinary 
up to and including termination of employment  
 

 Where the investigation does not find evidence to support the complaint, no action will be taken 
against the alleged harasser 
 

 It is a violation of this Workplace Violence, Harassment and Sexual Harassment Prevention Policy 
for anyone to knowingly make a false complaint, or to provide false information about a complaint.  
If an investigation results in a finding that the complainant intentionally falsely accused another of 
workplace violence, the Company will take appropriate disciplinary action in alignment with the 
Progressive Discipline Policy 

 
Work Refusal:  
Employees have a right to refuse work where there is reason to believe that workplace violence is likely to endanger 
that employee.  The employee under this refusal is not required to remain at their immediate work location until an 
investigation is complete and are encouraged to seek and remain in a safe place.   

 
Support: 
Any employee who has been harmed as a result of a violent act or incident of harassment or sexual harassment in 
the workplace has the right to assistance. The Company recommends that any employee who has been a victim at 
the workplace seeks health care assistance and/or consultation.  
 
The Supervisor/Manager and HR Manager will review the incident and its effects and take reasonable steps to 
accommodate employees involved in the incident. 
 
Confidentiality:  
All records of violence, harassment and sexual harassment and subsequent investigations, are considered 
confidential and will not be disclosed to anyone except to the extent required by law. The Company will do 
everything it can to protect the privacy of the individuals involved and to ensure that complainants and offenders or 
harassers are treated fairly and respectfully. 
 
The investigator must remind all individuals involved in the investigation of their confidentiality obligation and 
protections.   
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All documentation and reports regarding workplace violence, harassment or sexual harassment complaint(s) will be 
securely maintained by the investigator(s) throughout the process. All completed investigation reports and 
supporting documentation will be retained in the Human Resources office unless legally requested or administrative 
proceedings arise out of the workplace violence, harassment or sexual harassment incident.  
 
 

TRAINING 
The Company will ensure that all employees are trained and educated on workplace violence, and that they are 
clear about their roles and responsibilities, as well as this policy and its procedures. In accordance with the Canada 
Occupational Health and Safety Regulations, all employees shall receive the following information, instruction and 
training: 

 The nature and extent of workplace violence and/or harassment and how employees may be exposed 
to it; 

 The communication system established by the employer to inform employees about workplace 
violence and/or harassment; 

 Information on what constitutes workplace violence and/or harassment and on the means of 
identifying the factors that contribute to these behaviors; 

 The workplace violence and harassment prevention measures that have been developed; and 

 The employer's procedures for reporting on risks and incidents of workplace violence, harassment 
and sexual harassment 

COMMUNICATION 
A copy of this policy will be posted and made available to all employees.  
 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 On-line posting 

 Posting of policies and procedures 

 Training 

 Meetings and Safety talks 
 
 

EXHIBITS/FORMS 
F208.1 – Workplace Violence, Harassment or Sexual Harassment Incident Report Form 
F208.2 – Workplace Violence, Harassment or Sexual Harassment Complaint Findings Report 
Workplace Violence Risk Assessment Survey 
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Policy & Procedure: P210 

Subject:   Working Alone 

 

P210 Working Alone  

 

PURPOSE 
To protect Workers in situations where there is no direct supervision and, in the event of injury, health impairment, 
victimization, or other adverse condition or emergency, assistance is not readily available.  

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.) 

 
POLICY 
The Company is committed to minimizing and, wherever possible, eliminating the risks associated with employees 
working alone. In the interest of the safety health and welfare of our employees, NO PERSON shall be permitted to 
work alone or in isolation without authorization from their direct Supervisor. Our practice is not to permit any 
Apprentices or casual/temporary employees to work unsupervised.  
 
Employees including Regional Sales Managers, Demonstrators, Drivers and Road Technicians are required to work 
alone on a daily basis as a fundamental component of their employment. It is the responsibility of the Supervisor for 
each of these categories of Workers to establish and train Workers on an appropriate check-in procedure and ensure 
compliance.  
 
For all other positions where working alone is not the norm, the Worker and their Supervisor will together have the 
responsibility to discuss the details of the work, develop practical safety procedures that are clearly defined and 
understood, and agree to all aspects prior to working alone. Ultimately, employees always maintain the right to 
refuse unsafe work conditions and must use their discretion when assessing the risks of working alone.  
  
Working alone scenarios include: 

a) An employee who is working away from a Company location and is not accompanied by another 
person (RSM, Road Service Technician) 

b) An employee who is working in an isolated area at a Company location where they cannot be seen or 
heard by another person (yard work, wash bay) 

c) An employee who is working after hours at a Company location and is not accompanied by another 
person (office staff) 

 
DEFINITIONS 
 
Buddy System - a system to organize work so that the lone worker can always be seen or heard by at least one other 
Company employee or competent person at the workplace.  

 For example: In the case of a pre-approved after-hours assignment involving a Mechanic working on 
customer equipment, where there is no other Company employee present, the “Buddy” may be the driver, 
operator or customer providing a written Safe Work Procedure is developed and agreed upon and signed 
by the mechanic and the Buddy. 

 
Designated contact – a person who is not at the same workplace as the lone worker that is assigned and accepts the 
responsibility of carrying out a pre-determined check in procedure with the Worker. The “Designate” does not 
necessarily have to be an employee of Company, but will have the Safe Work Procedures for the assignment. The 
Supervisor must approve of the designated contact person selected. 
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 For example: In the case of an office employee pre-approved to work on the weekend, the “Designate” 
may be their spouse who they check- in with via text message when they arrive, at scheduled intervals 
and then upon departure. 

 
RESPONSIBILITIES 

Workers must: 

 Work in the safest possible manner at all times 

 Be trained on the Working Alone policy prior to working alone.  

 Have pre-authorization from their Supervisor 

 Be trained and qualified to perform the tasks required 

 Be knowledgeable and participate in the evaluation of the risks associated with the work and the work 
environment 

 Follow any procedures outlined on the Working Alone Safe Work Procedure Form 

 Search the scene for environmental and vicinity hazards 

 Look for slip/trip hazards, fluid leaks from equipment 

 Familiarize themselves with the location: area maps, worksite orientation, emergency response plan, 
nearest hospital, lighting etc. 

 If relevant to the work, discuss issues with the Machine Operator  

 Ensure all personal protective equipment is available and worn 

 Ensure communication method is effective and is readily available 

 Ensure first aid kits, and if applicable, fire extinguishers are readily available and are in good working 
order 

 Be aware of potential violent situations that may occur and familiarize themselves with the response 
plans for those situations 
 

Supervisors must: 

 Ensure the safety and security of Workers under their supervision and direction 

 Identify any regulation, code or existing policy that prohibits a person from working alone  

 Avoid having a lone worker whenever possible, especially for jobs with a recognized risk:  
o After hours - check with other Workers/Supervisors to determine if any other Company 

employees will be present in the workplace at that time 
o During regular business hours - institute the “Buddy System” to organize work so that the 

worker can always be seen or heard by at least one other worker  

 Schedule higher risk tasks to be done during normal business hours, or when another worker capable 
of helping in the event of an emergency is present. Limit the time of day visits can be made to high risk 
areas/clients  

 Implement an appropriate check-in procedure to ensure regular contact is maintained with all 
employees and establish ways to account for people (visually or verbally) while they are working 

 Establish an effective means of communication so employees can easily contact someone in case of 
emergency 

 Where applicable, work in conjunction with the Worker to complete a Working Alone Safe Work 
Procedure Form 

 Provide Workers with appropriate information and training 

 Evaluate safety measures on a regular basis to ensure that the measures taken are working and 
reassess when changes occur in business operation 

 Make every reasonable effort to ensure compliance by the Worker 
 

 
RISK ASSESSMENT  

Low Risk Activity: minimal hazards with respect to the activity and the work environment (administrative duties 
such as general office work, computer work, etc.)  
 
Medium Risk Activity: minor hazard(s) exist in the activity and/or the work environment, but the risk is decreased 
by the control measures in place (janitorial/custodial duties that do not involve use of hazardous substances or 
materials, shipping/receiving duties that do not include forklift operation, off-site or after-hours duties that do not 
include any of the tasks listed as a high risk activity) 
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High Risk Activity: considerable hazards in the activity and/or the work environment, but risks are minimized by 
multiple effective control measures (heights, confined spaces, electricity, chemicals, hazardous substances or 
materials, equipment or machinery, materials at high pressure, operate, repair and/or maintain heavy equipment, 
where there is a potential for violence) 
WORKING ALONE SAFE WORK PROCEDURE (SWP) FORM 
Information detailed on the SWP will include, but is not limited to, the following: 

 Identifying the worker and work location 

 Time frame in which working alone assignment will occur 

 Identifying the possible risks and specific hazards that may be encountered  

 Outlining the procedures to eliminate or minimize the identified risks 

 Identifying the “Buddy” or designated contact person and their contact information 

 Establishing the method and means of communication  

 Check-in procedure including no contact procedures 

 Providing details of how emergency assistance will be obtained in the event of an injury or incident 

 List of other documentation or related materials that may assist in training the lone worker  

 Maintaining a copy of the SWP on file and updating procedures as necessary 
 

 

CHECK -IN PROCEDURES 
Individuals who are working alone, off-site or after hours must make provisions to have their status checked by 
another individual to verify that they have not encountered any health, safety or security incidents. The frequency 
and method of checking on the individual depends on the degree of hazard of the work and the work environment. 
If practicable, the Supervisor/Buddy/Designate may call or visit the Worker periodically between check-in intervals 
to ensure safety. 
To implement an effective check in procedure, the following should be addressed: 

 Itinerary – agenda or completed Travel Itinerary Form 

 Communication method - verbal or visual check-in, cell phone, landline, text, email  

 Communication frequency  

 Written check-in log  

 No contact procedures  

 Emergency procedures 
 

The action required in the event of an emergency will be influenced by the location of the worksite, job factors, and 
the event which necessitated calling the emergency. 

 
As lives often depend upon emergency procedures, it is important to preplan, document and execute the actions 
agreed upon on the SWP in the event that things do not go as intended. If there is ever any doubt as to whether or 
not to call for emergency assistance, it is far better to err on the side of safety rather than risk serious harm to an 
individual. 

 
 
FOLLOW UP   
The Supervisor shall conduct a post-assignment meeting with the lone worker and, if applicable, his “Buddy” or 
designated contact person to follow up on the assignment. Discussion will include: 

 An overview of how the job went 

 The effectiveness of the Safe Work Procedures 

 Risks and hazards that were not identified in the original assessment – review/update Job Hazard 

Assessment 

 Challenges/obstacles 

 Report injuries, illnesses, near misses, property damage or motor vehicle accident – complete 

Incident Report 
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Policy & Procedure: P211 

Subject:   Emergency Response 

 

P211 Emergency Response 

 

PURPOSE 
The purpose of this policy is to ensure that all reasonable precautions and steps are taken in the event of an 
emergency to protect the safety of employees and visitors.  
 

SCOPE  
This policy applies to all employees of the “Company” (FST Canada Inc.), contractors and visitors.  
 

POLICY   
In the event of an emergency where serious injury may occur, established procedures and protocols must be 

followed in order to minimize risk and/or incidents.  

 

PROCEDURES 
 
Emergency Response at the Company Branches 
An Emergency Response manual outlines the procedures and protocols that must be adhered to in the event of 
any number of emergencies. Should an emergency occur that is not addressed in the manual, the Managers on site 
should lead in the decision-making and provide direction in order to ensure everyone is kept as safe as possible.  
 
It is the responsibility of the Managers at each Company branch to ensure an Emergency Response Manual is 
communicated and made available to all employees and visitors at their branch. An emergency response manual 
must include: 

 Identification of all possible emergencies and disasters specific to their location which may include but 
are not limited to: Fire, major structural failure, bomb threat, gas leaks, release of biohazard or toxic 
chemicals, major spills of flammable toxins, natural disasters, pandemic outbreaks and train derailment 

 Written emergency response plans for each potential emergency or disaster. The plan must include 
communication procedures, emergency phone numbers, list of emergency response personnel, and 
evacuation/shelter procedures 

 
The following must also occur at each branch: 

 Employees must be trained to understand their responsibilities related to emergencies and disasters 
in the workplace 

 An Emergency Response Team must be established – this will identify who will be trained to perform 
specific tasks to facilitate the Emergency Response Plans 

 An Emergency Contact list must be posted on the Health & Safety board 

 each branch must have an appropriate number of certified first-aiders as per applicable legislative 
requirements 

 Each branch must ensure the appropriate amount of first aid supplies are on site as per applicable 
legislative requirements 

 Emergency response drills must be conducted regularly, and the results must be documented and 

posted on the Health & Safety board 
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In the event of an emergency that occurs on the Company premises, the following should occur: 

1) Follow the applicable emergency response procedures 
2) Once the safety of employees and visitors is secured, the most senior Manager on site must 

immediately notify one of the following individuals of the emergency: 
 
Joe Johnson, President   
Cell: (416) 420-0653 
Office: (705) 436-8524 
 
Jessica Lewis, Director of Operations    
Cell: (705)795-3401 
Office: (705) 436-8520 ext 2230 
 
Sherri Bucking, HR  
Office: (705) 436-8520 ext 2211 

 
Emergency Response Off- Site 
Some Company employees perform work at sites that are not on the Company premises. All Company Managers 
must know the whereabouts of their employees when they are working off-site and have established check-in 
procedures. Managers must make these individuals aware of the risks and potential emergencies prior to 
performing in their roles and train the employee in procedures regarding those potential emergencies.  

 
In the event of an emergency that involves one or more Company employee that occurs on work sites not on the 
Company’s premises, the following should occur: 

1) The employee(s) should seek safe shelter and/or medical attention immediately 
2) Once shelter and/or medical attention is received, the employee must immediately notify their 

Manager or designate about the emergency 
 

Emergencies Involving the Public and/or Customers 
Should a Company employee witness, or a Company product be involved in an emergency or serious incident that 
involves a member of the public or a Company customer, the following will apply: 

1) The Company employee who first becomes aware of the emergency or serious incident must 
immediately notify: 

 
Joe Johnson, President  or   Jessica Lewis, Director of Operations 
Cell: (416) 420-0653    Cell: (705)795-3401 
Office: (705) 436-8524 ext 2224   Office: (705)436-8520 ext 2230 
 
2) The Company employee must not speak to anyone other than the General Manager or Director of 

Operations about the emergency or serious incident, unless instructed to do so by the General Manager 
or Director of Operations (with the exception of Police or EMR personnel) – this includes other staff, 
media representatives, or the employer of whom the incident occurred 

3) The Company employee who witnesses the emergency or serious incident should document the details 
of the event, including: date and time, who was involved and what specifically occurred. This should be 
provided to the General Manager no later than 12 hours after the emergency or incident occurred 
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Policy & Procedure: P212 

Subject:   First Aid 

 

P212 First Aid 

 

PURPOSE 
To ensure all “Company” (FST Canada Inc.) branches meet legislated First Aid requirements regarding supplies, 
training and certified First Aiders.  

 
SCOPE 
This policy is applicable to all employees of the Company.  

 
POLICY     
First Aid is emergency medical treatment administered to an injured or sick person before professional medical care 
is available. To ensure that we have this assistance available to all employees at every branch, each Company branch 
must have the following: 
 

1) Certified First Aid Attendants – per provincial or state legislative requirements –certificates must be in 
good standing and posted on Health & Safety boards at each Company’s branch.  

 
2) First Aid Kit – must have the required supplies as per provincial or state legislative requirements.  
 
3) First Aid Record Form – must be completed in the event of an incident that requires supplies be used 

from the First Aid Kit. Completed forms must be provided to Supervisors for confidential record 
keeping, and for potential use in an investigation. Training must be provided to all employees as to First 
Aid reporting procedures. The First Aid Record Form will contain the following information: 
 

 Date and time of accident 

 Date reported 

 Name of person injured 

 Where injury occurred 

 Description of injury or illness 

 Cause of injury or illness 

 First Aid provided 

 Name of First Aider 
 

The above information will be monitored and reviewed by JHSC/H&S Reps to identify trends in 
the incidents and accidents occurring at the Company and appropriate corrective action will be 
implemented.  
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Policy & Procedure: P213 

Subject:   Fire Prevention and Extinguishers 

 

P213 Fire Prevention and Extinguishers 
 

PURPOSE 
To ensure fire extinguisher inspections are completed, extinguishers are in good working condition and that 
training is provided on the use of a fire extinguisher in the event of a fire. 
  

SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.).  

 
POLICY 
All branches will have Fire Emergency Response Procedures in their Emergency Response Manual. A review of these 
procedures as well as the conducting and documentation of fire drills must be completed at least annually. 
 
Although we strongly encourage everyone to always put their safety first, all employees and some specified 
Contractors will be instructed on the locations and use of fire extinguishers as a component of their orientation 
training.  
  
Extinguishers will be located throughout the Company workplace in accordance with provincial and state guidelines. 
  
Any employee performing work where there is a potential for fire must have a fire extinguisher at hand. 
  
All Company Service vehicles must be equipped with a fire extinguisher. 
 
All fire extinguishers in Company workplaces must be rated for A, B and C class fires.   
 
FIRE CLASSIFICATIONS 
   
Class A - combustible materials such as paper or wood  
The preferred method of extinguishment is to use water to cool or remove the heat.   
 
Class B - flammable liquids such as oil, solvents, and gasoline 
The preferred method of extinguishment is to smother with carbon dioxide or dry chemicals if the fire is small (e.g., 
a grease fire in a restaurant) or to cool with water if the fire is large (e.g., a petroleum tank fire).   
 
Class C - electrical   
Water cannot be used in this situation because of the possibility of electrocution.  Carbon dioxide is the 
recommended medium for extinguishment.  In some special cases, such as computer rooms, halon may be used.   

 
PREVENTION 
The following are the elements of fire: 

1) Fuel, which is any combustible material; 
2) Heat, spark, or other source of ignition; 
3) Air, which includes the oxygen necessary for burning; and  
4) Chemical reaction caused when the above three elements combine. 

 
Oxygen, heat, and fuel compose what is known as the fire triangle. When chemical reaction is included, it is now 
known as a fire tetrahedron. If you remove any one of the four elements the fire will be extinguished. Fires can be 
prevented by keeping the first three elements of fire from combining. 
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Sources of ignition such as a spark, friction, hot surfaces, or processes emitting hot air can cause a fire when you add 
oxygen, thus forming the fire triangle. 
 
When we suppress a fire using a fire extinguisher, we do two things: 

1. We starve the fire of oxygen or smother it  
2. We discontinue the chemical reaction because we have soaked the combustible and removed the 

oxygen 
 
However when the fire extinguisher is emptied, the oxygen can return, the combustible still exists, and the heat can 
remain in the fire.  The chemical reaction then causes re-ignition of the fire. 

 
WHEN IN DOUBT, GET OUT! 

 

INSPECTIONS  
Monthly: Members of the JHSC/Branch Representatives will receive instruction on what to look for when inspecting 
a fire extinguisher as part of their JHSC/Branch Membership Orientation Training and will be responsible to conduct 
a visual inspection of all fire extinguishers each month as part of their regular workplace inspection. The inspection 
will confirm the extinguishers are in the proper location, have not been used or tampered with since the last 
inspection, are fully charged and have no obvious signs of physical damage that might prevent its effective operation. 
They will locate the inspection tag and initial beside the month that they are conducting the inspection.  
 
Any deficiencies found during this monthly inspection will be documented and corrective action will be taken to 
replace the fire extinguisher immediately. 
   
Annually: Every year a qualified supplier will conduct an inspection of the facility, and if  the site is equipped, the 
sprinkler system every year. This inspection will also include:     

1) Maintenance - a “thorough check” of the extinguisher, intended to give maximum assurance that the 
extinguisher will operate effectively and safely. This includes a thorough examination, including 
necessary repair or replacement, and must be conducted by qualified personnel. Maintenance shall be 
conducted at least annually, and must comply with all manufacturers’ requirements. 

 
2) Recharging - includes the replacement of the extinguishing agent, and the propellant for most types of 

extinguishers. Recharging must be conducted by only trained personnel to comply with all 
manufacturers’ specifications. Extinguishers shall be recharged after each use, or as indicated by 
inspection or maintenance. 

 

Hydrostatic Testing - a pressure test to determine whether the extinguisher is capable of withstanding the 

pressures to which it is subjected during use must be carried out annually by qualified personnel trained and 

equipped to conduct such testing. 
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Policy & Procedure: P214 

Subject:   Chemical Spill Response 

 

P214 Chemical Spill Response 

 

PURPOSE 
To provide employees with guidelines for spill prevention and spill response. Responding to chemical spills can lead 
to severe illness and injuries, and environmental damages when not approached properly.  The purpose of this policy 
is to establish requirements and a procedure to respond to a workplace chemical spill in an effective and safe 
manner. 

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada In.), and its contractors. 

 
POLICY 
The Company is committed to the prevention of chemical spills in its operation. If a spill were to occur the 
Company will ensure the proper response is taken to mitigate any associated risks as well as to follow all legislative 
measures. 

There shall be a minimum of two employees at each branch trained in spill response and will comprise the “Spill 
Response Team” (SRT), one of which shall be in a management position. Only the Spill Response Team shall respond 
to and attempt the clean-up of a chemical spill.  
   
Clean up is only permitted when the chemical is known. Government Emergency Response must be contacted to 
remove any unknown chemical spills.  
 
The safety the Company’s employees is our first priority – DO NOT put yourself or others at risk. 
 
Each Company premise should have at least two (2) spill kits on site. 

 
DEFINITIONS 
 
The “Company” - FST Canada Inc.  
 
Chemical – Any substance used in, or obtained by a chemical process 
 
Hazardous Material – Any substance or material that could adversely affect the safety of the public, handlers, 
and/or environment 
 
Pollutant – A substance or condition that contaminates air, water, or soil. Pollutants can be artificial substances, 
such as pesticides and PCBs, or naturally occurring substances, such as oil or carbon dioxide, that occur in harmful 
concentrations in a given environment. 
 
Reportable Spill – Reportable spill is defined as a release of a pollutant that is likely to be an imminent environmental 
or human health hazard.  It must be reported. 
 
Small Spill – A spill of 5-10L or less of material; considered a low-risk spill 
 
Medium Spill – A spill of 10L-22L of material; considered a moderate to high-risk spill 
 
Large Spill – A spill greater than 22L; considered a high-risk spill 
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SDS – Safety Data Sheet is a summary document that provides information about the hazards of a product and advice 
about safety precautions. SDSs are usually written by the manufacturer or supplier of the product 
 

PREVENTION  
 

ROLES AND RESPONSIBILITIES 
The following responsibilities apply:    
 
Employer will:  

 Assess the workplace for any possible hazards associated with spills 

 Prepare a written hazard assessment which will be reviewed periodically and changed as required 

 Take all precautions to eliminate or control all identified hazards 

 Involve workers in the hazard assessment and control process 

 Educate all workers on the hazards and the methods of elimination or control 
 
Spill Response Team (SRT) will: 

 Take all necessary precaution to protect themselves and other worker's health and safety 

 Participate in all training 

 Provide consultation and assistance in the management of spills when requested  

 Ensure that appropriate spill response materials and personal protective equipment are available and 
accessible  

 Ensure that all spills or incidents involving hazardous materials are reported to the branch Health and Safety 
Committee and to HR by submitting a Spill Response Report (Form F214.1) 

Manager/Supervisors will: 

 Take all precautions to eliminate or control all identified hazards 

 Report all hazards and spills 

 Notify the SRT and First Aid Responders to attend a spill site 

 Contact the Government Emergency Spill Response department (refer to Reporting section in this 
policy for details)  

 Participate in completing the Spill Response Report form with the SRT 
 
Employees will: 

 Take all necessary precaution to protect themselves and other worker's health and safety  

 Participate in all training 

 Report any hazards or spills 
 
Joint Health and Safety Committee (JHSC)/Health and Safety Members will: 

 Inspect the kit containers and contents monthly at the time of the departmental inspections (verify 
proper WHMIS and workplace labels are affixed to containers) 

 
Human Resources will: 

 Provide a Spill Response policy 

 Training Spill Response Team members and Managers/Supervisors on Spill Response procedures, and 
hazard identification 

 Maintain copies of training documentation; electronically and in employee files 

 Participate in the incident reporting procedure 

 Track and analyze incidents for trending and prevention initiatives 
 
Visitors & General Public will: 

 Report any hazards or spills to their designated Company employee 
 

INSPECTIONS 
 Spill kit containers and contents will be inspected monthly at the time of the workplace inspections. 
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STORAGE HANDLING 
 The Company will ensure that all substances are stored in a safe location in compliance with all 

legislation and manufacturer's specifications 

 The Company will ensure all substances are handled appropriately according to all health and safety 
guidelines and best practices 

KITS 
 Spill response materials or spill kits will be readily available for any anticipated spills 

 A proper spill kit will contain the appropriate supplies for materials that may be spilled 

 Supplies will be easily accessible when required, and considerations will be made for both the type 
and quantity of materials 

 The contents of spill response kits shall be periodically assessed to ensure the availability of adequate 
spill response supplies 

 

SDS (Safety Data Sheets) 
 SDSs will have specific information on "Preventive Measures" which will outline the specific 

procedures to be followed if the product is spilled. 

 Employees will be trained on how to read and where to find SDSs. 

 Assessments shall be required once a spill has occurred to assist in the determination of the 
following: 

 What components make up the spill; 

 How dangerous is the spill; 

 How far has the spill travelled; 

 What damage has been caused by the spill; 

 What remedial action is required to alleviate damage caused by the spill; and 

 If there has been environmental damage. 

 

PROCEDURE 
 
NOTIFICATION:   
When an individual has identified a spill has occurred, immediately: 

1) The individual will alert others in the immediate vicinity and notify a Manager  
2) The Manager will notify the SRT and First Aid Responders to attend the spill site 
3) If the chemical is unknown, extremely hazardous and may pose a risk to the health and safety of the 

SRT or if the spill is too large, the Manager must contact Government Emergency Spill Response (please 
refer to Reporting a Spill in this policy for details) 

4) The SRT will instruct all employees, contractors, and anyone else who may be exposed to leave the 
area 

5) In accordance with the Emergency Evacuation Plan, use 3 long air horns to evacuate the facility. Refer 
to the Emergency Evacuation Policy for further details.  

6) The SRT will notify all Managers once the area is free from associated hazards 
7) Managers will notify employees that it is safe to return to regular work 

 
RESPONSE:  
SRT Responder(s):  

1) Secure the area to prevent unauthorized entry 
2) Identify the chemical 

i. Obtain as much information as possible from the employee, the container label and/or from 
the Safety Data Sheet (SDS) 

i. Using the SDS, obtain information re: personal protective equipment, first aid measures, and 
data relating to fire or reactivity risk. 

3) Ensure all SRT’s and First Aiders wear the appropriate PPE 
4) Assess the scene for any other hazards 
5) Use the chemical spill kit to contain the spill  
6) Eliminate any fire or explosive hazards 
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7) Shut off any valves and turn off ignition sources in the presence of flammables if safe to do so. 
8) Disperse gases or vapors to outside atmosphere using doors, windows, exhaust systems, fans, etc. 
9) Notify First Aid Responders in the event of exposure 
10) Before returning the spill response kit to its designated storage location, an inventory of all items will 

be conducted and all replacement items will be ordered. 
   

First Aid Responder(s): 
1) Follow all protocols as outlined in the First Aid Policy  
2) In a safe location, treat injuries and illnesses using SDS if available  
3) Complete all related documentation (First Aid Report Form, Incident Report Form) 

 
CONTAINMENT:  
Only clean up a spill when the chemical is known, and is considered to be a small to moderate size spill. Do not put 
yourself or others at risk. The clean-up method depends on the situation, product, SDS specifications and resource 
affected.  

 

 Initiate spill containment by first determining what will be affected by the spill 

 Assess speed and direction of spill and cause of movement (water, wind, slope) 

 Determine best location for containing spill, avoid any water bodies 

 Wear the proper PPE 

 Contain spill by securing floor drains, shut down ventilation, assess the need to evacuate the facility 

 Methods of clean up include: absorbents, pumps, and vacuums 

 Initiate the clean from the far end of the spill moving toward the center of the spill 

 Ensure the clean-up process is very thorough 

 Refer to the Safe Work Procedure (SWP) for Spill Containment  
 
ON-SITE RESOURCES: 
Spill kits are located throughout the site. The contents are described below. 

 

 Spill Kit Bags: (10) 15 X 19” Pads, (2) 3” x 4’ Sorbent Socks, (1) pair Nitrile Gloves, Instructions and 
Disposal Bag. 

 Spill Kit 55-Gallon Drum: (50) 15 x 19” Pds, (4) 3” x 12’ Sorbent Socks, (8) 18 x 18” Pillows, (1) Paid Nitrile 
Gloves, Emergency Handbook, Goggles, and (5) Disposal Bags. 

 Dry Absorbent 
 
DISPOSAL:  
Once the spill has been cleaned, proper disposal of contaminated items must take place. 

 Do not mix contaminated water with other materials 

 Dispose of waste as indicated in the SDS and applicable municipal requirements 

 Store contaminated materials in an approved waste container in a designated area until a designated 
disposal company can be contacted and the material is removed 

 All PPE used during the Spill Response will be thoroughly cleaned or properly disposed 

 

REPORTING:   
WHEN: 
Any reportable spills must be brought to the attention of a direct supervisor as soon as it is immediately safe to do 
so, the supervisor will then contact their respective Ministry of Environment if: 

 The spill may, is, or has caused an adverse effect and/or 

 The spill is oil or gas if it is not confined to the site from which it occurred or is on-site and is in excess 
of two cubic meters  

 Damage property or cause injury to animal life 

 Impair the quality of the natural environment (air, water or land) 

 Cause negative health effects 

 Create a safety risk 

 Render the environment unfit for use 

 Create a loss of enjoyment of the normal use of the property 
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 Cause a disruption with the normal conduct of business 

HOW: 

 Halifax: Nova Scotia Environment  1-500-565-1633 

 Quebec: Urgence-Environment  1-866-694-5454 

 Ontario: Ministry of Environment and Climate Change’s Spill Action Center  1-800-268-6060 

 Manitoba: Manitoba Conservation  1-204-944-4888 

 Alberta: Alberta Environment and Parks  1-800-222-6514 

WHAT TO REPORT: 
Should Government Emergency Spill Response need to be contacted, the Manager will provide the following 
information (if known): 

 Location (address, phone number) 

 Chemical information   

 Quantity spilled  

 When the spill occurred 

 What has been done and if help is needed 

 Environmental conditions and possible hazards (explosive, near nigh temperatures) 

 

INVESTIGATION: 
The JHSC/Branch Health and Safety Representatives will conduct an investigation with the assistance of the SRT, 
Manager, Workers and/or witnesses. Should an injury/ exposure occur, the injured/exposed employee would 
complete an Incident Reporting and Investigation form and include witnesses and the JHSC/branch Health and Safety 
Representative. Refer to P206 Incident Reporting and Investigation. All findings will be documented and submitted 
to HR and will be discussed at the next JHSC/H&S meeting. Refer to Form F214.1 for the Company Spill Response 
Report Form. 

 

NON-COMPLIANCE 
The Company understands that if we are responsible for a spill, and cannot respond to properly clean up the spill, 
the Minister has the authority under the Environmental Protection Act to order those responsible to clean it up. As 
well, failing to do so could result in the ministry undertaking the cleanup and recovering from the company the 
costs. 

 

COMMUNICATION 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 Posting of policies and procedures 

 Training 

 Meetings and Safety talks 

 
TRAINING 
The Company will ensure that all employees are trained and educated on spill prevention and response procedures, 
and that they are clear about their roles and responsibilities as well as this policy and its procedures. Training may 
be performed in-house or by a 3rd party.  

 

EVALUATION 
 The Company will review the policy, with the JHSC as required, at least annually, and or/after a spill incident.  

 

EXHIBITS/FORMS 
 
F214.1 Spill Response Report Form 
F214.2 SWP Spill Response 
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Policy & Procedure: P215 

Subject:   Personal Protective Equipment (PPE) 

 

P215 Personal Protective Equipment (PPE) 
 

PURPOSE 
The purpose of this policy is to minimize injuries to employees by the use of Personal Protective Equipment. 

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.), its contractors, suppliers, customers 
and visitors. 

 
POLICY 
The Company is concerned about the protection of its employees from occupational injuries and illnesses. All employees 
of the Company have and assume the responsibility of working safely. The objective of this program is to: 
 

 Provide safety standards specifically designed to cover Personal Protective Equipment (PPE) 

 Ensure that each employee is trained and made aware of the safety procedures 
which are associated with PPE 

 
It is our policy to require that Personal Protective Equipment be used by employees whenever workplace hazards 
are discovered that could damage any part of the body. 
 
NOTE: PPE is not to be used and will not be used as a substitute for safe work practices, machine guards, or other 
controls designed by equipment manufacturers or other engineering sources. PPE is to be used in conjunction with 
these controls to increase employee protection. 
 
The PPE provided to an employee should be of a type and condition that will provide the employee with an 
appropriate level of protection given the work environment, as per recognized protection and manufacturer 
standards. 
 
PPE provided to an employee may be replaced at any time as deemed appropriate, by the Company. 
 
Clothing to protect an employee from adverse weather is only provided to employees who are required to work 
outdoors on a regular basis, or who are required to regularly operate or travel in open vehicles. 
 
The Company determines the PPE that may be issued to employees. In making such a determination, the Company 
will consider the relevant legislation (eg: OHS Act), risk factors, the season in which the employee is working, and 
the nature of the work. 
 
The following is a list of PPE that may be required while performing work and it must meet or exceed current CSA 
standards. 

 Head Protection 

 Foot Protection 

 Eye Protection 

 Hearing Protection 

 Face Protection 

 Limb and Body Protection 

 Respirators 

 Other Applicable Equipment 
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DEFINITIONS 
 
The “Company” - FST Canada Inc. (o/a Joe Johnson Equipment, Westech Vac Systems Inc., Novajet) 

 
PPE – Personal Protective Equipment - is any device worn by a worker to protect against hazards. Some examples 
are respirators, gloves, ear plugs, hard hats, safety goggles, and safety shoes or boots. 

 
ROLES AND RESPONSIBILITIES 
The following responsibilities apply: 
 
Company will: 

 Establish safe work procedures and provide task specific instruction and observation 

 Provide  appropriate PPE and make it available to employees 
 

Manager/Supervisors will: 

 Implement and enforce PPE use and policies in their work area. 

 Ensure employees are trained on the proper use, care, and cleaning of PPE 

 Ensure that defective or damaged  PPE is immediately  disposed of and replaced 
 

Workers will: 

 Properly wear PPE as required 

 Attend required training sessions 

 Properly care for, cleaning, maintaining, and inspecting PPE as required 

 Following PPE policies and procedures 

 Inform the supervisor of the need to repair or replace PPE 
 

Employees who repeatedly disregard and do not follow PPE policies and rules will be subject to disciplinary action. 

 

Contractors will: 

 Properly wear PPE as required in specified areas and as required by specific tasks being performed 

 

Visitors will: 

 Properly wear PPE as required in specified areas 

 

PROCEDURE 
 
HEAD PROTECTION 
Must be worn in any work area where there is a danger of head injury from overhead work, falling objects or other 
harmful contacts. 
 
FOOT PROTECTION 
To ensure all applicable Employees possess the approved foot protection with minimal personal financial impact, 

the Company shall provide the following: 

 All shop and warehouse staff shall receive up to $140.00 reimbursement towards the purchase on an 
annual basis. 

 All other staff members who are required to work in the designated areas shall receive reimbursement 
towards the purchase on an as needed basis upon Manager’s approval, but no more than once per 
year. 

Foot protection can be a boot or shoe that is CSA approved and must have a steel toe as a minimum 
requirement. As a best practice, protective foot wear should be oil resistant, slip resistant and be 6 to 8 
inches in height. The softer the rubber or polyurethane sole the more slip resistant the boot will be. 

 
Foot Protection must: 

 Be worn at all times in designated areas as indicated by signage, where hazards exist from falling or 
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rolling objects, uneven terrain, abrasion, extreme temperatures, corrosive substances, punctures, 
crushing, electrical shock or any other recognizable hazards 

 Be of a design, construction and material appropriate for the protection required for the work and the 
environment 

 Use dielectric protection where employee may be subjected to an electrical hazard. Dielectric 
protection must be made of rubber. 

 Safety toe caps are available for any individual who will be entering a designated area and are not in 
the possession of personal foot protection 

 

EYE PROTECTION 
To ensure all applicable Employees who require wearing prescription eyewear, the Company shall provide the 
following: 

 Applicable employees who work permanently in the shop shall receive a $300.00 reimbursement 
towards the purchase of prescription safety glasses every two years 

 
Safety Eye Wear must be CSA approved protective eye glasses or CSA approved protective prescription glasses, both 
must be equipped with side shields or CSA approved protective eye goggles or face shield. 
 

Safety Eye Protection must: 

 Be worn at all times in designated areas as indicated by signage, and while operating any hand- held 
power tools or when working in conditions that are likely to injure or irritate the eyes. 

 Must fit properly 

 Must include side shields 

 Must be free from scratches 

 
Persons requiring corrective eye wear shall wear: 

 Goggles that can be properly worn over corrective eye wear or CSA approved prescription safety 
glasses 

 
HEARING PROTECTION 

 Must be worn where noise exposure levels are greater than 85 decibels (daily noise exposure level) 

 Where noise levels cannot be practically met, the Company will implement the following controls: 

1. Post warning signs regarding noise hazard areas 
2. Provide hearing protection (ear plugs) and ensure use in noise hazard areas 
3. Where the Workers are exposed for an extended period of time on a regular basis, appropriate 

hearing protection such as rated ear muffs are required 
 
FACE PROTECTION 
Must be worn where there is a risk of face injury, while performing welding work, using grinders, cut off saws or where 
a risk of exposure to a carcinogenic chemical exists 
 
LIMB AND BODY PROTECTION 

 
NOTE: Due to the nature of our business and the associated bio-hazards, the Company provides gloves and uniform 
service to all Workers who may be at risk of exposure. Uniforms, gloves and foot protection should not be worn 
outside of the workplace as cross-contamination may occur. 

 
CLOTHING 

Non-Flammable clothing: 

 Must be worn where the Worker may be exposed to sparks or sources of ignition 

 Cotton coveralls are recommended 
 

Welding Apron: 

 Must be worn where flame  retardant uniforms are not available  and the Worker maybe exposed to 
sparks or sources of ignition 

 Must cover the front of the body 
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HAND PROTECTION 
 
NOTE: There is no glove that provides protection against all potential hand hazards. Therefore, it is important to 
select the most appropriate glove for a particular application. 
 
Selecting task appropriate hand protection: 
Factors to consider include the degree of dexterity required, the duration and frequency of use, the degree of 
exposure of the hazard and the physical stresses that will be applied. Types of hand protection provided include 
latex gloves, work gloves, neoprene gloves.  
Gloves: 

 Must be CSA approved 

 Must be worn where Worker’s hands are exposed to hazards such as those from skin absorption or 
harmful substances, severe cuts or lacerations, severe abrasions, punctures, chemical burns, thermal 
burns and harmful temperature extremes 

 Must be free from holes 

 Must be made from material that provides adequate grip 

 Must be impermeable when handling chemicals 
 

RESPIRATORY EQUIPMENT 
Many types of respirators are available to protect against a variety of atmospheric hazards. It is important that the 
respirator being used for the particular job protects against the hazard in question. Using the wrong respirator is as 
dangerous as not wearing one at all. 
 
Disposable respirators: 

 Must be worn where dusts, mists and fumes may be inhaled 

 Must be discarded after use 

 Not intended for use in oxygen deficient atmospheres 
 
Chemical cartridge respirators: 

 Must be worn where gases, particulate and organic vapours may be inhaled 

 One wearer per mask – not to be shared 

 Must fit well and provide a proper seal to the wearer’s face as tested by a competent person 

 The wearer must be tested at least annually or when there is significant weight loss or gain to ensure 
proper fit and seal 

 Respirator will be replaced when seal is broken and no longer prevents exposure and the wearer can 
smell or taste airborne contaminates 

 Inside of mask should be cleaned after every use in order to prevent bacteria accumulation 

 Are not intended for use in oxygen deficient atmospheres 

 
HI-VISIBILITY VESTS 

 Must be worn when working on or near a roadway, on premises where mandated to comply with site 
specific policy, or where low visibility due to weather or nightfall may present a risk to the Worker 

 International orange or fluorescent contrasting with the environment 

 Stripes shall be retro-reflective and fluorescent 

 Designed with side and front tear-away features 

 

TRAINING 
All employees who are expected to wear Personal Protective Equipment as part of their job shall be trained in the 
proper selection, fitting, use, cleaning maintenance and storage of that equipment. 
The Company will provide on-going training: 

 At regular intervals 

 When employees use PPE on an infrequent basis 

 When new equipment is introduced into the workplace 

 When there is a change in legislation 
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COMMUNICATION 
The Company will: 

 Provide consistent, coordinated, timely, and effective communications of this policy and the 
requirements of Personal Protective Equipment; 

 Ensure that employees have access to readily accessible and appropriate Personal Protective 
Equipment; 

 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 Posting of policies and procedures 

 Training 

 Meetings and Safety talks 
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Policy & Procedure: P216 

Subject:   Fall Protection and Elevated Platforms 

 

P216 Fall Arrest and Elevated Platforms 
 

PURPOSE 
The purpose of this fall protection program is to establish guidelines to protect all employees of the “Company” (FST 
Canada Inc.), engaged in outdoor or indoor work activities that expose them to potential falls from elevations. 
        

SCOPE 
The scope of this fall protection program is applicable to all Company employees and Contractors. In particular, those 
staff engaged in work activities which expose them to falls from heights of 6 feet or more.  
 

POLICY 
Through effective education and controls, the use of fall protection systems, and enforcement of the program, 
prevention of falls from elevations of 6 feet or higher may be achieved.  
 
While off site, any trained employee required to use the fall arrest system shall notify their Manager/Supervisor 
prior to working. The Supervisor/Manager shall review the task to examine if any engineering controls can be used 
prior to working at heights.  
 
When working at heights is required, the Supervisor shall determine the level of risk associated with the task. If a 
high level of risk is possible, a spotter will be provided in the event of a fall. Should there be less of a risk, the 
Supervisor shall give the employee authorization to perform and use the equipment. The Supervisor shall continue 
to monitor the employee periodically. 

 
DEFINITIONS: 
 
Anchor Point – A secure point of attachment for lifelines, lanyards, or deceleration devices. An anchor point must 
be capable of supporting at least 5000 pounds (3600 pounds if engineered/certified by a qualified person) per person 
and must be independent of any anchorage being used to support or suspend platforms. 
 
Full Body Harness – Webbing/straps which are secured about an employee’s body in a manner that will distribute 
the fall arrest forces over the thighs, pelvis, waist, chest and shoulders. Having means for attaching it to other 
components of a personal fall arrest system, preferably at the shoulders and/or middle of the back. It is 
recommended to have a fall arrest harness with a D-ring in the mid to upper back, for which to connect the lanyard. 
 
Connector – A device which is used to couple (connect) parts of the personal fall arrest system together. 
 
Cage – A device used in conjunction with a regulated forklift to help lift and lower trained people from heights 
greater than 6 feet. The cage will be equipped with a safety bar on all side and have a constructed steel hook on the 
back of the cage to link the fall arrest harness. 
  
Free Fall – The act of falling before a personal fall arrest system begins to apply force to arrest the fall. 
 
Free Fall Distance – The vertical displacement of the fall arrest attachment point on the  employee’s body harness 
between the onset of the fall and just before the system begins to apply force to arrest the fall.  Free fall distance 
must not exceed 6 feet.  This distance excludes deceleration distance and lifeline/lanyard elongation distance.  
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Total Fall Distance – The maximum vertical change in distance from the bottom of an individual’s feet at the onset 
of a fall, to the position of the feet after the fall is arrested. This includes the free fall distance and the deceleration 
distance. 
 
Guardrail System -- A barrier erected to prevent employees from falling to lower levels. This system includes a toe 
board, mid-rail and top-rail able to withstand 200 pounds of force applied in any direction. 
 
Lanyard – A flexible line of rope or strap that has self-locking snap hook connectors at each end for connecting to 
body harnesses, deceleration devices and anchor points. A lanyard can be shock absorbing, tie back or self-retracting. 
 
Lifeline – A component consisting of a flexible line for connection to an anchorage at one end to hang vertically 
(vertical lifeline), or for connection to anchorages at both ends to stretch horizontally (horizontal lifeline). This serves 
as a means for connecting other components of a personal fall arrest system to the anchorage.  
 
Personal Fall Arrest System – A system used to arrest (catch) an employee in a fall from a working level.  It consists 
of an anchorage location, connectors, a body harness, and may include a lanyard, deceleration device, lifeline, or 
any combination of the before-mentioned items. 
 
Toe board – A low protective barrier that will prevent the fall of materials and equipment to lower levels, usually 4 
inches or greater in height. 
 
Unprotected Sides and Edges – Any side or edge of a walking or working surface (e.g., floor, roof, ramp, runway, 
etc.) where there is no guardrail at least 39 inches high. 

 
FALL PROTECTION SYSTEMS 
Appropriate fall protection will be determined by the task (job) to be performed. 

1) An articulating man lift provided with a restraint system and full body harness to an anchor point  below 
the waist (preferably at the floor level) 

2) Guardrail with a toe board, mid-rail and top-rail (i.e. cage) 
3) Personal fall arrest systems 

 Anchor points (rated at 5000 pounds per person) 

 Full body harness 

 Restraint line or lanyard 

 Retractable lanyard 

 Rope grabs 

 Connectors (self-locking snap hooks) 
4) Engineered lifelines 

 
LOCATIONS 
Fall protection is required wherever the potential to fall 6 feet or more exists.  The Company has identified the 
following places concerning fall protection: 

 All equipment vehicles, when the employee is required to be on top of the vehicle and where the top 
of the vehicle is 6 feet or above 

 All exterior and interior equipment platforms, mezzanine and balcony edges, catwalks, without the 
required foot board, mid and upper rails 

 All exterior and interior fixed ladders above 6 feet 

 All open excavations or pits 

 All tasks requiring use of the articulating man lifts 

 All tasks requiring employees to lean outside the vertical rails of ladders (i.e., painting, stairwell light 
bulb replacement, etc.) 

 Scaffolding structure – 6 feet in height or greater 

 
CONTROLS 
Evaluate the task and examine other feasible options prior to working at heights whenever possible or utilizing a 
contractor in extremely hazardous areas. 
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Guardrails: 
On all projects, only guardrails made from steel, wood, and wire rope will be acceptable. All guardrail systems will 
comply with the current standards (i.e., contain a 42” high top-rail, a mid-rail and toe board, which can withstand 
200 pounds of force in any direction). These guardrails will be placed in the following areas if necessary or feasible 
based on job location or requirements: 

 On all open sided floors 

 On leading edges of mezzanines 

 Any man lifts 
 
Personal Fall Protection Systems: 
All employees on any project that will be required to wear a personal fall arrest or restraint system will follow these 
guidelines: 

1) A full body harness will be used at all times 
2) Only shock absorbing lanyards or retractable lanyards are to be used so as to keep impact forces at a 

minimum on the body 
3) Only nylon rope or nylon straps with locking snap hooks are to be used for restraints 
4) All lanyards will have self-locking snap hooks 
5) The employee will inspect all personal fall arrest equipment before each use. Any deteriorated, bent, 

damaged, impacted, and/or harness showing excessive wear will be removed from service 
 
Total Free Fall Distance: 
The maximum free fall distance is not to exceed 6 feet. Consideration must be given to the total fall distance. The 
following factors can affect total fall distance: 

 Length of connecting fall arrest (i.e. lanyard length, use of carabineers, snap hooks, etc.) 

 Position and height of anchorage relative to work platform/area (keep above the head whenever 
possible) 

 Position of attachment and D-ring slide on the full body harness 

 Deployment of shock absorber (max. 42”) 

 Movement in the lifeline 

 Initial position of worker before free fall occurs (i.e., sitting, standing, etc.) 
 
Total Free Fall Distance Calculation = total length of shock absorbing lanyard + height of the person + the location 
distance of the D-ring from the work surface or platform 
 
Always allow a minimum of 6 feet of clearance above the ground, equipment, etc., at the end of the fall from the 
fall arrest point. 
 
Engineered Lifeline: 
Lifeline systems must be designed and approved by an engineer or competent person. 

 
INSPECTIONS 
 
Full Body Harnesses: 

1. Inspect before each use 
2. Closely examine all of the nylon webbing to ensure there are no burn marks, which could weaken the 

material 
3. Verify there are no torn, frayed or broken fibers, pulled stitches or frayed edges anywhere on the 

harness 
4. Examine the D-ring for excessive wear, pits, deterioration or cracks 
5. Verify that buckles are not deformed, cracked, and operate correctly 
6. Check to see that each grommet (if present) is secure and not deformed from abuse or a fall 
7. The harness should never have additional punched holes 
8. All rivets should be tight and not deformed 
9. Check tongue/straps for excessive wear from repeated buckling 
 

 A competent person will complete an annual inspection of all harnesses and documentation will 
be maintained  
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 Storage will consist of hanging in an enclosed cabinet, to protect from damage 

 All harnesses that are involved in a fall will be destroyed 
 
 
Lanyards/Shock Absorbing Lanyards: 

1. Inspect before each use. 
2. Check lanyard material for cuts, burns, abrasions, kinks, knots, broken stitches and excessive wear 
3. Inspect the snap hooks for distortions in the hook, locks, and eye 
4. Check carabineer for excessive wear, distortion, and lock operation 
5. Ensure that all locking mechanisms seat and lock properly 
6. Once locked, locking mechanism should prevent hook from opening 
7. Visually inspect shock absorber for any signs of damage, paying close attention to where the shock 

absorber attaches to the lanyard 
8. Verify that points where the lanyard attaches to the snap hooks are free of defects 

 

 A competent person will complete an annual inspection of all lanyards and documentation will be 
maintained (see Appendix 2) 

 Storage will consist of hanging in an enclosed cabinet, to protect from damage 

 All lanyards that are involved in a fall will be destroyed 

 
Snap hooks: 

1. Inspect before each use. 
2. Inspect snap hook for any hook and eye distortions 
3. Verify there are no cracks or pitted surfaces 
4. The keeper latch should not be bent, distorted, or obstructed. 
5. Verify that the keeper latch seats into the nose without binding 
6. Verify that the keeper spring securely closes the keeper latch 
7. Test the locking mechanism to verify that the keeper latch locks properly 
 

 A competent person will complete an annual inspection of all snap hooks and documentation will 
be maintained  

 All snap hooks involved in a fall will be destroyed 

 
Self-Retracting Lanyards/Lifelines: 

1. Inspect before each use 
2. Visually inspect the body to ensure there is no physical damage to the body 
3. Make sure all nuts and rivets are tight 
4. Make sure the entire length of the nylon strap/wire rope is free from any cuts, burns, abrasions, kinks, 

knots, broken stitches/strands, excessive wear and retracts freely 
5. Test the unit by pulling sharply on the lanyard/lifeline to verify that the locking mechanism is operating 

correctly 
 

 A competent person will conduct a monthly inspection of all self-retracting lanyards/lifelines and 
documentation will be maintained  

 If the manufacturer requires, make certain the retractable lanyard is returned to the manufacturer 
for scheduled annual inspections 

 Service per manufacturer specifications (1-2 years) 

 Inspect for proper function after every fall 

 
Tie-Off Adapters/Anchorages: 

1. Inspect for integrity and attachment to solid surface. 
 

 A competent person will complete an annual inspection of all tie-offs and anchorages and 
documentation will be maintained. 

 All tie-offs and anchorages will be destroyed after a fall. 
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Articulating Man Lift: 

1. Inspect before each use. 

2. Inspect/service per manufacturer guidelines. Forklift and scissors lifts will be inspected at the beginning 
of each day it is in use.  Structural integrity of the forklift Cage will be checked per the same schedule. 

 A competent person will complete an annual inspection of the forklift Cage and documentation 
will be maintained. 

 Fall protection will be worn when working in lifts. 

 
Horizontal Lifelines: 

1. Inspect before each use for structural integrity of line and anchors. 
 

 A competent person will complete an annual inspection. 

 
Guardrails: 

 Temporary systems – Daily visual inspection will be completed by a competent person. 

 Temporary systems – Weekly, a complete structural inspection will be completed by a competent 
person. 

 Permanent systems – Annual structural inspections will be completed by a competent person with 
future frequency of inspection defined based on conditions/controls present. 

 
STORAGE & MAINTENANCE 

1. Never store the personal fall arrest equipment in the bottom of a toolbox, on the ground, or outdoors 
exposed to the elements (i.e., sun, rain, snow, etc.). 

2. Hang equipment in a cool, dry location in a manner that retains its shape. 

3. Always follow manufacturer recommendations for inspections. 

4. Clean with a mild, nonabrasive soap and hang to dry. 

5. Never force dry or use strong detergents in cleaning. 

6. Never store equipment near excessive heat, chemicals, moisture, or sunlight. 

7. Never store in an area with exposures to fumes or corrosive elements. 

8. Avoid dirt or other types of build-up on equipment. 

9. Never use this equipment for any purpose other than personal fall arrest. 

10. Once exposed to a fall, remove equipment from service immediately. 

 
TRAINING  
Document the attendance of all trainees. All employees engaged in fall protection will be trained and have the 
knowledge to: 

1. Recognize the fall hazards of/on their job sites. 

2. Understand the hazards associated with working near fall hazards. 

3. Work safely in hazardous areas by utilizing appropriate fall protection measures. 

4. Understand and follow all components of this fall protection program.   

5. Identify and understand the enforceable CSA/OSHA standards and ANSI standards that pertain to fall 
protection. 

 
EMERGENCY RESPONSE 
The Company Premises   
Prior to beginning any work activity where fall protection equipment is going to be used, the following emergency 
response plan must be discussed and understood by employees in case of a fall:   

1. The Supervisor will be notified  

2. The Supervisor will assign a qualified employee to obtain either the articulating man lift or ladders 
where feasible.  

3. The Supervisor will remain with the employee to ensure safety.  

4. Both the assigned employee and the Supervisor will quickly, and with caution, rescue the fallen 
employees.   
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5. In the event where equipment will not allow for rescue or the employee is unconscious or significantly 
injured, the Supervisor will assign an employee to contact 911 emergency services. 

6. All employees involved in a fall arrest or fall will be sent immediately for a medical evaluation to 
determine the extent of injuries, if any. 

 
Off-site 
The most important step in this process is for the employee to advise their Manager/Supervisor of the fall arrest 
requirements, as well as another party who can assist in the rescue should the employee fall. Communication 
remains the same. 
 
In the unlikely event that a fall occurs off-site (road mechanic) the following fall arrest and rescue plan shall include: 

1. Prevention: any trained employee required to use the fall arrest system shall notify their 
Manager/Supervisor prior to working. If the employee has not received training, the employee is 
instructed not to use the fall arrest system nor are they able to work from heights above 6 feet. 

2. The Supervisor/Manager shall review the task to evaluate if any engineering controls can be used prior 
to working at heights. When working at heights is required, the Supervisor shall determine the level of 
risk associated with the task.  

3. If a high level of risk is possible, the employee is to request a fellow employee to be available in the 
event of a fall. Should no employee be available, the employee shall request the Manager on-site, 
customer or contractor to monitor them. Should a fall occur, the Manager on-site shall be called and 
will assign a qualified employee to obtain either the articulating man lift or ladders whenever feasible. 
The On-site Manager will remain with the employee to ensure safety and the assigned employee and 
the Onsite Manager will quickly and with caution rescue the fallen employee(s). The employee is to 
provide these instructions to the customer/contractor prior to performing climbing. The in-house 
Manager/Supervisor shall continue to contact the employee during the task to ensure safety. 

4. Should there be less of a risk, the Supervisor shall give the employee authorization to perform and use 
the equipment. The Supervisor shall continue to supervise the employee every 5 minutes during this 
plan through the phone system to request contact to ensure their safety. In the event of a fall, the 
employee is instructed to call 911 whenever feasible. In the event the employee does not respond to 
contact request. The Supervisor is to call 911 immediately. 

5. In the event where equipment will not allow for rescue or the employee is unconscious or significantly 
injured, the Supervisor will assign an employee to contact 911 emergency services. 

6. All employees involved in a fall arrest or fall will be sent immediately for a medical evaluation to 
determine the extent of injuries, if any. 

 

NOTIFICATION 
In the event of a fall, the following people will be notified as soon as possible and in the following in order: 

1. Manager/Supervisor 

2. Assigned or dedicated employee 

3. Fire Department and emergency medical services if necessary 

4. HR Manager 

 
REPORTING 
As soon as practicable following the accident: 

1. The Supervisor and Worker will complete the Occupational Injury/Illness Report Interviews with 
employees and witnesses, including customers or contractors 

2. A copy will be sent to HR 

3. With a JHSC Representative, the employee shall complete the Incident/Accident Investigation report 

4. The JHSC Representative and the Supervisor shall also complete the Incident Accident Investigation 
report. 
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Policy & Procedure: P217 

Subject:   Powered Lift Truck Policy and Procedure 

 

P217 Powered Lift Truck Policy and Procedure 
 

PURPOSE 
The purpose of this program is to establish procedures for the safe operation of powered lift trucks and to define 
standards and best practices that will aid in the prevention of any injury or possible fatality from happening while 
operating a powered lift trucks.   

 
SCOPE 
This policy is applicable to all employees of FST Canada Inc. (“the Company”) who operate powered lift trucks and 
other powered material handling equipment. 

 
POLICY 
The Company will adhere to all applicable legislated standards with regards to powered lift truck use, maintenance 
and training.  No employee of the Company is to operate a powered lift truck without expressed authorization of 
management and without being deemed competent by management.  The Company is committed to the safe 
operation practices of powered lift trucks and in an effort to reduce the risk associated with the operation of 
powered lift trucks, the Company has adopted the procedures contained within.  
 
These procedures are based on best practices and are in compliance with legislation and are meant to be guidelines 
rather than exhaustive procedures. Compliance will require attention in the following areas: 
 

 General safety inspection and maintenance 

 Assessment of load-handling capacity 

 Competence of person doing load-handling assessment 

 Equipment Inspection and frequency 

 Record keeping 

 Operator competence 

 Operating procedures 

 Training 

 
DEFINITIONS 
 
The “Company” - FST Canada Inc.  
 
Lifting Device – 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. This definition clearly applies to powered 
lift trucks and should be interpreted broadly as including not just the elevating section of a truck but the entire 
vehicle. 
 
Powered Lift Truck – Also referred to as a “forklift” is a powered industrial vehicle used to lift and transport 
materials for short distances. 
 
Competent Person - "Competent person" is defined by the OHSA as someone who: 

 Is qualified because of their knowledge, training, and experience to organize the work and its performance, 

 Is familiar with the provisions of this Act and the regulations that apply to the work, and 

 Has knowledge of any potential or actual danger to health or safety in the workplace. 
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ROLES AND RESPONSIBILITIES 
The following responsibilities apply:    
 
Employer will:  

 Ensure that a lift truck safety program is developed for the workplace 

 Provide safe equipment and resources necessary to implement this program and ensure this program 
is followed 

 Ensure only competent persons’ as defined in the Occupational Health and Safety Act (OHSA) operate 
lift trucks 

 Identify the ways in which a worker who operates or works around a powered lift truck could be 
harmed or injured, taking into consideration the equipment that will be used, the jobs to be done and 
the workplace environment 

 Prepare a written report that mentions all the potential sources of harm or injury identified in step one 
above 

 Periodically review the hazard assessment, in case there is a significant change in how the work is 
carried out, and make appropriate changes to the written report if necessary 

 Ensure that all supervisors and workers who work around lift trucks have been informed of the hazards, 
instructed in the rules and procedures to avoid harm, and know where the written rules and procedures 
are located 

 Inform supervisors and workers of any revisions to the rules and procedures arising from changes in 
the work 

 
Manager/Supervisors will: 

 Identify Lift Truck hazards 

 Ensure safe operating procedures are known, understood and used  

 Arrange for yearly inspections of  lift trucks to be conducted in accordance with legal requirements (as 
referred in Regulations for Industrial Establishments) 

 Ensure powered lift trucks manuals are followed and available to workers 

 Ensure maintenance and repair procedures are developed in accordance with the manufacturer’s 
recommendations (including the maintenance of vehicle seats to control MSD hazards) 

 Maintain inspection and maintenance documentation 

 Ensure the appropriate staff are trained in the hazards and safe operating procedures for lift trucks (for 
example, supervisors, maintenance personnel) 

 Confirm barriers, warning signs, or other safeguards are put in place 

 Ensure all safety equipment is available and appropriately used, e.g. seatbelts 

 Pre-use inspections are performed and documented 

 Hazards that are reported are acted upon 

 Lift trucks operators are regularly monitored to verify ‘competence” as defined in the Occupational 
Health and Safety Act (OHSA) as an operator who understands sections of the Act and Regulation that 
apply to the work; hazards associated with the work (including those related to the operating 
environment; manufacturer’s specifications and workplace-specific procedures and practices) 

 Enforce procedures as necessary and ensure that employees who are found to have insufficient skills 
or understanding of safe powered lift truck operations receive retraining before continuing to operate 
any powered lift trucks 

 Ensure employees comply with all safe work practices described in this program 

 Observe powered lift truck operations in their department and correct any unsafe practices 
 
Workers will: 

 Follow these safe work procedures developed by the Company 

 Only operate powered lift trucks for which they have been specifically trained and authorized 

 Operate all powered lift trucks in a safe manner, consistent with the powered lift trucks safe work 
practices 

  Conduct powered lift trucks inspections at the beginning of each work shift and document the 
inspection on the appropriate inspection forms 

 Report all equipment malfunctions and/or maintenance needs to their supervisors immediately 
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 Wear a seatbelt at all times while operating a powered lift trucks 

 Notify their supervisors if they begin taking a Substance that impairs their ability to safety operate a 
powered lift truck 

 Follow legal requirements 

 Participate in training, skills evaluations, and retraining as required by the procedure. 
 
Joint Health and Safety Committee (JHSC)/Health and Safety Members will: 

 Participate in an annual review of this procedure and make recommendations if necessary.  

 Observe powered lift trucks operations and report unsafe practices to the appropriate supervisor 

 Review copies of inspection checklists 
 
Human Resources will: 

 Ensure safe operating procedures are developed, known, understood and used 

 Maintain copies of training and evaluation documentations; electronically and in employee files 

 
PROCEDURES 
Powered lift trucks are widely used in Ontario industries and, as a result, all three Ministry sector regulations (Mining 
and Mining Plants, Construction Projects, and Industrial Establishments) have provisions that deal with them.  The 
majority of companies are covered by the Regulation for Industrial Establishments, Regulation 851. For this reason 
the short discussion of the legal requirements, which follows, is restricted to the Occupational Health and Safety 
Act (OHSA) and Regulation 851 and the Guideline itself has been developed with these legal provisions in mind.  
 
Training 

 All employees required to operate a powered lift truck will be provided training from a recognized training 
provider 

 Employees who have not been trained and licensed are not to operate a powered lift truck.  If required, the 
Company will conduct a competency confirmation with the employee to ensure they are capable of safety 
operating the forklift 

 
Equipment Inspection and Frequency 

 An inspection of the powered lift truck is to be carried out at the beginning of the truck operator's shift.  

 A checklist, to facilitate this pre-shift inspection, is to be used.  The inspection should cover:  
o Fork condition and wear 
o Tire condition and pressure 
o Fluid and fuel levels 
o Battery condition and electrolyte levels 
o Steering, brake, and limit switch operation 
o Cleanliness.  

 The operator should also examine the chains and mast; check for damage or leaks; and inspect the condition 
of the lift mechanism 

 Any defects should be reported to the operator's supervisor.  If possible, the powered lift truck will be 
immediately repaired. If immediate repair is not possible, a determination will be made as to whether the 
powered lift truck can be used safely until repairs can be made 

 Report to your Supervisor any damage or problems that occur to a powered lift truck during your shift 

 Employees may not operate an unsafe powered lift truck at any time 

 Clause 51(1)(b) of Regulation 851 requires the load-handling capability to be assessed, after the initial 
examination, "as often as necessary but not less frequently than recommended by the manufacturer and 
in any case at least once a year 

 
General Operating Procedures 
 
As a minimum, the following existing regulatory requirements are to be followed: 

 No part of a load must pass over any worker; 

 A lift truck left unattended must be immobilized and secured against accidental movement and forks, 
buckets or other attachments must be in the lowered position or firmly supported; 

http://www.e-laws.gov.on.ca/html/regs/english/elaws_regs_900854_e.htm
http://www.e-laws.gov.on.ca/html/regs/english/elaws_regs_900854_e.htm
http://www.e-laws.gov.on.ca/html/regs/english/elaws_regs_910213_e.htm
http://www.e-laws.gov.on.ca/html/regs/english/elaws_regs_900851_e.htm
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm
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 No load may exceed the maximum rated load and loads must be handled in accordance with the height and 
weight restrictions on the vehicle's load chart; 

 When a load is in the raised position, the controls must be attended by an operator; 

 If an operator does not have a clear view, a signaller who has been instructed in a code of signals for 
managing traffic in the workplace must be used; 

 Loads must be carried as close to the ground or floor as the situation permits; 

 Loads that may tip or fall and endanger a worker must be secured; 

 Where a lift truck is required to enter or exit a vehicle to load or unload, that vehicle must be immobilized 
and secured against accidental movement; 

 A lift truck must not be used to support, raise or lower a worker on a construction site and must only be so 
used in an industrial establishment if the work is carried out in accordance with Regulation 851(Section 52); 

 Barriers, warning signs, designated walkways or other safeguards must be provided where pedestrians are 
exposed to the risk of collision. 

 
COMMUNICATION 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 Posting of policies and procedures 

 Training 

 Meetings and Safety talks 

 
TRAINING 
The Company will ensure that all employees who operate a Lift Truck for work are trained and educated general 
hazards, legal requirements, safe operating procedures and that they are clear about their roles and responsibilities 
as well as this policy and its procedures.  
 
Operators will be trained (prior to authorization to operate lift truck) in: 

 Hazards 

 Pre-use inspections 

 Safe operating procedures 

 WHMIS, emergency procedures (as necessary) 

 Refueling/recharging 
 
Specifics of operator training will include (but not limited to):   

 Mounting and dismounting of truck 

 Start-up 

 Travelling with and without a load 

 Pedestrian safety  

 Load handling 

 Load selection and security 

 Load pickup and placement 

 Stacking/de-stacking 

 Handling specific to docks, trucks 

 Driving on ramps and grades 

 Shut down and parking  
 
The evaluation will include a written test and also a practical skills evaluation. The evaluation will address specific 
work tasks and will include the training specifics. The evaluation results will be filed with HR 
 
Operators will be retrained every 3 years and practical skills evaluations will conducted by supervisors every 18 
months in accordance with the Canadian Standards Association (CSA) standard (the purpose of this evaluation will 
be to provide feedback for immediate correction/action and information/direction for future training). 
 
An authorized person’s record of training document will be dated and signed to reflect training. Documentation of 
training completed will be filed electronically and in the employee file with HR. 



 

 

P217 – Powered Lift Truck Policy and Procedure H&S Policies & Procedures Review Date:  

July 2018 

Revision Date: 

November 2018  

 

 

 
 

EVALUATION 
Human Resources collaborate with the Joint Health and Safety Committee, to evaluate the success of the program 
by reviewing: 

 Supervisor and JHSC inspections and reports 

 Accident and incident data 

 
EXHIBITS/FORMS 
 
F217.1a – Daily Pre-shift Operator Checklist – Electric Lift Truck 
F217.1b – Daily Pre-shift Operator Checklist - Propane, Gas, Diesel Lift Truck 
F217.2 - SWP – Forklift Safe Operation 
F217.3 – SWP – Safe Handling of Propane 
F217.4 – SWP – Mounting and Dismounting Units: 3 Points of Contact 
F217.5 – SWP – Charging Forklift Battery (English) 
F217.6 – SWP – Charging Forklift Battery (French) 
F217.7 – SWP – Loading and Unloading Trucks 

 
ADDITIONAL REFERENCES 
Regulations for Industrial Establishments: Sections 51, 52, 57, 58, and 59  
Ministry of Labour Guideline for the Safe Operation and Maintenance of Powered Lift Trucks. 
CSA Standard B335-04: Safety Standard for Lift Trucks 
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Policy & Procedure: P218 

Subject:   Power Operated Equipment 

 

P218 Powered Operated Equipment 
 

PURPOSE 
To ensure all employees are using power operated machinery and tools properly and to minimize the amount of 
injuries or hazards in the workplace. 

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.) and includes Company owned, 
employee supplied, and rental equipment. 

 
POLICY 
The use of power operated equipment requires training, precision, and care on the part of the operator. Knowledge 
of the equipment or tool, and an understanding of the job to be done, is imperative if the task assigned is to be 
conducted efficiently and safely. 
 
Power tools can be hazardous when improperly used. There are several types of power tools that are based on the 
power source they use: electric, pneumatic, liquid fuel, hydraulic, and power-actuated. 
 
No employee shall operate any equipment unless training has been provided and the Manager has determined that 
the employee is competent to operate that specific equipment. If an employee is instructed to operate the 
equipment, but has not received training, the employee is required to report it to their Manager. 
 
Operating manuals and instructions shall be made available and reviewed when equipment is being put into 
operation.  CSA approved electrical equipment and tools only shall be used. 
 
Maintenance procedures specified by the manufacturer shall be followed and records shall be kept.  
 
All exposed moving parts and pinch points shall be guarded to prevent access to the moving part.  Guards shall be 
kept in place and maintained in good working order.  
 
Loose clothing or jewelry shall not be worn near any rotating shaft, spindle, gear, belt, or other source of 
entanglement. 
 
Appropriate personal protective equipment shall be worn when working on or around power operated equipment.  
Signs to this effect shall be posted. 

 
INSPECTION 
All belts, gears and pulleys, plugs and wiring shall be inspected prior to each use for signs of wear or fatigue which 
could cause mechanical failure of the equipment.  All lifting devices shall be maintained in accordance with applicable 
regulations. 
  
Any circuit or piece of equipment shall be positively identified and carefully tagged and locked out (using the proper 
lock out procedures) prior to attempting any repairs, intrusive maintenance, lubrication or set-up. 
 
All portable electric tools that are damaged shall be removed from the use and tagged “DO NOT USE”.  
 
PRECAUTIONS 

 Never carry a tool by the cord or hose 
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 Never yank the cord or the hose to disconnect a tool from the receptacle 

 Keep cords and hoses away from heat, oil and sharp edges 

 Disconnect tools when not in use, before servicing, and when changing accessories such as blades, bits 
and cutters 

 All observers should be kept at a safe distance away from the work area 

 Secure work with clamps or vice, freeing both hands to operate the tool 

 Avoid accidental starts by ensuring the power source is disconnected before carrying the tool. When 
this is not feasible, the worker should not hold a finger on the switch button while carrying a plugged-
in tool 

 Be sure to keep good footing and maintain good balance 
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Policy & Procedure: P219 

Subject:   Machine Guarding 

 

P219 Machine Guarding  
 

PURPOSE 
To ensure safe and appropriate machine guarding is in place on all machinery and power equipment in order to 
protect workers from injury or incident.  

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.) who are required to use and operate 
equipment requiring guarding. 

 
POLICY 
Guarding on machinery is to prevent injury to a worker from reckless discharge of material or product from a 
machine. No worker shall operate machinery unless instruction has been provided, and the worker is familiar with 
all rules and safeguards pertaining to the safe and effective operation of the machine or equipment. Guarding is for 
worker’s protection - they must be in place before starting the machine.  It is a serious infraction of legislation and 
Company Policy to operate any unguarded equipment or to make ineffective any guard or safety device. 
  
Although machine guards are almost as varied as machines themselves, the essentials of machine guarding are quite 
simple. A well-guarded machine protects the worker from possible contact with any moving part during the entire 
process or operation. Well-guarded machines are also protected from unexpected hazards such as broken parts, 
unexpected start-up after outages, or even worker slips and falls on to the machinery.  
 
The best machine guards are built into machines designed with the necessary safety features in mind, and where no 
additional guarding is required. However, some workplace machinery may require some additional guarding 
depending on the work performed. It is the responsibility of all employees to immediately report any inefficient, 
missing or broken guarding on a machine or piece of power equipment to their supervisor.  

 
GUARDING 
Operating procedures and controls, work rests, protective shields, hoods and interlocking devices are all forms of 
machine guarding. Guarding is required when: 

 Any prime mover or machine transmission equipment has any exposed moving parts, they shall be 
guarded in a manner that prevents access to the moving part 

 There is an exposed “in-running nip hazard” or other part of machine or device that may endanger a 
worker, preventing access to the pinch point 

 
Machine guards should be considered a permanent part of the machine or equipment, and should be designed to 
protect the operator, maintenance Workers and even Workers just passing by. Machine guards should be strong 
enough to resist normal wear and tear, durable enough to require little maintenance, and easy to repair if necessary. 
 
Guards should not interfere with the efficient operation of the machine, cause discomfort to the operator, or 
complicate cleaning, oiling or normal daily maintenance. Nor should machine guards create additional hazards, such 
as pinch points, rough edges, sharp corners, or splinters. 
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Policy & Procedure: P220 

Subject:   Lock Out/ Tag Out 

 

P220 Lock Out/Tag Out 
 

PURPOSE  
The purpose of this procedure is to establish the standards required for the lockout/tagout (LOTO) of hazardous 
energy isolating devices.  

 
SCOPE    
This policy is applicable to all employees of “the Company”, (FST Canada Inc.).  Appropriate employees shall receive 
specific instruction in the safety and significance of the lockout/tagout policy and procedure. Only those personnel 
described by name and/or title on last page of this program are authorized to lockout/tagout machinery and 
equipment. 

 
All new employees and employees transferred into operations or employees who are or may be in the area of the 
service/maintenance work being performed on their machine(s) shall be instructed in the purpose and use of the 
lockout/tagout procedure. Employees will be re-trained as indicated by OH&S’s lockout/tagout standard. 
 
The Department Supervisor and the Manager shall be responsible for the implementation, compliance and annual 
review of this policy/procedure. 

 
POLICY 
This policy shall be used to ensure that the machinery or equipment is isolated from all potentially hazardous energy 
and locked out and tagged out before employees perform any servicing or maintenance activities on any machine 
or equipment where the unexpected energization, start-up or release of stored energy could cause injury to the 
employee(s) performing the service or maintenance or damage to machine, equipment or property. “Lockout” 
involves more than merely disconnecting or locking out a power source. All machines or equipment capable of being 
energized or activated electrically, pneumatically, air, gravity or hydraulically must be de-energized or de-activated 
by physically disconnecting or otherwise making the apparatus inoperable prior to any maintenance or repair work 
performed on it. This is often referred to as zero energy, or zero mechanical state. 
 
The Company will ensure that all appropriate employees who work with or are or may be in the area of an energized 
source when work is being performed on machinery or equipment is informed of the hazards associated, is trained 
in the Lockout/Tagout policy and procedure and adheres to this standard. 

 
DEFINITIONS 
 
The “Company” – FST Canada Inc.  
 
Equipment – Includes but is not limited to machinery, devices, stationary tools, vessels, pipes, tanks, and vehicles. 
 
Energy source – Includes but is not limited to electrical, pneumatic, hydraulic, chemical, gravity, thermal, steam, 
tension, momentum, spring pressure, head pressure and line pressure (fluid/gas). 
 
LOTO – is an acronym that stands for Lock Out/Tag Out 
 
Lockout – Means disengaging all energy sources from equipment, safely releasing stored energy or materials, and 
securing the control device(s) in the "off" position with an approved lock, thereby rendering it incapable of 
operation, release or movement. 
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Tagout – Means an approved/durable label that is made of non-conductive material, which provides information 
about the purpose of locking the equipment out, and particulars such as whose lock it is and the date/time. 
 
Control Device – Means a device that physically isolates equipment from its energy source, and can be secured, 
locked or isolated in the "off" or closed position (e.g. keyed locks, lockout bars, braces, line blanks, line caps, electrical 
disconnect switches, programmable logic controllers, blocks). 

 
RESPONSIBILITY 
 
Employer will: 

 Establish a process for evaluating work operations, machinery and equipment to determine where 
lockout/tagout procedures, devices and training are needed 

 Develop and maintain a written lockout/tagout program that includes a lockout system 

 Develop and maintain specific lockout/tagout-related safe working procedures, where necessary, in 
compliance with occupational health and safety legislation, this policy and associated guidelines 

 Ensure all existing equipment and machinery has the capability for lockout, de-energizing or isolation from 
all sources of energy, including stored energy or materials 

 Provide and maintain necessary equipment to enable lockout/tagout of equipment or machinery, where 
necessary 

 Ensure that new equipment or machinery is designed and installed in a manner that provides the capability 
for lockout, de-energizing or isolation from all sources of energy, including stored energy or materials 

 Provide general and specific training to workers who work on machinery or equipment under conditions 
requiring lockout/tagout provisions 

 Ensure that work is performed in compliance with the Occupational Health and Safety Act and applicable 
regulations and industry standards 
 

Supervisors will: 

 Be familiar with all aspects of the lockout/tagout program 

 Evaluate work operations, machinery and equipment to determine where lockout/tagout procedures, 
devices and training are needed 

 Ensure that the requirements of the program and related elements of the Occupational Health and Safety 
Act and regulations, and applicable industry standards, are applied at all times 

 Ensure that all employees under their supervision who work on machinery or equipment are competent to 
do assigned work, are provided with written instructions and training (where required), and are authorized 
to perform the lockout procedure 

 Conduct appropriate inspections to ensure procedures are followed and, when violations are found, take 
appropriate action 

 Maintain a record or training and a list of equipment or locations with specific lockout/tagout procedures 
 

Workers will: 

 Attend lockout/tagout training and apply knowledge acquired through training in the performance of their 
work 

 Acquire permission to work on equipment that requires a lockout 

 Use lockout/tagout devices provided as specified in the procedures 

 
PROCEDURE  

Control switches, power sources, computer-controlled sources, robotics or other such devices must be personally 
locked out and tagged by an authorized worker and Manager/Supervisor who are involved in the operation or repair.  
  
The initial lock will be placed on by the Supervisor/Manager, Foreman or acting body of authority.  This Supervisor, 
Manager, Foreman or acting body of authority shall only remove the lock after all work is completed and an 
inspection has been conducted to ensure that all Workers are clear of any danger.  
 
Each employee must: 

 Use his or her personal lockout/tagout device 

 Install his or her personal device only 
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 Remove his or her personal device only 

 Never exchange devices with others 

 Each worker’s lock must have a tag attached with the following information: 
a) Worker’s name 
b) Home and work phone number 
c) Date and time of lockout 

 Each worker must retain his or her key while the lock is in place. Only the worker in charge of the lock 
should have a key. 

 
It is the responsibility of the Supervisor running the shift transition meeting to ensure the next shift is aware of the 
active Lockout/Tagout(s) that are currently in place. 
 
 In any of the following steps, if more than one individual is required to work on the machine or equipment being 
repaired, this will require more than one lockout or tagout device.  Each person shall place his/her own personal 
lockout/tagout devices on the energy isolating device. 

 
Multiple lockout/tagout devices are to be used where the energy, isolating device has provisions for more than a 
single lockout/tagout device.   
 

 All company employees must be aware of our prescribed Lockout/Tagout program in order to prevent accidental or 
inadvertent energization or operation of locked/tagged machines or equipment. 
 

 Employees will not attempt to operate any switch(s), valve(s) or other isolating devices where it is locked/tagged 
out. 
 
The following steps outline the application and use of lockout/tagout procedures and will apply to all employees 
involved in the repair and maintenance of machinery or equipment, and must be followed at all times without 
exception: 
 
STEP 1: Identify Energy Sources 
Identify all energy sources affecting the equipment or machinery.  An inventory/survey of all forms of hazardous 
energy sources must be made to identify various energy forms to determine which switch(s) 1 valve(s) or other 
energy isolating devices apply to the machinery or equipment that is to be locked out/tagged out. More than one 
energy source may be involved. The most common forms of energy sources are: 

 Electrical 

 Pneumatic 

 Hydraulic 

 Mechanical 

 Fluids, gases and chemicals 

 Gravity 
 

STEP 2: Parts to Be Locked Out or Isolated 
Identify systems that affect, or are affected by, the work being performed. These may include primary, secondary, 
backup, or emergency systems and interlocked remote equipment. 
Review the current system for remote energy sources and confirm the existence and location of any switches, power 
sources, controls, interlocks, or other devices necessary to isolate the system. 
Remember that equipment may also be affected by: 

 Time restrictions for completing the work 

 Time-activated devices 
 
STEP 3: Notify All Affected Employees  
All affected employees must be notified that a lockout/tagout is going to be utilized and the reason. The person 
authorized to implement the lockout/tagout shall know the type(s) and magnitude(s) of energy that the machine 
or equipment utilizes and shall understand the hazards. Employees shall request assistance if they are not aware of 
all energy sources of a machine(s) and all lockout procedures. 
 
STEP 4: Shut Down Equipment and Machinery 
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Authorized personnel must shut down the equipment, machinery, or other system components, placing them in a 
zero-energy state. Trace all systems to locate and lock out energy sources.  
To isolate or block energy, take the following steps: 
 
Electrical 

 De-energize electrical circuits by disconnecting the power source from the circuit 

 Unplug machine, use plug lockout or use a disconnect switch with padlock, lockouts and tags 

 Bleed off stored electrical energy to zero state 

 Use a tester to ensure that all circuits are dead 

 Lock and tagout all power sources 
 
Pneumatic 

 Release pressure to zero energy state 

 Use shut off valves, energy isolation valves, padlocks, lockouts and tags to lockout energy source 
 
Hydraulic 

 Release pressure to zero energy state 

 Use shut off valves, energy isolation valves, padlocks, lockouts and tags to lockout energy state 
 
Mechanical 

 Disconnect or shut down engines or motors that power mechanical systems 

 Release and/or block all stored mechanical energy 

 Be aware of gravity, springs, tension and other sources of energy that are not always obvious 

 Use blocks to restrain energy 

 Use padlocks, lockouts, tags to lock and tagout mechanical energy 
 
Fluids, gases and chemicals 

 Block fluid (gas, liquid, or vapor) flow in hydraulic, pneumatic, or steam systems by using control 
valves or by capping or blanking the lines 

 Recognize all hazards 

 Insert a blank or blind in the line 

 Use valve lockouts, padlocks, lockouts and tags at isolating source 
 
Gravity 

 Block machine parts against motion that might result from gravity (falling) 
 
Some forms of energy must also be dissipated after a system has been de-energized. System components such as 
electrical capacitors, hydraulic accumulators, or air reservoirs may retain sufficient energy to cause serious injury or 
death— even though the component has been de-energized, isolated, or blocked from the system and locked out. 
 
STEP 5: Tagging 
Regulation requires each worker involved in a lockout operation to attach a durable tag to his or her personal lock. 
The tag must identify the worker’s name, the worker’s employer, the date and time of lockout, the work area 
involved, and the reason for the lockout. 
 
A tag in itself offers no guarantee that a machine or system is locked out. It simply provides information. 
 
STEP 6:  Restoration of Machines or Equipment to Normal Operations: 
Upon completion of repair or maintenance ensure all tools have been removed, guards have been reinstalled and 
Supervisor or Manager have checked the area around the machine or equipment to ensure that no one is exposed 
to the operating parts of the machine or equipment.  The Supervisor or Manager will verify if the equipment is back 
to full and safe operation by cautiously starting the equipment and look for any movement or functions issues or 
irregularities. 
 

 If none are observed, the worker and Supervisor/Manager will agree that the equipment is safe 

 Remove all lockout and/or tagout devices 

 Re-engage all energy isolating devices to restore energy to the machine or equipment 
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 Re-start the equipment back to regular safe function 
 
The person removing the last lockout device should inform all affected personnel, especially the affected machine 
operator{s} that lockout has been removed and the machine is operable. 
 
Records of lock outs and verification of the repair or maintenance must be written and kept in the Maintenance Log 
Book 

 
EXHIBITS:  
Lockout Tagout Form 
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Policy & Procedure: P221 

Subject:   Motor Vehicle Accidents and Safe Driving 

 

P221 Motor Vehicle Accidents and Safe Driving 
 

PURPOSE 
To ensure all employees of take precautions to ensure their safety and the public while operating a motor vehicle 
and follows the appropriate procedures when a motor vehicle accident occurs. 

 
SCOPE     
This policy is applicable to all employees of the “Company”, (FST Canada Inc.). 

 
POLICY 
It is a requirement in certain positions at the Company that employees drive a company vehicle. Those employees 
must be at least 18 years of age and show a current, valid Driver’s License for the applicable classification. A Driver’s 
abstract check is conducted prior to hiring and at the discretion of the company during the staff’s employment. 
Before any company vehicle can be driven by an employee, that employee must have a driving record acceptable to 
the company vehicle insurance carrier. 
  
Those insured by the Company may undergo driver safety training throughout the course of their employment. 
 
Employees who are given authorization to drive owned vehicles are responsible to keep the vehicle clean, both inside 
and out. Company vehicles are a reflection of the Company itself, and, in some instances, act as a billboard for our 
business. Therefore, it is the responsibility of all employees who are given authorization to drive a company vehicle 
to drive responsibly and maintain the vehicle at a high company standard of cleanliness, both internally and 
externally. 
 
Personal use of the Company-owned vehicle shall be limited. Any personal use of Company vehicles shall be cleared 
with their Manager first and the employee shall use and pay for their own fuel for any personal use. No weekend, 
vacation trips or travels of long duration shall be made in a company-owned vehicle unless first approved by 
management. 
 
Unauthorized use of company vehicles will be considered theft and grounds for immediate termination of 
employment and/or criminal charges.   

 
MAINTENANCE 
In an effort to ensure all company owned vehicles are operating safely and maintained properly, all employees 
operating company vehicles must check the oil level at each fill up. An oil or fluid leak can happen at any time and 
preventative maintenance services cannot solely identify all problems. 
 
In addition, all shop/parts vehicles have daily vehicle check report (VCR) books that must be completed by the first 
operator of the day. That person is responsible to hand in the previous day’s VCR. The engine oil and all other levels 
must be checked as part of the VCR completion. Every operator thereafter for that day will check to make sure the 
VCR was done for that particular day. If an operator notices a problem with the vehicle, that operator must record 
it on the VCR report and report it to their Manager. 
 
This will enable the service department to identify and to decide if additional repairs are required prior to the next 
PM servicing. If the repair is significant enough, and poses a safety concern, the vehicle will be taken out of service. 
 
All shared vehicles will be returned to the yard and parked with fuel. A combined effort by all employees on this 
matter will keep our vehicles operating as reliably and as safely as possible. 
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VIOLATIONS 
Company vehicles must be driven with care, caution, and all traffic laws must be observed.  Evidence of careless, 
reckless driving, and/or speeding is basis for termination of employment.   
 
Any employee who receives a traffic violation, (speeding, parking, etc.), while operating a Company owned vehicle, 
must report it to their Supervisor immediately. DO NOT attempt to pay the ticket without first consulting your 
Manager. Once the company has determined how to proceed with the violation, any/all fines or court costs will be 
paid by the employee and will not be reimbursed by the Company. 
 
If an employee loses their license, their driving privileges and possibly their employment with the Company will be 
terminated. Employees have a duty to inform their Manager immediately after having their license revoked or 
suspended. 
 
In the case of an employee charged and/or convicted with DWI/DUI prior to and/or after date of hire, the 
employee must be cleared through the company’s Insurance Carrier. This may limit the person’s driving privileges, 
require other restrictions or prevent further employment should the employee’s driving need be of primary 
importance to fulfilling their job description and responsibilities. 

   
DISTRACTED DRIVING 
It is prohibited to use a Blackberry, IPhone etc. or other type of phone for calls, texting or other means of 
communication while driving a Company vehicle, unless a hands free device is used. Manage cell phone distractions 
by making your calls before you start driving, take a break to return your calls, and let your voicemail take your 
messages for you while you pay attention to the road.  
 
 The following are common distractions and should be avoided while driving a Company vehicle: 

 Eating/drinking 

 Changing Music 

 Applying makeup or personal grooming  
 
PRECAUTIONS: 

 When you feel drowsy behind the wheel, pull over somewhere safe and get some rest 

 Do not drink and drive 

 Keep a safe distance between you and the vehicle in front of you 

 When driving near a pedestrian area, slow down, look for pedestrians and, only then, proceed with 
caution.  Reminder: PEDESTRIANS DO HAVE THE RIGHT OF WAY 

 While on Company premises: 
o All employees and visitors must drive under the speed limit of 10 km in the yard including when 

entering the facility ground from the road, and entering the road way from our facility grounds 
o No employee shall pass another moving vehicle in the parking lot or yard 
o When mobile equipment, such as a forklift, appears to be crossing near your driving path, please 

stop and wait for the employee to wave you through and then proceed with caution 

 
ACCIDENTS 
In the event of a Motor Vehicle Accident, the following procedure should be followed: 

1) If possible, relocate yourself to a safe place, out of the way of traffic – do not get out of the vehicle if 
the accident occurred on a high traffic highway 

2) Call 911 if there are injuries to the driver or anyone else involved in the accident 
3) Examine the company vehicle and document all damages using the Accident Report form 
4) Use the camera feature on blackberry to take pictures of all damages to the company vehicle 
5) Do not discuss the accident with anyone at the scene other than police or paramedics 
6) Notify the insurance company of the accident by calling the phone number on the insurance 

documentation in the glove box  
7) Notify your Manager and/or HR about the accident as soon as possible and no later than 12 hours 

after the accident has occurred 
8) Ensure all repairs required due to the accident are pre-approved by your Manager 
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Policy & Procedure: P222 

Subject:   Ventilation Exhaust Systems 

 

P222 Ventilation Exhaust Systems 
 

PURPOSE 
To ensure all employees work in a safe environment free from hazardous fumes. 

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.). 

 
POLICY 
To control the concentration level and prevent exposure to airborne hazardous substances, proper ventilation 
system must be adequate for all areas of the workplace.  
 
Ventilation Systems shall be constructed, installed, operated and maintained to: 

 Meet all legislative requirements 

 Provide proper ventilation to minimize exposure to hazardous substances and cold viruses to maintain 
a healthy work environment 
 

Shop Exhaust Systems will consist of the following: 

 Portable units will consist of a flexible hose, fitter, and exhaust fan  

 Permanent units will be built into the ventilation system  

 Where the flexible hose reel is required it must have the proper diameter to cover the exhaust pipes; 
free from any rips, burns or holes where fumes can escape indoors; meet temperature requirements 
to avoid replacements and burning; and is long enough to exist out of the building or up into the 
permanent and engineered suitable ventilation system 
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Policy & Procedure: P223 

Subject:   Mezzanine Safety 

 

P223 Mezzanine Safety 
 

PURPOSE 
To ensure that all employees are informed and adhere to the procedures required when using the parts and storage 
mezzanines at applicable branches. 

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.), who use a mezzanine for parts and 
storage.  

 
POLICY 
The mezzanine safety gate must be left open only when items are being loaded or unloaded from the mezzanine. It 
must be closed at all other times and must not be blocked by boxes or other items.  
 
No boxes or objects may lean against or hang over the railings of the mezzanine. 
  
Under no circumstances should any boxes or items be dropped from the mezzanine down to the floor or to a person.  
 
Employees must report any compromise/deficiency in the shelving unit immediately to a member of the JHSC/ 
Branch H&S Representative. 
 
For mezzanines without shelving, the maximum load capacity (MLC) must be posted in an accessible place. The total 
weight on the mezzanine must not exceed the MLC at any given time. Items must weighed and the current weight 
on the mezzanine must be recorded at all time.  
 

STORAGE 
All items stored on mezzanines must be pre-approved by the Parts Manager, or designate. If there is shelving on the 
mezzanine, each shelf on the mezzanine must be labeled with its maximum load capacity. Before storing goods on 
the mezzanine shelves, the weight of the goods must first be determined. 

 Every box/item must have its weight visibly written on it.  

 Determine which shelf can accommodate the goods without exceeding the maximum load capacity by 
verifying with the shelf label. 

 If there is more than one box on a shelf, the weight of all boxes must be calculated to ensure that the 
combined weight does not exceed the load capacity for that shelf.  

 Heavier boxes must be stored on the lower shelves. Re-organization of the previous goods stored may 
be required to comply with this policy. 

 Any boxes stored above shoulder height must be removed from the shelving unit using a ladder. 

To determine the maximum load capacity for mezzanine floor = MLC (found on engineering documents for the 
mezzanine), complete the following calculation: 

 Length of shelving x Width of Shelving = Square footage 

 Square Footage x MLC = Maximum allowable lbs. per sq. ft. for the entire shelving unit 

 Maximum allowable lbs. per sq. ft. for the entire shelving unit / # of shelves = Maximum load per shelf 
 
For assistance calculating load capacities, contact a member of the JHSC/Branch H&S Representative.
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Policy & Procedure: P224 

Subject:   Housekeeping and Storage 

 

P224 Housekeeping and Storage  

 

PURPOSE 
To ensure all employees participate in maintaining a clean, organized and unobstructed work environment in order 
to prevent workplace injuries and illnesses.    
  

SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.).  

 
POLICY 
All employees share the responsibility for following the established housekeeping procedures. Supervisors and the 
JHSC will be responsible to monitor housekeeping as part of their facility safety inspection procedures. Management 
has the additional responsibility to provide disciplinary action when necessary to reinforce compliance.  

   
Floors: 

 Clear and unobstructed 

 Adequate aisles and walkways 

 Free of loose materials, debris, spills or worn carpeting 
 

Offices and Work Areas:   

 Office areas are to be kept neat and orderly   

 All aisles, emergency exits, fire extinguishers, first aid supplies and eyewash stations etc. must be kept 
clear of product material storage (temporary and permanent) at all times 

 Storage areas will be maintained orderly at all times 

 Keep file and desk drawers closed when not in use.   

 At the end of the business day, turn off all office equipment (area heaters, lamps, coffee maker, PC’s, 
etc.) and lights to save energy and prevent fires.   

 All leaks will be reported to supervision and maintenance for immediate repair and clean up 
 

Rest rooms, Locker Rooms and Lunch rooms: 

 Employees are expected to clean up after themselves  

 Flammable materials may not be stored in lockers  
 

Spills: 

 Spills must be cleaned up immediately to avoid slips  

 All environmentally hazardous spills must be dealt with in accordance with the Chemical Spill Policy 
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Policy & Procedure: P225 

Subject:   Underground and Overhead Utilities 

 

P225 Underground and Overhead Utilities 

 

PURPOSE 
To protect workers in situations where the worker may be exposed to high voltages due to unseen underground 
utilities or close proximity to overhead utilities. 

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.). 

 
POLICY 
Working near electrical hazards is dangerous and can be fatal. A major cause of accidents involving electricity comes 
from the failure to identify the hazards associated with live electrical equipment and wiring. Incidental power line 
contact happens too often, especially considering the potential severity of the consequences. Workers must be 
aware of electrical hazards when operating equipment near an energized overhead electrical conductor, or when 
excavating equipment will be operated near underground power lines.  

 
PROCEDURES 
 
Underground Utilities: 
Contacting buried cable as a result of excavating prior to facilitating a locate (getting a location) of the service, can 
be fatal. To ensure that workers are not exposed to underground utilities, absolutely no digging or hydro-excavation 
will be permitted without a documented and clearly marked locate from the local utility authority – See Appendix 
A. If the locate proves that utilities exist in the proposed dig site, the work must be moved to a safe location that has 
been deemed to not have any underground utilities.  
  
If work must be performed in the area of underground utilities, the worker must have proper training on Electrical 
Safety – Hydro-vac Operators from the Infrastructure Health & Safety Association or an approved alternate training 
provider.  
 
Overhead Utilities: 
Prior to commencing work on, operating, demonstrating or testing any equipment, a site assessment must be 
conducted to determine that no overhead wires are present.  If there are overhead wires present, the worker must 
confirm that the equipment is not within reach and could not possibly encroach on the minimum permitted distances 
from live overhead power lines. After review of all provincial/state legislative requirements, the Company has 
established that the minimum permitted distance is 6 metres (19’8”).  
  
If overhead wires are present that may be contacted while operating or testing the unit, the unit must be moved to 
a safe location. 

 
EMERGENCY RESPONSE 
In the event of contact between equipment and overhead power lines: 

1. Stay on equipment. Don’t touch equipment and the ground at the same time. Touching anything in 
contact with the ground can be fatal. Stay on the equipment unless forced off because of a life-
threatening hazard such as fire.  

2. Keep others away. Warn everyone not to touch the equipment or its load. That includes buckets, 
outriggers, load lines, and any other part of the machine. Beware of time-delayed relays. After line 
damage trips a breaker, relays may still try to restore power. They may reset automatically two or three 
times. 
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3. Break contact. If possible, break contact by moving the equipment clear of the wires. This may not be 
feasible where contact has welded conductors to equipment, the hoist line, or the load. 

4. Call 911. 
5. Call the local utility. Get someone to call the local electrical utility for help. Stay on the equipment until 

the utility shuts down the line and confirms that power is off.  
6. Jump clear. If forced to leave the equipment, jump carefully off the equipment onto the ground landing 

only on your feet, with your feet together. Touching the equipment and the ground at the same time 
can be fatal. Touching the ground at different points can also be fatal. Shuffle slowly away from the 
equipment using very small steps to minimize the contact area with the ground. 

7. Report the contact.  

 
REPORTING 
All accidents, regardless of severity, must be reported promptly to the immediate Supervisor who will complete the 
Occupational Injury/Illness report. The completed form will be forwarded to the Human Resources Department.  

   
Report incidents of power line contact to the Utility Authority so they can check for damage that could cause the 
line to fail later.  
 
Any serious electrical incident must be reported to the Inspection Department of the ESA within 48 hours after 
the occurrence. 

  
“Serious electrical incident” means: 

 any electrical contact which causes death or critical injury to a person  

 any fire or any explosion or any condition suspected of being electrical in origin which might have 
caused a fire, explosion, loss of life, critical injury to a person, or damage to property 

 any electrical contact with electrical equipment operating at over 750 volts 

 any explosion or fire of electrical equipment operating at over 750 volts 
  
“Critically injured” means an injury of a serious nature that, 

 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 

 involves the amputation of a leg, arm, hand, or foot but not a finger or toe 

 consists of burns to a major portion of the body 

 causes the loss of sight in an eye 

 
INVESTIGATIONS  
The JHSC/Branch Representatives, Supervisors and Workers will collaboratively conduct a thorough investigation. 
Care should be taken not to disturb the scene, nor should equipment or tools involved in the accident be removed. 

 
Underground & Overhead Utilities – Appendix A  
 
One Call Locate Services 

Canada   
Alberta 1-800-242-3447 www.alberta1call.com 
Manitoba 1-204-777-6590 www.mb1call.com 
Ontario 1-800-400-2255 www.on1call.com 
Quebec 1-800-663-9228 www.info-ex.com 
Nova Scotia 1-800-428-6230 www.nspower.ca 
   
United States   
All States 811 www.call811.com 

 

http://www.call811.com/
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Policy & Procedure: P226 

Subject:   Workplace Inspections Policy and Procedure 

 

P226 Workplace Inspections 

 

PURPOSE 
The purpose of this policy is to enable the “Company” (FST Canada) to continuously improve the general health and 
safety conditions of the workplace and its equipment, processes, procedures, buildings and materials.  The 
Workplace Inspection Policy and Procedure provides a format for ensuring that workplace inspections are conducted 
in a proactive and consistent manner and once hazards have been identified that steps are taken to minimize or 
eliminate the hazard.   

 
SCOPE 
This policy is applicable to all employees of the Company. 

 
POLICY 
The Company is committed to ensuring that regular Workplace Inspections are performed as they are a proactive 
means of recognizing hazards before they result in an illness, injury or property damage and for recommending 
improvements to eliminate or minimize those hazards.  
 
All workplace parties shall be vigilant and shall exercise appropriate diligence to minimize or eliminate risks in the 
workplace.   
 
The physical condition of the workplace will be inspected at least annually and at least part of the workplace will be 
inspected monthly.  Planned Workplace Inspections must be completed by members of the Joint Health and Safety 
Committee (JHSC) or by the Health and Safety Representatives from each branch or facility. 
 
Inspections must be completed by at least one worker health and safety representative and one management health 
and safety representative. Planned Workplace Inspections are to be completed using the Workplace Inspection Form 
F226.1 Workplace Inspection Form. 
 
All completed Workplace Inspections are to be reviewed by the JHSC or Health & Safety Representatives.  The Senior 
Branch Manager must also review and sign the Workplace Inspection report and take the necessary corrective 
actions to eliminate or control the recognized hazards. 
 

DEFINITIONS 
 
The “Company” - FST Canada Inc.  
 
Workplace Inspection – involves scheduled monthly inspections of the workplace as prescribed by legislation and 
regulation to recognize, assess, control and evaluate hazards in the workplace. Inspections will involve management, 
workers, JHSC member and health and safety representatives. 
 
Pre-Shift Inspection – involves inspecting any equipment, tools, and Personal Protective Equipment (PPE) prior to 
commencing work and completing the required inspection documentation. 
 
Hazard – any source of potential damage, harm or adverse health effects on something or someone under certain 
conditions at work. 
 
Risk – a chance or probability that a person will be harmed or experience and adverse health effect if exposed to a 
hazard. It may also apply to situations with property or equipment loss. 
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Workplace Hazards - include: 

 Safety Hazards: inadequate machine guarding, unsafe workplace conditions, unsafe work practices 

 Biological Hazards: viruses, bacteria, fungi, parasites 

 Chemical Hazards: liquid, vapours, fumes, dust, gas, etc. 

 Ergonomic Hazards: repetitive and/or forceful movements, temperature extremes, improperly designed 
work station 

 Physical Hazards: noise, vibration, energy, water, electricity, radiation, pressure 
 
Frequency of Exposure – indicated the number of exposure events during an exposure time period 
 
Probability of Occurrence - indicates how likely it is that the hazard will cause injury, illness and/or property damage 
 
Severity – indicates how serious an injury, illness or property damage could be 
 
OH&S Act and WSI Act 
 

ROLES AND RESPONSIBILITIES 
The following responsibilities apply:    
 
Employer will:  

 Provide adequate time for the JHSC and Health and Safety Representatives to complete the monthly 
Workplace Inspections and will ensure this time is paid 

 Take all necessary precautions and actions reasonable to prevent, eliminate or minimize hazards in the 
workplace 

 Provide the designated representative with the required information and assistance they may require 
for the purpose of carrying out an inspection of the workplace 

 Ensure all inspection reports are reviewed by senior management and that hazards identified are 
corrected and controlled 

 
Senior Manager will:  

 Review the findings identified during the Workplace Inspection  

 Participate in the development of an action plan to address the findings 

 Ensure corrective action is taken to address hazards identified 

 Sign and acknowledge review of workplace inspection report 
 

Manager/Supervisors will: 

 Accompany Health and Safety representatives during planned workplace inspections (as required, but 
at least monthly) and ensure corrective action is taken to address any hazards identified.  Make 
available documentation of planned and unplanned workplace inspections in accordance with this 
policy 

 Cooperate with any persons performing a workplace inspection 

 Where possible, participate in the Health and Safety Representative/Joint Health and Safety 
Committee (H&S Rep./JHSC)  inspection process 

 Review and ensure all items identified on the Workplace Inspection Report are addressed in a timely 
manner by initiating the appropriate corrective action 

 Discuss the results of the inspections and the corrective actions taken with employees 

 Ensure that employees have completed pre-use inspections in accordance with designated 
departmental written procedures 
 

Employees (Workers) will: 

 Report any hazards or unsafe working conditions to their Manager/Supervisor or member of the JHSC 
or Health and Safety Representative  

 Cooperate with any persons performing a workplace inspection 

 Conduct pre-shift equipment inspections of equipment prior to the start of a shift or prior to work 
commencing on equipment.  Verification of this process is audited during the Workplace Inspection 
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Joint Health and Safety Committee (JHSC)/Health and Safety Members will: 

 Will ensure that at least one worker member and one management member is certified as required by 
legislation 

 Review previous month’s Workplace Inspection to identify any outstanding action items 

 Conduct the Workplace Inspections as per the schedule (monthly) 

 Prepare an inspection report identifying any hazard or unsafe acts/conditions observed during the 
inspection 

 Make recommendations to the employer for workplace improvements to protect employee health 
and safety 

 
Human Resources will: 

 Provide Workplace Inspection and hazard identification training to JHSC members and Health and 
Safety Representatives 

 Create the Workplace Inspection tools and evaluate those tools at least annually or as required 

 Review the completed monthly Workplace Inspection forms from each branch facility 

 Act as a resource for JHSC members and Health and Safety Representatives and respond to any 
questions or concerns regarding the Workplace Inspections process 

 
PROCEDURE 
There are several other types of workplace inspections that should be conducted in conjunction with the scheduled 
monthly workplace inspections.  These may include any of the following: 

 Pre-use inspections 

 Job observations by Managers or Supervisors 

 Job hazard assessments 
 
While conducting the workplace inspections, the Inspector should adhere to the safety procedures and PPE posted 
for that area and ensure that their presence is known by other employees in those areas.   
 
Workplace Inspection: 

 Walk around the area under inspection; check the working environment and equipment 
o Inspect areas subject to repeated injuries or health/illness complaints 
o Check to see that problems identified during the last inspection have been resolved 
o Make sure all postings required by the OH&S Act and WSI Act are posted and current. 
o Observe and record employee activities; ensure that employees are operating and 

maintaining equipment according to the manufactures instructions, safety training and work 
instructions 

o Obtain and record input from department workers and supervisors (if applicable) on hazards 
and potential risks 

o Watch for hazards such as wet floors, unguarded equipment, chemical odours, unusual noises, 
etc. 

o Note any new hazards, undesirable housekeeping, poor job practices, or any other 
unsatisfactory or substandard conditions; record observations and finding 

 All identified hazards must be eliminated or controlled immediately. If this is not possible, interim 
control measures must be implemented immediately until further action can be taken 

o Warning signs must be posted at the location of a hazard 
o All affected employees should be notified of the location of the hazard and the interim 

controls 

 Report the findings on the Workplace Inspection Form 
o Describe the hazards, including locations in the workplace 
o Assess identified hazards based on Frequency of Exposure, Probability of Occurrence, and 

Severity 
o Rate identified hazards as: 

 Immediate Action Required – rating >12 
 Action Required – rating 9-11 
 Action may be required – rating 6-8 
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 Action not likely required - <5 
o Identify if this is a repeat finding 
o Recommend corrective actions for observed problems or hazards, and 
o Sign and date the report and forward the report to the Senior Manager to sign 
o Post a copy of report to the Health and Safety Board 
o Save the completed workplace inspection form in the public drive under P:\Health and 

Safety\Monthly Branch Meetings & Inspections 
 

All hazards identified on the Workplace Inspection Form must be addressed and appropriate corrective actions 
implemented with sign-off on the form before the next inspection. If it is not possible for a hazard to be addressed 
or corrected before the next inspection, than that same hazard needs to be carried over and recorded again on the 
following inspection. 

 
TRAINING 
The Company will ensure that all employees who are designated to conduct investigations are trained and educated 
in Workplace Inspections, hazard identification, assessing risk, and identifying controls, and that they are clear about 
their roles and responsibilities as well as this policy and its procedures.  
 
Individuals whom have been assigned responsibilities under this policy will be trained on their duties and 
expectations.  Training will be coordinated by the Senior Manager and the new Health and Safety representative. A 
record of training will be maintained and filed with Human Resources. 

 
COMMUNICATION 

A copy of this policy will be made available to all employees.  
 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 On-line posting 

 Posting of policies and procedures in the public drive 

 Training 

 Meetings and Safety talks 

 

EVALUATION 
Monthly, the worker Health and Safety Representative will review the status of the items raised during the previous 
month’s inspection by: 

 Reviewing the Workplace Inspection Report to ensure sign-off by Senior Management indicating they 
have reviewed the inspection report. 

 Reviewing Management’s response to the recommended actions  

 Verifying corrective actions have been implemented and are working 

 Reporting findings to Senior Management 
 
Annually, Human Resources will evaluate conformance with the Workplace Inspection Program by:  

 Reviewing the Workplace Inspection Report to ensure: 
o Inspections were completed according to the schedule 
o Inspections were conducted by designated and trained individuals 
o Reports were distributed within the defined timeline 
o Sign-off by Senior Management indicating the report was reviewed monthly. 
o Reports were filled out accurately including assigned responsibility for corrective actions and 

target dates  
o Completion dates were identified for corrective actions 
o Verify corrective actions have been completed in a reasonable amount of time 

 Verifying the Workplace Inspection Reports and Inspection schedule have been posted by checking the 
Health and Safety Board for the most current inspection report and schedule.  

 Reviewing the Workplace Inspection Form to verify that it is appropriate for the hazards being 
identified and the current business activities.   
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 EXHIBITS/FORMS 
 
F226.1 Workplace Inspection Form Template 
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Policy & Procedure: P227 

Subject:   Management of Change Policy 

 

P227 Management of Change Policy 
 

PURPOSE 
The purpose of this policy is to outline the health and safety requirements when changes to the operation are 
implemented. This will ensure the effective management of workplace change consistent with sound health and 
safety practices.  

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.).  

 
POLICY 
The need for change at the Company may result from, but is not limited to, internal and/or external influences such 
as legislation, equipment purchases, process or procedure changes, injuries or incidents, near misses or a change in 
a member of staff.  
 
Workplace change should be planned and supported by the Owners and Senior Management Team of the Company. 
Change must be effectively implemented to ensure safety. 

 
PROCEDURE 
Job Hazard Assessments (JHA’s) must be reviewed when changes to the operation are implemented. Specific 
requirements are outlined below when a (an): 
 

New Employee is Hired: 

1. When a new employee is hired, an Assessment of Training Requirements: Checklist must be completed.  
2. The new employee must be provided with a copy of the JHA for the role in which they were hired.  
3. The new employee must review the JHA to ensure they are aware of the hazards associated with their 

role, as well as the controls that are in place to reduce the hazards.  
4. The employee will be encouraged by their manager to ask any questions they may have when reviewing 

the JHA.  
5. Once the JHA has been reviewed and understood, there must be sign-off by the employee. A copy of 

the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employee’s personnel file.  

 

Employee is Transferred or Promoted: 

1. When an employee is transferred or promoted, an Assessment of Training Requirements: Checklist 
must be completed. 

2. The employee who has been transferred or promoted must be provided with a copy of the JHA for their 
new role.  

3. The new employee must review the JHA to ensure they are aware of the hazards associated with their 
new role, as well as the controls that are in place to reduce the hazards.  

4. The employee will be encouraged by their manager to ask any questions they may have when reviewing 
the JHA.  

5. Once the JHA has been reviewed and understood, there must be sign-off by the employee. A copy of 
the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employees personnel file.  
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Legislation Change: 
1. When there is a legislation change that affects a role or roles at the Company, the JHA’s must be 

reviewed and updated. Employees, manager’s and the HR department will work together to update 
the JHA’s. 

2. Any additional hazards incurred from the legislation change must be added to all applicable JHA’s.  
3. The updated JHA’s must then be reviewed by all employees in a role in which their JHA was affected.  
4. Once the JHA has been reviewed and understood, there must be sign-off by each employee. A copy of 

the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employee’s personnel file.  

 
Process or Procedure Change: 
1. When there is a process or procedure change that affects a role or roles at Company, the JHA’s must 

be reviewed and updated. Employees, manager’s and the HR department will work together to update 
the JHA’s.  

2. Any additional hazards incurred from the process or procedure change must be added to all applicable 
JHA’s.  

3. The updated JHA’s must then be reviewed by all employees in a role in which their JHA was affected. 
The supervisor is responsible for ensuring this is completed.  

4. Once the JHA has been reviewed and understood, there must be sign-off by each employee. A copy of 
the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employee’s personnel file.  

 
New Equipment is Purchased: 
1. When a new piece of equipment is purchased, JHA’s must to be reviewed and updated. Employees, 

manager’s and the HR department will work together to update the JHA’s. 
2. Any additional hazards incurred from the purchase and use of the new equipment must be added to 

all applicable JHA’s.  
3. The updated JHA’s must then be reviewed by all employees in a role in which their JHA was affected. 

The supervisor is responsible for ensuring this is completed. 
4. Once the JHA has been reviewed and understood, there must be sign-off by each employee. A copy of 

the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employees personnel file.  
 

First Aid is Provided: 
1. When first aid has been provided to an employee in the workplace, the JHA for that employee’s role 

must be reviewed and updated.  
2. If the task that was being completed at the time of the first aid injury is not listed on the JHA, it must 

be added, along with any hazards associated with that task and the controls that are put into place to 
reduce those hazards.  

3. If the task is listed on the JHA but the hazard that caused the injury is not, then the hazard as well as 
controls must be added to the JHA.   

4. Employees, manager’s and the HR department will work together to update the JHA’s. 
5. The updated JHA must then be reviewed by all employees in the role in which the JHA was affected.  
6. Once the JHA has been reviewed and understood, there must be sign-off by each employee. A copy of 

the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employees personnel file.  

 
Injury or Incident Occurs in the Workplace: 
1. When there is an injury or incident in the workplace, the JHA for that employee’s role must be reviewed 

and updated. 
2. If the task that was being completed at the time of the injury or incident is not listed on the JHA, it must 

be added, along with any hazards associated with that task and the controls that are put into place to 
reduce those hazards. 

3. If the task is listed on the JHA but the hazard that caused the injury is not, then the hazard as well as 
controls must be added to the JHA.   

4. Employees, manager’s and the HR department will work together to update the JHA’s. 
5. The updated JHA must then be reviewed by all employees in the role in which the JHA was affected.  
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6. Once the JHA has been reviewed and understood, there must be sign-off by each employee. A copy of 
the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employees personnel file.  
 

When a Near Miss Occurs: 
1. When a near miss occurs in the workplace, the JHA for the role in which the near miss occurred must 

be reviewed and updated. 
2. If the task that was being completed at the time of the near miss is not listed on the JHA, it must be 

added, along with any hazards associated with that task and the controls that are put into place to 
reduce those hazards.  

3. If the task is listed on the JHA but the hazard that caused the near miss is not, then the hazard as well 
as controls must be added to the JHA.   

4. Employees, manager’s and the HR department will work together to update the JHA’s. 
5. The updated JHA must then be reviewed by all employees in the role in which the JHA was affected.  
6. Once the JHA has been reviewed and understood, there must be sign-off by each employee. A copy of 

the sign-off must be kept at the branch and a copy must also be sent to Human Resources to be stored 
in the employees personnel file.  

 

For any changes that occur at the Company that are not listed above, please consult the Human Resources 
Department for specific requirements that must be followed in order to ensure the health and safety of all 
employees.   
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Policy & Procedure: P228 

Subject:   Return to Work Policy & Program 

 

P228 Return to Work Program 
PURPOSE 
To assist workers if they have been injured (physically or mentally) in the return to work safety and in a timely 
manner. This policy will outline the expectations of how the “Company” (FST Canada Inc.), will work with healthcare 
providers, employees and management to facilitate the return to work process and how it will provide 
accommodation for an employee who is temporarily or permanently unable to return to their duties as a result of 
occupational injury or illness.   

 

SCOPE 
This policy is applicable to all employees of the Company. 

 

POLICY 
The Company is committed to cooperating with all of their employees who have been injured on the job and will do 
everything they can for an early and safe return to work.  The program is a proactive and collaborative process that 
consists of a return to work process, a modified work program for any injured employee until he/she is able to return 
to their pre-accident job and it will have a component that will enable joint responsibility to achieve the outcome of 
a safe and timely return to work.  This program will facilitate the employee’s recovery and return to work in as safe 
a manner as possible, is fair, consistent and cost effective, while also minimizing the human and financial impact on 
the employee.  

 

DEFINITIONS 
 
The “Company” - FST Canada Inc. 
 
Occupational Injury – any kind of injury that results from the workplace, including illness or disease  
 
Occupational disease - a disease contracted as a result of an exposure over a period of time to risk factors arising 
from work activity 
 
Occupational Accident - a sudden and unexpected accident caused by external factors due to which the employee 
suffers injuries 
 
Occupational Illness – 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 
 
Temporarily Disabled Employees - Employees who are temporarily unable to do their regular job duties due to a 
compensable injury  
 
Permanently Disabled Employees - Employees who are permanently disabled due to a compensable injury 
 
Lost Time – Wage loss due to a work-related injury or illness resulting in missing scheduled time past the day of the 
injury or illness  
 
Loss of Earnings (LOE) Benefit – A benefit equal to 85% of employee’s pre-injury net average earnings, less any 
earnings that he or she earns while co-operating in an RTW Program 
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Work Reintegration – Integration of effort and co-operation of the workplace parties (workers and employers), as 

well as the treating health professional, and the WSIB in participation in the rehabilitation of the employee through 

goal oriented work transition plans in an accessible, timely manner 

Return to Work (RTW) - enable employee to remain at the workplace following an injury or to return to the 
workplace in a safe and timely manner if there has been lost time from work 
 
Work Transition – Is a WSIB program to help injured workers get back to work.  The primary focus of WT is to find 
long-term, suitable work with current employer or in the general labour market 
 
Re-employment – When an injured worker is able to perform the essential functions of the preinjury job, the 
employer must: 

 Offer to re-employ the injured worker in the job that was held on the day of the injury, or 

 Offer to provide another job that is similar in nature and pays at least 90% of what the injured worker 
was earning before the injury 

 
Accommodated, Modified and Suitable Work – The Company recognizes that a temporarily disabled employee can, 
and should, be performing meaningful and productive work. The modification of an employee’s position allows for 
the employee to carry out the work assigned within the employees’ capabilities. Note: this might include, but not be 
limited to, a change in work tasks   
 
Functional Abilities – Is the actual or potential capacity of an individual to perform the activities and tasks that can 
be normally expected. A given function integrates biological, psychological and social domains 
 
Essential Function (duties) – Are the basic and important job functions performed in a position and must be based 
on the work performed rather than the capabilities of an individual.   An essential function is a complete task rather 
than how a task can be completed. If an essential function is removed then the need for that particular position will 
not exist. For example, removing the essential function “provide guidance and resources to clients” from a customer 
service position would fundamentally change the job position 

 

ROLES AND RESPONSIBILITIES 
The following responsibilities apply:    
 
Employer will:  

 Provide a fair and consistent rehabilitation policy for injured employees 

 Provide meaningful employment for temporarily disabled employees and promote modified duties 

 Ensure that all workers are informed of the Return to Work program 

 Train all Managers in effective Return to Work strategies 

 Ensure Workplace Safety and Insurance Act is adhered to 

 Assist in the modification of the workplace as required, up to the point of undue hardship 

 Pay full wages and benefits for the day or shift on which the injury occurred 

 Make certain that workers understand their obligations to co-operate 

 Set clear procedures to follow in reporting injuries. (Establish an Accident/Injury Reporting Policy) 
 
Managers will: 

 Take appropriate action when an injury or illness is reported 

 Provide workers with Injured Worker Package that includes a Functional Abilities Form to take to the 
treating practitioner for completion 

 Inform Human Resources immediately when it becomes known that an employee under their care 
requires assistance from the RTW program  

 Along with HR, contact employees that have not returned to work the day following a work related 
injury or illness, and discuss return to work options 

 Educate workers about the return to work program 

 Participate in the Return to Work planning by identifying appropriate work duties, transitional work 
options and temporary or permanent job accommodations for employees with disabilities 

 Determine training requirements to meet the skills required for any new tasks as determined by 
assigning temporary or permanent job accommodations 
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 Follow Health Care Professional’s opinions and/or recommendations whenever possible to assist with 
safe work offerings 

 Monitor safe work practices of workers who are returning to work to help ensure employees perform 
only the work offered and are not assigned other duties then described in the written RTW offering 
without first assessing new work 

 Assist with monitoring employee’s progress during injury or illness recovery and the effectiveness of 
the work assigned and the integration back into regular duties when required 

 Provide feedback to Human Resources 
 

Employees will: 

 Report all job-related injuries or illnesses to Supervisor/Manager immediately 

 When needed receive proper medical treatment immediately following a work-related injury/illness 

 Ensure that they take an Injured Worker Package when seeking medical and to provide this 
package to the treating health professional that Return to Work opportunities are available in 
the workplace to accommodate their abilities  

 Upon return from seeking medical provide the appropriate medical documentation to the 
Manager or HR within 24 hours with the completed form to develop with the employer a 
return to work plan 

 Help identify and cooperate in suitable work arrangements.  

 Give WSIB information as required.  

 Maintain regular contact with the Manager and Human Resources as outlined in this program 

 Follow the restrictions and recommendations of treating health professionals and work within the 
scope of limitations and do not perform work that has not been developed within the work 
reintegration plan 

 Communicate any concerns or changes in medical condition to their Manager and/or Human Resources  

 When requested, provide the necessary progress reports (WSIB – Functional Abilities Form) to Health 
Care Providers and ensure forms are returned to the manager and/or Human Resources and WSIB case 
manager as soon as possible 

 Ensure all rehabilitative appointments and independent assessments provided are attended as 
required and whenever possible schedule outside normal scheduled working hours 

 Co-operate with all requests of documentation to be provided/ obtained or completed as required by 
the employer or the WSIB 

 
Joint Health and Safety Committee (JHSC)/Health and Safety Members will: 

 Work with Human Resources to review the RTW Program on an annual basis 
 

Human Resources will: 

 Act as the Return to Work Program Coordinator 

 Work with injured worker, the healthcare professional and the Manager to create an offer of Modified 
Duties, Accommodation and Suitable Work  

 Monitor the progress of the employees modified duties through regularly scheduled meetings with the 
employee and manager.  These meetings are to be documented by using the Follow-Up 
Accommodated, Modified, Suitable Work Offering form (F228.3)  

 If there are any changes in the injured workers medical, ensure medical follow-up documentation is 
obtained 

 Obtain education and training resources from WSIB to ensure compliance with Work Reintegration 
policies 

 Support Work Reintegration Program  

 Facilitate the RTW Program with key stakeholders 

 Communicate with the Employee, Manager, Medical Personnel, and WSIB as appropriate 

 Provide support as required, guidance and interpretations of this policy and legislation to all parties as 
required 
 

Workplace Safety and Insurance Board (WSIB) will: 

 Process the claim on a timely basis 

 Act as a resource 

 Follow the Workplace Safety and Insurance Act 
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 Assist employer and injured worker with a Return to Work plan (if applicable) 

 

PROCEDURE 
 
Injured Worker Package includes the following documents: 

 Letter to Health Practitioner 

 Letter to Employee 

 Functional Abilities Form (FAF) or Form 8 or 

 Occupational Mental Stress Report Form CMS8 
 
Report all work-related injuries and medical complaints immediately to your Manager. All critical injuries and 
fatalities MUST be reported to the Ministry of Labour. 
 
If a worker requires more than first aid, send worker for medical treatment.  The Injured Worker Package is to be 
sent along with the employee to provide it to the attending physician.   
 
Steps to Follow:   

1. When a worker requires health care, has incurred Lost Time or where modified work is required based 
on the Functional Abilities Form (FAF), the Manager and/or Human Resources will establish contact 
with the injured employee, no later than 2 business days after learning of the occupational injury, 
illness or disease.  Contact details are to be logged using Form F228.1. 
 

2. The FAF is to be returned by the employee after seeking healthcare. 
 
3. Upon contact, an offer of modified work will be made to the employee (depending on the severity or 

circumstances 

 A verbal offer is only acceptable if the employee did not immediately return to work after seeking 
health care but did make contact with the Company representative.  All verbal offers will be 
temporary in nature until a formal Offer of Modified/Suitable work can be presented and signed 
by the employee.  Verbal offers of modified work will be based on the recommended functional 
abilities (if any) as listed on the Health Professional Report (WSIB Form 8), FAF or other acceptable 
medical documentation. 
 

4. All communication is to be logged and detailed using the Contact & Communication Log throughout 
the process (form F228.1).  This log is to record dates of contact (or attempts to contact) and a summary 
of the communications.  Where a verbal offer of modified work has been given, details of that offer 
and conversation are to be recorded.   
 

5. Once the worker and the Company representative have been in contact, the Company representative 
will make the formal written Offer of Modified/Suitable work offering using form F228.2.  Once the 
offer has been accepted the Worker/Manager/Human Resources Representative will create and 
discuss the Return to Work plan.  This plan will be documented and approved by all parties by using a 
Return to Work Plan - Offer of Modified, Suitable Work Form (F228.2).  A copy will be provided to the 
WSIB/WCB and is it recommended that the employee provide this offer of modified/accommodated 
work description to their Healthcare practitioner for review when possible. 

 
6. It is the responsibility of the employee to keep their Manager informed of the status of any changes to 

their medical recovery and any absences related to an occupational injury, illness or disease.  
 

7. The employee will be expected to schedule medical and/or rehabilitation appointments when possible 
outside of scheduled working hours. 
 

8. For occupational injury, illness or disease, failure to comply with the procedure may impact an 
employee’s benefit eligibility or may result in financial penalties to the department.  
 

9. In cases where the workplace parties are unable to agree on the details or implementation of the RTW 
plan, the plan will be referred to WSIB for mediation and decision. 
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10. Based on the Return to Work plan and duration of the plans requirements; regular follow up of the 

recovery progress may be required.  The follow up discussions or potential changes to the RTW plan 
are to be documented on the Follow-Up Accommodated, Modified, Suitable Work Offerings (F228.3).  
This will be considered the working document to be used throughout the duration of the Return to 
Work program. 
 

11. Contact with the WSIB is essential to maintain reporting requirements as outlined by WSIB.  
Information will be provided to the WSIB during the Return to Work process.  Such information will 
include:  

 work related injuries/illnesses/diseases’ sustained when healthcare treatment was    obtained 

 medical monitoring 

 work offering programs, or changes in duties/requirements/restrictions 

 loss time or wages or changes in wage  

 change in any information or statuses as they become known 

 information of any failure to cooperate in the programs as outlined in this policy 

 the end of the program 
 

12. Upon the completion of the Return to Work Program, it is important for the worker to complete the 
Return to Work Employee Survey (P228.5).  The Company’s goal is to conduct this survey 6-9 months 
following the date of an injury).  This participation assists the Company with gaining an understanding 
of the effectiveness of the RTW Program and will contribute to the continuous improvement of the 
Health & Safety Program. 

 

The return to work program is completed when the employee can do the pre-accident job.  If the employee cannot 
return to pre-accident duties at the conclusion of the plan, the manager shall contact the WSIB claims adjudicator 
for further assistance.   
 

COMMUNICATION 
All managers and employees of the Company will receive communication of this policy during orientation within the 
first week of hire.  If revisions are made to the policy, additional communication will be provided to managers and 
employees. 
 
Any of the following method(s) may be used to communicate this policy: 

 Company email 

 Company memo 

 Posting of policies and procedures 

 Training 

 Meetings and Safety talks 

 

TRAINING 
The Company will ensure that all employees are trained and educated in the RTW Procedures and that they are clear 
about their roles and responsibilities as well as this policy and its procedures.  
 
All managers and employees of the Company will receive training of this policy during orientation within the first 
month of hire.  If revisions are made to the policy, additional training will be provided to managers and employees. 
 
All training shall be documented in an electronic training database and a copy shall be provided to Human Resources 
for filing. 

 
EVALUATION 
This procedure shall be evaluated by the JHSC, and Human Resources annually.  The evaluation completed will 
identify the success of the program or identify if improvements are necessary to further the effectiveness of the 
programs requirements.  

 Ensure legislation is current or has it been changed 

 Ensure policy is clear and able to be understood 
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 Ensure appropriate individuals have received communication of the program 

 Ensure proper use of the Return To Work Contact and Communication Log 

 Ensure proper use of the Accommodated, Modified, and Suitable Work Offerings Report 

 Measure lost time injuries in current year against past years 

 Evaluate at least annually employee surveys to determine the effectiveness of the program 

 

EXHIBITS/FORMS 
F228.1 Contact and Communication Log 
F228.2 Return to Work – Offer of Modified, Suitable Work  
F228.3 Follow-up Accommodated Modified and Suitable Work Offerings Form 
F228.4 Return to Work Program Employee Survey 
 
Additional References 

 Form 7 

 Form 8 

 Functional Abilities From (FAF) 

 Letter to Health Practitioner 
Letter to Employee 
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Policy & Procedure: P229 

Subject:   Severe Storms and Tornado 

 

P229 Severe Storms and Tornado  

 

PURPOSE 
The following procedure is outlined to assist in protecting individuals against severe winds caused by severe storms 
and tornadoes.   

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.), its Contractors and Visitors. 

 
DEFINITIONS   
 
Tornado Watch – Means that conditions are favorable for tornadoes to develop. Tornadoes are most likely to occur 
in the late afternoon on a hot spring day.  However, tornadoes have occurred in every month at all times of the day 
or night. 
 
Tornado Warning – Is an alert issued by weather services to warn that severe thunderstorms with tornadoes may 
be imminent. It can be issued after a tornado or funnel cloud has been spotted by eye or more commonly if there 
are radar indications of tornado formation.  If a Tornado Warning is issued for your area, you need to seek shelter 
in the facilities designated storm shelter area IMMEDIATELY! 

 
PROCEDURE 
 

1. Managers, Supervisors and Employees (as a team effort) need to communicate to one another when 
weather conditions (sky color, wind, and hail) are looking severe 

2. Once it has been determined that weather conditions are looking severe, Managers and Supervisors 
are responsible for monitoring the weather and any alerts, watches or warnings that may be issued. 
Use cell phones and computers and monitor your local weather station 

3. If a Tornado Watch is issued for the area, the Manager or Supervisor is responsible for informing all 
shift managers of the watch who will in turn ensure their employees are aware. NO ALARM will be 
sounded for a Tornado Watch 

4. If a Tornado Warning is issued for the area, the first individual to become aware of the Tornado 
Warning is responsible for activating the “Tornado Warning Signal”. The “Tornado Warning Signal” will 
consist of either one or both of the following: 

 An announcement made over PA system 

 A single, long sounding blast of the air horn 
5. Upon hearing one of the above “Tornado Warning Signals” – immediately proceed to the closest storm 

shelter area at your facility. Do not stay in the shop as large buildings with wide span roofs may collapse 
if a tornado hits 

6. In the event that you cannot get to a storm shelter area, then the ideal shelter would be in the kneehole 
of a desk, table or workbench. Move away from windows, doors, outside walls, parts storage racks, file 
cabinets or any other items which may fall or become flying missiles. Remain in the protected area until 
your Manager or Supervisor contacts you 

7. Stay in the shelter until a member of management has informed you that an all clear has been issued 
8. Following the Tornado Warning, Managers and Supervisors are responsible for conducting a head 

count of their employees 
9. In the event of a direct hit by a tornado:  

 Kneel face down with your hands covering the back of your head to reduce neck injury 

 Where possible, get under a desk or table 

http://en.wikipedia.org/wiki/Thunderstorm
http://en.wikipedia.org/wiki/Tornado
http://en.wikipedia.org/wiki/Funnel_cloud
http://en.wikipedia.org/wiki/Weather_radar
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 Keep calm and stay in your shelter until after the storm is over. Do not leave the shelter unless 
directed to do so by a Manager or Supervisor 

10. Once the storm is over: 

 Check the people around you for injuries 

 Administer first aid as required 

 Call local emergency services at 911 

 Managers and Supervisors are responsible for conducting a head count of their employees 
and reporting to emergency response personnel any missing individuals 

 Check all utility lines:  
o Check for the smell of gas and is gas odor is noticeable, open doors and turn off the 

main valves. Do not turn on lights until the gas has dissipated.  
o If electric wires are shorting out, turn off the power 
o When you go outside, watch out for downed power lines 

 Employees will be instructed of next steps following a tornado by Executives and Senior 
Managers 

 
If you are outdoors:  

1. Find shelter, preferably in a building with a strong foundation 
2. If no shelter is available, lie down in a ditch - beware of flooding from downpours and be prepared to 

move 

 Kneel face down with your hands covering the back of your head to reduce neck injury 

 Keep calm and stay in your shelter until after the storm is over 
 
If you are driving:  

1. If you spot a tornado in the distance, go to the nearest solid shelter  
2. If the tornado is close, get out of your car and take cover in a low-lying area, such as a ditch  

 Kneel face down with your hands covering the back of your head to reduce neck injury 

 Keep calm and stay in your shelter until after the storm is over 
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Policy & Procedure: P230 

Subject:   Hot Work 

 

P230 Hot Work 
 

PURPOSE 
This procedure is outlined for employees to follow when conducting hot work in order to ensure hot work 
activities are conducted in a safe manner. 

 
SCOPE 
This policy is applicable to all employees of the “Company” (FST Canada Inc.) and its contractors. 

 
DEFINITIONS   
 
Hot Work – Is any process that can be a source of ignition when flammable material is present or can be a fire hazard 
regardless of the presence of flammable material in the workplace.  Common hot work processes are welding, 
soldering, cutting and brazing.  
 
Fire Watch – A person other than the person conducting the hot work who works alongside the employee who 
performs hot work. The fire watch maintains a constant vigil during the hot work for stray sparks, ignition or other 
fire hazards. The fire watch must know how to use a fire extinguisher. They must also know where the closest phone 
is located for calling for emergency help. The fire watch remains in the area for thirty (30) minutes after the work is 
done to check for smoldering fires.  

 
PROCEDURE  
The employee conducting the hot work is responsible for getting authorization from a manager or supervisor prior 
to conducting the hot work. 
 
Employees who perform hot work and managers or supervisors who authorize hot work must inspect the area in 
which welding/flame cutting is to occur for the following: 

 Flammable material 

 Oils 

 Paper 

 Plastic 

 Any other debris 
 
If any of the above exist in the area to be welded, NO welding/flame cutting is to be performed until all material is 
removed from the area.  The manager or supervisor who authorizes the hot work is responsible for ensuring fire 
safety precautions have been met before authorizing hot work and that the area is monitored for thirty (30) minutes 
after the work is completed.  
 
All work orders created for welding/flame cutting repairs must have the statement “Supervisor has inspected unit 
and authorizes welding/flame cutting to occur”, added by the Service Writer or Service Manager, and the Supervisor 
must sign and date beside this statement. If the Supervisor’s signature is not on the work order, NO welding/flame 
cutting work is to be performed.  
 
Any time hot work is being performed, another person, known as the Fire Watch, must work alongside the 
employee who performs the hot work.  When the hot work is performed the employee must not leave the work 
area until a minimum thirty (30) minutes has passed so any fire risk has been able to be assessed.  


