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Company Safety Policy

Company Health & Safety Policy
LNB Construction Inc. is committed to providing a safe and healthy work environment and meeting or exceeding
the health and safety standards set by our clients and provincial legislation. Management is committed to
supporting supervisors and workers with a safety program that is designed to prevent injuries and disease in the
workplace. Our Health and Safety Polices are an integral part of our economic and social performance and are
designed to provide a safe and healthy work environment for our employees, customers, and property in all
aspects of our operations.
LNB’s safety program will include the education and training required to evaluate workplace hazards and take
the necessary steps to protect our team and other workplace parties. This includes, but is not limited to,
WHMIS training; first aid training, services and equipment; and the planning, development and revision of safe
work procedures and practices, giving Supervisors and workers full participation in the development of safe
work practices and procedures and all activities to ensure their safety.
These health and safety polices have been developed to provide a consolidated set of rules, safe work practices
and procedures to present direction and guidance that will govern and regulate the performance of all LNB
employees and contract workers. All policies are a minimum standard and where they may differ from
government legislation, the more stringent shall apply.

Guiding Principles
Cooperation With Workers
LNB’s commitment to working in a spirit of cooperation and consultation with workers is an integral element in
the success of its Health and Safety program and is key to developing and maintaining positive attitudes towards
safety in all areas.

Leadership and Integrity
By their exemplary behavior, all levels of management are responsible and accountable for providing a healthy
and safe working environment and promoting a safety culture for employees and contractors.
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Accountability and Responsibility
Senior Management is responsible to:




Provide a high level of control over safety concerns/issues and facilitate resolutions, if not resolvable at
a lower level.
Make resources available for the health and safety policy to be enacted.
Hold employees accountable for safe work performance.

Managers are responsible for:


Provide leadership and support to cultivate conscious safe work behaviours and practices
within the operation. Leadership is demonstrated through the actions presented below.

LNB Management will ensure that employees under their direction are:





Aware of and compliant with all health and safety policies
Competent to manage their health and safety responsibilities
Knowledgeable of the hazards and risks associated with their jobs
Provided with the standards, procedures, processes, tools and other resources necessary to conduct
their work and a safe and environmentally responsible manner and to remedy any unsafe working
conditions

Supervisors are responsible for:





Ensuring the health and safety of workers under their supervision
Ensuring workers under their supervision are trained, educated and competent to perform their duties
Understanding and complying with applicable regulations and the company safety program
Relating hazards of their workplace to their workers

Employees and contractors are responsible for:





Compliance with all relevant acts, codes, guidelines, standards and procedures
Working in a manner that ensures their personal health
Reporting to their supervisor any hazards, incidents or contravention of the safety program
The safety of their co-workers
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Visitors, Suppliers and Consultants
Visitors, Suppliers and Consultants are responsible for safe guarding their own safety, and the safety of LNB
Construction Inc. employees.









Responsibilities include:
Reporting to LNB Construction Inc. office or supervisor before entering a work place.
Participating and complying with health and safety directives received from LNB Construction Inc.
Complying with the LNB Construction Inc. health and safety rules.
Wearing adequate and appropriate personal protective equipment.
Reporting any unsafe acts and/or unsafe conditions to the LNB Construction Inc. representative(s).
Reporting any injury sustained on LNB Construction Inc. property.
Setting a good example.

Rights of Workers
All workers have the right to work in a safe and healthy work environment. Management supports the rights of
workers and employees will be made aware of their rights to:





Know about any dangers in the workplace
Participate in workplace health and safety activities through active involvement in safety matters, safety
meetings, and the Joint Occupational Health and Safety Committee
Refuse unsafe work
Be free from any form of discrimination, bullying or harassment

Integration
LNB integrates health and safety considerations into business plans, facilities, operating practices, and employee
development and performance programs.

Prevention
LNB uses a risk-management approach to anticipate, prevent and mitigate harm to health and safety.

Continual Improvement
The Company believes that all injuries are preventable and therefore our safety objectives are set at ZERO
incidents. This goal requires active engagement and progressive improvement in competencies and
performance by all employees in how we identify and manage the hazards and risks associated with our work.
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Preparedness
In the event of an incident, LNB will respond promptly in a manner that protects the health and safety of its
employees, clients, contractors and the public.

Application








This Policy shall be reviewed at least annually by the Joint Occupational Health and Safety Committee
(JOHSC) and Senior Management. Any recommended revisions by the JOHSC, the Safety Adviser or
management shall be reviewed for approval by the JOHSC and Senior Management.
Each department head will ensure that the standards applicable to their functions are reviewed
regularly and when changes to regulations or practices occur, and shall report recommendations to the
CEO and General Managers.
The policies in the manual do not take precedence over government legislation
It is the responsibility of all employees to be familiar with the appropriate health and safety rules and
regulations in their jurisdiction.
This manual is the property of LNB Construction Inc. to be used by LNB field supervisors for the purposes
of training and instruction of LNB employees.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
The company regards the health and safety of its employees as its highest priority, and commits its highest
level of management in this respect. Safety is a shared responsibility. A successful program requires cooperation and collaboration amongst all management and employee personnel.

Senior Management
Key Responsibilities
 Provide a high level of control over safety concerns/issues and facilitating resolutions, if not resolvable
at a lower level.
 Make resources available for the health and safety policy to be enacted.
 Hold employees accountable for safe work performance.
Leadership
 First level contact on all incidents.
 Establish safety as a high priority.
 Maintain an awareness of safety concerns and issues.
 Support corporate safety policies and procedures.
 Set safety targets and goals for the company.
 Maintain control, responsibility and accountability for ensuring a proper work environment is provided
and appropriate steps are taken to ensure employees perform work safely.
 Set a good example by living our safety values daily.

Manager
Key Responsibilities
 Provide leadership and support to cultivate conscious safe work behaviours and practices
within the operation. Leadership is demonstrated through the actions presented below.
Leadership
 Embrace and promote the “Zero Incidents - Safety First” philosophy.
 Demonstrate a commitment to safety by following regulations and rules consistently.
 Incorporate safety awareness into discussions at meetings.
 Review incident statistics and reports in order to identify and implement corrective action(s).
 Take corrective steps, including discipline when necessary, in an appropriate and consistent manner.
 Take a positive, proactive approach to safety.
 Provide information, instructions, and assistance to all supervisory staff in order to protect the health
and safety of all workers.
 Understand and enforce the accident prevention policy as well as the legislated Occupational Health
and Safety Regulations.
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Provide all supervisory staff with an understanding of our accident prevention program as well as
relevant Occupational Health and Safety Regulations.
Provide all supervisory staff with proper, well maintained tools and equipment, as well as any other
special personal protective devices that may be required.
Provide ongoing safety education programs and approved first aid training courses as required.
Ensure workers are adequately qualified to perform their work.
Monitor departments and projects, holding them accountable for their individual safety performance.

Supervisor
Key Responsibilities
 Promote site safety and maintains a positive safety culture with the crew by following the leadership
points presented below.
Leadership
 Demonstrate a commitment to safety by following regulations and rules consistently.
 Provide and implements the safety systems at the work area.
 Ensure that appropriate training/orientation has been completed before employees perform their
assigned duties.
 Involve employees in problem solving and development/implementation of safety standards.
 Promote safety awareness and reinforces the job, by exemplifying good safety behavior.
 Hold regular safety meetings, records minutes and attendance.
 Hold employees accountable for their safe performances following safety directives and reporting
unsafe acts/conditions.
 Provide safety counseling/communication in a positive, constructive manner.
 Assist employees in understanding the need for rules and the consequences of not following established
safety rules and requirements.
 Act as the designated Worker Safety Representative at each job site and liaises with the Joint Health and
Safety Committee as needed.
 Provide instructions to workers in practices and procedures. As part of the routine duties, the
supervisor(s) requires employees to use appropriate personal protective equipment.
 Undertake the investigation of incidents or near misses to determine the underlying causes.
Investigations must be reported in detail to the manager and the required report forms completed
within an acceptable time frame.
 Conduct regular inspections of their area of responsibilities. If unsafe practices or conditions are
identified, ensure prompt corrective action is taken to eliminate the causes.
 Enforce all established health and safety laws, regulations and work methods. Take disciplinary action if
necessary to ensure compliance.
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Arrange for medical treatment when required, in the case of injury or illness, including transportation to
a doctor or hospital when necessary.
Ensure personal protective equipment is available, properly used, stored, maintained and replaced
when necessary.
Assist management with identifying new training requirements.

Employee
Key Responsibilities
 Perform assigned duties in a safe manner by complying with the procedures below.
Leadership
 Maintain a positive safety attitude.
 Perform assigned duties understanding that safety is the most important aspect of the job.
 Work within the requirements of the company’s standard operating procedures.
 Actively participate in required safety meetings, inspections and training classes.
 Assist supervisor in the reduction and control of incident producing conditions and unsafe acts at the
job, task or work area.
 Report any anticipated loss of work time to their supervisor as soon as possible after being treated by a
physician following an injury.
 Carry out their work in a manner that does not create a hazard to themselves or other employees’
health and safety.
 Has the responsibility to refuse unsafe work.
 Know the location, type and operation of emergency equipment.
 Check tools and equipment, including personal protective equipment for potential hazards before use.

First Aid Personnel
Key Responsibility
 Perform First Aid Attendant work in a safe manner by complying with the procedures below:
Leadership
This section will apply in circumstances in which LNB Construction Inc. is responsible for such arrangements.
For all jobs, the senior job site supervisor will appoint a qualified and certified person or persons to provide
sufficient first aid treatment for the nature of the activities being performed during the job and to meet
legislative requirements. The person or persons appointed for this position shall possess an appropriate
certificate in first aid and must be available at all times to administer first aid.
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Maintain a positive safety attitude.
Report to senior site supervisor.
Administer first aid as required.
Maintain a first aid log.
Order all first aid supplies and equipment.
Maintain relations with physicians, WorkSafeBC, Ambulance Services and Hospitals.
Assist the safety advisor when necessary.
Complete all required reports and ensures they are submitted to the appropriate regulatory authorities.

Safety Advisor
Key Responsibility
 Perform contract work in a safe manner by complying with the procedures below:
Leadership
 Monitor activities of the company for compliance with legislation and safe work practices.
 Maintain and promote the company’s Health and Safety Program.
 Assist in investigations and inspections as needed.
 Act as a liaison between the company and various regulatory agencies.

Vendor / Visitor / Contractor
Key Responsibility
 Perform contract work in a safe manner by complying with the procedures below:
Leadership
 Encourage and foster a positive safety attitude.
 Perform contracted work with the attitude that safety is the most important aspect of the job.
 Work within the requirements of the company’s standard operating procedures and regulatory
requirements.
 Actively participate in required safety activities.
 Provide WCB Clearance Letter for the province in which they’re working.
 Read, sign and be familiar with the Project Specific Safety plan.
 Demonstrate leadership and cooperate with site superintendent.
 Provide in writing, the name of the qualified and certified person designated to be responsible for site
health and safety activities.
 Take all practicable precautions against the risk of loss of life, injury, and disease to their employees,
LNB Construction Inc. employees, and any other person on the site, whether employed or visiting.
 Ensure that all their workers attend the project orientation meeting and all project safety meetings.
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Comply with all aspects of LNB Construction Inc.’s health and safety program as well as all applicable
legislation.
Ensure their employees are aware of and abide by LNB Construction Inc.’s health and safety program
and all applicable legislation.
Provide qualified, certified and experienced supervisors.
Ensure all employees are adequately trained and supervised.
Conduct weekly tailgate meetings (or as per required site frequency) with all workers and submit copies
to the job site Superintendent.
Report and investigate all incidents and submit copies to the job site superintendent.
Identify and control all hazards that have the potential to cause loss on the job site or adjacent job sites
and submit copies of all hazard assessments to the job site superintendent.
Stop work when a hazardous condition poses undue risk.
Inform the site superintendent of any unsafe acts or conditions that do not comply with LNB
Construction’s health and safety program or other legislation.
Take an active role in the site’s health and safety program
Provide MSDS for all WHMIS controlled materials the contractor brings or stores on site.
Assume responsibility for coordination of their subcontractors’ requirements to comply with the
program and applicable legislation.
Provide and enforces the use of PPE.
Provide transportation to their employees in case of emergency or makes appropriate prior
arrangements.
Cooperate with other subcontractors and workers in promoting safe work practices and maintains safe
working conditions throughout the site.

Annual Review of Health and Safety Program
To determine if the program’s objectives are being met, The Joint Occupational Health and Safety
Committee will review the LNB Construction Inc. Safety Program annually and on an ongoing basis. The
committee will identify what changes are required in order to improve safety procedures and results.
Analysis will include a review of the following:





Incidents that occurred in the past year – review of accident reports, and detecting trends and factors
causing the accidents.
Safety measures - to prevent any injury being repeated.
Training records - deficiencies, and needs.
Safety Program contents – particularly; written work procedures developed at staff safety meetings,
safety meeting minutes and new safety regulations or initiatives.
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Compliance with OHS Regulations and First Aid Requirements - checking equipment for first-aid kits and
fire extinguishers; ensuring W.H.M.I.S. and first-aid training is current and ensure that all phone and
emergency lists are current.

Upon completion of the review, the results will be discussed at a regular LNB Construction Inc. safety
meeting. Any changes made to the plan based on an analysis of the plan will be tracked via revision number
and date. The tracking will show the continuous improvement that is the key to improving safety results.

Applicable Legislation
LNB Construction Inc. performs work that falls under the scope of many different Acts and Regulations. These
various pieces of legislation include, but are not limited to the following:












Occupational Health and Safety Act
Health, Safety and Reclamation Code for Mines in BC
Workers Compensation Regulations
Employment Standards Act
Canadian Human Rights Act
Commercial Vehicle Drivers Hours of Service Regulation
Transportation of Dangerous Goods Act
Motor Vehicle Act
Motor Vehicle Act Regulations
Commercial Transport Act
Alberta OHS Regulations

Planning
Successful planning (i.e. clearly defining goals), determining how to achieve planned goals and continually
reviewing the progress, are the keynotes to the success of the health and safety management system.
The health and safety management system includes the selecting and developing of policies, programs,
practices and procedures. These systems are immediately effective in reducing losses because they evolve with
the input of the people who have to implement them – the workers on the front line.
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Feedback and Continuous Improvements
Continuous improvement through feedback is the only way the company can remain competitive in
health and safety performance. Each and every employee is given an opportunity to provide
information within the communication network, which continually improves our health and safety
management system. This process creates a dynamic network.
Feedback response from each employee is encouraged and appreciated. For convenience, an employee
feedback response form is attached at the end of this element.

Refusal to Work
Under Occupational Health and Safety (OH&S) Regulations, Section 3.12, an employer must follow specific
corrective steps in the event that a worker refuses to work if he/she considers the activity hazardous. The
worker must first report the circumstances to his/her supervisor. There will be no discriminatory action taken
against any employee who exercises his or her right to refuse unsafe work. The supervisor investigates the
matter and either corrects the unsafe conditions or decides the report is not valid. If the worker continues to
refuse to work, the supervisor must investigate in the presence of a worker member of the Joint Health
and Safety Committee (JHSC) or a Safety representative.
The JHSC worker member or Safety representative has a responsibility to see that the rights of the workers are
protected. The member can do this by making sure that the proper steps of an investigation are carried out.
As a member of the JHSC or a Safety representative, the responsibility is to work with the employer to
develop a solution. If the matter cannot be resolved, it must be referred to WCB officer, who must
investigate the matter without undue delay and issue whatever orders are deemed necessary.

Rights of Workers
All workers have the right to:
1. Know and understand any hazards in their work area
2. Participate in safety matters and procedures
3. Refuse unsafe work
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Policy – Hazard Assessments
The Workplace Hazard Assessment and Control Process identifies hazards and potential hazards present in
the workplace. These hazards may exist in many forms - they can be visible or hidden; a condition or an act.
The hazard assessment process ensures corrective actions are identified and implemented in a timely manner.
Prior to the commencement of work on any LNB Project, the Superintendent must ensure that a hazard
assessment has been completed. A new hazard assessment will be performed or the original hazard
assessment will be reviewed when:





Designing a new job or task
Changing a job or task
Introducing new equipment or substances
Reviewing a procedure when problems have been identified (i.e. from an incident investigation)

The hazard control process accomplishes the following:
 Reduces the frequency and severity of accidents
 Reduces costs accompanying incidents and injuries
 Reduces personal injury and suffering
Hazard assessments must be performed for all work sites, offices, yards and shops.
A Critical Task is one that may include the following factors:





Jobs with high frequency of accidents or near misses which pose a significant threat to health and
safety;
Jobs that have the potential to produce fatalities, disabling injuries, illnesses or environmental harm;
Newly established jobs whose hazards may not be evident because of lack of experience;
Jobs that are to be performed in hazardous and/or unfamiliar environments i.e. confined spaces,
restricted access, excavations, heavy equipment, elevated work surfaces, unfamiliar work site.
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The following is a list of critical tasks performed by LNB:
1.
3.
5.
7.
9.
11.

Excavations and Trenches
Rock Crushing Operations
Working Around Buried Utility Lines
Lock Out/ Tag Out
Silica Exposure
Working at Heights - Fall Protection

2.
4.
6.
8.
10.
12.

Heavy Equipment Operation
Working Near Overhead Utility Lines
Working Around H2S
Asbestos Handling
Confined Space
Welding, Cutting and Hot Work

The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
The Workplace Hazard Assessment and Control process is considered to be a company priority and is
committed to at the highest level of management. The assessment and control of hazards is a shared
responsibility of all employees, and requires co-operation and collaboration between all levels of
management , the site supervisor, employees , and experts or specialists when necessary.

Senior Management
Key Responsibilities
Maintains a high level of control of hazard assessments and controls, and facilitates resolutions at
all levels.
 Makes resources available for the assessments and controls to be enacted and holds employees
accountable for the hazard assessment and control process.
Leadership








Establishes hazard assessment and control as the highest priority.
Maintains an awareness of the importance of conducting hazard assessments and
implementing the controls.
Maintains control, responsibility and accountability for ensuring workplace hazard assessment and
controls are provided, and that appropriate steps are taken to make sure employees perform work
safely.
Sets a good example.

Manager
Key Responsibilities
Provides the leadership and support necessary to instill in the job site workers the importance of
conducting workplace hazard assessments and implementing the appropriate controls in a timely
manner.
Leadership







Completes a Job Hazard Assessment prior to mobilization to site.
Provides coaching and recognition to employees on the implementation and development
of standard operating procedures, job hazard analyses and the overall hazard assessment process.
Verifies corrective or hazard reduction actions, identified in the hazard assessment process, are
implemented in their areas of responsibility.
Audits the hazard assessment process where employees are performing the work.
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Supervisor
Key Responsibilities


Promotes the Workplace Hazard Assessment and Control process in a positive manner with the crew
by following the leadership points below:

Leadership









Conducts hazard assessments as required under the hazard assessment process.
Provides coaching and recognition to employees on their implementation and development of
standard operating procedures, job hazard analyses and the overall hazard assessment process.
Identifies current and future methods of control for identified hazards.
Reviews completed hazard assessments with employees prior to the start of work.
Reviews, implements and maintains the standards in the H&S program.
Makes workers in his / her area of responsibility aware of the standards in the control methods.
Attends training and signs off acknowledgement on the workplace hazard assessment.
Provides coaching and recognition to employees on the hazard assessment process.

Employee
Key Responsibilities


Participates in the workplace hazard assessment process, implements and complies with the controls
to be put into place.

Leadership




Participates in the hazard assessment process.
Follows the standards contained in the hazard assessment process.
Follows hazard control measures identified for their work.
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Definitions
Frequency: how often an exposure occurs.
Hazard: An object, activity or condition that may result in an injury or occupational disease or any
circumstance that poses a risk of an accident or injury, as well as loss to the environment, property or
production.
Hazard Assessment: A risk assessment is completed on an identified hazard to determine its potential
impact on workers, equipment and property. The following factors contribute to real or potential hazards:






People
Environment
Equipment
Materials
Ergonomics

Hazard Identification: This is a process of identifying any hazards that may create losses to people,
equipment, materials, property and/or the environment. Hazards are classified using the Risk Assessment
Matrix as:


High - This hazard presents intolerable risks and requires immediate corrective action. Refer to
Supervisor or contact the office immediately to receive direction from a manager.



Medium - Supervisors will monitor and maintain strict control measures.



Low - This hazard presents tolerable risks - supervisors shall monitor and manage.

Incident: An incident or other occurrence that resulted in or had the potential for causing an injury, an
occupational disease, loss of life, or damage to property and equipment. An incident includes a Near Miss.
Inspections: An observational tour of the workplace for the specific purpose of identifying unsafe acts,
conditions and processes and for determining the levels of compliance with established safe work
practices, procedures and safety rules. Through critical examinations of the workplace, inspections identify
and record hazards for corrective action. There are several types of inspections, including formal, informal,
and spot inspections, of everything from equipment, tools, and structures to the shop, office and work
sites.
Job: An activity requiring several tasks to be completed.
Job Hazard Analysis: A process where a job is broken down into steps, real or potential hazards are identified,
and control measures are put into place to ensure worker safety.
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Near Miss: An incident that did not result in injury or loss, but had the potential of injury, illness, loss of
life or property damage, under different circumstances.
Probability: how likely the loss is to occur during exposure considering all pertinent people, equipment,
materials, environment and process factors.
Qualified Person: A person knowledgeable of the work, the hazards involved and the means to control the
hazards, by reason of education, training, experience or a combination of these elements.
Risk: The chance of an injury or occupational disease. There is a probability that an undesired event will
occur.
Severity: the magnitude of the loss if the exposure is not adequately controlled.
Task: a segment of work that requires a set of specific and distinct actions for its completion.
Task Hazard Assessment: Assessing the hazards and the risks related to the work activity being performed.
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Hazard Assessments
When hazards are controlled, the frequency and severity of accidents are reduced. This results in an increase
in productivity, a decrease in WCB assessment costs, and a competitive edge. Supervisors are responsible for
completing site hazard assessments. Supervisors may choose to do them independently and then discuss the
results with workers, or use a team approach. Supervisors select knowledgeable people from the site –
e.g.: experienced workers, safety representatives or specialty workers.
Ideally, a hazard assessment should be performed on every task on the work site. However, this is not
always realistic, due to the “gross disproportion between the benefit of the duty and the cost in time, trouble
and money of the measures to secure the duty”. Remember, hazard assessments are required for each
different set of working conditions; (i.e. you only need to complete a hazard assessment once to cover a
particular type of work/task.)
The following is a guide to help you to decide when a hazard assessment should be done and which
procedures require a formal hazard assessment:








Before the actual work begins, review the job to identify the potential health and safety hazards and
the actions needed to eliminate or minimize the hazard potential.
Any procedure or procedures with historically high, industry accident frequencies.
Any procedure which has produced disabling injuries.
Any procedure having the potential for serious injury, property damage or environmental
impact – e.g.: high risk procedures such as confined space entry or working at height.
All new or changed procedures.
Any procedure seldom performed.
Any routine or repetitive procedure (especially ones reporting near-misses or lost time accidents).

Conditions on the site should be monitored and the hazard assessment/abatement procedures updated as
required on an ongoing basis.
Remember, effective supervisors actively analyze the work and worksite to anticipate and prevent
harmful occurrences.
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Project Hazard Assessment
Project Hazard Assessment begins at the estimating stage and ends with project completion.

Initial Hazard Assessment
The initial Hazard Assessment is essential to ensure that risk is identified and a Project Specific Safety Program
is developed prior to mobilization. When performing this assessment, the following should be considered:









Engineered plans and drawings for the project.
Complexity of project installation procedures, paying attention to difficult areas to be taken
intoconsideration, during estimating process.
Normal and extreme regional weather conditions, such as temperature extremes and high winds.
Access to project and mode of travel.
Any specific safety requirements.
Equipment being used.
Proximity to waterways.
Expertise of available prime contractor services.

Once the Project Superintendent or designate has completed a hazard assessment, they will provide the
information to a project supervisor who will complete a Hazard Assessment form. Supervisors will
include all information provided to them as well as conduct a site-specific assessment.

Site Specific Assessment
The information derived from the site-specific assessment will be considered prior to setting up any new job
site. It will include:






An observational tour of the workplace for the specific purpose of identifying unsafe acts and unsafe
working conditions and for determining the levels of compliance with established safe work practices,
procedures and safety rules.
Assessments for the level of risk for all hazards identified.
Implementation strategies to eliminate or reduce the risk involved.
Monitor to ensure the control strategies chosen are implemented and effective.

Types of hazards assessed include, but are not limited to:


Chemical Hazards: Chemical compositions that come in contact with the human body, causing harm,
are known as chemical hazards. These chemicals may consist of mists, vapors, fumes, gases, dusts and
liquids and may cause adverse effects through inhalation, skin contact, absorption, injection or
ingestion.
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Physical Hazards: Physical hazards causing harm or adverse effects to the human body include
electrical, fire, explosion, tripping hazards, struck by or caught in hazards, radiation, noise and
temperature extremes, barometric extremes, illumination, vibration, lasers, humidity extremes, dusts
and microwaves.
Biological Hazards: Mold, viruses, bacteria, fungi, parasites, insects, snakes, plants and animals that
may cause adverse effects to the human body are classified as biological hazards.
Ergonomic Hazards: Physical disorders and stress which cause harm to the human body resulting from
poor work posture, improper handling of material, or improper work/rest cycles are considered
ergonomic hazards. Factors may include repetition, forceful exertion, awkward postures, vibration
and work area design.
Environmental Hazards: Climate, slopes, light, temperatures, weather that can create hazards or
limitations.
Psychosocial hazards: These may include factors such as stress, violence and tiredness. Psychosocial
considerations include assessing for fatigue. Could a worker’s performance and safety be affected by
fatigue? Examine the hours worked prior, available sleep, and hours to be worked by workers for the
specific tasks or jobs to be performed.

The hazards will be recorded on step one of the Hazard Assessment form and any control measures will be
recorded on step two of the form (see Forms section).

Job/Task Hazard Assessment
During the project, performing certain tasks may increase the risk of injury to workers or cause losses to
property. High-risk tasks shall be evaluated using the Job/ Task Hazard Assessment procedure.
The stages in developing a Job Hazard Analysis are:





1.

Selecting the job to be analyzed.
Breaking the job down into a sequence of steps.
Identifying potential hazards.
Determining preventative measures to overcome these hazards.
Identifying / Selecting the Jobs

Ideally, all jobs should be written into a formal Job Hazard Analysis.
However, there are practical
constraints posed by the amount of time and human resources required to go through this process. Jobs
should be prioritized so that the most critical and hazardous tasks are analyzed first. Each written
procedure needs to be amended whenever equipment, raw materials, weather conditions or job conditions
change.
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2.

Breaking the Job Into Basic Components

Once the job has been selected, it must be broken down into its basic components. A job
step/component is defined as a segment of the task that is essential to completing the project. The steps are
in sequential order and broken down to the most fundamental portions.
3.

Identifying Potential Hazards

Once the jobs have been broken down into basic steps and recorded, potential hazards must be identified for
each step. Based on observations of the jobs site, knowledge of incident causes, personal experience and
imagination, possible incidents or accidents that could arise at each step must be listed.
Prioritizing for Frequency and Severity

4.

Hazards shall be prioritized and assessed by frequency and severity using the Priority Matrix in the appendices
to determine the level of risk.
4.

Determining Preventative Measures

The final stage in developing a Job Hazard Analysis is to determine the measures needed to eliminate or
control the hazards identified. The generally accepted measures, as indicated in Element 2 – Workplace
Hazard Assessment and Control, explain these preventative measures more explicitly. Reference should be
made to Element 2 frequently when developing Safe Work Practices and Job Hazard Analysis.

High Risk Tasks
When a high-risk task or job is to be performed and there is no relevant safe work practice and job
procedure available for the crew to review, a Job/ Task Hazard Assessment will be performed. The
assessment will also be performed if there are to be any deviations from the safe work practice or job
procedure, or if an unusual condition is present.





It will be the responsibility of the crew foreman to ensure that a Job/ Task Hazard Assessment is
completed and reviewed with the crew prior to beginning work.
Upon completion of the Job/ Task Hazard Assessment review meeting, hazard controls will be
developed.
Safe work practices and job procedures may also need to be developed.
Any practice or procedure must be submitted to Senior Management for review and approval and
added to the standard operating procedures.
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Completing Job/Task Assessment
Other factors to be included when completing the Job/ Task Hazard Assessment:
 Skill level of assigned workers.
 Worker knowledge of associated hazards.
 Adequate training for specific job/task.
 Physical demands imposed by the job/task
 Schedules or time restraints.
 Expected performance frequency for job/task.
 Environmental factors; weather and soil conditions.
 Coordination with other crews
 Interference with communication; such as blind spots or noise.
 Awareness of health risks; noise, radiation, air quality, and chemical or biological hazards.
 Governing Regulations.

Best Practices to Avoid Creating Workplace Hazards
It is very important to realize that the Hazard Assessment does not deal strictly with recognized hazards. It
must also address potential hazards.







Prior to starting work, take a few moments to evaluate the work area and work activity for potential
hazards.
Maintain good housekeeping standards.
Inspect tools and equipment prior to use.
Maintain protective equipment in good operating, clean condition.
Follow established procedures and do not take any shortcuts.
Report hazards, near misses and incidents as soon as possible.

Risk Classification
Risk Classification Assessment
Having completed the hazard identification process, determining whether action is required to minimize the
hazard or its effects is the next step. The risks associated with the hazards need to be classified according to:




Severity - The degree of injury the hazard could produce.
Probability - Potential for recurrence, resulting in an incident.
Frequency - How often will the job/task be performed?
o More than once daily.
o Daily.
o Weekly.
o Monthly.
o Annually.
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Risk Assessment Matrix
Hazards will be given a risk classification by utilizing the Risk Assessment Matrix (see attached figure).



The severity of the potential consequences of an incident/injury given the current level of controls will
be determined and located on the matrix.
The probability of the potential of an injury occurring given the current level of controls is then located
on the matrix.

The Risk Classification is determined by locating the point where severity and probability intersect on the Risk
Assessment Matrix.

Risk Response
Once the Risk Classification is determined the appropriate response must be followed. The Risk
Classifications are listed below with the corresponding response that everyone shall follow:
CRITICAL
Intolerable; stop work and contact a supervisor or the office for further directions. Controls must be in place
to reduce to moderate risk or lower. Approval to continue at current level by 2 senior project team members.
**No work until controls are in place**

HIGH/EXTREME
Controls must be in place to reduce to moderate risk or lower. Approval to continue at current level by a senior
project team member. **No work until controls are in place**

MEDIUM
Monitor and maintain strict control measures.
LOW
Tolerable; monitor and manage.
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Risk Assessment Matrix
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Hazard Assessment Process
Hazard assessment evaluates workplace conditions and actions which are an immediate danger, and
identifies what could go wrong. Often it involves an evaluation of risk. Because the concept of risk is
somewhat subjective, it can be difficult to identify. Past experience, upbringing, actual or supposed
knowledge causes each person to attach a different significance (if any) to a given risk.
Factors which affect the degree of risk:





The duration of worker exposure to the source of harm. The longer a worker is exposed to a given
harmful agent, the more likely he is to be injured.
The type of work being done. Some work has more risk of serious injury associated with it than other
work (i.e. building of structural steel versus project management).
Worker experience. New workers or workers new to a particular task are generally at greater risk of
injury due to their lack of experience.
Production demands or deadline pressures. Demands for increased productivity or time constraints
can cause people to take shortcuts they would not normally take leading to a greater risk of injury.

The hazard assessment team or supervisor evaluating the hazards of the workplace has to objectively
consider all factors. This is best accomplished by
CONTINUALLY ASKING THE QUESTION: WHAT IF …. ?

Workplace Components
Every workplace consists of four major components, each contributing to the inherent safety or lack of safety
of the site:





The people (employees, sub-contractors, suppliers, visitors, etc).
The environment they work in.
The materials they work with.
The equipment and tools they use.

Overview
Tailor the procedure/hazard assessment to meet the conditions and needs of the operation. Be sure to take
advantage of knowledgeable people on the work site, (managers, workers, etc.) when updating or revising
the hazard assessment form / JHA.
Hazards should be identified, then grouped and addressed according to their severity. Identify the methods
to be used to control the hazard and / or to respond to an emergency related to the hazard. Be sure to
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address the limitations of the control methods used.
This process of hazard identification should encompass all related activities, from start-up to shut-down,
including transportation, handling of raw material, use and storage. Do not forget the worker! The skills,
ability and motivation of workers must be evaluated. Each of these factors affects a worker’s ability to do
his job safely. In addition, every worker is subject to attention lapses and physical and emotional stresses.
These are human characteristics, which must be planned for and not thought of as faults.
Some operations may have special hazards that are beyond the experience of local management, e.g.:
unusual chemicals, radioactive materials, confined space, etc. Management at all levels and sub-contractors
should be encouraged to recognize their limitations in such situations and to seek outside expertise to
assist with hazard assessment and control as needed.
At LNB we have three different levels of Hazard Assessments:






Job Hazard Analysis – This is to be completed during the planning process and encompass the
entire job. It should include participation from planners, supervisors and sub-contractors that will be
included in all phases of the project. The purpose is to uncover all major hazards that are present
and will arise throughout the course of the work. It is designed to act as a template to develop Safe
Job Procedures.
Hazard Assessment/Toolbox Meeting – This is to be completed at regular safety meetings or
when the scope of the work changes. Participation from the supervisor and workers onsite, as well as
any subcontractors is mandatory.
Field Level Hazard Assessment (FLHA) – The FLHA should be completed by individual workers or
small teams focused on a single task.

Hazard Assessment Procedure
To conduct a hazard assessment and implement adequate controls:








Tour the entire operation.
Look for possible hazards originating with the environment, material, equipment and people. Be
aware of government-mandated hazard control requirements, e.g.: lockout, guarding, respiratory
and hearing protection, barricading, fall protection, etc... For specific items to look for, refer to
the OH&S regulations and “Unsafe Acts and Conditions”.
Discuss possible hazards with workers, and encourage their involvement. It is important to increase
the safety awareness of workers on the job and to obtain their input.
Mark or document all items that need attention.
At the completion of the assessment, review the findings with the manager and the site safety coordinator (if applicable).
Rank the items needing attention on a “worst first” (imminent danger) basis and determine
abatement measures to be implemented. Assign responsibility f o r addressing any problems
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that do not have an immediate solution. As applicable, use the Job Hazard Analysis to document
task-specific hazards and methods used to minimize or eliminate the risks.
Write emergency response plans to cover any failure in your hazard control measures.
Follow up to ensure emergency plans are adequate and put into effect:
o Responsibilities are identified.
o Plans have been communicated to workers and sub-contractors.
o Plans are tested.
o Awareness and understanding is such that the plans could be implemented immediately
should the need arise.
o The necessary emergency equipment and personal protective gear are available and training
has been provided as required.
o An emergency contact list with names and phone numbers / call signals has been
created, distributed and posted.
o Communication systems are operational and have been tested, with backup systems inplace
as deemed necessary.
Follow up to ensure acceptable, corrective hazard control and awareness actions have been taken.
o Write, review with workers and post critical safe work procedures and rules.
o Post warning signs and use barricades as required.
o Train as needed.
o Implement appropriate permits.
o Establish good housekeeping practices.
o Assign responsibility for follow-up, inspections, etc.
All documentation related to the hazard assessment must be distributed, posted and filed correctly.
Encourage input from workers and sub-contractors as to how the control and emergency plans might
be improved.

Process Hazard Analysis
Process Hazard Analysis is a detailed review of the system or structure to be built before construction. The
analysis looks carefully at the system design and the construction execution plan in an attempt to expose
all potential scenarios that could place people, process or property at risk. This analysis is particularly
important when the system is or connects to a system containing hazardous chemicals or gases or is
complex in design and operation. The same tools for identification of risk and hazard abatement are used.
Controls are implemented to reduce the risk of harm.

Hazard Control
A Hazard Control uses the following general approaches to minimize hazards on the work site:
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Methods of Hazard Control
Once hazards are identified and assessed, appropriate controls must be designed and implemented. Hazard
controls are presented in the order of preference.

Engineering Controls - Elimination
Items such as guards, scaffolds and trench boxes are applied at the design stage of a project. The ultimate
control measure is to eliminate the workplace condition or act that is presenting the hazard. Examples:






Eliminate a fire hazard by using non-combustible materials instead of combustible.
Eliminate a manual-handling task by using a mechanical lifting device.
Eliminate a snagging hazard by removing protruding objects.
Eliminate toxic fumes by repairing a leak.
Eliminate a falling hazard by removing and disposing of defective ladders.

Engineering Controls - Substitution
Substitution has proven to be very effective as a method of Hazard Control. Examples:




Purchasing Controls (i.e.: purchasing tools and equipment with improved safety features or less toxic
materials).
Replacing the need for electrical cords running across walkways by installing more outlets.
Replacing a worker activity with a machine.

Contain the Hazard
If the hazard cannot be removed by elimination or substitution, every available effort must be made to
prevent contact with the identified hazard. Examples:






Enclosures
Machine guards
Worker booths
Shielding device
Barriers

Administrative Controls
Administrative controls involve directing people and the challenges entailed. When workers’ health and
safety depends on strict enforcement and adherence to policies, procedures, supervision, training and
constant motivation, there must be a strong commitment from management toward the health and
safety program. Since engineering controls are not always practical, administrative controls are considered
next, in order, for implementation. Administrative controls may include:




Measuring worker’s performance.
Establishing procedures for the maintenance of tools, equipment and facilities.
Establishing good housekeeping practices.
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Developing and implementing safe work practices, procedures and work permits.
Monitoring all aspects of the Health and Safety Program.
Hiring practices.
Revising work procedures as necessary in order to eliminate steps that create hazards.
Rearranging the sequence of steps, working area, or workflow to control the hazard exposure.
Relocating the task so that it is performed away from other workers.
Combining steps so that one step can accomplish more than one purpose.
Rotating workers through the work task or having shorter shifts to reduce overall exposure to the
hazard.
Modifying the equipment so that it requires less maintenance.
Determining how to eliminate the causes for excessive maintenance.

Personal Protective Equipment
When both Engineering and Administrative Controls fail to provide the required protection, Personal
Protective Equipment (PPE) should be considered. PPE may be used as a supplement to these other
controls, but not as a substitute for them and only as a last line of defense or as back-up protection. Often a
combination of control methods will be required to eliminate or sufficiently reduce the risk of hazards to an
acceptable level.
There are situations in which the use of personal protective equipment is vital to hazard control.
Examples:





When carrying out normally hazardous operations such as welding, spraying, or working in confined
spaces.
When conducting activities which have unknown hazards.
In the event of an emergency.
Supervisors should be familiar with the requirements for PPE as outlined in the Occupational
Health and Safety Regulations.

In using PPE as a control method, the Supervisor must consider:







Where and when the use of PPE is required.
Which type of PPE is the most suitable, under the circumstances?
Training workers on the proper care and use of PPE.
Developing policy and enforcing policy regarding the appropriate use of PPE.
Inspecting all PPE regularly for defects.
Replacing equipment when necessary.
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Documentation and Implementation
Once a method of hazard control has been established, it must be documented and implemented.
Documents that describe the hazard control strategies must be submitted by the supervisor or other
designated qualified individuals. Documents supplied will describe the control method and assign primary
responsibility for implementation or corrective action and their respective completion dates or timelines.

Due Diligence
There must be documented follow-up to confirm that the control method or corrective action was
implemented and that it was effective in eliminating the potential hazard.

Special Circumstances
Some operations may have special hazards that are beyond the scope of LNB ’s expertise. In the event of
special circumstances, a trained professional may be engaged.

Communication
Make sure all employees are aware of the hazards of the workplace and the abatement measures put
in place for their protection. Employees using potentially hazardous products or materials must be
informed of the dangers and understand how to safely work with the substances.
Supervisors must be aware of current regulations and make it a priority to always seek the “safe way” to get
the job done. Supervisors are the responsible for:


Implementing (this includes educating workers) and monitoring the use of safe work and hazard
prevention procedures and practices.






Ensuring the correct personal protective equipment (PPE) for the task is selected and used.
Educating employees on the use, care and maintenance of PPE.
Enforcing the use of PPE and adherence to the safe work procedure.
Understanding the signs and symptoms of fatigue; communicate the hazards associated with working
fatigued and to take the appropriate steps to deal effectively with worker fatigue in the workplace.
Taking disciplinary action as required ensuring compliance.



Using these controls in conjunction with safe work procedures and practices, a Hazard Control can be
tailored to the needs of the work site. With management commitment to making the work place safe and
with active, responsible workers and sub-contractor participation, the goal of having an accident-free work
site can be attained.
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Sub-Contractors
It is the responsibility of the sub-contractors to perform hazard assessments of their tasks / job and to ensure
that the Company is notified of the results. In turn, the Company ensures that the sub-contractors are
made aware of all the general hazards present on the job site. Sub- contractors must implement controls
in order to protect their workers, and the workers on the rest of the site, from hazards.

Purchasing Controls
It is the responsibility of the person making the purchase to ensure that all items purchased meet or exceed
all government standards. All equipment must meet provincial and federal safety standards, CSA standards
or their equivalent.

Training
It is important that the company ensures those that are conducting hazard assessments are trained in the
process.

Forms
Job Hazard Analysis JHA
Hazard Assessment/Toolbox Meeting
Field Level Hazard Assessment FLHA
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Job Hazard Analysis
Project Number:

Project Name:

Work Activity/Work Task:

JHA/ Created:

Steps

Hazards
Considerations to: People, Equipment, Material,
Environment, Tools,(Chemical, Biological,
Physical, Hygiene and Ergonomics)

Pre-control
Risk Rating

rev.

Control

Post Control
Risk Rating

23

Controls
Verified
Initials/Date

Review By:
Superintendent

Date: Day Month Year

Foreman

Date: Day Month Year

Worker Rep

Date: Day Month Year

HSE
Crew Reviewed with Signatures:

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

Date: Day Month Year

24

MATRIXES
Severity

Frequency

1 - Minor - no treatment required,
no property damage

2 - Moderate - recordable injury or
moderate property damage

3 - Serious - long term injury or
serious property damage

4 - Critical - fatality or critical
damage

A - Infrequent, Unllikely

Low

Low

Moderate

High

B - Occasional, Possible

Low

Moderate

High

Critical

C - Frequent, Likely

Moderate

High

High

Critical

D - Very Frequent, Very Likely

Moderate

High

Critical

Critical

Severity Category
1 Minor
2 Moderate

People
On Site/ No Treatment
Recordable Injury

Property
Impact > $1000
Impact < $5000 but > $1000

3 Serious

Permanent, long term injury
or illness
Recordable Injury

Impact < $10,000 but >
$5000
Impact > $10,000

4 Critical
Frequency Category
A Infrequent
B Occasional, Possible
C Frequent, Likely
D Very Frequenty, Very
Likely
Risk Rating
LOW
MODERATE
HIGH
CRITICAL

Environment
No Impact
Site Conditions
Unacceptable
Client Standards Not Met
Reportable Occurrence

Public Image, Reputation,
Disruption
Individual or None
Community Attention
Owner Intervention
Government Intervention

Definition
Activity could occur but not likely
Activity will occur at some point in overall task
Activity will be repeated several times in the course of a task
Activity will be repeated many times in the course of a task

Managed appropriately at field level
Approval to continue at current level of risk by field supervisor.
Controls must be in place to reduce to moderate risk or lower. Approval to continue at
current level by 2 senior project team members.
Controls must be in place to reduce to moderate risk or lower. Approval to continue at
current level by 2 senior project team members.
25
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Appendix B – Hazard Assessment Toolbox Meeting Pad/Paper Version
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Appendix D – Tailgate Meeting and Hazard Assessment – Electronic Version
Supervisor:
Worker Rep:
Job Site:
SCOPE OF WORK
Planned events for the day:
Equipment and Tools Required:
Description of Task

Hazard
PERSONAL LIMITATIONS
☐Clear Instructions
☐Trained for tools and tasks
☐Working alone
ENVIRONMENTAL
☐Weather conditions
☐Heat stress/cold
☐Lighting levels
☐Waste Disposal
ERGONOMICS
☐Working in tight areas
☐Parts of body in line of fire
☐Crush points identified
☐Repetitive motion
☐Slip/trip potential
☐Proper lifting
ACTIVITY HAZARDS
☐Airborne particles
☐Chemicals, HazMat, MSDS
☐Communications
☐Confined space
☐Critical lift
☐Dangerous pressure
☐Electrical

Completed by:
Weather:
Date:

S

F

R

Hazard
ACTIVITY HAZARDS
☐Excavations
☐First Aider, eyewash, supplies
☐Flammables, fire, fire exting.
☐Gases
☐Hand tools
☐Housekeeping
☐Ladders
☐High risk positioning
☐Lifts, hoisting, rigging
☐Lockout Tagout
☐Material storage
☐Mobile equipment
☐Noise
☐Other Workers in area
☐Overhead hazards
☐Power tools and cords
☐Protection of public
☐Traffic
☐TDG
☐Vehicles
☐Ventilation
☐Working near water
☐Working at heights

Other meeting topics discussed:
Corrective actions required:
Action

Assigned To

Initial

S

F

R

Name

Initial

Completion Date

Safe Operating Procedures to Review
Safe Work Practices to Review
JHA Required? ☐Yes
☐No
Worker contributing comments, suggestions
Worker comments about SOP or SWP
29
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Appendix C – Field Level Hazard Assessment
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Policy- Safe Work Practices
Safe Work Practices are a method of controlling hazards and performing tasks while minimizing chance of risk to
people and property. Safe Work Practices must be developed to fit the particular needs of the work being
performed on each site. LNB Construction Inc. is committed to preventing the accidental loss of all resources.
Safe Work Practices are fully utilized in order to achieve this goal.
LNB Construction Inc. involves Managers, Supervisors, Employees and specialists to develop this administrative
tool. The development team creates practical Safe Work Practices, which enable all employees to complete
their task(s) efficiently, effectively and, most importantly, safely.
Safe Work Practices are the basis for the employee’s education, those who are expected to perform these tasks.
LNB Construction Inc. expects and encourages employees to adhere to these principles.
Safe Work Practices will be reviewed annually and a copy of Safe Work Practices will be kept on all project sites.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
LNB Construction Inc. regards the Safe Work Practices, in the Health and Safety Management System as a
continuous process that begins with the input of the person conducting the task.

Senior Management
Key Responsibilities
Makes resources available for the development and implementation process of Safe Work Practices.
Holds employees accountable for the development of accurate, practical and effective Safe Work
Practices.
Leadership









Establishes the development of Safe Work Practices as a high priority.
Maintains an awareness of Safe Work Practices that reflect the company’s activities.
Supports the education and training of the work force in the development, implementation and use of
Safe Work Practices.
Maintains control, responsibility and accountability to provide a proper work environment and follow up
procedures are in place to ensure employees are complying with Safe Work Practices.
Sets a good example.

Manager
Key Responsibilities
 Provides leadership and support in the development and implementation of the Safe Work Practices.
Leadership
Leadership is demonstrated through the actions listed below:






Embraces and promotes the use and availability of Safe Work Practices.
Demonstrates a commitment to the development of Safe Work Practices that reflect the company’s
activities.
Reviews the documentation of Safe Work Practices to accurately reflect the company’s activities.
Takes action to ensure the workers are educated and trained in the Safe Work Practices.
Takes a positive and proactive approach to employees following Safe Work Practices.
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Supervisor
Key Responsibilities
Promotes the use and development of Safe Work Practices with the crew by following the points listed
below:
Leadership













Ensures Safe Work Practices are written for the work being performed.
Ensures Safe Work Practices are readily available to the employees.
Involves the employees in the development and review of Safe Work Practices.
Reviews and edits Safe Work Practices to ensure they are easy to understand.
Conducts regular inspections of their area of responsibility, to ensure Safe Work
Practices are being followed.
Enforce the use of established Safe Work Practices.
Takes the appropriate action when Safe Work Practices are not followed.
Identifies and develops a list of critical tasks.
Uses disciplinary action as necessary to ensure compliance with Safe Work Practices.

Employee
Key Responsibilities
 Follows Safe Work Practices.
 Complies in a safe manner, as listed below:
Leadership







Has a positive attitude.
Understands Safe Work Practices or contacts the supervisor for clarification.
Knows how to access Safe Work Practices.
Follows the Safe Work Practices as required.
If requested, participates in the development and review of Safe Work Practices in a positive manner.
Reports any issues with Safe Work Practices to the supervisor as soon as possible.
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Definitions
Safe Work Practices dictate how specific tasks must be performed. Safe Work Practices are the general do’s and
do not’s of common work activities such as using power tools or ladders.

Preparing Safe Work Practices
When developing Safe Work Practices, individuals must keep the following characteristics in mind:








Present positive guidelines for correct performance, plus pertinent rules and regulations.
Safe Work Practices may not be related to only a specific task, but to a whole range of work activities.
Safe Work Practices are especially useful for occupations where employees perform a large number of
tasks infrequently. They are also useful when specific tasks are hard to define because the way that they
are done varies greatly depending on the specific situation / conditions.
Areas of emphasis in Safe Work Practices should include: motivation, special problem sources, clothing,
personal protective equipment, special devices and equipment, emergency procedures and critical rules
and legislation.
Develop a list of critical tasks conducted.

When to Use Safe Work Practices
Safe Work Practices must be included when dealing with the following work situations:








Employee orientation.
Appropriate job instruction.
Planned job observation.
Personal contact, coaching and tips.
Safety talks.
Incident investigation.
Skills training.

Safe Work Practices are in place as a control measure to reduce the risk of damage or injury to people and
property. Safe Work Practices are to be available to all employees at all job sites, and should be adhered to at
all times.
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Selecting a Team
The development of Safe Work Practices is a collaborative process. By involving others in the development of
Safe Work Practices, the possibility of overlooking individual job steps or potential hazards is reduced, and it
increases the likelihood of identifying the most appropriate measures for eliminating or controlling hazards.






An effective team includes:
The site supervisor.
An employee who is familiar / experienced with the task.
Other employees who perform the task regularly.
Experts / specialists when necessary such as maintenance personnel, safety personnel, engineers, etc.

By involving as many knowledgeable and experienced people as possible, Safe Work Practices are more likely to
be accurate and complete.
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Policy – Safe Work Procedures
The management of LNB recognizes that written safe work procedures or supplementary instructions are
extremely important to ensure a safe work environment and form an essential part of compliance with
provincial Occupational Health and Safety Regulations.
Safe Work Procedures provide information necessary to assist all workers and supervisory staff in performing
their various tasks and are an essential part of the training and orientation of new employees.
All supervisors and employees are expected to familiarize themselves with the Safe Work Procedures, and to
follow them when engaged in any LNB operation.
The creation of job procedures will be performed on an ongoing basis with input from management,
supervisors, employees and the Joint Occupational Health and Safety Committee. Copies of all newly developed
procedures will be sent to LNB management for approval.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
LNB Construction Inc. regards the Safe Work Procedures in the Health and Safety Management System as a
continuous process that begins with the input of the persons conducting the task.

Senior Management
Key Responsibilities
Makes resources available for the development and implementation process of Safe Work Procedures.
Holds employees accountable for the development of accurate, practical and effective Safe Work
Procedures..
Leadership









Establishes the development of Safe Work Procedures as a high priority.
Maintain an awareness of Safe Work Procedures that reflect the company’s activities.
Supports the education and training of the work force in the development, implementation and use of
Safe Work Procedures.
Maintains control, responsibility and accountability to provide a proper work environment and
follow up procedures are in place to ensure employees are complying with Safe Work Procedures.
Sets a good example.

Manager
Key Responsibilities


Provides leadership and support in the development and implementation of the Safe Work Procedures.

Leadership
Leadership is demonstrated through the actions listed below:






Embraces and promotes the use and availability of Safe Work Procedures.
Demonstrates a commitment to the development of Safe Work Procedures that reflect the company’s
activities.
Reviews the documentation of Safe Work Procedures to accurately reflect the company’s activities.
Takes action to ensure the workers are educated and trained in the Safe Work Procedures.
Takes a positive and proactive approach to employees following Safe Work Procedures.
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Supervisor
Key Responsibilities
Promotes the use and development of Safe Work Procedures with the crew by following the points
listed below:
Leadership












Ensures Safe Work Procedures are written for the work being performed.
Ensures Safe Work Procedures are readily available to the employees.
Involves the employees in the development and review of Safe Work Procedures.
Reviews and edits Safe Work Procedures to ensure they are easy to understand.
Conducts regular inspections of their area of responsibility, to ensure Safe Work Procedures are being
followed.
Enforces the use of established Safe Work Procedures.
Takes the appropriate action when Safe Work Procedures are not followed.
Identifies and develops a list of critical tasks.
Uses disciplinary action as necessary to ensure compliance with Safe Work Procedures.

Employee
Key Responsibilities
 Follows Safe Work Procedures.
 Complies in a safe manner, as listed below:
Leadership







Has a positive attitude.
Understands Safe Work Procedures or contacts the supervisor for clarification.
Knows how to access Safe Work Procedures.
Follows the Safe Work Procedures as required.
If requested, participates in the development and review of Safe Work Procedures in a positive manner.
Reports any issues with Safe Work Procedures to the supervisor as soon as possible.
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Element 4 – Safe Work Procedures

Definitions
Safe Work Procedures dictate how specific high risk tasks must be performed. Safe Work Procedures provide a
detailed set of instructions related to high risk tasks to ensure regulatory compliance and to reduce risks
associated with the task.

Preparing Safe Work Procedures
When developing Safe Work Procedures, individuals must keep the following characteristics in mind:







Present positive guidelines for correct performance, plus pertinent rules and regulations.
Safe Work Procedures will mitigate job hazards once they have been identified.
Safe Work Procedures are written, specific, step by step descriptions of how to complete a job safely
and efficiently from start to finish.
Areas of emphasis in Safe Work Procedures should include: motivation, special problem sources,
clothing, personal protective equipment, special devices and equipment, emergency procedures and
critical rules and legislation.
Develop a list of critical tasks conducted.

When to Use Safe Work Procedures
Safe Work Procedures must be included when dealing with the following work situations:








Employee orientation.
Appropriate job instruction.
Planned job observation.
Personal contact, coaching and tips.
Safety talks.
Incident investigation.
Skills training.

Safe Work Procedures are in place as a control measure to reduce the risk of damage or injury to people and
property. Safe Work Procedures are to be available to all employees at all job sites, and should be adhered to at
all times.
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Selecting a Team
The development of Safe Work Procedures is a collaborative process. By involving others in the development of
Safe Work Procedures, the possibility of overlooking individual job steps or potential hazards is reduced, and it
increases the likelihood of identifying the most appropriate measures for eliminating or controlling hazards.
An effective team includes:





The site supervisor.
An employee who is familiar / experienced with the task.
Other employees who perform the task regularly.
Experts / specialists when necessary such as maintenance personnel, safety personnel, engineers, etc.

By involving as many knowledgeable and experienced people as possible, Safe Work Procedures are more likely
to be accurate and complete.
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Policy- Company Rules
Rules and legislation are an integral part of LNB Construction Inc.’s health and safety management system.
When used effectively, they contribute to the success of the health and safety of the organization as a whole.
The rules apply to any individual or organization conducting any activities on all company property.
All violations must be dealt with promptly and consistently. This requires management and supervisors to follow
LNB Construction Inc.’s disciplinary guidelines. One cannot play favorites or ignore the rules in the face of tight
deadlines, bad weather, or other circumstances.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
LNB Construction Inc. must regard the health and safety rules that govern the workplace with the utmost
importance. It is the responsibility of all employees to co -operate and follow the rules as they apply.

Senior Management
Key Responsibilities
Acknowledges high-level control of health and safety rules is vital to the health and safety of LNB
Construction’s workers.
 Makes resources available for the communication and enforcement of the rules.
 Holds employees accountable for their actions.
Leadership







Establishes LNB Construction’s health and safety rules.
Supports corporate health and safety rules.
Maintains control, responsibility and accountability for ensuring the health and safety rules are readily
available and appropriate steps are taken to ensure employees can comply.
Maintains an awareness of the application and execution of discipline in order to comply with the health
and safety rules.

Manager
Key Responsibilities
Provides leadership and support within the operation to ensure the workers comply with company
health and safety rules. Leadership is demonstrated through the actions listed below:
Leadership







Embraces and promotes LNB Construction rules.
Incorporates LNB Construction’s rules into meetings and discussions.
Reviews inspections, investigation reports and disciplinary actions, to ensure compliance to health and
safety rules and legislative requirements.
Takes corrective steps; disciplines if necessary, in an appropriate and consistent manner to address
issues of non-compliance.
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Supervisor
Key Responsibilities
Promotes company health and safety rules and maintains a positive point of view with the crew by
following the leadership points listed below:
Leadership








Demonstrates a commitment to following LNB Construction’s health and safety rules consistently.
Ensures LNB Construction’s health and safety rules are prominently posted.
Assists employees in understanding the need for rules and the consequences when established safety
rules and requirements are not followed.
Supervisor clarifies information for employees when necessary.
Enforces all established health and safety rules and work methods, and take disciplinary action as
necessary to ensure compliance with the rules.

Employee
Key Responsibilities
Performs assigned duties and ensures that all company health and safety rules are complied with as
listed below:
Leadership








Has a positive safety attitude.
Works within LNB Construction health and safety rules.
Actively participates in the review and development of company health and safety rules if requested.
Reads and understands LNB Construction’s health and safety rules.
LNB Construction’s health and safety rules are part of your job description and must be followed.
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Definitions
A Rule is a directive that governs and controls conduct or action, and as instituted by an organization.

Company Rules
Employees Must:

















Report for work fit for duty.
Promptly report all unsafe acts, unsafe conditions and “near misses," regardless of their nature, to
supervisors.
Immediately report all incidents or accidents that result in damage or injury to a supervisor.
Obtain first aid treatment promptly for any injury.
Wear approved hard hats, hi-visibility vests and safety boots at all times on all job sites.
Wear approved safety glasses, goggles or face shields for all operations which require eye protection;
including but not limited to concrete breaking, metal chipping, welding, and grinding.
Perform all work using safe work practices and job procedures in accordance with your supervisor's
direction.
Follow the current OHS regulations of the jurisdiction in which they are working.
Use only those tools that are in good repair, with all guards and safety devices in place.
Keep his/her work area neat, clean and orderly.
Operate all vehicles and mobile equipment in accordance with site rules, company rules and highway
regulatory requirements.
Parking is in visitor stalls or other designated areas only.
Smoke in designated areas only.
Know and follow emergency procedures for their work site.
Know and follow lock out/tag out procedures.
Refuse any unsafe work.

 All Visitors and Contractors are required to sign in and complete an orientation on their first visit.

Prohibitions:





Consuming or being in possession of alcohol or illegal drugs on company premises, or on any company
job site, is prohibited. The Company may test for drugs & alcohol for pre-hire, reasonable suspicion &
post incident purposes.
Arriving for work or remaining at work when ability to perform the job safely is impaired by a
substance, illness or fatigue, is prohibited.
Fighting, horseplay, practical jokes or otherwise interfering with other workers that may affect health
and safety, is prohibited.
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Engaging in any improper activity or behavior or omission at a workplace that might create or constitute
a hazard to them or to any other person is prohibited.
Physical or verbal abuse or bullying, harassment of any kind is prohibited.
The attempted or actual exercise by a worker towards another worker of any physical force so as to
cause injury, this includes any threatening statement or behavior which gives the worker reasonable
cause to believe he or she is at risk of injury, is prohibited.
Possession of any kind of firearms or weapons is prohibited.
Theft, vandalism or any other abuse or misuse of company property is prohibited.
Damaging, disabling or interfering with safety, fire-fighting or first aid equipment is strictly prohibited.
Personal electronics are not to be used on jobsites or during work hours. Cell phones are to be used for
work purposes only. Earphones, earbuds, and headphones are strictly prohibited while working on a job
site.
Smoking will not be permitted in any workplace as defined in the Workers Compensation and Tobacco
Control Act and Regulations including within vehicles, equipment or buildings or within 6 metres from a
building doorway, window, or air intake.
The use of ipods, or other personal music devices is a distraction and a safety hazard while working on
or around equipment and are thus prohibited.

Improper activity or behavior must be reported and investigated as required by the Occupational Health and
Safety Regulation.
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Fatigue Management Policy
LNB Construction Inc. operates in an environment with ever changing and unexpected needs that place demands on both
the company and employees. As a result, employees may face situations that make them prone to fatigue. LNB
Construction Inc. appreciates the dedication of its employees but is mindful of the responsibility to prevent situations that
may cause employees to suffer from fatigue and has therefore adopted the following policy.
LNB Construction Inc. will not require any employee, and no employee shall work, extended hours of such severity as to
impair their ability to perform their work safely. LNB Construction Inc. shall not require any employee, and no employee
shall work, in violation of the Employment Standards Act or the Commercial Vehicle Drivers Hours of Service Regulations
SOR/2005-313.
All employees must:
 Participate in any fatigue management education provided by LNB Construction Inc.
 Utilize breaks provided within and between shifts to rest and recuperate.
 Report all incidents and accidents arising from hazards related to shift work, extended hours and on-call working
arrangements.
 Recognize signs of sleep deprivation and/or fatigue and the impact on themselves and others and report to their
supervisor/manager the circumstances in which fatigue and lack of sleep are impacting an individuals’ well-being
and workplace safety.
 Understand the implications of voluntarily seeking additional work hours, including secondary employment.
 Operators of vehicles in excess of 4500 kg GVW or a bus that is designed and constructed to have a designated
seating capacity of more than 10 persons including the driver, will maintain a log book including a neat and legible
line graph at all times. The logbook will contain all the information required in the regulations.
 Operators will submit their original daily logs with their daily time sheets.
 Operators must notify the scheduling department of any conflicts that may arise with Hours of service and any
scheduled jobs. If it is anticipated that the operator will be required to perform a future task, they must ensure
they will have sufficient hours to complete the task.
 The operator must notify the scheduling department if there is any possibility that the tasks the operator is
performing prior to the scheduled task will cause them to have insufficient hours to complete the scheduled job.
 Truck operators are required to have with them at all times, sufficient personal belongings to spend one night
away from their home terminal.
 The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Bullying and Harassment Policy
LNB Construction Inc. is committed to providing a working environment in which all individuals are treated with
respect and dignity. Each individual has the right to work in an employment atmosphere which promotes equal
opportunities and prohibits discriminatory practices. Bullying and harassment is not acceptable or tolerated in
this workplace. All workers will be treated in a fair and respectful manner.




Bullying and harassment includes any inappropriate conduct or comment by a person towards a worker
that the person knew or reasonably ought to have known would cause that worker to be humiliated or
intimidated, but excludes any reasonable action taken by an employer or supervisor relating to the
management and direction of workers or the place of employment.
Examples of conduct or comments that might constitute bullying and harassment could include verbal
aggression or insults, calling someone derogatory names, harmful hazing or initiation practices,
vandalizing personal belongings, and spreading malicious rumours.


Workers must:
 not engage in bullying and harassment of other workers
 report if bullying and harassment is observed or experienced
 apply and comply with the company’s policies and procedures on bullying and harassment
LNB encourages reporting of all incidents of workplace harassment, regardless of who the offender may be.
Individuals, regardless of seniority, found to have engaged in conduct constituting workplace harassment may
be severely disciplined.
LNB Construction Inc. recognizes that its members and employees may be subjected to workplace harassment
by owners, suppliers, subcontractors and by others who conduct business with the Company. In these
circumstances the Company acknowledges its responsibility to do all in its power to support and assist the
person subjected to such harassment.
The Company will not discriminate against any employee or applicant for employment on the basis of race, color
religion, sex, age, national origin, physical or mental handicap, in regard to any position for which the employee
or applicant for employment is qualified.
This policy statement applies to all workers, including permanent, temporary, casual, contract and student
workers. It applies to interpersonal and electronic communications, such as email. This policy shall apply to all
the Company's employment, training and promotional activities, including, but not limited to employment,
placement, upgrading, demotion, transfer, layoff, recall, termination, rates of pay or other forms of
compensation, selection for training, the use of Company facilities, and participation in all Company-sponsored
employee activities.
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This policy shall periodically be brought to the attention of all supervisory personnel and shall be administered
with a positive attitude. It is the responsibility of each supervisor of the Company to ensure affirmative
implementation of this policy.
This policy statement will be reviewed annually and all workers will be provided with a copy.
Please report any situation that is in violation of the above-stated policy to the designated project Supervisor.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Vehicle Use Policy
Vehicles are an integral part of the daily operations of LNB Construction Inc. The company operates vehicles of
varying size, configuration and purpose; these vehicles and their operations are legislated by several different
authorities. LNB Construction Inc. has developed a policy to promote the safe use of the vehicles under its
control.
A Young Driver, as defined by WorkSafeBC, is anyone under age 25. This person is not authorized to operate a
company vehicle should a more experienced driver be available.
Vehicle operators shall comply with all applicable legislation, including, but not limited to the following acts and
regulations:
 Motor Vehicle Act and Regulations.
 Commercial Transport Act and Regulations.
 Dangerous Goods Transportation and Handling Act.
 Commercial Vehicle Drivers Hours of Service Act and Regulations.
 Workers Compensation Act and Regulations.
Vehicle operators shall abide by the following:














Seat belts shall be worn in all vehicles at all times.
Smoking is not permitted in any vehicle at any time.
A complete pre-trip of the vehicle shall be conducted.
Applicable safe work procedures will be followed.
The location of all vehicle documents is known.
Hours of service legislation.
Completion of log books as directed by the National Safety Code.
All loads are secured as required by the Cargo Securement Standard.
All required certificates and training are up to date.
All vehicles will travel at a safe speed and obey all maximum speed limits.
Be aware of the name of the road on which they are traveling.
Alert the shop foreman to any defects concerning the vehicle.
Ensure that First Aid Package is on board.

All job site and gravel roads shall be driven as if there is known to be two-way traffic on that road.
All employees shall submit a current driver’s abstract, obtained within 7 days of orientation. The company has
the right to repeat this requirement at any time.
Employees shall notify management if their driver’s license is suspended for any reason and an employee shall
not operate any motor vehicle on a highway with a suspended license.
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All LNB Construction Inc. owned or operated vehicles will be operating with a two-way radio.
All offences, whether on duty or off, for which an employee receives a ticket shall be reported to the safety
advisor as directed in the Motor Vehicle Act.
An LNB Construction employee must not use an electronic device while driving or operating a motor vehicle on a
highway unless:




While operating a motor vehicle that is safely parked off the roadway or lawfully parked on the roadway
and is not impeding traffic.
Calling or sending a message to a police force, fire department or ambulance service about an
emergency, while impeding traffic safely.
It is configured and equipped to allow hands-free use in a telephone function, is used in a hands-free
manner and is used in accordance with the applicable regulations, if any.

New “N” Drivers





In the novice stage, you are issued a green N (Novice) sign — this replaces the L sign. When driving, you
must display the N sign at the back of your vehicle so drivers following you can see it.
If you lose or misplace your “N“ sign for your vehicle, you must replace it immediately. There is no
charge for this. This is a mandatory restriction and you can be fined for not replacing your N sign.
You must not drive with any alcohol in your body.
You are limited to 1 passenger; unless you are driving a passenger vehicle and have a supervisor 25
years or older with a valid Class 1, 2, 3, 4, or 5 driver's license.

Radio Network and Road Marking
Proper Radio Phone Etiquette must be used. Refrain from general chit/chat and non-business related talk. Keep
the conversations short and to the point. If someone is using the radio wait until they are done before you
speak. REMEMBER – Everyone can hear you – Employees, Customers, and Management. Swearing or racial
comments shall not be tolerated over the radio.
Two-way radios are intended to be an administrative aid and must not be relied upon exclusively as the sole
means of traffic control.
Vehicles, other than slow moving vehicles, shall be equipped with radio frequency charts.
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Records Retention
LNB Construction Inc. shall maintain the following records at its principal place of business:
 Current driver’s abstract issued by the Ministry of Transport within 7 days of the employee’s hire date;
which will be kept current on an annual basis or as may be deemed necessary by LNB Construction Inc.
 Drivers’ daily logs.
 Pre-trip and post trip inspections.
 Notifications to the company of accidents, violations and convictions relative to each driver while
employed by LNB Construction Inc. The driver shall deliver the documents to LNB within 15 days of any
such incident.
 For vehicles required to hold a safety certificate:
o Vehicle inspections and maintenance logs.
o All notices of defects received from vehicle manufacturers and evidence that those defects have
been corrected.
 All accidents in which the vehicle was involved that resulted in:
o The injury or death of a human being.
o Total damage to all property, including cargo, of $1,000 or more, based on actual costs or a
reliable estimate.
o Any safety plan and any scheduled vehicle maintenance plan applicable to the carrier.
Records, other than drivers’ daily logs, pre-trip and post trip inspections and Inspections, shall be kept and
readily accessible for inspection and audit purposes for the calendar year in which they were made and the
following 4 calendar years.

Trip Inspections
The driver of a vehicle licensed over 4500kg shall inspect it prior to operating it at the beginning of a work shift
and after they cease to operate it at the end of a work shift. Each inspection carried out must include an
inspection of the following equipment:












Lighting devices and reflectors.
Tires.
Coupling devices.
Wheels and rims.
Service brake, including the trailer brake connections.
Parking brake.
Steering mechanism.
Horn.
Windshield wipers.
Rear vision mirrors.
And the emergency equipment.
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The driver will be required to submit the inspection report to the records office at LNB Construction Inc. within
20 days, where it will be held for a minimum of three months. Should the inspection report indicate any defects
detected during an inspection, it must be submitted to the Shop Supervisor or one’s immediate supervisor for
rectification or repair, prior to the vehicle’s next scheduled use.
When a defect affecting the safe operation of a vehicle is identified, LNB Construction Inc. will not permit the
operation of that vehicle on or off a highway until safety is restored.

Daily Logs
A driver of a vehicle licensed over 4500kg shall be required to maintain a daily log in accordance with the
Commercial Vehicle Drivers Hours of Service Regulations. The original copy of the daily log shall be submitted to
the records office at LNB Construction Inc. within 20 days, where it shall be kept for a minimum of six months.

Securing Cargo
Vehicles must be equipped and cargo must be contained, immobilized or secured in accordance with the
National Safety Code Standard 10. The cargo must not be able to:



Leak, spill, blow off, fall from, fall through or otherwise be dislodged from the vehicle.
Shift on or within the vehicle in a manner that affects the stability or maneuverability of the vehicle.

Daily Driving and On-duty Time
LNB Construction Inc. shall not request, require or allow a driver to drive, and no driver shall drive after the
driver has accumulated 13 hours of driving time in a day.
LNB Construction Inc. shall not request, require or allow a driver to drive and no driver shall drive after the
driver has accumulated 14 hours of on-duty time in a day.
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Ability and Alertness
LNB Construction Inc. shall not request, require, or allow an individual to drive (and the individual must not
drive) if:



The driver’s faculties are impaired by fatigue, illness or a mental or physical infirmity; to the extent that
it is unsafe for the individual to drive.
Driving would jeopardize or be likely to jeopardize the safety or health of the public, the driver, or
employees of LNB Construction Inc.

The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Working Alone Policy
This section applies to workers who are required to work alone and are not in normal visual or verbal contact
with other workers and where a risk of disabling injury is present. Employees working under such conditions
must be checked upon at regular intervals.
Before a worker is assigned to work alone or in isolation, any hazards to that worker must be identified. If a
hazard is identified, every effort must be made to eliminate the hazard prior to the employee working alone or
in isolation. Workers must be trained in the safe rescue procedure, so they are aware of the steps being taken to
ensure their safety.
In the event that it is not practicable to eliminate the hazard entirely, the potential risk from the hazard will be
minimized to the lowest level possible by employing engineering and administrative controls as necessary.
Employees working alone shall be checked upon at intervals not longer than 1 hour. The frequency of these
checks shall increase in relation to the hazards posed by the tasks being performed. A supervisor or manager will
determine the increased frequency of these checks and will determine the method the worker will use to check
in.
The supervisor shall be responsible for designating a person to be responsible for checking in with the employee
who is working alone. The designated person shall record the results of every check. The person assigned these
responsibilities must be trained on the written procedures relating to the Working Alone program.
If an employee has failed to check in at the predetermined time the person designated to maintain contact with
the employee shall initiate the following procedure:




Make several attempts to contact the employee utilizing any and all communication systems available.
Attempt to locate the employee by other means, such as calling their mobile, camp, home and
supervisor.
Gather as much information as possible regarding the employee’s work assignment for the day, with
emphasis on locations, and notify the employee’s immediate supervisor and a member of senior
management.

If the worker does not check in and cannot be contacted, the employee will be deemed overdue, and an
emergency response in accordance with Emergency Preparedness Procedure, of this manual, will be initiated.
The emergency response shall be initiated within 10 minutes of the missed check in time during winter months;
and 20 minutes during summer months.
A supervisor or manager may deem the hazard too great for an employee to work alone. In such instances two
employees will be assigned to work together and appropriate communications will be required.
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All workers must check in at the end of the day. The supervisor will ensure that all workers have been accounted
for.
This program shall be reviewed annually by the Joint Health and Safety Committee or designated Safety
Representatives.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Workplace Violence Policy
LNB Construction Inc. believes employees should have the ability to work in an environment free of violence.
The company is primarily involved in construction and the risk of its employees being exposed to violence is
relatively low.

Definition
The attempted or actual exercise by a person of any physical force so as to cause injury to a worker, and includes
any threatening statement or behavior which gives a worker reasonable cause to believe that he or she is at risk
of injury.

Risk Assessment
Although the risk of violence to employees is minimal, LNB Construction Inc. will assess the hazards associated
with violence in the workplace on an ongoing basis. This risk assessment will consist of:





Previous experience in that workplace.
Occupational experience in similar workplaces.
The location and circumstances in which work will take place.

Procedures and Policies
The company’s primary goal is to eliminate any risk of violence in the workplace. In the event that a worker is
exposed to the risk of violence, measures will be taken to minimize the exposure, thereby minimizing any
assessed risk. Changes can be made within the work environment, and safer policies will be implemented as a
result.

Instruction to Workers




If workers are exposed to the risk of violence, they must be informed as to the nature and extent of the
risk.
The duty to inform workers includes providing information related to the risk of violence from persons
who have a history of violent behavior.
Workers who may be exposed to the risk of violence must be instructed in:
o The means for recognition of the potential for violence.
o The procedures, policies and work environment arrangements which have been developed to
minimize or effectively control the risk to workers from violence.
o The appropriate response to incidents of violence, including how to obtain assistance.
o Procedures for reporting, investigating and documenting incidents of violence.
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Advice to Consult Physician
Anyone reporting an injury or adverse symptom as a result of an incident of violence is advised to consult a
physician of his or her choice for treatment or referral.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 5, 2018
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Disciplinary Action Policy
LNB Construction Inc.’s reputation is based on “the quality of the Worker”. We must all work safely to maintain
this reputation.
As a result of WorkSafeBC expectations regarding demonstration of employer due diligence, as well as our
desire to continue to employ only top quality personnel, individual employees are held accountable for their
actions. The rules and instructions provided in the LNB Construction Inc. health and safety management
system may not cover all the health and safety requirements you are expected to follow – appropriate
regulations and statutes must also be considered. If you have any concerns regarding the health or safety of a
work process, tool or piece of equipment, please consult with the supervisor for instructions prior to
commencing the work.
It is mandatory to comply with the rules of Company’s health and safety management system, WorkSafeBC, and
any other applicable federal, provincial or local regulations. Those who cause unnecessary injuries due to a
disregard or negligence in complying with good health and safety practices will receive disciplinary action (letter
of warning as a minimum). Actions of a hazardous nature that are considered unacceptable and result in
disciplinary action include but are not limited to:






Operating equipment without authorization.
Abuse of equipment or lack of maintenance by the operator.
Utilizing headphones or electronic devices that distract or inhibit the worker from devoting their
undivided attention on the task at hand
Entering or remaining at the workplace while under the influence of drugs or alcohol.
Willfully or carelessly endangering the health and safety of any other worker.

Employees
The following is LNB Construction Inc.’s guideline for disciplinary action:

First offence for an Action
Verbal warning. This includes possible verbal reprimand, discussions of the alleged violation, as well as
corrective actions that may need to be carried out, and a warning of more severe action, should the offence be
repeated.

Second offence for repeating the same action
Written warning by employees supervisor. This involves discussion of the alleged violation and a written record
of the violation and reprimand. A copy is given to the employee and another is kept in the employee’s personnel
file. Warning of more severe action should the offence be repeated is also given. The supervisor, when faced
with repeat offences, must initiate a corrective action plan.
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Third offence for repeating the same action a 3rd time
Removal of the employee from LNB Construction Inc. property and possible termination of employment. This
includes release from all job responsibilities without pay for a period of time determined by the severity of the
misconduct. Suspensions will be documented in a letter to the employee and a copy of the letter will be placed
in the employee’s personnel file.
The employee is advised at this point that discharge will result if the
unacceptable behavior is not corrected. This includes release from all job responsibilities without pay for a
period of time determined by the severity of the misconduct. Suspensions will be documented in a letter to the
employee and a copy of the letter will be placed in the employee’s personnel file. The employee is advised at
this point that discharge will result if the unacceptable behavior is not corrected.
Note: Depending on the infraction, the disciplinary action may be accelerated.
It is important to be consistent with all individuals within the workforce and submit disciplinary actions to all
LNB Construction Inc. who commit offences. Favoritism is not allowed; employees should be treated equally and
fairly. When employees are informed of a concern, are disciplined, and then correct their behavior, LNB
Construction Inc. recognizes this effort, by removing, as active, from their personal file after a period of one year
from the date of the last offence.
Keep in mind that disciplinary actions are tailored to the particular offence and the individuals actions.
Therefore, at any given time, one individual may have different levels of disciplinary actions for multiple
offences.

Sub-Contractors
All employee’s, including sub-contractors must adhere to the safety regulations. The same disciplinary action
guidelines apply to sub-contractors. When a supervisor is made aware of health and safety regulations being
neglected on the part of the sub-contractor, it is his / her responsibility to use disciplinary action.
The following applies:

First offence for an Action
Verbal warning.

Second offence for repeating the same action
Written warning to the Sub-contractor’s supervisor.

Third offence for repeating the same action

Removal of the employee from LNB Construction property by sub-contractor.
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Forms
Disciplinary Action Report
Disciplinary Action Report for Sub-Contractor
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February15, 2018
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Appendix A – Disciplinary Action Report, Employee
Project Name:

Supervisor Name:

Employee Name:

Date:

Time of Report:

REPORT SUMMARY

Verbal Warning:

Supervisor Initial:

Written Warning:

Supervisor Initial:

Suspension:

Supervisor Initial:

Termination

Supervisor Initial:

Supervisor’s Signature:
I acknowledge receipt of this report (worker’s signature)
Copies to:

Project File

Health & Safety Manual
Created: 2005
Revised: February 11, 2018

☐

Employee

☐

Personnel File ☐

Page 27 of 29

Element 5 – Company Rules

Health & Safety Manual
Created: 2005
Revised: February 11, 2018

Page 28 of 29

Element 5 – Company Rules

Appendix B – Disciplinary Action Report, Subcontractor
Project Name:

Supervisor Name:

Name of subcontractor employee:

Date:

Time of Report:

REPORT SUMMARY

Verbal Warning:

Supervisor Initial:

Written Warning:

Supervisor Initial:

Removal of Employee From Company site by Sub-Contractor

Supervisor Initial:

Supervisor’s Signature:
I acknowledge receipt of this report (subcontractor signature):
Copies to:

Project File
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Policy- Personal Protective Equipment (PPE)
The Personal Protective Equipment Policy establishes minimum requirements to ensure the safety of
employees. This policy ensures that workplace hazards are identified through hazard assessments of planned
jobs/tasks and proper equipment is available for each employee.
LNB Construction expects the employee to supply and use the basic personal protective equipment. This
includes CSA approved hard hat, high visibility shirt or vest and CSA Approved steel-toe lace-up boots that
provide adequate ankle protection (min 6”). Workers are expected to have these with them when they report
for work.
LNB Construction supplies specialized personal protective equipment to workers as required. This equipment
meets the appropriate CSA standards.
Personal protective equipment is used by employees and must be worn and maintained in a sanitary and
reliable condition.
Efforts are made to minimize hazards through the use of engineering controls, systems, work practices and
administrative controls. When this is not practical then personal protective equipment must be used.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
LNB Construction Inc. regards the use of personal protective equipment necessary to perform each work task
safely. All Company employees must understand specific responsibilities as they relate to the provision, use and
care of personal protective equipment.

Senior Management
Key Responsibilities


LNB Construction understands a potential hazard should be first controlled through elimination,
engineering controls or administration controls, and as a last resort through the use of Personal
Protective Equipment (PPE) to minimize potential injury to the worker. To ensure maximum results from
personal protective equipment, it must be maintained in optimum condition. This onus is placed on both
LNB Construction and the worker.
Leadership




Establishes a system that allows employees to access specialized personal protective equipment.
Supports the use and care of personal protective equipment and the procedures to be followed.
Maintains control, responsibility and accountability to ensure a proper work environment is provided
and appropriate steps are taken to make sure employees use personal protective equipment properly.

Managers
Key Responsibilities


Provides leadership and support to cultivate the proper use, care and maintenance of personal
protective equipment. Leadership is demonstrated through the actions listed below:
Leadership





Embraces and promotes the use of personal protective equipment.
Demonstrates a commitment to the use and care of personal equipment by ensuring there are
resources available for training and education.
Reviews training records and observes jobsites to identify whether personal protective equipment is
being worn as per safe work practices and job procedures.
Takes corrective steps and enforces discipline if necessary, in an appropriate and consistent manner to
address any issues regarding personal protective equipment.
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Supervisor
Key Responsibilities


Promotes the use of personal protective equipment and maintains a positive safety culture with the
crew by following the leadership points listed below:
Leadership









Demonstrates a commitment in the use of personal protective equipment by following the appropriate
regulations and rules.
Provides specialized personal protective equipment and ensures it is available to the workers.
Ensures all employees are trained in the use, care and maintenance of personal protective equipment.
Provides instructions to workers in the use, care and maintenance of personal protective equipment.
This must be documented.
Checks that employees are aware of the proper use and care of personal protective equipment.
Ensures a system is in place to inspect and maintain specialized personal protective equipment.
Conducts regular inspections of personal protective equipment.
Establishes requirements for personal protective equipment. Takes disciplinary action if necessary to
ensure compliance with these rules.

Employee
Key Responsibilities
 Uses personal protective equipment in a safe manner by complying with the procedures listed below:
Leadership





Demonstrates a positive safety attitude.
When performing duties that require personal protective equipment, ensure the employee has been
trained and educated on the use, care and maintenance of the equipment.
Actively participate in personal protective equipment training, inspections, maintenance and care.
If unable to access personal protective equipment, notify supervisor immediately.

The worker shall supply the following PPE:






Clothing needed for protection against the natural elements.
Safety footwear, steel-toe lace–up boots that provide adequate ankle protection (min 6”) (CSA
Approved).
Safety headgear (CSA Approved).
Clothing normally required by their trade.
High visibility shirt or vest and CSA Approved.
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The company shall provide, at no cost to the worker, all other PPE required by legislation.

Workers
A worker who is required to use personal protective equipment must:






Use and store the equipment in accordance with training and instruction.
Inspect the equipment before using.
Refrain from wearing protective equipment outside of the work area where it is required if to do so
would constitute a hazard.
Report any equipment malfunction to a supervisor.
A worker who is assigned responsibility for cleaning, maintaining or storing personal protective
equipment must do so in accordance with training and instruction provided.

Required PPE
The following is mandatory PPE to be worn by anyone, at any time they are on any LNB Construction Inc.
worksite:





High visibility garment (CSA Z96-02 level 2, and MOT).
Grade 1 work boots.
Safety Headgear (CSA Standard CAN/CSA-Z94.1-92).
Long pants (non-synthetic).

These are minimum requirements. Some job tasks may require additional PPE.

Definitions
Personal Protective Equipment (PPE) is specialized clothing or equipment worn by employees for protection
against health and safety hazards. Personal protective equipment is designed to protect many parts of the body,
i.e. eyes, head, face, hands, feet and ears.
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Personal Protective Equipment Procedure











Requirements for PPE are determined by the manager or supervisor.
Failure to wear appropriate PPE may result in disciplinary action up to and including dismissal.
PPE must be selected and maintained in accordance with applicable governmental regulations.
The manager or supervisor is responsible to ensure that workers under his/her supervision are properly
trained in:
o the use of PPE;
o the care, inspection, cleaning and storage of PPE;
o ensuring that personal protective equipment that is of questionable reliability, damaged or in
need of service or repair is removed from service immediately and is repaired or replaced;
o replacement procedures for PPE
Where training of PPE is required, it is documented and records are maintained by the
manager/supervisor.
LNB Construction Inc. employees wear gloves, wherever possible, to prevents cuts and injury to hands.
Gloves must be appropriate for the task.
LNB Construction workers entering a warehouse, doing yard work, doing deliveries or on an active
worksite wear the appropriate PPE such as a hard hat, high-visibility vest and CSA approved safety
footwear.
Hard hats must be appropriate for the job. Features such as side impact protection for operating mobile
cranes and Electrical protection when working with electrical hazards.

Personal protective equipment is selected based on the following information:





Choose personal protective equipment appropriate to the hazard. For hazardous materials, always
check the MSDS and product labels to determine personal protective equipment requirements.
Ensure personal protective equipment meets required standards and regulations.
Inspect equipment before each use.
Replace defective equipment.

Fitting and Wearing




Ensure safety training and education includes individual fitting of personal protective equipment.
Use personal protective equipment as intended.
Monitor/observe users to ensure personal protective equipment works properly.

Health & Safety Manual
Created: 2005
Revised: Feb. 11, 2018

Page 8 of 27

Element 6 – Personal Protective Equipment

Training
LNB Construction Inc. employees required to use personal protective equipment are trained in the following:







What personal protective equipment is required for their job/task.
When personal protective equipment is required to be used.
How to properly put on, remove, adjust and wear required personal protective equipment.
The limitations of required personal protective equipment.
The proper care, maintenance, lifespan and disposal of required personal protective equipment.
LNB Construction employees must demonstrate an understanding of the above training.

Employee training must be documented.

Inspection, Maintenance and Storage









Inspect personal protective equipment before and after each use. Immediately take damaged
equipment out of service.
Take care of your personal protective equipment – your life may depend on it.
Clean personal protective equipment after use. Soap and clean water can be used in most instances.
Check with the manufacturer to be sure. Dry equipment away from heat, steam and direct sunshine.
Qualified personnel are to repair damaged or broken personal protective equipment or remove them
from service.
Document inspections and repairs.
Store personal protective equipment in dry air, free from exposure to sunlight or contaminants.
Clothing and coveralls used in areas with contaminants, such as silica dust, should be stored and
laundered separately from other clothes to prevent bringing contamination into the home.

Respirators
See LNB SOP Respirator Protection Program
Respirators are to be visually inspected before each use and formally inspected with the worker’s annual fit test
or at least once per year. All workers shall be fit tested annually. See SOP Respiratory Protection Program for
further details.
Respirators will be maintained, cleaned and stored as described by the manufacturer instructions. Where
respirators are shared, they will be cleaned and sanitized after each use. Follow the manufacturer’s
recommendations for sanitizing.
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The following procedures can be used to clean and sanitize respirators.
1. Remove any filters, cartridges, or canisters.
2. Wash the respirator (and associated parts) in warm water mixed with a mild detergent (or a mild
detergent plus bleach).
3. Rinse the respirator in clean, warm water.
4. Wipe the respirator with disinfectant wipe (70% isopropyl alcohol) or a sanitizing foam to kill germs.
5. Air dry in a clean area.
6. Reassemble the respirator (e.g. replace the cartridges).
7. Place in a clean, dry plastic bag or other container.

Fall Protection
See LNB SOP Fall Protection.
All fall protection equipment will have a formal inspection at least annually, conducted by a qualified person.
Workers shall conduct pre-use visual inspections prior to using fall protection systems or equipment. Equipment
shall be kept free from substances and conditions that could contribute to deterioration of the equipment and
must properly stored when not in use, in a dry and clean area. Any fall arrest equipment found defective or
involved in a fall event is removed from service and reported to supervision.
Harnesses and Lanyards
 The harness should be hung, so it doesn’t get crushed, bent, or torn by other objects in the storage area.
Sharp tools can slice the nylon and chemicals could cause the material to degrade.
 Ensure that your storage area is not in direct sunlight or exposed to a heat source . The heat and UV rays
can compromise the materials that make up your harness and lanyard. This also applies to other PPE,
such as hardhats, as well. Extensive exposure to ultraviolet light can cause materials to break down and
fail when they are needed most.
 Store them somewhere where nobody else can get them . Somebody may pick them up and use them
when you are not around and who knows what damage they may cause. At the very least, they’ll
readjust your harness to fit them and, if you’re not diligent, you may end up putting on an improperly
adjusted harness on your next shift. You can practically guarantee that somebody borrowing a harness
and lanyard off the ground isn’t going to clean it before returning it – if they return it. Speaking of
cleaning…

Cleaning
Equipment should be cleaned on a regular basis. This helps to ensure that there is no substance on the harness
and lanyard that could degrade the materials. It also ensures that you can properly see all parts of the
equipment so you can do a thorough inspection.

Health & Safety Manual
Created: 2005
Revised: Feb. 11, 2018

Page 10 of 27

Element 6 – Personal Protective Equipment

You need to be careful when cleaning the equipment. Soaking the harness or lanyard, for instance, can cause
potential damage to the fibers as they relax and re-tighten. Using bleach, chlorine or abrasives can also cause
damage. To properly clean your equipment, follow these steps:
 Use a damp sponge (warm water only) to wipe away any residue on your straps and buckles.
 Then, use soap and water to work up a lather on the straps. The soap should be nothing more than dish
soap or laundry detergent. Do not use anything containing chlorine, bleach, or abrasives.
 Rinse the lather from the straps using a sponge with clean water. Remember, you are not SOAKING the
harness or lanyard. That can cause damage.
 Finally, wipe the equipment and hang it to dry. If you don’t hang it, you could be left with creases or
other structural problems.
Fall Arrest Equipment
 Fall arrest equipment must be inspected by the worker as required by the manufacturer before it is used
on each work shift and must be kept free from substances and conditions that could contribute to
deterioration of the equipment
 Equipment will be recertified as specified by the manufacturer, i.e. annually for self retracting lifelines.
 Applicable inspections must be conducted and maintenance procedures followed for all engineered
systems and fall protection systems equipment.
 Any fall arrest equipment found or identified as damaged or defective or is involved in a fall event must
be removed from service and must not be returned to service until recertified by the manufacture or
professional engineer; or if not recertified – destroyed.

Gas Monitors
See LNB SOP Gas Monitor Use
Bump Tests
A bump test is a brief exposure of the monitor to gas in order to verify that the sensors respond and the
instrument alarms function accordingly. The bump test does not check the accuracy of the instrument. It must
be performed before EACH USE (each shift).
Calibration
A calibration check is performed by exposing the monitor to a certified concentration of gas for a particular
length of time to verify that it provides an accurate reading. It must be done every 30 days by your Supervisor.
Cleaning the Instrument
Clean the exterior of the instrument regularly using only a damp cloth. Do not use cleaning agents as many
contain silicones which damage the combustible sensor.
Storage
When not in use, store the instrument in a safe, dry place between 65°F and 86°F (18°C and 30°C). After storage,
always recheck instrument calibration before use.
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Standard PPE Requirements










Work boots shall be laced and proper fitting.
Hard hats shall be worn with brim forward unless they are equipped with reversible markings.
Ball cap style hats will not be worn under a hard hat.
Stickers shall not be placed within 13mm of the edge of a hard hat.
PPE requirements may be amended for managers and office personnel.
All PPE used by LNB Construction Inc. will be maintained in accordance with manufacturer's instructions
and requirements.
The worker will inspect all personal protective equipment at the time of issue and before each use.
All personal protective equipment that is of questionable reliability, damaged, or in need of service or
repair will be removed from service immediately.
No piece of PPE will be modified or changed contrary to its manufacturer's instructions or specifications
or OH&S requirements.

Eye and Face Protection
All personnel must wear properly fitting eye and face protection commensurate with LNB Construction Inc.
policy on active work sites.








Face and eye protection must be kept clean and in good repair.
If a worker cannot wear safety glasses as documented by a physician’s note, alternate arrangements
must be made to verify the individual’s face and eyes are protected.
All components of prescription glasses that are being used for eye protection must meet approved
applicable regulatory standards.
The prescription glasses must include side-shields that must meet the applicable regulatory standards.
Coverall glasses or goggles are required for prescription glasses that do not meet the standard.
Face shields are required when there is a hazard to the facial area
When using a face shield, safety glasses are also required under the face shield.

Prescription Safety Eyewear
Prescription safety eyewear must meet the requirements of: CSA Standard CAN/CSA- Z94.3-92, Industrial Eye
and Face Protectors.



Safety eyewear must be fitted with side shields when necessary for the safety of a worker.
Sunglasses or regular prescription eyeglasses are not suitable.
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Activities Requiring Eye Protection









Activities, which require eye protection, include, but are not limited to:
Using power tools.
Working with any system which involves air or fluid pressure.
Hammering or otherwise striking any hard object or any object that may splinter or shatter.
Working under a vehicle or machine.
Performing any overhead task.
Welding and cutting.
Using jumper cables.

Eye Protection in Shop



Everyone in the shop must wear appropriate safety eyewear at all times.
When there is a chance of any foreign material entering the eye while performing maintenance or
otherwise working on any machinery or structure, safety eyewear is mandatory.

Head Protection








Personnel must wear hard hats in good condition, which meet legislative jurisdictional requirements and
standards.
Bump hats and metal hard hats cannot be worn as head protection.
Personnel must wear hard hats with their company logo and the worker’s name clearly displayed on the
hard hat.
Alteration of hard hats is prohibited.
Hard hats are worn in the manner prescribed by the manufacturer.
Only head apparel designed to be worn under a hard hat is allowed. NO HOODIES.
Hard hats are required while welding and are to be fitted with the appropriate shield.

Foot Protection





All personnel working on the work site must wear safety footwear.
They must be CSA approved or equivalent grade one (green triangle) 6” high cut lace-up boot (leather)
appropriate to the task.
Safety footwear must be in good repair.
It is the responsibility of the employee to verify that their footwear is in proper working condition.

Factors to consider when determining the appropriate protection:





Slipping
Uneven terrain.
Abrasion.
Ankle protection.
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 Foot support.
 Crushing potential.
 Temperature extremes.
 Corrosive substances.
 Puncture hazards.
 Electrical shock.
 Any other recognizable hazard.
* Please note that low-top, running shoe style, steel-toed footwear is not acceptable.

Hand Protection
LNB Construction Inc. employees must use hand protection when exposed to such hazards as:







Skin absorption of harmful substances
Severe cuts or lacerations
Severe abrasions
Punctures
Chemical burns
Thermal burns

Specialized Personal Protective Equipment
Employer will provide appropriate protection if a worker is exposed to a substance or condition hazardous to the
hands or skin.
LNB Construction Inc. may use other specialized PPE including:





Personal gas meters. See LNB SOP Gas Monitor Use
Fall protection equipment. See LNB SOP Fall Protection
Confined space equipment. See LNB SOP Confined Space
Respirators. See LNB SOP Respiratory Protection Program

The Safety Manager will keep maintenance records of this equipment.

Health & Safety Manual
Created: 2005
Revised: Feb. 11, 2018

Page 14 of 27

Element 6 – Personal Protective Equipment

Flame Resistant Clothing
Workers must wear flame resistant clothing appropriate to the risk if working in areas where they may be
exposed to:





Flash fires.
Molten metal.
Welding and burning.
Similar hot work hazards.

Use and Selection
LNB Construction Inc. will select and workers shall use, PPE according to the following:





In accordance with recognized standards, and provide effective protection.
Not in itself create a hazard to the wearer.
Be compatible, so that one item of personal protective equipment does not make another item
ineffective.
Be maintained in good working order and in a sanitary condition.

Hearing Protection
Personnel receive an overview of the hearing protection requirements during the project orientation. The
training includes identification of any hearing protection required areas, the hazards associated with noise
exposure and the purpose, use, maintenance and limitations of the protective equipment provided on site.
Hearing protection shall be worn whenever an employee is exposed to noise exceeding 85dBA. If you have to
raise your voice above normal conversation levels in order to be understood by someone standing at arm’s
length from you, there is a good chance the noise level in your environment exceeds 85dBA.
LNB Construction Inc. provides class “A” foam ear plugs. This, or other acceptable means of hearing protection,
shall be worn at all times when an employee may be exposed to noise louder than 85dBA.
Activities, which require hearing protection, includes (this list is not exhaustive):







Equipment operators
Laborers
Mechanics/shop personnel using any power or air operated tools.
Grinding
85 dBA daily noise exposure level
140 dBC peak sound level
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This may be accomplished by:




instituting engineering controls
work practices/administrative control and/or
providing personal hearing protection

There are two types of recognized hearing protection available for use in effectively reducing noise exposure –
earplugs and earmuffs. In most instances, earplugs are acceptable hearing protection; cotton plugs are not
acceptable and are not to be used. When using earmuffs for hearing protection, special care must be given to
disinfect and check them before being used by another employee.
Supervisors need to inform workers of the hazards associated with exposure to noise as well as the purpose and
limitations of protective hearing devices.
As per legislated requirements, hearing testing is required to be conducted within six months of tenure and
annually thereafter. To assist sub-contractors/trade contractors in meeting this requirement, hearing tests are
scheduled throughout the tenure of the project. The scheduled dates are communicated to the project
personnel.

Limb and Body Protection
Where there is risk of injury to a worker’s limb and/or body, equipment designed to protect employees from
injury to their limbs and body must be worn (i.e. chainsaw chaps).
Where there is risk of injury due to congested work area and/or the movement of heavy equipment in and/or
around the work area, all employees must wear high visibility apparel.
When work is being done in extreme hot or cold temperatures, the protective clothing worn must be reviewed
to verify that it is adequate.
Personnel must be informed of all special precautions needed to maintain employee health and safety.\

Respiratory Protection
LNB Construction Inc. provides appropriate respiratory protective equipment to prevent workers from being
exposed to concentrations of an air contaminant in excess of an applicable exposure limit, or to an oxygendeficient atmosphere. All respirators must be fit tested annually and workers must have the appropriate
documentation to confirm this.

Fire Retardant Clothing
Fire retardant clothing must be used where there is risk of fire (i.e. welding) or explosion, where legislative
requirements dictate or client requirements dictate. When fire retardant clothing is required, the outer layer of
worker’s clothes, including rain gear, must be made of fire retardant material.
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Personal Fall Protection
Fall protection systems and equipment are provided by LNB Construction to ensure that all workers are
protected. All workers using fall protection must be trained in the use of fall protection gear.
Fall protection equipment will be inspected before each use. It will be formally inspected at least annually or as
required by manufacturer specification. When required, equipment will be certified according to manufacture
recommendations (i.e. self retracting lifelines).

Clothing and Jewelry
For personal protection and to reduce the exposure to incidents at LNB Construction Inc. employees are not
permitted to wear:







Loose fitting clothing
Loose fitting jewelry (e.g. watches, bracelets, necklaces, pendant earrings)
Greasy or oily clothing
Torn or ragged clothing
Cut-off “muscle” shirts (4” sleeve shirt is the minimum sleeve length allowed
Short pants

Work site personnel wearing shirts, other clothing and stickers displaying any offensive language or opinion is
asked to remove the offensive material or leave the site immediately.
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Hazard Assessment Guide
1.

Foot

Impact

Carrying or handling packages, parts, tools or other objects.

Compression

Use of manual material handling carts (hand trucks), working
around heavy pipes, tire assemblies, bulk rolls of materials, liquid
storage drums, fork trucks.

Puncture

Where nails, wire, screws, broken glass, large staples, scrap metal,
walking on trash may puncture shoe, blade from mower.

Electrical

Working on or near electrically energized parts, while standing on a
non-grounded surface, eg: water.

Temperature Extremes

Working in cold temperatures or severe wind chill conditions.

2.

Hand / Arm

Cuts

Handling broken glass, sheet metal, medical waste needles.

Abrasions

Handling wood
pallets,
corrugated materials, trash.

Puncture

Potential contact with nails, large staples, medical waste needles.

Chemicals

Fuels, oils, greases, acids, solvents, battery filling, parts cleaner.

Thermal Burns

Handling hot objects, welding, contact with liquid natural gas (LNG).

Temperature Extremes

Working in cold temperatures or sever wind chill conditions.
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3.

Head

Impact / Penetration
(falling objects)

Working below others who are using tools or handling materials
that could fall.
Working around or under conveyor belts that are materials.
Working below machinery or processes that might cause materials or
objects to fall.

Impact / Penetration

Working around protruding objects.

(stationary objects)
Electrical Shock

Working on or around energized conductors.

Temperature Extremes

Working in cold temperatures or severe wind chill conditions.

4.

Face

Impact

Chips, particles or fragments from chipping, grinding, wood-working,
sawing, drilling, chiseling, sanding and handling certain materials.

Heat

Hot sparks or molten metal splashes from welding.

Chemicals

Splashes or mists from battery acid, fuels and solvents.

Dust

Airborne dust from material handling, emptying dust loads.

Temperature Extremes

Working in cold temperatures or severe wind chill conditions.

5.

Eye

Impact

Chips, particles, fragments from chipping, grinding, wood-working,
sawing, drilling, chiseling, sanding and handling certain materials.

Heat

Hot sparks or molten metal splashes from welding.

Chemicals

Splashes or mists from battery acid, fuels and solvents.

Dust

Airborne dust from material handling, emptying dust loads.

Light / Radiation

Hazard radiation or glare caused by electric or gas welding, lasers,
extreme sunlight.
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6.

Whole Body

Chemical

Large chemical splash to the torso and legs from chemical spills.

Visibility

Working in low-light, night-time operations or in roadways.

Heat

Fire suppression beyond incipient stage.

Flame

Fire suppression beyond incipient stage; dispensing large volumes
of flammable fuels (CNG, LNG and gasoline).

Dust / Fibers

Asbestos disposal.

Temperature Extremes

Working in cold temperatures or severe wind chill conditions or
extreme heat.

Forms
Appendix A - Personal Protective Equipment (PPE) Assessment
Appendix B - Inspection Log – Fall Protection Equipment
Appendix C – Respirator Inspection Checklist
Hazard Assessment (See Element 2)
Field Level Hazard Assessment FLHA (See Element 2)
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Appendix A – PPE Inspection Form
Damaged, defective or expired PPE shall not be used and replaced immediately
Employee Name
____________________ Inspector Name
____________________
Employee Signature
____________________ Inspector Signature ____________________
Date
____________________

Eye & Face Protection (Safety Glasses)
Inspection Requirements
Fits Properly (close to face)
Clean
Stored in safe, clean and dry area when not in use
Has not been modified, damaged or missing components
EQUIPMENT STATUS
REPLACED

□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Yes □ No

Eye & Face Protection (Safety Face Mask)
Inspection Requirements
Fits properly (close to face)
Clean
Stored in safe, clean and dry area when not in use
Has not been modified, damaged or missing components
EQUIPMENT STATUS
REPLACED

□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Yes □ No

Footwear
Inspection Requirements
OSHA / CSA approved
Lace Up
High Top (6 inches high)
No damage or wear (contamination from chemicals, rips, thermal damage)
Appropriate sole threading
No exposed steel toe caps, damaged or deformed toe
EQUIPMENT STATUS
REPLACED

□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Pass □ Fail
□ Yes □ No

Headwear – Replace headwear that has been subjected to a blow even if damage cannot be seen
Inspection Requirements
Not pitted, holed or cracked
Damage to liner (rips, thermal damage)
No solvents or paints on shell
Proper fit
EQUIPMENT STATUS
REPLACED
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Appendix B - Inspection Log: Fall Protection Equipment
Item Description:
Inventory Number:

Model Number:

Manufacturer:

Serial / Batch No:

Part Number:

DOM:

Date:

Next Inspection Due:

INSPECTION POINT

OK

PROBLEM DESCRIPTION

HARNESS
Webbing – no cuts, frayed edges, broken stitches or other damage
No discoloration, melted fibres, brittleness due to heat or chemical damage
No excessive oil or grease contamination
Grommets are inact
Plastic or metal keepers are sound
No cracks, distortion or sharp or rough edges on buckles
Buckle slides easily for adjustment
Wear Pad
Other
DRings/ORings / Buckles
Labels
LANYARD
No worn, broken or cut fibres
No knots
No evidence of stretching or loading
No discoloration, melted fibres, brittleness due to heat or chemical damage
No excessive oil or grease contamination
No cracks, distortion, corrosion or signs of stress on the connecting hardware
SHOCK ABSORBER
Intact and unused
Installed at man end of lanyard, not anchor end
No cuts, tears, burns, chemical damage or stretching on outer jacket and
loops
Stitching is intact
No excessive oil or grease contamination
Labels
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D-RING
No distortion, cracks, sharp edges, chemical or heat damage; not bent
No corrosion
Adjustment plate – no cracks, heat damage or other defects
Adjustment plate – keeps D Ring in Position
SNAP HOOK
Double action hook only ; gate does not open without releasing lock
No cracks, corrosion or pitted surfaces on hook
Not bent, no sharp edges
Check tension on spring to close keeper securely
Lock doesn’t allow keeper to open when engaged
Keeper isn’t binding or bend and has no excess lateral movement
Stamped 5000 lbs / 22.2 KN on spine
Gate stamped 3600 lbs
ROPE GRAB
Matches vertical life line size and type
Installed on lifeline in proper direction
No corrosion, cracks, sharp edges or visible damage
Sharpness of teeth
Automatic arrestors lock off when engaged
Manual arrestors lock onto rope hands free
Manual arrestors move freely when lock mechanism disengaged
LIFELINE
No damages strands, cuts, abrasions, burns
No discoloration from heat or chemical exposure
No excessive oil or grease contamination
No decrease in normal diameter usually caused by fall arrest or other weight
Eyes are secure
Labels
CARABINERS
Locking mechanism
5000 lbs / 22.2 KN on spine
No distortion, cracks, sharp edges, chemical or heat damage; not bent
ENERGY ABSORBERS
Cover is not damaged
Stitching on connecting loops
None of energy absorbing material is pulled out of casing
Labels
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OTHER
Levers
Pulleys
Housing
Other

PASS

Inspected By
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Appendix C – Respirator Inspection Checklist

Health & Safety Manual
Created: 2005
Revised: Feb. 11, 2018

Page 27 of 27

Element 7 – Preventative Maintenance

Element 7 – Preventative Maintenance
Table of Contents
Policy- Preventative Maintenance ..............................................................................................................3
Responsibilities..........................................................................................................................................5
Senior Management ...............................................................................................................................................5
Managers................................................................................................................................................................5
Supervisor...............................................................................................................................................................6
Employee ................................................................................................................................................................6
Definitions.................................................................................................................................................7
Inspections ................................................................................................................................................7
Mobile Equipment..................................................................................................................................................7
Large Stationary Equipment ...................................................................................................................................7
Other Tools and Equipment ...................................................................................................................................7
Defective or Unsafe Equipment, Tools and Facilities....................................................................................8
Qualifications ............................................................................................................................................9
Records .....................................................................................................................................................9
Monitoring ................................................................................................................................................9
Forms ........................................................................................................................................................9
Appendix A – Light Vehicle Pre-Trips......................................................................................................... 11
Appendix B – Pre-Trip for Equipment other than Trucks ............................................................................ 13
Appendix C – Broken Tool Repair Log........................................................................................................ 15
Appendix D – Tool and Ladder Maintenance ............................................................................................. 17

Health & Safety Manual
Created: 2005
Revised: June 29, 2017

Page 1 of 17

Element 7 – Preventative Maintenance

Health & Safety Manual
Created: 2005
Revised: June 29, 2017

Page 2 of 17

Element 7 – Preventative Maintenance

Policy- Preventative Maintenance
Thorough maintenance and inspection of all tools, equipment and worksites continues to protect the health and
safety of our workers.
All machinery, tools and equipment used by workers are maintained according to manufacturers’ instructions,
good industry standards and practical regulations.
Equipment found to be defective is removed from service until it is repaired by a qualified person or replaced
with proper equipment. Through regular inspections, all workers and supervisors are responsible for identifying
and removing defective equipment from service.
Managers/supervisors ensure all preventative maintenance is carried out by qualified workers, according to
established schedules.
Machinery, tools and equipment provided by outside suppliers are required to have proof of maintenance
within the appropriate standards before being used. This can be provided in the form of an inspection checklist.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018

Health & Safety Manual
Created: 2005
Revised: June 29, 2017

Page 3 of 17

Element 7 – Preventative Maintenance

Health & Safety Manual
Created: 2005
Revised: June 29, 2017

Page 4 of 17

Element 7 – Preventative Maintenance

Responsibilities
LNB Construction Inc. regards all tools, vehicles and equipment as important property and they are properly
maintained so as to reduce the risk of injuries to employees or damages to property. The use, care and proper
maintenance is a shared responsibility of all employees and requires co-operation and collaboration between all
management and employees. An equipment inventory has been established and must be maintained to
effectively track and record maintenance history and scheduled maintenance requirements. A preventative
maintenance and inspection schedule is established that meets manufacturer and legislated requirements.

Senior Management
Key Responsibilities
Provides high-level of control of maintenance concerns/issues and facilitates resolutions of same if
unresolvable at a lower level.
 Makes resources available for the care and maintenance of equipment. Only qualified personnel are
engaged in this process.
Leadership









Establishes the maintenance role as a high priority.
Maintains an awareness of maintenance and preventative maintenance concerns and issues.
Supports corporate maintenance policies and procedures.
Sets preventative maintenance targets and goals for the company.
Maintains control, responsibility and accountability to ensure the success of the Company’s
maintenance program.
Follows up to ensure the maintenance of the equipment is safely performed and that equipment is
always in safe operating condition.

Managers
Key Responsibilities
Provides leadership and support to maintenance procedures and practices within the organization.
Leadership is demonstrated through the actions listed below:
Leadership







Embraces and promotes preventative maintenance of equipment.
Demonstrates a commitment to maintenance of equipment and ensures that the equipment is repaired
by qualified personnel.
Incorporates preventative maintenance and awareness within the organization.
Reviews maintenance records and reports in order to identify and implement corrective actions.
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Manages the equipment maintenance program to ensure the equipment inventory and maintenance
records are listed and tracked.
Takes corrective steps, including disciplinary action if needed, in an appropriate and consistent manner
to address all maintenance issues.
Takes a positive, proactive approach to preventative maintenance.

Supervisor
Key Responsibilities
Promotes preventative maintenance and maintains a positive culture with the crew by following the
leadership points listed below:
Leadership











Demonstrates a commitment to preventative maintenance by following the maintenance schedules
and requirements by manufacturers.
Ensures all preventative maintenance is carried out by qualified personnel according to established
schedules and that records are maintained.
Ensures the system is effectively removing defective tools, equipment or vehicles from service.
Ensures the maintenance meets regulatory and/or manufacturers’ standards.
Ensures that employees are trained in how to remove defective equipment or tools from service.
Ensures all equipment that requires ongoing maintenance is identified, logged or documented.
Checks equipment records (i.e. maintenance records, log books, invoices or work orders) to verify that
corrective actions have been completed. Are times, dates and signatures recorded?
Enforces all established maintenance procedures and practices as set forth by laws, regulations and
manufacturers’ specifications. Takes disciplinary action, if necessary, to ensure compliance with these
procedures/specifications.

Employee
Key Responsibilities
Performs assigned duties with regards to preventative maintenance requirements and the procedures
listed below:
Leadership





Demonstrates a positive attitude towards preventative maintenance.
Regularly checks all tools, vehicles and equipment being used. Tags any equipment that poses a hazard
due to a need for repair as out of service.
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Uses ‘out of service’ tags to notify the supervisor and gives a complete description of the problem.
Does not work with unsafe equipment.
Does not affect repair unless qualified to do so and ALWAYS follows the approved lockout procedure

Definitions
Preventative Maintenance is a procedure of inspecting, testing and reconditioning a system at regular intervals
according to specific instructions, intended to prevent failures in service or to retard deterioration.

Inspections
Mobile Equipment
Inspections of mobile equipment are carried out in accordance with:



The manufacturers’ recommendations.
The applicable safety checklist.

Large Stationary Equipment
Inspections of large stationary equipment are carried out in accordance with:



The manufacturers’ recommendations.
The applicable safety checklist.

Other Tools and Equipment
In order to ensure its safe operation prior to use, inspections of all other equipment (including hand tools and
stationary equipment) will be carried out in accordance with:



The applicable safety checklist.
The proper training received for its safe operation.

Lock Out - Tag Out is a prominent warning procedure that is securely attached to an energy- isolating
mechanism to alert employees that equipment is not to be operated until removed.
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Defective or Unsafe Equipment, Tools and Facilities
DEFECTS make the equipment, tools/facilities unsafe to operate.
If a defect is found, the operator or person who discovered the defect shall:
Place the defective unit “out of service”.
Hand tools and small portable units:




Attach a lock out/tag out device directly to the unit indicating that it is not safe to operate.
The unit will immediately be removed from the work area and placed in an area not readily accessible to
other workers.
No one shall remove the LOTO device or operate the unit until it is repaired.

Mobile equipment or large stationary equipment:




Attach a lock out/tag out to the unit in a place easily observed by a potential operator stating:
o The unit is out of service.
o The date it was placed out of service.
o The unit number.
o Description of the defect.
o The name of the person placing the unit out of service.
No one shall operate the unit until the defect is repaired.

Report the defect to a supervisor or shop manager. Prepare and submit a report in writing or by email,
completing a separate form for each unit, indicating:





The date the defect was discovered, placing the unit out of service.
The unit number.
Description of the defect.
The name of the report writer.

OUT OF SERVICE equipment must be:



Repaired prior to placing back in service.
Repaired and maintained in accordance with manufacturers’ recommendations.
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Qualifications
The qualifications of maintenance personnel and operators are key to the success of the Preventative
Maintenance Program. All individuals who perform maintenance or operate equipment should have the
appropriate skills, accreditation and certification. This certification applies to both company employees and
contracted maintenance services. Qualifications should include:



Possession of a valid driver’s license in the case of vehicle operators.
Training in the following areas:
o Familiarity with and comprehension of the safety requirements for the equipment that they
intend to repair or operate.
o Use of manufacturers’ operating and maintenance manuals.
o How to communicate to the maintenance personnel when there is a problem with a specific
piece of equipment.
o Hand signals and/or other requirements as set by the Company, owner/client and local laws.

Records
Every Preventative Maintenance Program must contain a recording system. Part of this system is made up of
inventories and schedules. In addition, the recording system must document what maintenance work was done,
when and by whom. Be sure to keep good, accurate records.

Monitoring
The monitoring functions in a maintenance program fall into two areas:



The people responsible for operating and servicing or maintaining equipment must monitor that
equipment to ensure that appropriate checks and maintenance are done.
Management must monitor the entire Preventative Maintenance Program to ensure that it is
functioning in accordance with the Company’s safety policies.

Forms
Light Vehicle Pre-Trips
Pre-Trip for Equipment other than trucks
Broken Tool Repair Log
Tool and Ladder Maintenance
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Appendix A – Light Vehicle Pre-Trips
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Appendix B – Pre-Trip for Equipment other than Trucks
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Appendix C – Broken Tool Repair Log
Broken Tool Repair Log
Tool
Make

Model
#

Tool Shop(s)
Descr.
ER#
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Date
Date
Reported Shipped

Tool
Repair
Company

Date
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Appendix D –Ladder Risk Assessment Checklist
Supervisor Name

Signature

Person Performing Assessment

Signature

Date:

Location:

Before Choosing a Ladder ** If the ladder is the wrong tool for the job or cannot be used safely, a work platform must be used.
Only one worker will be using a ladder for access.
☐Yes – OK
☐No – Proceed with Caution
Will worker be carrying tools or materials up ladder:
☐Yes – Fail
☐No – OK
Work task on the ladder require handling heavy loads or unstable objects?
☐Yes – Fail
☐No – OK
Can worker maintain 3 point contact?
☐Yes – OK
☐No – Fail
No fall protection required (less than 10 feet)
☐Yes – OK
☐No- Fall Protection Plan needed
How long will worker be using the ladder for a task?
☐<15 mins – OK ☐>15 mins – Use Caution ☐> 1 day DO NOT USE
General Requirements
Have workers received proper information, instruction and training?
☐Yes
☐No
Are manufacturer labels legible?
☐Yes
☐No
Is the ladder Grade 1, 1A or 1AA for use in construction?
☐Yes
☐No
Is the weight capacity OK?
☐Grade 1 – 250 lbs
☐Grade 1A – 300 lbs
☐Grade 1AA – 375 lbs
Is ladder designed to meet acceptable CSA or ANSI standards?
☐Yes
☐No
Has ladder been visually inspected before each use on shift?
☐Yes
☐No
Has ladder been set up and placed correctly?
☐Yes
☐No
Firm and level surface?
☐Yes
☐No
Leaning at 75 degree angle?
☐Yes
☐No
If providing access egress to upper landing, projects 3 feet above upper landing?
☐Yes
☐No
If providing access/egress to upper landing, is secured in place?
☐Yes
☐No
In all cases, secured to ensure stability if conditions exist that may cause it to be unstable?
☐Yes
☐No
Workers will not be on top two rungs of ladder?
☐Yes
☐No
Ladder Parts
Free of defects (cracks, bends, breaks, splits, sharp edges, corrosion, rust, rot, decay)
☐Yes
☐No
Rungs and steps are free of mud, grease, oil, snow or slippery substances
☐Yes
☐No
Rungs, steps and side rails are connected securely
☐Yes
☐No
Bolts, rivets, nails and screws are secure
☐Yes
☐No
Moving parts move freely without binding or too much play
☐Yes
☐No
Safety shoes or padded feet are in good repair and clean - not missing or loose
☐Yes
☐No
Slip resistant tread on feet is in good condition
☐Yes
☐No
Extension Ladders
Metal bearings in locks, wheels, and pulleys are lubricated
☐Yes
☐No
Locks or latching mechanisms are not missing, broken or loose
☐Yes
☐No
Locking guides or brackets engage properly
☐Yes
☐No
Rope tracks properly in the pulley
☐Yes
☐No
Ropes are not frayed, cut, badly worn, burned or showing mildew or rot
☐Yes
☐No
Ropes are free of tangle
☐Yes
☐No
Stepladders
Spreader bars are tight and have all rivets
☐Yes
☐No
Spreader bars open fully and lock
☐Yes
☐No
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Policy – Training and Communication
The purpose of the health and safety training communication system is to provide a positive guideline for
communicating health and safety policies and procedures to the workforce and also for the workforce to
communicate any health and safety concerns to management.
The intent of this component is to outline the three key activities related to health and safety: first, to ensure
that workers are competent and qualified to perform their work; second, to provide the instruction required by
law; and third, to hold safety meetings which are a form of training that, when given, promote the desire to
work in a safe manner while achieving a desired level of quality and productivity.
Management provides appropriate health and safety training for all employees where it is require by legislation
and when it is necessary to ensure employees perform their work safely.
Each project maintains up to date records of each safety meeting identifying the health and safety instruction or
training received, and the date the meeting took place.
This Policy applies to all LNB Construction Inc. employees, contractors, vendors and visitors.
The mandate of this policy is to ensure that all employees at all levels of the organization receive adequate
knowledge, skills and experience necessary to competently perform their jobs by:
 Identifying all training or learning needs and processes are in place in order to ensure competency at all
levels of the organization
 To describe how training and learning needs and competence requirements are managed and assessed
No person shall perform any job or task that is beyond their ability to safely do so. Senior Management will
ensure adequate resources are provided to ensure that all employees follow a structured process to ensure the
required competencies in undertaking their duties.
Senior Management will establish and implement an effective needs analysis process to identify training and
development needs and will establish processes and organizational structure to ensure competency on all levels.
The HSE Manager will monitor the training of the personnel against the identified training requirements and
address any gaps.
HSE Manager will also ensure that employees at all relevant levels are made aware of:
 The importance of conformance to all policies, procedures and rules
 Significant HSE impacts related to their work activities
 Their roles and responsibilities in achieving conformance to HSE policies and HSE management system
requirements
 Potential consequences of any departures from specific operating procedures
 All relevant objectives and targets
 Skills, knowledge, behaviours and experience required for the organizational role that they are fulfilling
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Managers and Supervisors, with the support of Human Resources and HSE Department, will maintain a list of job
titles and roles and conduct needs analysis for each position to determine the necessary skills and capabilities,
as well as associated training and development requirements, for each position. A review of this inventory will
take place at a frequency of no more than 3 years or as new roles are developed.
Line management will ensure on an ongoing basis that their personnel are competent to undertake their duties,
will monitor the training of their personnel against the identified training requirements, address any gaps and
will maintain training records.
This will include but will not be limited to LNB Construction Inc. orientation for workers, visitors, delivery drivers
and those not performing “hands on work.”
Employee induction or orientation includes an introduction to the LNB Construction Inc. safety culture and an
overview of wide safety requirements and may include:









Area specific orientation
Area specific training
New hire/transferred employee orientation 30 day follow up
Critical task review prior to the first time performing a task
Refresher training
Applicable CSTS/OHS examinations in progression training
Capability model requirements
Accredited training requirements

The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February15, 2018
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Guidance
The Alberta Occupational Health and Safety Code 2009 and BC Occupational Health and Safety Regulations
define worker competence as someone, who is adequately qualified, suitably trained, and have sufficient
experience to safely perform work without supervision or with minimal supervision.
a. Adequately qualified means a degree, diploma, certificate, etc. appropriate to the work being
performed.
b. Training includes health and safety orientation, specific instructions related to the job or worksite, and
on-the-job training.
c. Sufficient experience is the length of time worked under direct supervision until competence can be
confirmed through demonstrated performance.

Responsibilities
LNB Construction Inc. regards the health and safety training of its employees of highest priority and is
committed at the highest level of management in this respect. The training and communication is a shared
responsibility of all employees and requires co -operation and collaboration between all management and
personnel.

Senior Management
Key Responsibilities
Understands that training, communication and facilitating these activities are of the utmost importance.
Makes resources available for the training and communication of safety policies, practices, procedures
and overall training for the entire workforce.
 Holds employees accountable for participating in the activities.
Leadership









Establishes training and communication as a high priority.
Maintains awareness of training and communications concerns and issues.
Supports corporate training and education policies and procedures.
Sets training and communication targets and goals for LNB Construction Inc.
Maintains control, responsibility, and accountability to ensure a proper educational environment is
provided and appropriate steps are taken to ensure employees are adequately trained to perform their
tasks safely.
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Manager
Key Responsibilities
Provides leadership and support in training and educational programs within the operation. Leadership
is demonstrated through the actions listed below.
Leadership








Embraces and promotes the training and education of the workforce.
Demonstrates a commitment to training and education by following the training requirements and
participation as set forth in the regulations.
Reviews Company training statistics and reports and identifies and implements corrective actions if
required.
Takes corrective steps, including ensuring resources are in place in an appropriate and consistent
manner to address all training and educational issues.
Takes a positive, proactive approach to education and communications

Supervisor
Key Responsibilities
Promotes site training and communication and maintain a positive attitude with crews by following the
leadership points listed below.
Leadership















Demonstrates a commitment to training and educating the workforce.
Ensures all workers receive a new hire orientation prior to starting work or changing projects.
Trains workers in their specific jobs or tasks.
Measures the knowledge and competency once training has been completed.
Holds safety meetings at least once a month and tailgate meetings weekly.
Participates in and solicits participation from others in these meetings.
Records and documents all meetings and training activities.
Holds employees accountable for participating in training and activities and requires them to be part of
the process.
Provides safety training and education in a positive and constructive manner.
Assists employees in training, education and establishes goals and objectives for these employees.
Provides instruction to workers in practices and procedures. As part of the routine duties, the
supervisor requires employees to be part of the education and communication process.
Evaluates and monitors all training activities. Takes action to ensure employees understand and
comprehend the training. Engages and measures employee competency.
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Employee
Key Responsibilities
 Participates and is involved in all training and educational activities.
Leadership





Participates positively in training and educational activities.
Actively participates in required safety meetings, inspections, and training classes.
Asks the supervisor when unsure of how the activity is to be performed in a safe manner.
Contacts supervisor for the appropriate training when unsure of the task to be performed.

HSE Department
Ensures that Training or Learning programs or courses developed internally or selected from an external source
meet the minimum specification established by Governing Regulations
All programs must be approved by the HSE Department.
HSE Department shall formally review and update the LNB Construction Inc. orientation and induction process
every three (3) years or when required.

Safety Meeting Types
The primary vehicle for ongoing safety awareness and the exchange of safety information is the safety meeting.
The safety meeting is vital to establish a strong communication system. There are three basic types of meetings.

Tailgate Safety Meeting
The weekly Tailgate Safety Meeting provides timely information on health and safety items that relate to project
activities.
Tailgate safety meetings are conducted weekly by supervisors and/or lead-hands and provide an important
communication link to each crew. These meetings must be held each week within the first two days of the week
at a minimum. Topics for discussion should pertain to health and safety matters only. Minutes of these meetings
are recorded on the Tailgate Safety Meeting Form. The minutes must be posted for at least one week and then
filed.
Attendance at the meeting is MANDATORY for all members of the crew. Each member’s name must be recorded
on the Tailgate Safety Meeting Record. Anyone missing must be informed about meeting topics and discussion
items. They must review and sign off on the meeting document.
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General Safety Meeting
The General Safety Meeting is one of a larger variety, which may include the entire project. In most cases the
Supervisor or the Project Manager holds this meeting. This meeting is at the discretion of the Project Manager
or Supervisor.
Both of the meeting types mentioned above must contain the following:






Review of minutes of the previous meeting, including status on any concerns raised.
Review of incident(s) reported since the last meeting, including status of corrective action
recommended and taken
Review of planned inspections conducted since the last meeting, including status of corrective actions
Comments and concerns of workers.
Presentation of safety or health topic.

The meetings must:






Start and end on time.
Stay strictly on safety topics.
Be conducted in an orderly manner following a prepared agenda.
Allow for worker contributions.
Have minutes recorded.

Management Meeting
Management meetings deal with production, purchasing, public relations and other issues associated with
running the entire Company operation. Management also reviews health and safety activities and incident
trends to determine any necessary courses of action.

Annual Company Meeting
Annual company safety meetings will occur on a suitable date in the off-season. The OH&S
Committee members decide whether the frequency of these meetings needs to be increased. Employees will be
notified of any additional meetings. Employees are expected to actively participate in safety meeting
discussions. Topics of discussion will include:







Company policy statement and direction by Senior Management.
Previous year safety statistics.
Review of any major incidents and trends.
Direction of health and safety program for next year.
An open forum for improvements and ideas.
Changes to legislation, industry standards and company policy.
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Monthly Job Site Meeting
Monthly job site meetings will be held the first Monday of every month (at the discretion of the superintendent)
at jobs with durations longer than 30 days. The project superintendent will conduct the meeting and topics of
discussion will include:








Incidents occurring within the previous month as well as any noticeable trends.
Review of previous months inspections.
Review of emergency procedures.
Review of any unsafe practices observed.
Ensure adequate type and quantity of PPE.
Any changes in legislation, industry standards, or company policies that affect job procedures.
Open forum for safety related topics pertaining to job site.

Pre-job Meeting
Pre job meetings will occur prior to a job starting and will include the project superintendent and job supervisor.
Topics to be discussed during this meeting include:
Scope of work and work area
Project schedule
Hours of work schedule
Days off and holiday schedule
Critical points on project schedule
Review of regulatory requirements

Job procedures
Safety equipment requirements
Emergency procedures and contacts
Location of safety equipment
Hazard assessment
General discussion and other job related business

Toolbox Meeting






Tailgate meetings shall be held weekly or whenever there is a significant change in job site hazards. The
purpose of the weekly tailgate meetings is to inform all personnel of the jobs being conducted
throughout the site, the hazards they present and safe work procedures to be used. Supervisors should
discuss the results of the weekly job site inspection and hazard assessment.
These meetings also present an open forum for everyone to address any safety concerns they may have
as well as comment on current safe work procedures and offer suggestions for improvements.
These meetings should be approximately 10-15 minutes in length and are intended to be informal.
Records of each meeting will be kept and follow-up ideas and improvements will be monitored.

Health & Safety Manual
Created: 2005
Revised: Feb. 4, 2018

Page 9 of 33

Element 8 –Training & Communication

New Hire Orientation
Every individual or sub-trade employed by LNB Construction Inc. on a project site is required to attend a safety
orientation prior to commencing work. This is generally referred to as a “Site Orientation”.
LNB Construction Inc. orientation package includes payroll, Human Resources and Health and Safety information
to be reviewed. There is also a sub-contractor form, which the sub-contactor’s supervisor must review and sign
off by -site.
Each Company employee must acknowledge receipt of, review of and understanding of the hazards inherent to
that project.
To ensure that all employees are competent and prepared to perform the duties of their position, LNB
Construction Inc. Human Resources department shall:








Verify that all prospective employees have adequate and relevant degree, diploma, certificate, and/or
experience prior to offering permanent employment. Checks may include physical demands testing,
medical baseline tests for entry/exit and relative Occupational Health and Human Resource tests.
Checks shall also be completed with appropriate authorities and agencies to determine the validity
and status of qualifications, licenses and certificates presented by potential employees, as well as
personal reference checks.
Copies of all relevant certificates are to be kept in the employee’s personnel file.
Ensure that all new hires receive an LNB Construction Inc. orientation on their first day of employment
and that records of orientations are kept in the training record system.
Ensure that all new hires receive an HR induction. This shall include introduction to all pertinent HR
policies (Drug and Alcohol, etc.), introduction to LNB Construction Inc. company-wide safety policies and
procedures, and an introduction to the LNB Construction Inc. safety culture.
Issue the required HSE Management system reference study material.

New Employee Orientation
Prior to any employee, visitor, supplier or other person entering a work site, an orientation must be completed.
The orientation shall consist of (this list is not exhaustive):










Standard safe work procedures and practices.
Required Personal Protective Equipment (PPE).
Location of first aid and medical facilities.
Evacuation and emergency response procedures.
Mandatory compliance with Health and Safety program.
Procedure for reporting hazards and incidents or accidents.
Recognition and review of any existing hazards.
Activities which could create a hazardous workplace.
Possessing or consuming intoxicants in the workplace.
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Reporting to the workplace in an impaired state.
Operation of equipment without proper training.
Posting of applicable information.

Verification Records
Training will be verified through the following records:










Training records.
Safety and tailgate meeting notes.
Annual performance reviews.
Operator equipment certification.
Driver’s license.
WHMIS certificate.
First aid certificate.
Resume.
Training course attendance records.

Additional documentation may be taken into consideration.
All LNB Construction Inc. employees shall provide the following information prior to commencing employment:






Copy of current driver’s license.
Copy of driver’s abstract current within 7 days.
Copy of all applicable training courses and certificates.
Resume.
Proof of WHMIS training.

All persons shall complete the applicable orientation forms prior to entering any workplace.
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Orientation Checklist
How to Conduct an Orientation
There are four basic steps to any training or orientation session.
Step 1: Evaluate the situation
First decide what areas the worker needs training in. If this is the worker’s first company orientation, plan for a
thorough training session. If you are re-orienting the worker, you probably won’t need to do the complete
orientation – just focus on the topics that relate to the project’s hazards.
Step 2: Train the Worker
Sit down with the worker and go over the checklist. Walk around the site to show them hazards, first aid
facilities and to demonstrate specific work procedures. (You can do this yourself or assign someone else).
A typical new hire orientation should take anywhere from three to five hours. An effective orientation should
make employees aware of potential hazards and let them know who to talk to if they have questions about
health and safety.
Step 3: Test the Worker
Make sure the employee understands the training. There are two methods used to check for comprehension:


A written exam is administered after the orientation is completed. 80% on this test is the only
acceptable mark. If not achieved, the questions which are incorrect should be reviewed with the
employee.



Always test employee’s knowledge by asking about specific procedures or general requirements; for
example, when and where they need to use personal protective equipment. Follow up later; ask
employee’s questions within a few days and periodically over the next month or two to ensure they
understand the material covered.

Step 4: Keep Records of the Orientation
Be sure to document all training. An orientation checklist helps with covering all the key topics when training a
worker. Give copies of the checklist and other relevant materials to the worker and keep copies for your own
records.
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How to Fill Out the Orientation Checklist
The orientation checklist covers the topics specified for the employee’s training and orientation. Once the
Supervisor and the employee have reviewed the New Hire Orientation check list, a signature is required on the
bottom of the page.
Provide employees with the written Company contact information from their supervisors. If possible, introduce
them to their supervisors immediately. (New Hire Orientation Handbook, Please print your name and phone
number in the back of the book under “Notes”)
Go over the responsibilities specified in sections 115-117 of the Workers Compensation Act. Make a copy of the
Act and the Occupational Health and Safety Regulation available to workers, or point them to the online version
at WorkSafeBC.com.
Employees have the responsibility to refuse to perform work, if they believe it may be dangerous to themselves
or others, and they cannot be punished for doing so.
Employees must report hazards immediately to their direct supervisor.
Employees need to know about project hazards and hazardous products such as paints, solvents, or cleaning
products. Employees must be aware of how to handle and dispose of such products safely, and where to find
more information (for example, on product labels and MSDS). If employees are uncertain about proper
procedures, they should always talk to his/her supervisor.
Demonstrate specific tasks (for example, cleaning equipment or using ladders) and safe work procedures (for
example, locking out equipment before cleaning or repairing it).
Employees are to immediately report any violence, directed toward them, to their supervisor.
Make sure employees know what to do if they or someone else is injured. They need to know where to find a
first aid station, the first aid attendant, and who to report the injury to (all injuries must be reported).
Explain evacuation procedures. Show employees emergency exits, meeting points, locations of fire alarms and
fire extinguishers, and how to use extinguishers.
If employees need to use Personal Protective Equipment (PPE) – for example, respirators while painting – tell
them what equipment to use, and teach them how to use it properly.
Where applicable, introduce employees to committee members or the worker safety representative and identify
the location of the joint health and safety committee (JHSC) minutes. Tell them who is on the JHSC as the safety
representative for the project
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Area Orientation and Specific Safety Training
Management shall:
 Ensure that all new hires and transferred employees receive an area orientation preferably on the first
day but at least prior to being allowed into any operating area and that records of the orientation are
kept in the training record system.
 Ensure that all new hires and transferred employees receive identified area specific safety training as
scheduled and that records of the training are kept in the training record system.
 New or transferred employees in leadership roles shall receive an EHS orientation/induction that
covers the new specified activities for that role.

Safety Representative Specific Training
Supervisors and Management with support of HSE will:
 Ensure that safety training is obtained;
 Ensure that training records are maintained;
 Ensure that a review of safety representative training takes place every 3 years.

Job Specific Training
Job specific training/instruction of employees is conducted when:




A new employee is hired
An employee is assigned new or different work
An employee is moved to a new location

The immediate supervisor or designate will conduct the training and will cover, at minimum, the following
topics:





Review of relevant work practices and procedures.
All known safety hazards and methods of control.
Evaluation of the employees’ knowledge and work experience to determine level of competence on
various job types.
Competence will continually be evaluated though ongoing instruction, observation and coaching.

Training can vary in length depending on task complexity and employee competence. All records of training shall
be kept in the employee personnel files. Job specific instructions are conducted by the immediate supervisor.
The supervisor provides the employee with all necessary information to perform the job safely and correctly.
This training is documented on the Job Specific Training Log.
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Formal Training
All employees receive the required training specific to their employment rules. Documentation of any existing
training the employee has obtained is photocopied and filed including a license to operate equipment (including
a driver’s license), required by the job.

Supervisors / Managers
Under OHS legislation, supervisors and managers are the company representatives to our clients and workers.
Our program increases the understanding of HSE management skills, legislative responsibility, and compliance
and due diligence assurance. Supervisors and managers are encouraged to take the follow courses:










Leadership in Safety Excellence
CSTS
Standard First Aid
Substance Abuse Awareness (2 days)
Incident Investigation
Workplace Inspections
Hazard Assessment
Due Diligence
Supervisory Course

Personnel employed with our Company are offered training programs. Some programs are mandatory, others
are selective. Our company is involved in our safety training programs. Personnel are invited to suggest safety
training programs they would like to attend. Field workers receive training for their specific needs.
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The training may include, but is not limited to:
First Aid and CPR

CSTS

WHMIS

Rigging Safety

H2S Alive

Pipe and Cable Locating

Ground Disturbance

Hearing Conservation

Fall Protection

Ergonomics

Confined Space / Gas Detection

Scaffolding

Lock out Procedures

Man lift / Mobile Work Platform

Welding and Cutting

Driver’s Education

Crane Operations

Collision Avoidance

Industrial Hygiene

Transportation of Dangerous Goods

Electrical Safety

DOT Operator Qualifications

Safe Work Permit or Permitting / Work Authorization

Incipient Fire Fighting

Reporting (hazards, spills, incidents and near hits)

Personal Protective Equipment and Respiratory
Protective Equipment

Training in Accident Reduction Techniques

Leadership in Safety Excellence

Emergency Preparedness and Response

Prime Contractor

On the Job Training
On the Job Training (OJT) may be conducted for any critical task or other task as determined by:




Severity of hazard.
Frequency of task.
Degree of accident.

Training will be evaluated, by a qualified individual, based on safe work procedures. Documentation of training is
the responsibility of the immediate supervisor and shall be submitted to the office on a timely basis. All records
of training shall be kept in the employee personnel files.
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Distribution of Information
Information related to the Health and Safety Program will be distributed via one or more of the following:






Email.
Company newsletter.
Safety bulletin board.
Insert included with pay check.
Safety meetings.

Employees are required to monitor these forums and are expected to be aware of all information being
distributed.

Training Program Development
LNB ensures that:


A Task Inventory Process is used to identify HSE risks and controls for each task and identify high risk
tasks that require procedures or work practices; and



The Learning Needs Analysis Process is used to determine the knowledge and skills required to support
effective performance in a position and to determine whether an in house training program should be
developed or the training purchased from a third party.

Training Program
LNB ensures that:






All training shall require a system that confirms attainment of knowledge and skill level prior to
determining an employee competent;
A yearly plan is developed, showing training by employee, shift, area or business area and on a monthly
basis produce an update showing training progress for review.
All refresher training shall be completed as per the above guidelines and records of the training kept in
the training record system;
All “hands on” employees shall ensure their competency by reviewing procedures for critical tasks prior
to performing the tasks or at least once per year.
All training data is entered for of all developmental elements (qualifications, courses, development
plans, job or position requirements) in the training and record keeping system, required for training
planning.
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Where in-house training is used:








Courses shall be developed following industry recommended best practices which conform to training
and events governance and processes;
Training timelines and skill expectations at each timeline shall be developed;
A system for following up and ensuring employee competence and formal sign off shall be developed
and maintained;
Records of all training (including field observations) shall be kept in the training record system;
A system shall be developed and maintained which ensures competent trainers are selected, they are
trained and maintain their skills /qualifications, and they are routinely audited; and
The training courses will be routinely reviewed and updated as per the Task Inventory
Process, and Task Analysis Process.

LNB Construction Inc. shall ensure a process to identify, develop and ensure competent Trainers through
ongoing assessments. This will include but not be limited to:



Completion of Train the Trainer Course
Annual development activity

Forms
Forms are to be utilized as a management instrument to document facts or used as a checklist to ensure all
items have been completed.







Area Orientation Check Sheet
Site Orientation Checklist
Subcontractor Checklist (see Element 17)
Toolbox Safety Meeting Record
Experienced Operator Proficiency
On the Job Training
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Definitions
Annual Review
Training programs are reviewed to evaluate their efficiency. Employee questionnaires solicit feedback on
training programs and needs. The Human Resource and HSE departments evaluate this information and
present plans for training programs to Management.
Audit Job Qualification Training
The process involves review of documentation and interviews with employees to ensure the effectiveness of
training. The Human Resources and HSE departments look at recent qualifications and select a sample pool of
employees to survey.
Capability Development Plan
A training plan customized to individual needs for present and future job positions. It may include job specific,
safety and legislative categories as well as general self-improvement and leadership tools.
Competencies
Any attitude, skill, behavior, motive or other personal characteristic that are essential to perform a job, or more
importantly, differentiate superior performers from solid performers.
Educational Assistance
To encourage education and skill development, the company may pay for courses that lead to a degree or are
relevant to the employee’s present or future position. If an employee is taking an external course through an
educational institution, they can apply for financial assistance. Any educational assistance the employee
received is recorded upon completion of the course.
Hands on work
Is any work activity that is performed outside of an office environment, on a designated work site, that involves
any type of physical activity but is not limited to measuring, cutting, placing, working at heights, etc., performed
by craft workers; engineering personnel; vendor representatives or management personnel of a contracting
firm.
Incident Analysis
These reports are reviewed to identify any areas where additional training may be required.
Initial Qualifications
To determine the training a new or transferred employee requires, the difference between the employee’s
existing skills and the skills the job position demands must be evaluated. The training may be scheduled before
the employee begins working at a new position, or instruction may take place on the job. Employees must be
notified of any changes to general training requirements.
Job Task Observation
Employees use task observation to verify the effectiveness of procedures, adequacy of training and procedure
compliance.
Management of Change
Any change to equipment or materials, processes, procedures; organizational structure, other operating
activities or any changes to job responsibilities that alter the training requirements of personnel must be
reflected in the employee training needs.
Re-certification
For specific competencies, a re-certification may be required by the Governing Regulations to ensure that the
required skills and knowledge have been retained in order to minimize risks.
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Refresher Training Programs
These programs are scheduled to update employees’ knowledge and to practice skills which are used
infrequently. Selection and frequency is determined by a review of Hazard Analysis, incident analysis, surveys
and any legislative requirements.
Resources
May include trainers (internal/external), computer based training modules, books, manuals, lesson plans, video,
course catalogues, off-site courses, training consultants, training plan counseling, training room and facilities,
financial assistance, swing operators to help with training or free up the trainee for training.
Testing/Certification
After the training course or program is completed, employee competency may be evaluated through written
and/or oral tests.
Trainee Evaluation
Upon completion of each internal program, employees evaluate the effectiveness of the training course and
their trainer. The Human Resource and Training department reviews these evaluations and makes any changes
necessary to improve the program.
Training Database
A database is maintained to record the date, duration and type of courses taken by employees. A qualifications
catalogue is maintained in the LNB Construction Inc. training records system. This data can then be used to track
employee training and to aid in succession planning.
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Appendix A - Area Orientation Check Sheet
Orientation Check Sheet – Site Wide Minimum Requirements
Topics
1. Discuss purpose of employee orientation
2. Introduction to department personnel including but not limited to Senior Management and area / shift
safety representatives
3. Explain department organization, hours of work, lunch and coffee breaks
4. Explain the reporting of injury/illness, absenteeism due to injury/illness (phoning supervisor in case of
sickness and details of modified work program in the area)
5. Explain booking of holidays and stats
6. Explain where/how to find standards and procedures
7. Discuss responsibilities under OH&S - refusal to work on grounds of imminent danger
8. Explain the LNB Construction Inc. Code of Conduct (progressive discipline guide)
9. Discuss employee expectations
10. Review area specific general health and safety rules (if not covered in an Area specific orientation).
11. Review area PPE requirements
12. Discuss area health hazards, WHIMIS, how to access MSDSs,
13. Review what to do in an emergency, 911, evacuation routes, meeting points, fire drills, mock exercises,
bomb threat, etc.
14. Discuss the permit system
15. Discuss reporting of accidents and incidents and any hazards
16. Discuss housekeeping standards
17. Discuss environmental care goals, emission control points, expectations , compliance
standards/requirements,
18. Environmental Incident Reporting Procedure,
19. Discuss the area specific (detailed) use of FLHAs.
LNB Construction Inc. Orientation must:
1. Be conducted for all new and/or transferred employees;
2. Be given to those employees who have been absent from the worksite for one year or longer;
3. Be started within 3 days of employee being hired or transferred.
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Appendix B – Site Orientation
Date:

Employee Name:

Signature:

Site/Job:

Position/Task:

Site JOHSC Rep Name:

Signature:

Person Providing Orientation (name, position)
Person Providing Orientation (signature)
Topic

Initials
(trainer)

Initials
(worker)

Comments

1.
Supervisor Name:

2.

Contact Information:
Rights and Responsibilities



3.
4.
5.

General duties of employers, workers and supervisors
Worker right to refuse unsafe work and procedure for doing so


Worker responsibility to report hazards and procedures for doing so
Legislation
Legislation – where to find OHS Regulations at site
Workplace Health and Safety Rules
Known site specific hazards and controls discussed
Personal Limitations
☐Clear Instructions
☐Trained for Tools and Tasks
☐Working Alone
Environmental
☐Weather Conditions
☐Heat Stress/Cold
☐Lighting Levels
☐Waste Disposal

Ergonomic
☐Working in Tight Areas
☐Parts of Body in Line of Fire
☐Crush Points Identified
☐Repetitive Motion
☐Slip/Trip Potential
☐Proper Lifting

Reviewed at General
Orientation (GO)

Reviewed at GO
Reviewed at GO
Hazard Reporting and
Processes Reviewed at
GO

Activity Hazards
☐Airborne Particles
☐Material Storage
☐Chemicals, HaZMat, MSDS
☐Mobile Equipment
☐Communications
☐Noise
☐Confined Space
☐Other Workers in Area
☐Critical Lift
☐Overhead Hazards
☐Dangerous Pressure
☐Power Tools and Cords
☐Electrical
☐Protection of Public
☐Excavations
☐Traffic
☐First Aider, Eyewash, Supplies
☐TDG
☐Flammables, Fire, Fire Extinguisher
☐Vehicles
☐Gases
☐Ventilation
☐Hand Tools
☐Working Near Water
☐Housekeeping
☐Working at Heights
☐Ladders
☐High Risk Positioning
☐Lifts, Hoisting, Rigging
☐Lockout/Tagout
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Topic

Initials
(trainer)

Initials
(worker)

Comments

6.

Site/Task Specific Safe Work Procedures for Carrying out Tasks:
1.
2.
3.
4.

7.

Procedures for Working Alone or in Isolation
☐Discussed
☐Does not apply to this job site

Reviewed at GO
Review site details with
Supervisor if applicable

8.

Measures to reduce the risk of violence in the workplace and procedures for dealing
with violent situations
Personal Protective Equipment, what to use, when to use it, where to find it, how to
use it.

Reviewed at GO

9.

☐Hard Hat
☐Gloves
☐Eye Protection
☐High Vis Clothing
☐Hearing Protection ☐Face Protection

☐Approved Safety Footwear
☐Respirator
☐Fire Proof Clothing

Reviewed at GO
Review site details with
supervisor

Other:
1.
2.
10

First Aid – First Aid Attendant and Contact Information
Name:
Contact Info:

Injury Reporting Reviewed
at GO - Ensure FA
attendant and contact
information is posted

11

Emergency Procedures – Review and Check all
☐Locations of emergency exits and meeting points
☐Locations of fire extinguishers and fire alarms
☐How to use fire extinguishers
☐What to do in an emergency situation

General Emergency
Procedures reviewed at
GO. Review site
specific and Site Safety
Plan.

12

Basic contents of the occupational health and safety program.
Hazardous materials and WHMIS – Review and Check Items 1, 4 and 6
1. ☐What hazardous materials are at the workplace/ worksite

Reviewed at GO

13

2.

Purpose and significance of hazard information on product labels

3.

Purpose and significance of material safety data sheets

4.

☐Location of material safety data sheets

5.

How to handle, use, store and dispose of hazardous materials safely

6.

☐Procedures for an emergency involving hazardous materials, including
clean up of any spills
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14

Contact information for the Occupational Health and Safety Committee or Worker
Health and Safety Representative
Site Safety Representative Name:
☐Site Safety Representative Contact Information is posted at site
☐Location of JOHSC minutes identified

Reviewed at GO
Review Site Specific
Introduce JOHSC Rep
Identify Location of
JOHSC meeting minutes

I acknowledge the following safety tickets are required for this site and are in my possession:
Standard First Aid AB ☐
OFA Level 1 BC ☐
H2S Alive ☐

Ground Disturbance Level 3 ☐

S100 ☐

Transportation of Dangerous Goods ☐

WHMIS ☒

Fall Protection ☐

Confined Space ☐

Other:

Site JOHSC Safety Rep Name:

Signature:

Worker Name:

Signature:
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Appendix C – Tool Box Meeting (Paper/Pad Version)
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Appendix D – Tailgate Meeting and Hazard Assessment – Electronic Version
Supervisor:
Worker Rep:
Job Site:
SCOPE OF WORK
Planned events for the day:
Equipment and Tools Required:

Completed by:
Weather:
Date:

Description of Task

Hazard
PERSONAL LIMITATIONS
☐Clear Instructions
☐Trained for tools and tasks
☐Working alone
ENVIRONMENTAL
☐Weather conditions
☐Heat stress/cold
☐Lighting levels
☐Waste Disposal
ERGONOMICS
☐Working in tight areas
☐Parts of body in line of fire
☐Crush points identified
☐Repetitive motion
☐Slip/trip potential
☐Proper lifting
ACTIVITY HAZARDS
☐Airborne particles
☐Chemicals, HazMat, MSDS
☐Communications
☐Confined space
☐Critical lift
☐Dangerous pressure
☐Electrical

S

F

R

Hazard
ACTIVITY HAZARDS
☐Excavations
☐First Aider, eyewash, supplies
☐Flammables, fire, fire exting.
☐Gases
☐Hand tools
☐Housekeeping
☐Ladders
☐High risk positioning
☐Lifts, hoisting, rigging
☐Lockout Tagout
☐Material storage
☐Mobile equipment
☐Noise
☐Other Workers in area
☐Overhead hazards
☐Power tools and cords
☐Protection of public
☐Traffic
☐TDG
☐Vehicles
☐Ventilation
☐Working near water
☐Working at heights

Other meeting topics discussed:
Corrective actions required:
Action

Assigned To

Initial

S

F

R

Name

Initial

Completion Date

Safe Operating Procedures to Review
Safe Work Practices to Review
JHA Required? ☐Yes
☐No
Worker contributing comments, suggestions
Worker comments about SOP or SWP
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Appendix E – Experienced Operator Proficiency
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Operator Proficiency Rating
To Be used in Conjunction with Operator Proficiency Form

Operator # 1
-An Operator with more than 5 years’ experience operating and is classed as a finisher

Operator #2
-An operator with more than 3 years’ experience and can operate a wide range of
equipment.

Operator #3
An operator who has minimal experience on equipment and who will need more training.

Haul Truck #1
-A driver with more than 5 years’ experience driving a variety of haul trucks.

Haul Truck #2
A driver with more than 2 years’ experience on a variety of haul trucks.

Haul Truck #3
A driver with less than 2 years’ experience on a haul truck or is still in the training stage.
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Appendix F – On the Job Training
Date:

Employee Name:

Signature:

Site/Job:

Position/Task:

Trainer Name:

Signature:

Description of Training:

Time Training Started:
Time Training Ended:
Total TimeTrained:
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Policy – Inspections and Monitoring
LNB Construction Inc. believes its employees are its most important resource. Thorough inspections of all tools,
equipment and worksites protect the health and safety of our workers.
Formal inspections are to be conducted at stipulated frequencies and documented. Informal inspections are to
be done on an ongoing basis prior to all employee activities. Management is responsible for the overall
operation of the program, by directing formal inspections on job sites that they control, and for involving
workers in such inspections. Supervisors are responsible for conducting ongoing formal and informal inspections
where their crews are working. Employees are responsible for participating in the inspection program, both
formal and informal.
The inspection identifies conditions and hazards in the workplace which can lead to an incident. Inspections also
identify positive conditions, behaviours, and observations.
During an inspection, both activities and conditions in the workplace are carefully examined. Situations that
have the potential to cause injury or damage (unsafe acts or unsafe conditions) are identified and corrective
actions are initiated.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018

Health & Safety Manual
Created: 2005
Revised: April 24, 2017

Page 3 of 17

Element 9 – Inspections and Monitoring

Health & Safety Manual
Created: 2005
Revised: April 24, 2017

Page 4 of 17

Element 9 – Inspections and Monitoring

Responsibilities
LNB Construction Inc. regards the workplace health and safety inspection as the highest priority. It is committed
to eliminating and controlling all hazards. Health and safety inspections are a shared responsibility for all
employees and require the co-operation and collaboration between management and employee personnel.

Senior Management
Key Responsibilities
Provides high-level control of health and safety inspections concerns/issues and facilitates resolutions of
same, if unresolvable at a lower level.
 Makes resources available for the health and safety inspections to be conducted, and holds
management and employee personnel accountable for corrective actions.
Leadership







Establishes a health and safety inspection program as utmost importance.
Maintains an awareness of health and safety concerns and issues that arise from health and safety
inspections.
Sets health and safety inspection targets and goals for LNB Construction Inc.
Maintains control, responsibility, and accountability for ensuring a proper work environment is provided
and appropriate steps are taken to ensure employees perform safety inspections, corrective actions are
completed and information is posted for all to review.

Manager
Key Responsibilities
Provides leadership and support to ensure health and safety inspections are being completed as per
program requirements. Leadership is demonstrated through the actions listed below.
Leadership









Embraces and promotes health and safety inspections.
Demonstrates a commitment to health and safety inspections by following the program requirements
consistently.
Incorporates health and safety inspections results into meetings and discussions.
Reviews health and safety inspection statistics and reports to identify and implement corrective
action(s).
Takes corrective steps, including discipline as necessary, in an appropriate and consistent manner to
address health and safety inspection issues.
Takes a positive, proactive approach to health and safety inspections.
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Supervisor
Key Responsibilities
Promotes health and safety inspections and maintains a positive attitude with the crew by following the
leadership points presented below.
Leadership











Demonstrates a commitment to health and safety inspections by following LNB Construction inspection
and monitoring program.
Provides and implements the health and safety inspection program at your work area.
Involves employees in health and safety inspections and in the development and implementation of
corrective action(s).
Ensures health and safety inspection reports are posted.
Performs health and safety inspections in your work area on a weekly basis as per program
requirements.
Ensures deficiencies are corrected in a timely and prompt manner.
Communicates results of health and safety inspections to the workforce.
Inspects all areas of the work area formally and informally, ensures deficiencies and causes that are
identified are corrected in a timely manner. This information must be communicated to the appropriate
personnel.

Employee
Key Responsibilities
Performs assigned duties in a safe manner when conducting a health and safety inspections. Complies
with the procedures listed below.
Leadership







Demonstrates a positive health and safety attitude with regards to inspection process.
Actively participates when required in the health and safety inspection process.
Assists supervisors in correcting any deficiencies identified during the health and safety inspection.
Is a part of the solution.
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Definitions







Safety Inspection is an organized examination or formal evaluation exercise.
Regular or Periodic is to identify that which prevents the development of safe working conditions.
Formal is an inspection following a pre-defined plan or written format with written documentation of
the inspection results.
Informal or Walk-around inspection is a “let’s look and see” what is happening on the job site. Although
not following a pre-defined plan or written format, actions taken on the walk-around should be
documented.
Competent is a worker who is suitably trained, with sufficient experience and enough knowledge to
work site processes to be able to recognize and state acts and conditions.

Types of Inspections
Informal Inspections
Employees, supervisors and managers conduct ongoing inspections on a daily basis. Everyone must constantly
watch for unsafe acts and conditions. In many cases, an employee and supervisor can correct a problem by
discussing the act or condition before an incident occurs. Situations that require additional corrective action
must be recorded by the supervisor for follow-up.

Frequency
Informal inspections shall be conducted on every job site by the site supervisor at least once daily.

Purpose
These inspections may be brief and are intended to identify blatant hazards or infractions of company policy.

Formal Inspections
Planned inspections are structured events. They are to be conducted by the supervisor and an employee (or
designate) of that project. These inspections of project sites and shops must be completed on a weekly basis.
Offices must be formally inspected monthly. The corrective actions must be documented and implemented in a
timely fashion.
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Frequency
Formal inspections shall be conducted by supervisors, with the participation of an employee representative of the
Joint Occupational Health and Safety Committee and other workers, as follows:




on every job site once per week or whenever a condition changes. Inspections will cover all areas of the
job site including work area, office trailer and any laydown areas.
At corporate offices, monthly or when conditions change
At the shop, yard, other offices and out buildings - monthly or when conditions change

Documentation and Reporting
Formal inspections will be documented on a Work Site Safety Inspection Checklist and submitted to the HSE
Manager.

Participation
Supervisors shall ensure the participation of all workers in the inspection process. Employees shall report all
hazards to their supervisor immediately

Special Inspections
A special inspection must be made when required by equipment malfunction or a serious incident.

Spot Inspections
The Safety Manager and Site Manager conduct spot inspections at various job sites.
Inspections will occur unannounced on a weekly basis. Spot inspection results will be recorded on a Work Site
Safety Inspection Checklist and submitted to the Joint Occupational Health and Safety Committee.

Sub-Contractor Inspections
Trades are required to conduct and submit a weekly formal safety inspection to the responsible LNB
Construction Inc. Supervisor with hazards and corrective actions identified.

Inspection Process
Scheduling
Health and safety inspection program(s) require planning. The supervisor or designate should set a plan that
schedules weekly inspection(s) for their respective project. Responsibility and accountability must be assigned,
identifying who the inspectors are and when inspections are done.
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General Requirements






Inspections must be scheduled at all places of the project or work site.
Buildings, structures, grounds, tools, equipment, machinery and work methods.
Inspections are made in weekly intervals.
Actual inspection date to be identified.
In some cases the client may set the frequency of the inspections.

Recording
It is necessary to record any unsafe actions and conditions observed during an inspection tour. The inspection
report establishes the location of the condition or action observed, and gives it a hazard rating. Then provide
some guidelines regarding action taken by the inspector or inspection team. It is then the responsibility of the
supervisor to assign corrective actions and accountability and ensure the action is taken by a certain date.

Hazard Rating
Classify each hazardous item you observe and record it during your inspection tour. This hazard rating
establishes priorities for corrective action and highlights the level of severity or seriousness of the hazards.

The Rating System
“Critical” Hazard –- A condition or practice likely to cause loss of life or body part and/or extensive loss of
structure, equipment or material.
“Serious” Hazard –- A condition or practice likely to cause serious injury or illness, resulting in temporary
disability or property damage that is disruptive but not extensive.
“Moderate” Hazard – A condition or practice likely to cause recordable injures, medical aids or moderate
property damage.
“Low” Hazard – No medical treatment required, no property damage.
“NA” Hazard – Not Applicable – Hazard is not present on the site

Inspection Reports




Inspection reports will be reviewed by the Joint Occupational Health and Safety Committee.
Inspection reports will be discussed at the monthly meeting of the Joint Occupational Health and Safety
Committee.
Inspection reports will be used to help identify any trends and to develop suitable controls.
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Monitoring and Follow-Up
Corrective action is completed as soon as practicable on any deficiencies that are noted in the inspection.
Feedback on this action is to be conveyed to the inspection team or the inspector. Copies of inspection reports
must be posted then filed in the Safety File System.

Inspection Deficiency Corrective Action Guideline
The supervisor ensures that deficiencies identified during inspections are addressed within the following
timeline:
Critical and High Hazard – Major - Immediately
Moderate - Within 48 hours
Low - As indicated on the inspection report

Forms
These forms are to be used to document information gathered from inspections and action taken to correct
deficiencies.
a. Weekly Site Inspection
b. Monthly Inspection
c. Shop Inspection
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Appendix A – Monthly Shop Inspection
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Appendix B - Monthly Office Inspection Checklist
Project #

Location:

Inspection Participants:

Date:

Name:

(Include Worker Reps and Workers)
Signature:
Place a check (√) in the appropriate box for each item: A = Acceptable; N = Needs Attention; NA = Not Applicable
For each item marked “N” record finding on next page and assign for completion
A

N N
A

1.0 Fire & Emergency Equipment
1.1 Portable Extinguishers: Visible (placard/marking), mounted;
unobstructed access, vendor inspection completed and initial tag.
1.2 First Aid Kits: All contents present, mounted, unobstructed access,
initial tag.
1.3 CPR/ First Aid: Posting of certified employees; 2 employees certified
on duty per shift.
1.4 4.. Emergency Evacuation Plan: available, updated annually, drill
conducted and diagram are posted by exits. Evacuation location is
identified.
1.5 Sprinkler Systems: Water control valves, air and water pressures
inspected annually. Sprinkler heads have 3 feet of clearance.
1.6 Emergency Lighting: Tested and in working order. Exits: Marking,
visibility, lighting, unobstructed access, exterior stairs clear, no overhead
hazards (snow and Ice).
2.0 Record Keeping and Postings
2.1 SOPs are current, signed and available
2.2 State, Provincial and Company Postings: Reviewed, unobstructed and
posted in view for all employees.
2.3 Employee Safety Files: Maintained for each employee, up-to-date.
2.4 Safety Meetings: JOHSC Monthly meetings conducted and posted
and documented online.
2.5 MSDSs available for all chemicals in use or stored at the location.
Hazardous materials roster is current.
3.0 Floors Stairways and Aisles
3.1
3.2
3.3
3.4
3.5
3.6

Is there loose material, debris, worn carpeting?
Are the floors slippery, oily or wet?
Are stairways clear and unblocked?
Are stairways well lighted?
Are handrails, handholds in place?
Are the aisles marked and visible?
4.0 Equipment

4.1 Are guards, screens and sound-dampening devices in place and
effective?
4.2 Is the furniture safe? - worn or badly designed chairs, sharp edges on
desks and cabinets, poor ergonomics (keyboard elevation, chair
adjustment), crowding
4.3 Are ladders safe, and well maintained?
5.0 Sanitation
5.1
5.2
5.3
5.4
5.5

Are washrooms and food preparation areas clean?
Adequate toilets
Adequate Showers
Potable Water
Clothing Storage
6.0 Material Storage

6.1
6.2
6.3
6.4
6.5

Are materials neatly and safely piled?
Are there stepladders or stools to get to materials on higher shelves?
Are storage shelves overloaded or beyond their rated capacity?
Are large and heavy objects stored on lower shelves?
Are passageways and work areas clear of obstructions?

A N

N
A

7.0 General
7.1 Are electrical or telephone cords exposed in areas where
employees walk?
7.2 Are machines properly guarded?
7.3 Is electrical wiring properly concealed?
7.4 Does any equipment have sharp metal projections?
7.5 Are wall and ceiling fixtures fastened securely?
7.6 Are paper and waste properly disposed of?
7.7 Are desk and file drawers kept closed when not in use?
7.8 Are materials stacked on desks or cabinets?
7.9 Any cabinet drawers overloaded?
7.10 Housekeeping - areas clear, dripls and spills cleaned, trash
cans emptied regularly
7.11 Ladders - proper rating, inspected, proper use
7.12 Hand Tools in good condition and properly stored
7.13 Materials Handling Equipment & Lifting Devices
7.14 Power Tools - guards in place, in good condition, stored
properly
8.0 Security
8.1 Outdoor and indoor illumination is available and in good working
order
8.2 Keys are removed from drivable equipment stored outside
8.3 Locks - all doors, building access points and gates have locks
applied.
9.0 Hazardous/Flammable Materials
9.1 Combustion: Combustible materials stored in fire proof cabinet
when not in use. Used oily rags stored properly.
9.2 Prevention Ventilation: Toxic fumes, vapors, mists, smoke
and gases are ventilated.
9.3 Flammable, Caustic, Corrosive, & Hazardous Materials:
Properly labeled, proper storage.
10.0 Personal Protective Equipment
10.1 Hard hats, safety boots, hand protection and proper eye
protection (safety glasses), hearing protection, high visible
garment are worn as required
10.2 Fall Protection: Proper harness and lanyards are used when
operating aerial equipment and other required areas. Fall
protection equipment is in good condition.
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Monthly Office Inspection Checklist:

Item #

Hazard

Issue Description

Rating

(location and full details)

Corrective Action Required

Corrective

Target

Completion

action

Date

Date and

assigned

Initials

to

Potential Hazards - A number must be placed in every box, for numbers 1-4. A letter identifying frequency must be included and a corrective
action plan completed. 1. Minor hazard, no treatment required, no property damage 2. Hazardous with potential for recordable injury or
moderate property damage 3. Hazardous with potential for permanent or long term injury or serious property damage 4. Very Hazardous,
previous accident or potential for fatality or critical property damage. A – Infrequent B – Occasional C – Frequent D – Very Frequent

Do not file this document until all findings are corrected. If findings need to extend beyond one month, record on next monthly inspection and
mark original accordingly. Site Manager signs upon completion of inspection and agree to correct findings within timeframe specified. If item
cannot be corrected, use another sheet of paper to document reason and what controls are in place to reduce hazard.

Site Manager_____________________________________________ Date:____________________________
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Appendix C – Site Weekly Inspection
PROJECT NAME AND NUMBER

INSPECTION DATE

PERSONAL PROTECTIVE EQUIPMENT
☐Hard Hats
☐Clothing

LADDERS CONT.
☐Rungs properly spaced

HOISTING
☐Area cleared for overhead lifting

WELDING CUTTING HAZARDS
☐Welding shield in place in high traffic areas

☐Eye & Face Protection

☐Respiratory

☐3 point contact

☐Standard signals used

☐Proper ventilation

☐Footwear

☐High Vis

☐Fall protection in place

☐Operating within capacity limits

☐Areas below flagged off

☐Hearing Protection

☐FR

☐Temporary work (i.e. 15 min)

☐Tag lines

☐Slag containment

☐Worker trained in ladder use

☐Critical lift review/procedure

☐Fall protection
☐Gloves

☐Adequate # of personnel on atypical lifts

☐Flotation devices

SCAFFOLDS

☐Correct center-line of lift

PERMITS

GENERAL PROTECTION REQUIREMENTS

☐Footings stable level

☐Qualified trained rigger

☐Work near/under power lines

☐Project safety plan

☐Top and mid rails in place

☐Chains tagged certified within last 12 months

☐Confined Space Entry

☐Emergency response procedures posted

☐Toe boards

FLOOR, WALL & ROOF OPENINGS

☐Hot Work

☐Muster Area Identified
☐First Aid Supplies

☐Adequate work platform
☐Adequate access/egress

☐Pen sided floors/platforms protected by handrails/guardrails
☐Floor/roof openings securely covered & identified

☐Cold Work
☐Excavation

☐First Aid Attendant

☐Supplementary securement

COMPRESSED GAS

☐Reviewed with workers involved

☐Safety Board with Postings

☐Rolling – surface smooth, firm

☐Cylinders secured in upright position

☐Permit in work area

☐Free from Slipping Tripping Hazards

☐Rolling – wheels blocked or locked

☐Gauges removed & protective caps put in place when not used

☐Conditions followed

☐Security Measures in Place

☐Rolling – all members fastened

☐Flashback arrestors in place (pursuant to regulation)

☐Tag & lockout

☐Adequate Lighting

☐Technical data shows rate load & proced.

☐Fuel gases & oxygen stored required distance apart

☐Signage

TOOLS

☐Clearly identified as to contents

MATERIAL STORAGE & HANDLING

☐Flagging of Areas

☐Guards in place

☐Properly stored

☐Storage area organized

☐Contaminant Inventory List

☐Electrical grounding

HOUSEKEEPING

☐Being used properly

EXCAVATIONS & TRENCHING

☐Proper lifting technique

☐General appearance of area
☐Lunchrooms

☐Right tool for the job
☐Maintained

☐Properly cut back
☐Adequate access & egress ladders provided

☐Proper signs installed
☐Proper enclosures

☐Materials securely stored

☐Adequate waste containers
☐Sanitary facilities
☐Free from obstructions

☐Spoil pile properly stored
☐Shored when applicable
☐Barricaded

VEHICLES & EQUIPMENT
☐Authorized personnel operating

WHIMIS / HAZ-COM
☐MSDS sheets available

☐Warning devices operative

FIRE PREVENTION

☐Labels on applicable containers

LADDERS

☐speed limit observed

☐Barricaded

☐Inventory list available

☐Labelled with Load (1A or 1AA)

☐In good mechanical condition

☐Fire extinguishers available

☐Based on firm footing

☐Used in proper manner

☐On all vehicles

ENVIRONMENTAL

FALL PROTECTION

☐Safety feet in good repair
☐Parts in place and free of defects

☐Extinguishers installed
☐Maintained

☐Near welding operations
☐Offices/lunchrooms, toolcribs

☐Proper identification/storage
☐Spill Containment Kits

☐Guardrails
☐Life Lines

☐Bolt, rivets, nails and screws are secure

☐Log Books up to date

☐Fuel storage areas

☐Environmental Action Plan

☐Rope Grabs

☐Tie off at Top

☐Checklists completed

☐No smoking in designated areas

☐Environmental Checklist

☐Harnesses

☐One meter extension above top support

☐Required certifications

☐Fire blankets used when applicable

☐Environmental Policy

☐Engineered Anchors

☐Rungs, steps and side rails secure
☐Non-conductive for electrical use

RIGGING

ELECTRICAL HAZARDS
☐Cords & Cables in good condition

OTHER

☐All Equipment inspected before use
☐Covered openings and shafts

☐Only one person on ladder at a time
☐Enough ladders in congested areas

☐Equipment in good condition
☐Signal men (vest)

☐Explosion proof fixtures when required
☐Free from unapproved modifications

☐Exclusion zone(s)
☐Decontamination requirements

☐Access/egress and written rescue plan in place
☐Only trained certified workers with tickets

☐Doors guarded if in front of ladders

☐Outrigger extended

☐Ground fault interceptors (GFI)

☐Landing clear and level

☐Area roped off as required

☐Power line clearances maintained
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☐Rungs properly spaced

MARK (√) SATISFACTORY (X) HAZARD

Project Inspected:
Inspection Completed by:
(Include Worker Rep and Workers)

Date and Time of Inspection:

Manager Review Signature:

Site Supervisor:

Hazard Rating

Hazard Description

Specific Location

Corrective Action
Assigned to

Target Date

Completion Date

Potential Hazards - A number must be placed in every box, for numbers 1-4. A letter identifying frequency must be included and a corrective action plan completed. 1. Minor hazard, no
treatment required, no property damage 2. Hazardous with potential for recordable injury or moderate property damage 3. Hazardous with potential for permanent or long term injury or
serious property damage 4. Very Hazardous, previous accident or potential for fatality or critical property damage. A – Infrequent B – Occasional C – Frequent D – Very Frequent
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MATRIXES
Severity

Frequency

1 - Minor - no treatment required,
no property damage

2 - Moderate - recordable injury or
moderate property damage

3 - Serious - long term injury or
serious property damage

4 - Critical - fatality or critical
damage

A - Infrequent, Unllikely

Low

Low

Moderate

High

B - Occasional, Possible

Low

Moderate

High

Critical

C - Frequent, Likely

Moderate

High

High

Critical

D - Very Frequent, Very Likely

Moderate

High

Critical

Critical

Severity Category
1 Minor
2 Moderate

People
On Site/ No Treatment
Recordable Injury

Property
Impact > $1000
Impact < $5000 but > $1000

3 Serious

Permanent, long term injury
or illness
Recordable Injury

Impact < $10,000 but >
$5000
Impact > $10,000

4 Critical
Frequency Category
A Infrequent
B Occasional, Possible
C Frequent, Likely
D Very Frequenty, Very
Likely
Risk Rating
LOW
MODERATE
HIGH
CRITICAL
Health & Safety Manual
Created: 2005
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Environment
No Impact
Site Conditions
Unacceptable
Client Standards Not Met
Reportable Occurrence

Definition
Activity could occur but not likely
Activity will occur at some point in overall task
Activity will be repeated several times in the course of a task
Activity will be repeated many times in the course of a task

Managed appropriately at field level
Approval to continue at current level of risk by field supervisor.
Controls must be in place to reduce to moderate risk or lower. Approval to continue at
current level by 2 senior project team members.
Controls must be in place to reduce to moderate risk or lower. Approval to continue at
current level by 2 senior project team members.
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Public Image, Reputation,
Disruption
Individual or None
Community Attention
Owner Intervention
Government Intervention
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Policy – Incident Investigations
The purpose of an incident investigation is to determine the cause of the incident and to implement suitable
corrective measures. The immediate supervisor is responsible for conducting incident investigations. The point
is to find fact, not fault. Supervisors are reminded to focus on how and why the event occurred, rather than who
should be blamed.
The investigation process provides a standardized procedure for: the reporting of incidents, investigation and
analysis, and the recommendations to management. Ensure investigations are conducted consistently with
effective outcomes, and that the training needs are identified. Also, the report should meet legislative and
corporate reporting requirements and track tendencies of incidents.
The investigation is a systematic process of examination, observation and inquiry. It is comprised of three parts:


Description of Incident
o The description identifies in detail how, when and where the incident occurred including all related
factors (i.e. weights, heights, and distances, time of day, weather conditions).



Cause of Incident (why did it occur?)
o What acts, failures to act and conditions contributed to the accident or incident



Recommendations
o After the cause of the incident has been determined, a follow up of recommendations should be
compiled to prevent a recurrence.

The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
LNB Construction Inc. regards the health and safety training of its employees of highest priority and is
committed at the highest level of management in this respect. The investigation and reporting of incidents is a
shared responsibility of all employees and requires the co-operation and collaboration between all management
and personnel.

Senior Management
Key Responsibilities




Reviews and signs off all lost time incidents.
Provides the necessary resources to implement approved corrective and preventative actions.
Reviews all outstanding incident recommendations quarterly.

Leadership






Establishes training requirements for training of personnel conducting investigations.
Maintains awareness of incidents that have occurred and corrective actions that have been
implemented.
Supports the reporting of all incidents including near miss (hazard identifications).
Sets-up a process to ensure corrective actions are implemented in a timely manner.
Maintains control, responsibility, and accountability to make sure appropriate steps are taken to ensure
results and findings are communicated to the employees.

Managers
Key Responsibilities


Provide leadership and support in investigation and reporting of all incidents within the operation.
Leadership is demonstrated through the actions listed below:

Leadership






Embrace and promote the reporting of all incidents that occur in the workplace.
Demonstrate a commitment to training and education of those that are expected to conduct incident
investigations (Supervisors, Safety Reps, JHSC members).
Review LNB incident statistics; trend reports, identifies and implements corrective actions if required.
Take corrective steps, including the preventative/corrective actions to be approved and implemented in
a timely manner.
Conduct a monthly follow-up review to close off corrective actions.
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Supervisors
Key Responsibilities


Promote the reporting of all incidents and communicate the preventative/corrective actions to the crew
by following the leadership points listed below.

Leadership








Demonstrate a commitment to investigating all incidents that happen in their area of responsibility.
Ensure all workers receive training and education in the reporting of incidents.
Ensure corrective actions under their control are fully implemented in a timely manner.
Take steps to immediately prevent further loss, injury or damage resulting from incidents.
Secure the area of an incident scene to avoid disturbance of the scene (freeze the scene) if safe, for the
investigation to proceed.
Arrange for written statements from workers involved and witnesses.
Review all preventative/corrective actions with employees and ensures they are implemented.

Employees
Key Responsibilities


Participate and become involved in the reporting of incidents or unsafe conditions or acts to their
supervisor.

Leadership





Report all incidents to the immediate supervisor.
Take steps to prevent further loss, injury or damage resulting from an incident.
Do not disturb the incident scene.
Participate in the incident investigations.
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Definitions
Incident - An incident relates to any undesired or unwanted event that could (or does) degrade the efficiency of
the business operation. These incidents could be quality or production problems or even security breaches such
as theft.
Lost Time Incident (LTI) - An incident where a physician directs the injured to remain away from work longer
than the day of the incident.
Medical Aid (MA) - An injury requiring treatment by a physician beyond simple first aid care but does not result
in time lost from work beyond the day of the injury is classified as a Medical Aid (MA) injury.
First Aid (FA) - A first aid is when a qualified person renders immediate treatment and the worker immediately
returns to work.
Hazard Identification - A near miss or an unplanned event or condition that did not result in injury, illness or
damage, but had the potential to do so.

Incident and Injury Reporting
All incidents, injuries and hazard IDs must be reported and documented immediately. The workers report these
to their immediate Supervisor. Incidents must be treated seriously and the Incident Investigation Report must
be completed.
The incident reporting procedures described here are intended to assist employees with legitimate claims for
compensation as quickly and fairly as possible.

When an Accident Occurs





Employees shall report all incidents immediately to their supervisor, and shall assist in the investigation
when requested to do so.
Supervisors shall conduct the initial investigation and submit the report to management for review.
Management shall review all reports and determine the necessary corrective action and ensure its
implementation.
Investigation results will be shared with employees.

First Aid Injuries
All injuries, major and minor, must be recorded and kept by the First Aid Attendant on the Project Site.
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Medical Aid Injuries
All injuries requiring off-site medical attention must use the administrative procedures:






The supervisor equips the injured employee with an LNB Return-to-Work Package by completing the
“Letter to Physician” and initiating the “SAW/RTW Planning Form” provided in the package.
The forms are sent along with the injured worker to the physician or hospital.
If possible, accompany the injured employee to the medical facility or send a chaperone.
After treatment, the attending physician completes the above-mentioned forms.
The supervisor forwards one copy of the “Letter to Physician” and the “SAW/RTW Planning Form” to
his/her Supervisor and one copy of each to the Safety Manager.

Reporting Equipment or Property Damage
The Manager must be immediately notified of serious equipment or property damage. An Incident Investigation
Report must be completed (with diagrams) for all downgrading incidents and forwarded to the Manager.

Government Notification
WorksafeBC must be notified in the event of certain injuries or incidents. In the event of any of the following
occurrences and immediately after emergency measures have been activated, the Manager must be contacted
who then informs the appropriate agencies and Senior Management.







Resulted in serious injury to or the death of an employee.
Involved a major structural failure or collapse of a building, bridge, tower, crane, hoist, temporary
construction support system or excavation.
Involved a collapse of concrete formwork or falsework.
Involved the major release of a hazardous or toxic substance.
A blasting accident.
An incident required by regulation to be reported.

In the case of a Serious Accident, the Supervisor with direct responsibility will be notified IMMEDIATELY. In
addition, the first aid attendant, Safety Advisor, Superintendent and Area Manager will be notified
IMMEDIATELY. In these cases WCB will be notified IMMEDIATELY by the Supervisor by calling 604-273-7711.
Every reasonable effort will be made to preserve the scene.
The following table outlines reporting requirements for serious and less serious accidents:
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SERIOUS ACCIDENTS OR INJURIES


Serious injuries include major fractures or crush injuries to truck, head or neck; amputations; penetrating
injuries to eye, head, neck, chest, abdomen, groin; significant respiratory compromise; internal
hemorrhage or injury to any internal organ; severe lacerations; serious burns or burns with complications;
asphyxiation or poisoning; any traumatic injury which is likely to result in loss of sight, hearing or touch.
INTERNAL

EXTERNAL

WHEN

Supervisor

Immediate

First Aid Attendant

Immediate

Safety Advisor

Immediate

Superintendent

Immediate

Area Manager

Immediate

Safety Committee

Same Day
WCB

Immediate

FIRE EXPLOSION

Fire Services

Immediate

FATAL INJURY

Local Police / Coroner’s Office

Immediate

BC Electric Safety Branch

Immediate

MOTOR VEHICLE

Local Police / Insurance Agency

Immediate

POWERLINE CONTACT

Local Power Authority

Immediate

PROPANE OR NATURAL
GAS

Jurisdictional Authority

Immediate

HAZARDOUS MATERIAL

Environmental Agency

Immediate

ELECTRICAL
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Damage to or failure
of electrical
equipment
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LESS SERIOUS ACCIDENTS OR INJURIES
INTERNAL

EXTERNAL

WHEN

LESS SERIOUS

Supervisor

Immediate

ACCIDENTS OR

First Aid Attendant

Immediate

INJURIES

Safety Advisor

Same Day

Superintendent

Same Day

Area Manager

Monthly Report

Safety Committee

Monthly Report
*WCB Form 7

72 hours

All injuries and incidents are reported to the supervisor or superintendent responsible immediately.
1. The supervisor or superintendent must notify first aid or emergency services, secure the scene, begin
the investigation process and ensure that the Safety Advisor and any other required person or agency is
informed.
2. Supervisor will complete a *WCB Form 7 in the following instances:
a. loss of consciousness following the injury
b. medical treatment beyond first aid
c. medical treatment is obviously needed
d. worker states that they will seek medical treatment
e. Worker has received medical treatment
f. Worker is, or claims to be, unable to return to their usual job function on any day following the
day of injury
g. Accident resulted, or is claimed to have resulted, in the breakage of an artificial member,
eyeglasses, dentures, or hearing aid
h. Worker or the WCB has requested that the employer’s report be sent to WCB
i. Supervisor will provide a copy of the Form 7 to the Safety Advisor.
3. The Safety Advisor must ensure that all internal and external reporting requirements are satisfied and
that the injury or incident is correctly classified for internal and external purposes. This includes the
posting of the monthly and yearly statistics as well as providing copies to the appropriate Managers and
Joint Occupational Health and Safety Committees.
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Investigation Procedure
All incidents must be investigated and documented.
Minor incidents must not be overlooked; they may signal a trend toward unsafe acts which eventually cause a
serious incident. As the degree of loss potential increases, so does the degree of investigation. Cause(s) must be
determined and preventive action taken.
The success of an investigation is generally the result of a prompt and efficient response. The investigator must
be prepared so the investigation process can be adequately planned, initiated and completed successfully.
Members of the incident investigation team are qualified and competent individuals.
LNB Construction Inc.
shall provide training on the investigation techniques used during the incident investigation. Training may be in
house or by a third party. Whenever possible, members of the Joint Occupational Health and Safety Committee
will participate in the investigative process and review of incident reports.
The person or team conducting an investigation into an incident should proceed as follows:














Establish and take control of the scene.
Ensure that any injured persons are cared for.
Ensure that no further injury or damage occurs.
Get the big picture of what happened.
Examine equipment/materials involved.
Preserve evidence, collect and safeguard any physical evidence. Where practicable, the scene of any
incident should be left untouched, except for activity necessitated by rescue work, or to prevent further
failures, or injuries until the incident has been investigated.
Take photographs of the scene.
Interview people involved and obtain written statements where appropriate.
Analyze all available information to determine the causes.
Look for causes where “the system failed the worker”, not only for those where “the worker failed the
system”.
Determine what corrective action will prevent recurrence and complete the report.
Follow-up to ensure corrective action is completed.

For incidents which must be reported and investigated immediately (including an incident that resulted in an
injury to a worker requiring medical treatment), LNB is required under WorkSafeBC requirements to undertake
two investigations:
1. A preliminary investigation must be done immediately and includes identifying any corrective action
needed to prevent the recurrence of a similar incident during the second, full
Health & Safety Manual
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investigation (detailed below). Employers must take the identified corrective action without undue delay
and prepare a report of the investigation within 48 hours of the incident. This report must be sent to the
Safety Advisor immediately once completed.
2. A full investigation must then be conducted to identify the causes and unsafe conditions related to the
incident and to identify any necessary corrective action. Employers must take the necessary corrective
action without undue delay and prepare and send to WorkSafeBC a report of the findings within 30 days
of the incident. (The timeline for the report may be extended by WorkSafeBC where appropriate). This
report must be sent to the Safety Advisor immediately once completed.
If corrective action is taken as a result of either investigation, a report of the action will be provided to the Joint
Occupational Health and Safety Committee.

Incident Investigation Process
Type of Accident
LNB Construction Inc. will investigate the following:




Accidents that result in injuries requiring medical aid.
Accidents that cause property damage or interrupt operations with potential loss.
Incidents that have the potential to result in any of the above mentioned cases, such as hazard IDs.

Incident Scene
Preservation of Scene
No one shall disturb the scene of a reportable incident except to:




Attend to injured person(s).
Prevent further injuries or damages.
Protect property at risk as a result of the incident.

Recording of Scene
If the scene must be disturbed, pictures must be taken or a sketch produced to accurately depict the scene prior
to disturbing it.

Qualified Investigator
The investigation process must be carried out by a person or persons knowledgeable about the type of work
involved. It will be conducted by the employer, who may be accompanied by a worker representative.
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Investigation Purpose
The investigation must determine:




The root cause of the incident.
The contributing factors.
Any unsafe acts, conditions or procedures that contributed to the incident.

Investigation Process






Interview all victims and witnesses.
Accurately record all information provided.
Review investigation and make recommendations to prevent future incidents of a similar nature from
occurring.
Recommend modifications to the current policies and practices; as needed.
Initiate corrective and follow-up action as soon as possible.

Investigation Results
Submit all information to the Safety Advisor and make results available to the Joint Health and Safety
Committee and to all regulatory bodies.
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Incident/Accident Reports
Incident/Accident reports shall contain the following information:
o
o
o
o
o
o
o
o
o
o
o

Place, date and time of incident.
Names and job titles of anyone injured or involved.
Names of all witnesses with corresponding interview notes.
Description of incident.
Sequence of events leading up to the incident.
Any unsafe acts or conditions contributing to the incident.
Corrective actions, both immediate and long term actions are identified and implemented to
prevent recurrence of the incident.
Deadline date for corrective action to take place.
Designate an individual to be responsible to follow up on results.
Deadline date for follow up to occur.
No one shall make any attempt to prevent the reporting of any incident.

Cause of Incident
To determine the most appropriate cause, consider all details of the investigation. Included, where possible, the
employee’s statement, and whether the incident was due to an ACT of the employee, a CONDITION of the
individual’s working environment or a PERSONAL FACTOR inherent in the employee at the time of the incident
or the onset of illness.

Unsafe Act
When the cause was a specific action or lack of action by the individual which was considered UNDER THE
INDIVIDUAL’S CONTROL. Generally, violation of safety rules or the disregard of a hazard would be considered
unsafe acts, unless specific criteria indicate a personal factor, as the cause.

Improper Attire
Failure to attire safely - did not use (or misused) safety equipment available or required for use, or was
inappropriately attired for the job conditions

Improper Use of Safety Equipment Devices




Lockout
Testing devices – not used or misused
Making devices ineffective
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Improper Procedure






Improper use of equipment
Unauthorized use of equipment
Failure to report a condition
Failure to heed a hazard
Failure to follow instructions or established procedure (not involving misuse or safety equipment)

Unsafe Environment or Condition
When the cause was a situation or event not controllable by the individual (A condition causing an allergic
reaction to some but not most employees should be considered a personal factor and not an unsafe condition)
then inadequate training or instruction should be considered a condition as opposed to a deficiency in skill or
ability.











Inadequate safety attire prescribed, provided or available for use
Inadequate safety devices (improperly or inadequately guarded or protected equipment)
Inadequate supervision
Faulty construction, design, layout (including lighting, ventilation, arrangement of facilities, etc.)
Inadequate housekeeping/maintenance/inspection
Defective equipment
Unsafe act by another person
Upset condition such as fire, explosion, etc. or abnormal operation
Inclement weather (wind, rain, snow, ice, etc.)
Alleged condition where REPEATED exposure could lead to physical impairment (such as hearing loss
from noise, pneumoconiosis from dust, vapors, etc.)

Personal Factor (Mental, Physical)
Where there is evidence of a deficiency in ability, physical condition or mental attitude, and uncontrollable
factor inherent in the individual at the time of the individual’s injury or illness including allergy, fatigue,
intoxication, temper, etc.






Deficiency in skill or ability
Physical handicap including allergic sensitivity, mobility impairment, poor hearing or eyesight, obesity,
inadequate strength or stamina for job requirements
Abnormal mental or physical state (affected by medication, alcohol, narcotics, worry, fear, etc.)
Other personal factor
Inadequate job experience
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Forms
Forms are to be utilized as a management instrument to document facts or used as a checklist to ensure all
items have been completed.




Preliminary Investigation Report
Incident Investigation Report
Witness Statement
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Appendix A - Supervisor’s Preliminary Incident Report
When did the accident occur?

Date:

Time:

When was the accident reported?

Date:

Time:

Where did the accident occur?
What Happened?

Names of all Parties Involved:

Names of All Witnesses:

Description and Nature of Any Injuries

Have Emergency Services Been Notified? Who? When?

Are the injured being treated/rescued?

Who is the Contact Person at the site?
Have legal authorities or outside agencies been informed? Who? When?

Identify corrective actions required immediately to prevent a recurrence during a full investigation.

** ONCE PRELIMINARY INVESTIGATION IS COMPLETED – BEGIN THE INVESTIGATION**
Health & Safety Manual
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Appendix B - Incident Investigation Report

INCIDENT INVESTIGATION REPORT
1.

Please complete this form and send it to the Safety Advisor.

2. I n c i d e n t s i n v o l v i n g i n j u r y r e q u i r e t h e a p p r o p r i a t e W CB r e p o r t i n g f o r m a s we l l .
3. J O H S C m e m b e r s , wo r k e r r e p s s h o u l d b e i n v o l v e d i n t h e i n v e s t i g a t i o n p r o c e s s
Incident Date:

Incident Time:

Names of Involved/Injured Parties:

Job Title(s):

PROJECT INFORMATION
Name

Telephone No. (

)

Fax No. (

)

INCIDENT DETAILS
Location of Incident
Category

Supervisor
Injury or Illness (Select one):
Vehicle

LTI

Property Damage

MA

FA

Violence

Fire

Hazard Identification

Chemical

INCIDENT DESCRIPTION
Briefly describe what happened, including the sequence of events preceding the incident. Heading such as
Witnesses, Vehicles/equipment involved, Investigation, Conclusions and Attachments should be used where
applicable.
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Was the Hazard identified in a safe procedure specified in orientation: 

Yes



No

Witnesses (attach Witness Statements)
1.
2.
3.
Description and Cost of Any Damages

Vehicle and Equipment: (attach drawing /diagram of vehicle/equipment positions and directions
Diagram Attached
Make:
Model:
License Plate Number:
Unit Number:

Driver’s License Number(s):

Were Police Notified?

Yes

Insurance? Yes

NO

NO

Injury Cause
Cut
Foreign object entering
Overexertion – lifting
Overexertion –
pushing/pulling

Injury Location
Head
Ear
Eye
Face &/or Neck
Medical Attention given by:
First Aid Attendant
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Crush
Fall against object
Struck by object
Exposure to environment

Shoulder (L / R)
Upper arm (L / R)
Lower arm (L / R)
Hands/fingers
Hospital

Exposure to chemical
Fall from height
Trip
Caught in moving
equipment

Ribs & Chest
Abdominal area
Lower back
Upper back

Slip
Rubbing or abrasion
Driving rough machinery
Unknown

Upper leg (L / R)
Lower leg (L / R)
Foot/toes (L / R)
Multiple Injuries

Doctor
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Investigation (use attached sheet for extra notes)

Conclusions

Attachments
Diagram
Hand written notes of
Typed notes of
Witness Statement of
Witness Statement of
Safe Work Procedure
Maintenance Records
Training Records
Meeting Minutes (reviews of hazards, practices, procedures)
Investigation Policy
Photographs of
Photographs of
Other
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CAUSES OF INCIDENT
UNSAFE ACT
a)
b)
c) .
IMPROPER ATTIRE
.
SAFETY EQUIPMENT
a)
b)
IMPROPER PROCEDURE
a)
b)
c)
UNSAFE ENVIRONMENT OR CONDITION (temperature, rain, snow, noise level, etc.)
.

PERSONAL FACTOR (mental, physical – tired, rushed, medication, etc.)

WORK AREA CONDITIONS (lighting, visibility, footing, ventilation, uneven surface, clearances, defective
equipment)

TRAINING

SUPERVISION

OTHER
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Identify any corrective actions that have been taken and any recommended actions to prevent similar incidents.
Completion
Target
Recommended corrective action
Action Assigned to
Date and
Date
Initials

1

2

3

4

RECOMMENDATIONS
Investigator Name

Signature

Type of representative

Date

Employer

Worker

Other

Employer

Worker

Other

Management’s Name (please print)
Title:

Date:

Management’s Signature:
Comments:

Management’s Name (please print)
Title:

Date:

Management’s Signature:
Comments:

FOLLOW UP CONFIRMATION: (date completed, notes)
1
2
3
4
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Additional Notes:
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Diagram:
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Appendix C – Witness Statement
Name of witness:
Project:

Incident location:

Date of incident:

Time of incident:

Witness’ residential address:

Witness’ telephone #: (

)

Please describe in detail what you have observed regarding the incident. ( If more space is required,
please use reverse side, attach additional pages and/or obtain another form from the investigator.)

Witness Signature:
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Policy – Emergency Preparedness
The Emergency Preparedness portion of the program ensures that all employees are aware of the emergencies
which can occur at their workplace and that adequate procedures are in place to confront these emergencies.
Workers must be familiar with the appropriate courses of action in place for situations requiring care,
emergency evacuation, and/or rescue. Workers shall be trained in emergency procedures, roles and
responsibilities, including emergency evacuation drills, fire extinguisher use, WHMIS and first aid training for
designated first aiders.
Regardless of how careful we may be, there is always a risk of injury or incident requiring emergency
preparedness. This element applies to all workers, site visitors, and sub-trades who may be present during an
emergency.
LNB Construction Inc. efficiently coordinates and manages the actions required to reduce loss exposure to
people, property and the environment during and following an emergency.

First Aid Policy
To ensure all employees are aware of the First Aid Requirements at their workplace, that adequate procedures
are in place to confront these emergencies and that workers are familiar with the course of action in place for
situations requiring first aid.
Regardless of how careful we may be, there is always a risk of injury or incident requiring emergency
preparedness. This element applies to all workers, site visitors, and sub-trades who may be present during an
emergency or who may require emergency first aid, evacuation or rescue.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
LNB Construction Inc. regards emergency preparedness as highest priority and is committed at the highest level
of management in this respect. Emergency preparedness is a shared responsibility and requires the cooperation and collaboration between all management and personnel.

Senior Management
Key Responsibilities


Provides the necessary resources to plan, train and implement an emergency response program.

Leadership




Establishes training requirements for the emergency response plan and ensures there is system in place
to measure its effectiveness.
Ensures emergency response plans are tested on an annual basis and any corrective actions are put into
place.
Maintains control, responsibility, and accountability to ensure appropriate steps are taken to make sure
results and findings are communicated to the employees.

Manager
Key Responsibilities


Provides leadership and support in the development and implementation of the emergency response
plan within the operation. Leadership is demonstrated through the actions listed below.

Leadership










Embraces and promotes the emergency response plan within the workplace.
Demonstrates a commitment to training and education of those that are expected to be involved in an
emergency situation.
Reviews Company training records to ensure the appropriate personnel have been trained on the
emergency response plan.
If required, takes corrective actions.
Ensures an emergency drill is conducted on an annual basis in your area of responsibility.
Reports all emergencies to Senior Management.
Reviews procedures to ensure that they are adequate and up to date.
Ensures that supervisors are provided sufficient resources and training.
Reviews emergency evacuation plan test results.
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Supervisor
Key Responsibilities


Promotes the emergency response plan and communicates the plan to the crew by following the
leadership points listed below.

Leadership























Conducts a risk assessment in any workplace in which a need to rescue or evacuate workers may arise.
If the risk assessment shows a need for evacuation or rescue, appropriate written procedures must be
developed and implemented, and a worker assigned to coordinate their implementation.
Communicates roles and responsibilities in the emergency response plan to all employees and reviews
the emergency response plan with all employees.
Ensures the appropriate resources are available (e.g. first aiders, first aid equipment, fire equipment,
communication systems).
Knows and understands their role within the emergency response plan.
Provides specialty support as require to aid in the emergency response.
Responds to the scene, assesses the situation and assists the emergency response team.
Conducts headcounts and reports results to the manager or next level of supervision.
As soon as the situation is stabilized, ensures the immediate area is isolated (e.g. ribbon and barricades)
if safe to do so.
Secures the scene and begins a preliminary investigation, provides overview of the incident to the
immediate supervisor as soon as possible.
Trains employees to respond appropriately in the event of an emergency.
Ensures that visitors and contractors know emergency procedures.
Knows who is at work sites under their supervision.
Tests emergency evacuation plans at least yearly.
Performs emergency drills for various scenarios on a regular basis to ensure competency of the
emergency response system.
Completes emergency evacuation reports with recommendations.
Ensures first aid training and coverage.
Trains employees how to report a first aid event or a near miss.
Assigns employee duties for emergency response.
Completes WorkSafeBC forms when required.
Ensures adequate first aid personnel and equipment are on site.
Inspects first aid equipment and facilities on a regular basis and reports any deficiencies to
management.
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Employee
Key Responsibilities


Participates as required in the emergency response plan, understands and knows responsibilities.

Leadership









Participates in the development of job specific emergency response plans.
Ensures they are briefed or trained in regard to their individual roles and expectations during an
emergency for each site they work at.
Knows their duties in the event of an emergency.
Ensures their supervisor knows that they are in a work area.
Knows how to summon a first aid attendant.
Participates in emergency drills.
Reports all work related injuries and illness to the first aid attendant for treatment as soon as possible.
Reports any work related injury or illness to their supervisor after first aid or medical treatment.

First Aid Attendant
Key Responsibilities


The first aid attendant must be physically and mentally capable of performing their required duties
safely and effectively. The attendant must be able to produce a valid training certificate upon request of
WorkSafe BC prevention officers.

Leadership
Promptly provides injured employees with a level of care within the scope of his/her training and
abilities.
 Objectively records observed or reported signs and symptoms of injuries and exposure to contaminants.
 Refers those employees whose injuries are considered serious or beyond the scope of their training and
expertise to professional medical treatment.
 Upon injury or incident, the first aid attendant is responsible for, and has full authority, over the first aid
treatment of the injured worker until treatment is taken over by: a professional medical facility,
paramedics/qualified ambulatory service or an individual with equivalent or higher first aid certification.
 Provides first aid treatment only in accordance with their level or training.
 Complies with WorkSafeBC regulations pertaining to first aid services.
 Maintains records in a confidential manner.
 Documents all treatment according to legislative requirements.
**Note: Employees have the ultimate say in whether they wish to seek medical attention; the first aid
attendant does not have the authority to overrule the employee’s decision to seek medical attention, or their
choice of medical treatment.
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Definitions
Emergency: A present or imminent event that:
a. is caused by incident, fire, explosion or technical failure or by the forces of nature, and
b. requires prompt coordination of action or special regulation of persons or property to protect the
health, safety or welfare of people or to limit damage to property.
First Aid Attendant: A first aid attendant is a trained individual designated by an employer to provide first aid to
workers, who holds a first aid certificate valid for that workplace.
First Aid: The provision and use of equipment, supplies, facilities by an attendant, for the purpose of treating
injury and illness.
First Aid Facility: The first aid room, or dressing room, which should be fully stocked and equipped, with the
necessary supplies.
First Aid Kit: The first aid equipment and supplies specified under the WorkSafeBC regulations.
Injured Worker: A worker who reports an injury or illness incurred at the workplace.
Training Agency: A person or organization recognized by WorkSafeBC as qualified to provide first aid instruction.

First Aid
General Requirements
LNB Construction Inc. supplies the first aid equipment, facilities and services and makes them readily accessible
to workers during working hours. All facilities and equipment are kept clean, dry and ready for use. Signs are
clearly posted to indicate the location of first aid services, and how to summon first aid personnel. This
information is visibly posted throughout the workplace and effectively communicated to all workers. All
company employees are made aware of the location of first aid services and how to contact the first aid
attendant.

First Aid Records
The first aid records must be:







Accurately and legibly kept.
Accessible upon request by management or supervisors.
Utilized as a method and basis for recording data and determining trends and problem areas.
Available for inspection by a WorkSafeBC officer.
Kept confidential, secured, and inaccessible (except to authorized individuals).
Available upon request by the injured worker; workers are entitled to view any reports pertaining to
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them and their injuries.
Access to first aid records is restricted to individuals who require information for: medical treatment,
workplace inspections, incident investigation, claims processing/appeals, and for statistical purposes.
Kept for a minimum of three years.

Communication and Availability
LNB Construction Inc. provides an effective means for:




Communication between the first aid attendant and the employees.
Communication between the first aid attendant and professional medical services. This could be in the
form of office telephone, two-way radio, or company mobile phone.
The first aid attendant must not undertake employment activities that interfere with the attendant’s
ability to receive and respond expediently to a request for first aid.

First Aid Facilities
During orientation, it is a requirement that the new or transferred employee is made aware of the location of
the first aid facility. The first aid facility must:






Be located as close as possible to the work area.
Have the appropriate equipment and facilities.
Be maintained in a tidy and orderly fashion.
Meet legislative requirements.
Not permit smoking in the first aid room, and “No Smoking” signs must be posted in the facility. The first
aid facility must be used only for first aid purposes.

First Aid Assessment
LNB Construction Inc. must conduct an assessment of the first aid related circumstances of the work place,
including:







The number of workers who may require first aid at any given time.
The nature and extent of risks and hazards in the workplace, including the overall risk of injury (based on
site hazards and conditions).
The type of potential injuries that is most likely to occur.
Any barriers that may impede provision of first aid to an injured party.
The projected time for emergency transportation to be summoned, and to convey an injured worker to
medical facilities, in the event of an injury.
LNB Construction Inc. must review the assessment at least once every 12 months. If significant changes
in the working environment are experienced (i.e. drastic weather changes, change in type of work being
done), the assessment must be reviewed and updated.
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Assistance to First Aid Attendant
The FAA will be responsible for all incidents requiring first aid at the site. A secondary first aid attendant will
also be identified and shall assume the responsibilities of the FAA if the FAA is unable to perform their function.
Employees shall assist the FAA as directed.
The FAA shall have complete supervision and authority over first aid treatment and the transportation of injured
workers.

Typical High-Risk Job Functions










Working in the presence of a bio hazardous material, toxic substance, or chemicalwhich, if released,
would result in workers needing immediate medical treatment as a result of inhalation or eye/skin
contact.
Working in the presence of equipment or machinery containing substances under high pressure,
substances that may explode or catch fire.
Using tools, equipment, or machinery where rollover is possible.
Working at elevations or entering excavations greater than 1.2 metres in depth.
Entering confined spaces where toxic atmospheres may exist or develop.
Working in proximity to high-voltage lines.
Being exposed to unusual risk of injury due to violence, drowning, animals, heat or cold, or falling
objects.
Working with, or in proximity to, firearms or explosives.

Barriers To Reaching Medical Treatment
It must be considered whether there is any potential delay in transporting an injured employee to medical
treatment. This includes the ambulance response time and remote locations.
Consider the factors that affect the response time of the ambulance service:






Distance from the workplace to the ambulance centre.
Obstructions on the access route to the workplace or other barrier likely to delay the arrival of an
ambulance service.
Temporary obstructions or barriers of an isolated nature (long-term road closure).
Permanent obstructions or barriers on the access road, such as cross ditching.
Rough terrain or other similar circumstances that prevent the ambulance from accessing the workplace.
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The ETV should be appropriate for the terrain to be traversed and the injured or ill worker’s condition. The
recommended situations for upgrading are listed in the tables in the last column.
Keep in mind the types of potential injuries identified in Part 1(c) of the first Aid Assessment Form (see Forms in
this Section). Make sure that the level of attendant and the supplies and equipment are sufficient to deal with
any identified delays in reaching medical treatment.

Joint Health and Safety Committee Responsibilities for Emergency Preparedness
Including, but not limited to:



Assisting in developing and implementing emergency procedures.
Reviewing evacuation reports and providing additional recommendations as needed

Form 7
The supervisor shall complete all WorkSafeBC forms and submit them within 72 hours of the incident.

WHMIS
The FAA shall be familiar with:




All WHMIS controlled substances on site.
The treatment to provide or person with such knowledge to contact, should an employee become
exposed to a controlled product.
Access to all readily available MSDS sheets in case of an emergency involving a controlled substance.

How to Summon First Aid
Determine if a First Aid Attendant is required at the scene, or if affected employee is able to transport
themselves to the First Aid Attendant.

Ambulatory Employee
If the affected worker is able to transport or be transported:




Call and advise the FAA that the injured employee is en-route to his or her location.
Advise the FAA of the mechanism of injury, nature of injury and the condition of the employee.
Advise the supervisor immediately
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Non-Ambulatory Employee
If the affected employee must be treated at the scene:
The FAA must be contacted and advised.
The FAA shall be advised of the location of the injured worker, mechanism of injury, nature of injury,
and condition of employee.
 Advise FAA of any special equipment that may be required.
 Ensure FAA has directions to injured workers location.
 Only the FAA shall move an injured employee, unless the injured employee must be moved to prevent
further injury.
Do not transmit the injured worker’s name over the radio.



First Aid Contact Information
All employees at LNB Construction Inc. must know how to contact the first aid attendant.
There must be horns, in some cases, strategically placed on the project site, or a radio to contact the first aid
attendant. There is an “after hours” form posted with relevant information. It is important that a meeting be
held with all employees working after hours to review the first aid contact information.
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20 Minutes Or Less Surface Travel Time To The Hospital
# of
workers
per shift

Supplies, equipment,
and facility

1

Personal First Aid kit

2-15

Level 1 First Aid kit

16-30

31-300

301 or
more

Level 2 First Aid kit
Dressing station

Level 2 First Aid kit
First Aid room

Level 2 First Aid kit
First Aid room

Level of first
aid certificate
for attendant

Transportation

Other
considerations

Transportation at
company’s
expense*
Level 1

Level 2

Level 2

2 Level 2

Transportation at
company’s
expense*

Transportation at
company’s
expense*

Transportation at
company’s
expense*

Transportation at
company’s
expense*

Consider upgrade
of certificate,
transportation, and
equipment if
ambulance service
access restricted.

Consider upgrade
of certificate,
transportation, and
equipment if
ambulance service
access restricted.

Consider upgrade
of certificate,
transportation, and
equipment if
ambulance service
access restricted.

* Transportation to medical treatment may include a taxi, a company vehicle, or an ambulance, depending on
the injured or ill worker’s condition.
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More Than 20 Minutes Surface Travel Time To Hospital
# of
workers
per shift

Supplies, equipment,
and facility

Level of First Aid
certificate for
attendant

Transportation

1

Personal First Aid kit

Transportation at
company’s
expense*

2-5

Level 1 First Aid kit

Level 1

Transportation at
company’s
expense*

6-10

Level 1 First Aid kit
ETV equipment

Level 1 with
transportation
Endorsement

ETV

11-30

Level 3 First Aid kit
Dressing station
ETV equipment

Level 3

ETV

31-50

Level 3 First Aid kit
First Aid room
ETV equipment

Level 3

ETV

51-200

Level 3 First Aid kit
First Aid room
Industrial ambulance
equipment

Level 3

Industrial
ambulance

2 Level 3

Industrial
ambulance

201 or
more

Level 3 First Aid kit
First Aid room
Industrial ambulance
equipment

Other
considerations

* Transportation to medical treatment may include a taxi, a company vehicle, or an ambulance, depending on
the injured or ill worker’s condition.
ETV = Emergency Transportation Vehicle
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Emergency Planning
The success of our emergency response program can only be achieved through careful planning and constant
attention. In the event of an emergency, all preparation work must be completed in order for each individual to
safely perform his or her designated duties.
Risk assessments are completed for each work site or operational situation where rescue or evacuation may be
required.
Primary and secondary emergency muster stations, where employees gather after an evacuation, must be
designated and identified.
Emergency lighting is in place in situations where risk assessments have shown that a lack of lighting would
prove hazardous in the event of an evacuation.
An integral part of our emergency planning is to ensure that all employees and outside agencies are aware of
the risk of emergency requiring evacuation and emergency response in the workplace. The results of emergency
hazard identification and risk assessments are shared with all concerned workers.

Coordinating Response to Emergencies
LNB Construction Inc. identifies the positions and operational groups that are likely to be the recipients of
emergency information and reports. Supervisors and sub-contractors, in the event of an emergency,
communicate with the outside agencies, and first aid personnel, as required.

Emergency Procedures
Each company location or site must complete an emergency evacuation plan. Those that have identified a
requirement for rescue complete a rescue procedure as well.
The supervisor or designate must keep copies of their emergency evacuation plan for reference, and each subcontractor reviews their plans prior to starting work.
**Note: Evacuation drills MUST at each job site within two weeks of job start and renewed at least annually;
suggested time is at start-up of individual projects and in the spring for offices.
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Emergency Response Plan Development
Establish a planning team
When establishing a planning team, the company should choose representatives from all levels of the
organization.

Assess the Risks
Determine the types of potential and actual hazards, while you are assessing the risks for the work place plan.
Estimate the probability of the hazard occurring, the number of people likely to be exposed and the extent of
losses arise out of potential emergencies. Examples of the types of emergencies are fire, chemical spills,
explosions, bomb threats etc.
Supervisors shall conduct a risk assessment and ensure sufficient resources and procedures are in place to deal
with emergencies at their job sites. Supervisors have the responsibility of developing and implementing written
emergency response plans to deal with emergencies that may arise on their sites.

Develop the plan
When developing the plan consider the following:




















What are the potential emergencies?
Procedures for the emergency
Location of emergency equipment
Location of hazardous and flammable products
Training requirements for the use of emergency equipment
Emergency response training (if required)
Head count and verification procedure
Muster points
Shutdown procedures
Location and use of emergency facilities
Site/Facility diagrams
Primary and secondary escape routes
Access routes and doors for emergency access
Emergency communication requirements
Identifying first aiders and first aid requirements
Procedures for rescue and evacuation
Designated workers to assist in rescue and evacuation if applicable
Emergency contacts
Emergency phone numbers
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First aid services.
Transporting injured workers to medical aid.
Communications to contact outside agencies for assistance.
Emergency route map and contact numbers.

Other plans, required for circumstances identified by the Hazard Assessment for a given site, may include:
Working over water
Confined spaces

Working at heights
Initial fire attack

H2S
Environmental spill/release

NOTE: All facilities and projects are required to assess the specific risks and potential for emergencies. They
must also develop their own specific emergency and evacuation plans. These plan(s) are posted in areas of high
traffic to be viewed by all. Project management is responsible to initiate specific emergency procedures for their
worksite(s) and also incorporate any client stipulations and requirements.

Implementation of Plan
A detailed plan should be in place for all likely events stating who does what, when and how before the job
begins. Ensure all employees are informed and trained in the plan. Review the plan at all safety orientation
meetings. These procedures are posted in highly visible areas.

Duty to Provide
Supervisor may request assistance from management in developing an Emergency Response Plan if they do not
have the required information. It is the responsibility of management to provide all necessary resources to
accommodate the Emergency Response Plan.

Posting
Emergency Response Plans and contact numbers will be posted at appropriate locations at each work site and
communicated to all employees.

Contents








Emergency Response Plans will contain at least the following information:
Emergency Contact information for Police, Ambulance, Fire, Forest Service
Method of communication (radio, cell phone, satellite phone, etc.)
Specific site location (including GPS coordinates when available).
Emergency evacuation routing (including written directions with distances).
Maps to be included when possible.
Emergency muster location.
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Identification of First Aid Attendant, Secondary First Aid Attendant, and Evacuation Warden.
Contact information, including phone number and radio frequency for air evacuation provider (on sites
where air evacuation may be required).

Assignment of Duties
Individual employees shall be provided duties to assist in emergency situations:






Employees will be assigned to contact an ambulance or air evacuation if required.
Employees will be assigned positions along the emergency evacuation route to assist emergency
responders in locating the work site.
Employees will be assigned to act as communicators between the first aid attendant and the person
contacting the ambulance.
The supervisor in the pre-job safety meeting shall record this information.
If an employee with an assigned role leaves the job site, the supervisor shall ensure that the vacated
position is assigned to a different employee on site.

Emergency Circumstances
If emergency action is required to correct a condition, which constitutes an immediate threat to workers, only
those qualified and properly instructed individuals whose participation is necessary to correct the unsafe
condition may be exposed to the hazard. Every possible effort must be made to control the hazard while
emergency procedures are being carried out.

Training






All workers must be given adequate instruction in the fire prevention and emergency evacuation
procedures applicable to their workplace prior to them starting work.
Workers assigned to firefighting duties in their workplace must be given adequate training, by a
qualified instructor in:
o Fire suppression methods.
o Fire prevention.
o Emergency procedures.
o Organization and chain of command.
o Firefighting crew safety and communications, applicable to their workplace.
Refresher training for firefighting duties must be provided periodically, but not less than annually.
All workers who are assigned to firefighting duties must be physically capable of performing the
assigned duties safely and effectively.
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Evaluate Effectiveness of the Plan
A review of the plan is best done with drills. Drills identify weaknesses and provide an opportunity to identify
actions for improvement. Drills should be annually at permanent facilities and as needed and or required on
worksites. All drills are to be documented.

Continuously Improve the Plan
Make changes to implement corrective actions to improve the effectiveness of the existing plan as
circumstances change.

Emergency Reporting
Common emergency procedures required at our facilities and worksites are evacuations, fire, and the
summoning of medical attention to the worksite.

In The Event Of an Emergency:
 Remain calm
 Activate Alarm
 Evacuate to muster point(s)
 Phone or radio the emergency in to authorities
 State who is calling
 What the emergency is
 Select someone to direct ERT and EMS
 Take head count, confirm all persons are accounted for
 Provide the names and last known location of the persons not accounted for to the ERT
NOTE: If emergency action is required to control or eliminate a hazard which is dangerous to the safety or health
of workers, only those employees who are competent in correcting the condition may be exposed to the hazard.
Every reasonable effort must be made to control the hazard while the condition is being corrected. After an
emergency, a review process takes place to identify critical components of the overall plan.
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Fire Prevention
Fires can start anywhere and at any time; good housekeeping is essential in the prevention of fires. It is
important to know which fire extinguisher to use and how to use it. Fire extinguishers are inspected monthly
or when it is obvious that the extinguisher may be subject to corrosive or damaging environments the frequency
may be more often. All extinguishers are to be recertified yearly by a servicing company, which is certified by an
approved fire testing agency. All inspections and servicing is documented. Smoking is only permitted in
designated areas defined by the project manager or client. Ensure proper storage and handling of all flammable
and combustible liquids (approved storage cabinets, containers etc.) as per regulations and site requirements).

Fire Extinguisher Inspection










Ensure the extinguisher is in designated place.
Ensure access, visibility, or sign of an extinguisher
Indicating the location of the extinguisher is not obstructed.
Operating instructions of the fire extinguisher are legible and the extinguisher is in location so the
instructions may be easily read.
If any seals or tamper indicators are broken or missing, replace such seals or tamper indicators.
Water type extinguishers without gages should be “hefted” to
Determine the extinguisher is full.
Check the extinguisher for any obvious physical damage, corrosion, leakage or clogged nozzles.
Extinguishers with pressure gauges; readings are noted to indicate whether or not the extinguisher is in
within the operable range.

NOTE: Cold weather may slightly affect an accurate reading.

Common Fire Extinguisher Types
CLASS A
Combustible Materials (wood, paper, cloth, rubber plastic)
CLASS B
Flammable Liquids (gasoline, oil, grease, flammable gas, lacquer)
CLASS C
Energized electrical equipment (Wires, switches, circuit breakers)
CLASS D
Combustible Metals (Sodium, potassium, magnesium, titanium)
CLASS K
Combustible cooking media (Vegetable or animal oils and fats)
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Fighting small fires
Before attempting to fight a small fire and only if it is safe to do so, be sure that:






Everyone has left and someone is calling the fire department
The fire is small, confined, and not spreading (a trash can fire )
You have an unobstructed escape route
Your extinguisher matches the fire
You are familiar with the extinguisher

NOTE: Keep your back to a clear exit and stand six to eight feet (two to three meters) away from the fire.

Operating a fire extinguisher
When operating the extinguisher remember the acronym PASS:





Pull the pin that unlocks the operating lever.
Aim low, point nozzle or hose at the base of the fire.
Squeeze the lever above the handle to discharge the agent.
Sweep the nozzle from side to side aim at the base of the fire.

Fire Prevention Plan
The following is a collection of preventative measures to be employed during any construction. Also, a site plan
must be developed to identify all emergency equipment.

Combustible Material and Debris
During construction, crews are responsible for maintaining a clean working environment. Material not in use or
material not scheduled for use, is removed from the work area and stored in the designated areas. Prior to the
start of welding and electrical operations, crews ensure that saw dust, chippings and other easily combustible
materials are removed from the area. Crews also ensure that there is unobstructed access to fire protection,
equipment, hydrants, fire department connections and portable extinguishers.
Combustible materials include but are not limited to wood, cardboard, packing material, form lumber, burlap,
incidental waste and saw dust.

Flammable and Combustible Liquids and Gases
Flammable liquids and gases are only permitted on site on a temporary basis. Long term storage of these liquids
is not permitted.
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Fire Extinguishers
Extinguishers are located around the construction site, such that there is no more than 75 feet between
extinguishers.
Portable Fire Extinguishers
Portable extinguishers locations:







adjacent to cutting or welding operations
in areas where combustibles are stored
near or on an internal combustion engines
adjacent to area where flammable liquids or gases are stored or handled
adjacent to temporary oil-fired or gas-fired equipment
adjacent to bitumen heating equipment

The extinguishers required as noted above must have a minimum rating of:
2-A, 10B: C on moveable equipment
4-A, 40B: C in all other locations, or As per Fire Code

Exit
Two exists are available to crews working on a project. These may include an access stairway or walkway.

Fire Response
A safety meeting is held so all crews are aware of the fire response procedures.

Sounding the Alarm
The first stage of response is the sounding of the fire alarm. This may be achieved by using verbal warnings and
an air horn with the appropriate number of blasts.
Following the sounding of the alarm, crew members make all workers aware of the fire so the designated
marshals can carry out their responsibilities.
All workers exit the work zone via designated escape routes and meet at the muster stations so a head count
may be completed. In the event an employee is not accounted for, the Supervisor alerts the emergency
response team or Fire Department to institute a search of the area. Crews should be reminded to not leave the
area, as this may put others at risk. The Supervisor is notified of all absent employee.
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Bomb Threats
Most bomb threats are made over the phone. Any bomb threat is a crime and must be reported to the police. If
you receive a bomb threat by phone:


Stay calm and keep the caller on the line. Do not upset the caller and indicate your willingness to
cooperate.

Ask questions:









Where is the bomb?
When is it going to go off?
What kind is it?
What does it look like?
Permit the caller to say as much as possible without interruption.
Take notes on everything said and on your observations about background noise, voice characteristics,
language, etc.
Call 911 Immediately. If possible have a co-worker do this while you continue talking to the caller
(purpose of keeping the person talking is to try and have the call traced).
If evacuation is necessary follow the emergency response plan.

Suspicious Envelopes or Packages
A suspicious envelope or package may have one or more of the following characteristics:















Excessive postage
Handwritten or poorly typed addresses
Incorrect titles
Title, but no name
Misspelling of common words
Oily stains, discolorations or odour
No return address, postmark or name of sender
Excessive weight
Lopsided or uneven envelope
Protruding wires or aluminum foil
Excessive security material such as masking tape, string etc.
Visual distractions
A ticking sound
Rub-on block lettering
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Dealing with a Suspicious Packages or Envelope







Do not shake or empty the contents of any suspicious envelope or package.
Leave the room and close the door, or section off the area to prevent others from entering.
Wash your hands and face with soap and water.
Call 911.
List all people who were in the room/area when the letter or package was recognized.
Provide this list to authorities.

Evacuation Procedures
Written evacuation procedures appropriate to the risk must be developed and implemented to:
Notify workers, including the first aid attendant, of the nature and location of the emergency.
Evacuate workers safely.
Check and confirm the safe evacuation of all workers.
Notify the fire department or other emergency responders.
Notify adjacent workplaces or residences which may be affected if the risk of exposure to a substance
extends beyond the workplace.
Notification of the public must be in conformity with the requirements of other jurisdictions, including provincial
and municipal agencies.






Spill Cleanup and Re-entry Procedures
If LNB Construction Inc. is required to control a release of a hazardous substance, to perform cleanup of a spill,
or to carry out testing before re-entry, the following must be provided prior to any work taking place:




Adequate written safe work procedures.
Appropriate personal protective equipment which is readily available to workers and is adequately
maintained.
Material or equipment necessary for the control and disposal of the hazardous substance.

Evacuation and Rescue
In the event of an emergency, employees assigned to rescue an injured worker must be properly trained and
equipped. This policy is created to ensure that sufficient and adequate resources are available in the event an
evacuation or rescue is required.
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Training
Employees designated to provide rescue or evacuation services must be adequately trained. The training
program must include simulated rescue or evacuation exercises and regular retraining, appropriate to the type
of rescue or evacuation being provided. Training records will be kept.

Equipment
Employees performing rescue or evacuation must wear personal protective clothing and equipment appropriate
to the hazards likely to be encountered.
Harnesses must meet the requirements of the applicable standards or code issued by the International Union of
Alpinist Associations, National Fire Protection Association or Canadian Standards Association.
When a platform suspended from a crane or hoist or attached to a crane boom is used for rescue, an injured
employee on the platform is not required to use a personal fall protection system, if:



The employee is belted to a stretcher and the stretcher is securely fastened to the platform floor.
The platform has a safety strap that will prevent the platform from falling more than 15 cm (6 in) if the
platform becomes dislodged from the hook.

Inspection of Equipment
Ropes and associated equipment must be inspected visually and physically by qualified employee after each use
for rescue, evacuation or training purposes.
Equipment must not be used after it:




Has been overstressed.
Has been subject to temperatures above 150°C (300°F).
Shows significant damage due to contact with chemicals or due to any other cause.

Maintenance Records
Maintenance records must be kept, including but not limited to:







The name of manufacturer.
The type of equipment.
The date put into service.
When and for what purpose the equipment has been used.
The date of the last inspection.
Name of the person who performed the last inspection.
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 Any damage incurred.
 The date and nature of any maintenance.
Maintenance records must be available upon request to any worker concerned with the safe operation of the
equipment or to an officer upon request.

First Aid
At least one member of a rescue team must be a first aid attendant trained to immobilize an injured worker.

Communications
Effective communications must be maintained between the workers engaged in rescue or evacuation, and
support persons.

Emergency Procedure - Ruptured Gas Line
Emergency Procedure for Ruptured Gas Line










Shut off machinery and all sources of ignition.
Evacuate the area and move people upwind, if possible.
Cordon off area and keep cars and bystanders away from area until Emergency Personnel take over. Talk
to Incident Commander before turning over area.
Contact FortisBC emergency at 1-800-663-9911.
Contact the LNB Construction Inc. Office IMMEDIATELY at 250-374-4551, indicating the emergency
location.
Do not attempt repairs or operate underground gas valves.
If there is a fire, or danger of a fire, call 911 or the fire department.
If the break or leak is underground, warn people in nearby buildings where gas might enter through
drains, etc.
If gas is entering into buildings, evacuate them; as well as neighboring buildings.

Emergency Procedure – Damaged Gas Line








If a pipe has been struck, jarred or pulled; or the tracer-wire, protective wrapping or the pipe surface has
been damaged or compromised:
Remove all sources of ignition, including lit cigarettes, cell phones, power tools and equipment.
Move employees upwind if possible.
Call FortisBC immediately at 1-800-663-9911.
Never try to make temporary repairs yourself.
Do not backfill over damaged pipe.
Never bend a pipe to fix a break.
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Fatalities and Serious Injury
In the event of a serious injury or death, Senior Management will take full responsibility for contacting the
appropriate authorities. At no time are employees to discuss the injury with the media, injured person’s family
or anyone outside of the work location. Senior Management will be directly responsible for the release of all
information.
In the event of a serious injury or death, the following shall occur:
The supervisor or communicator will contact a senior manager. Senior Management will contact the proper
authorities and family members of injured employee.
Management will be responsible for making statements to the media, if requested.







The first aid attendant will have control of the scene.
The site will not be disturbed except to make safe in order to prevent any further injury or serious
property damage.
Radio messages will not include victim names or nature of injury.
The supervisor will take over all other external communications from the worksite.
The supervisor will make all attempts to preserve order amongst the crew.
The supervisor will record basic information (who, what, why, when, where, how).

Overdue Employee Search Policy









This procedure shall be initiated when it has been determined that a worker is overdue.
The person designated to be in contact with the lone employee shall notify the lone employee’s
immediate supervisor and a senior manager that the employee is overdue.
The manager will designate an employee to be the field search coordinator.
The field search coordinator will verify the employee is overdue by:
o Checking the last verified site of the overdue employee.
o Checking the general work area of the last verified site.
o Checking the subject’s vehicle or camp, as they may have returned in the meanwhile.
The manager and field coordinator will determine if a ground search is required and what mode of
communication will be used during the search.
The manager is to notify the prime contractor involved and provide details of what is occurring.
The manager is to notify the RCMP if it is deemed that the scope of the search is beyond the means and
experience of the company.
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The manager will notify:
o Spouse/partner of overdue person.
o Any other person requiring notification as necessary.
The manager will standby for communication from the field coordinator.
The supervisor and field coordinator shall provide assistance to all involved organizations as required or
directed.

Rescue around Power Lines
Rescue Worker - The main role for rescue workers near downed power lines or energized equipment is to stop
people from getting hurt. Responding to an emergency involving a downed power line or electrocuted
employee requires special procedures.
Downed Power Line - Treat downed power lines and anything in contact with a downed power line as
energized. Lines very seldom leap about or spark when energized and non energized lines may suddenly
become re- energized if switching equipment restores power without warning.
Keep Your Distance - Park well clear from any downed lines to ensure you are outside of the energized area. A
60,000 volt line may energize the ground for approximately 10m from the point the line contacts the ground.
Traffic Control - Stop traffic and keep people clear of the energized area. Objects in contact with the downed
power line may also be energized and shall be considered a part of the energized area.
Stay Clear of Area - Do not let yourself become a victim. Regardless of how badly someone is hurt, you cannot
help if you are electrocuted. Do not touch anything in contact with a downed power line including injured or
trapped victims, puddles, vehicles or trees. Do not use a stick, piece of rope or a hose, as they will not offer any
protection.
Call for Help - Call 911, a senior manager and the owner of the power system immediately.
De-Energization - Accept confirmation that the system has been de-energized and is safe only from a
representative of the power system who is onsite.

Chemical and Biological
If an employee is or may be exposed to a chemical agent, or biological agent designated as a hazardous
substance, which could cause an adverse health effect, LNB Construction Inc. will ensure that the identity of the
chemical agent or biological agent, its possible effects on the employees health and safety and any precautions
required to protect the health and safety of the employee are clearly indicated by labels, MSDSs, or other similar
means.
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Communication - If an employee is or may be exposed to a chemical or biological substance, which could cause
an adverse health effect, LNB Construction Inc. will ensure the content and meaning of the information is clearly
communicated to the worker.
Written Procedures - If a worker is or may be exposed to a chemical or biological substance which could cause
an adverse health effect, LNB Construction Inc. will ensure that effective written procedures are prepared and
implemented to prevent exposure by any route that could cause an adverse health effect, and to address
emergency and cleanup procedures in the event of a spill or release of the substance.
Training - If an employee is or may be exposed to a chemical or biological substance which could cause an
adverse health effect, LNB Construction Inc. will ensure that the supervisor and the worker are trained in and
follow the established procedures for safely handling, using, storing and disposing of the substance, including
emergency and spill cleanup procedures.
Potential Exposure Assessment - Potential exposure to harmful substances is assessed to ensure exposure does
not exceed occupational exposure limits. If a worker is or may be exposed to a hazardous substance, the
employer must ensure that:
 A walkthrough survey is conducted to assess the potential for overexposure; taking into account all
routes of exposure, including:
o Inhalation.
o Ingestion.
o Skin contact.
 Reassessment is conducted when there is a change in work conditions which may increase the exposure;
such as, a change in production rate, process, or equipment
 If the walkthrough survey reveals that a worker may be at risk of overexposure to an airborne
contaminant, the employer must ensure that air sampling is conducted to assess the potential for
overexposure.

Emergency Washing Facilities
Emergency washing facilities are readily available; and are provided within a work area where an employee’s
eyes or skin may be exposed to harmful or corrosive materials or other materials which may burn or irritate.
Potential exposure to harmful substances is assessed to ensure exposure does not exceed occupational
exposure limits. If an employee is/ or may be exposed to a hazardous substance.
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Transportation of Dangerous Goods
Accidental Release - Where an accidental release of dangerous goods, in excess of a prescribed quantity or
concentration, from a means of containment being used to handle or transport dangerous goods, occurs or is
imminent, any person having the time has the charge, management or control of the means of containment
shall report the occurrence or imminence of the release. That person shall then take all reasonable emergency
measures to reduce or eliminate any danger to public safety that results or may reasonably be expected to
result from the release.
Consignor to Classify - Before LNB Construction Inc. will take possession of dangerous goods for transport, the
consignor must determine the classification of the dangerous goods.
Provision of Shipping Document - Before LNB Construction Inc. will take possession of dangerous goods for
transport, the consignor must prepare and give LNB Construction Inc. a shipping document.
Records - LNB Construction Inc. must be in possession of a copy of the shipping documents related to dangerous
goods while the dangerous goods are in transport and for a period of two years after the date the dangerous
goods are no longer in transport. When an inspector issues the carrier a written request for a copy of the
shipping documents, LNB Construction Inc. must comply within 15 days after the day on which it was received.
Safety Marks - LNB Construction Inc. will not transport nor import any means of containment for dangerous
goods unless the mandatory dangerous goods safety mark is displayed on it.
Means of Containment - LNB Construction Inc. will not handle, offer for transport or transport dangerous goods
in a means of containment unless the means of containment is designed, constructed, filled, closed, secured and
maintained so that under normal conditions of transport, including handling, there will be no accidental release
of the dangerous goods that could endanger public safety.
Loading and Securing - A person must load and secure dangerous goods in a suitable means of containment and
must load and secure the means of containment on a means of transport in such a way as to prevent, under
normal conditions of transport, damage to the means of containment or to the means of transport that could
lead to an accidental release of the dangerous goods.
Training Requirements - A person who handles, offers for transport or transports dangerous goods must:
 Be adequately trained and hold a training certificate in accordance with this Part.
 Perform those activities in the presence and under the direct supervision of a person who is adequately
trained and who holds a training certificate in accordance with this Part.
LNB Construction Inc. will not direct or allow an employee to handle, offer for transport or transport dangerous
goods unless the employee:



Is adequately trained and holds a training certificate in accordance with this Part.
Performs those activities in the presence and under the direct supervision of a person who is adequately
trained and who holds a training certificate in accordance with this Part.
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Report of Accidental Release - In the event of an accidental release of dangerous goods from a means of
containment, and if the accidental release consists of a quantity of dangerous goods or an emission of radiation
that exceed quantities set out for each Class of dangerous good, a person who has possession of the dangerous
goods at the time of the accidental release must make an immediate report of the accidental release to the
appropriate provincial authority.

Spill Response Plan
In the event of a spill the following procedures are implemented:











All personnel move an appropriate safe distance away from the spill area until the spill can be assessed
and the hazards identified.
Hazards associated with the spill are identified through the use of MSDS information.
In the event the spilled substance may be hazardous to other individuals, evacuate the area of all
unnecessary personnel.
Establish a boundary around the spill area.
Crews determine an action plan taking into consideration environmental conditions such as wind
direction, precipitation etc.
Appropriate tools are made available for crews entering the spill boundary.
Crews contain the spill through the use of absorbent booms and other on-site material.
Following containment of the spill, crews proceed to clean the spill through the use of absorbents. Note:
After the spill has been cleaned all absorbents must be properly disposed of in accordance with the
regulations of the BC Ministry of Environment.
A crew member is appointed to monitor the spill area and cleanup any additional contamination that
may become apparent.

Forms
Forms are to be utilized as a management instrument to document facts or used as a checklist to ensure all
items have been completed.







INJURY INFORMATION RECORD
FIRST AID PATIENT ASSESSMENT FORM
FIRST AID SITE ASSESSMENT
DESIGNATED FIRST AID ATTENDANT
EMERGENCY RESPONSE & DRILL CHECKLIST
EMERGENCY PROCEDURES – CONTACT

Health & Safety Manual
Created: 2005
Revised: Feb. 1, 2016; Sep. 9, 2017; Feb. 11, 2018

Page 33 of 77

Element 11 – Emergency Preparedness

Health & Safety Manual
Created: 2005
Revised: Feb. 1, 2016; Sep. 9, 2017; Feb. 11, 2018

Page 34 of 77

Element 11 – Emergency Preparedness

Appendix A – Injury Information Record (To be Completed by First Aid Attendant)
Severity of injury

Fatality

Lost Work Day

Medical Aid

First Aid

Worker’s last name

First name(s)

Mailing address

City

Worker’s telephone number
(

Male

Postal Code

Social Insurance Number

Date of birth
/
Month /
Day

)

Worker’s occupation

Date of injury

Month

/
/

Employment start date
/
/
Month /
Day
/
Time of injury

/
/
/ Day / Year

Middle initial

Female

Year

Year
AM

PM

AM

PM

Time reported

Date injury reported to first aid attendant
/
/
Month / Day / Year

Did worker receive first aid, go to hospital, medical clinic, attend a physician or qualified practitioner? If YES, please provide date and name of
hospital/clinic and physician/practitioner if known.
Yes
No Date:
Name of hospital/clinic/physician/practitioner:
How did worker get to the 1st Aid Room? (walk, stretcher, truck, etc.)
Who brought the worker to the 1st Aid Room?
Was the worker unconscious following injury or exposure?

Yes

No

Employee description of “What Happened” to cause injury or occupational disease (include all details – attach additional pages if required)

Nature of injury and part of body (specify signs and symptoms)

Description of First Aid Treatment rendered or advice given

Additional First Aid Treatments
Yes
Please provide dates and nature of treatments

Previous pain or disability in area of injury
First aid attendant’s name (please print)

No

Yes

No

Unknown

If answer is yes, please explain.

First aid attendant’s signature

Patient’s signature
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Appendix B – First Aid Patient Assessment Form
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Appendix C – First Aid Site Assessment
PART 1
Project Name:

Location(s):

(a) Hazard rating:

Low

Moderate

High

(b) Description of work: (Section E)
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
(c) Types of injuries that can occur:
__________________________________________________________________________________________
(d) Surface time to hospital:

minutes (Hospital address:

)

i)

20 minutes or less surface travel time to hospital (Section E)

ii)

20 minutes or more surface travel time to hospital (Section E)

(e) Determine number of workers on shift:
(f) Barriers to Medical Treatment

PART 2
Assessment Results
(a) Assigned hazard rating:
(b) Supplies/Equipment/Facilities required:
(c) First Aid Attendant(s):
(d) Emergency Vehicles

Type:

ETV:

Yes

No

Industrial Ambulance:

Yes

No

It is imperative that at the conclusion of the First Aid Assessment, the required level of first aid service, supplies,
equipment, and facility required at the workplace be put into place.
This First Aid Assessment must be reviewed annually or when there are significant changes in project activities.
Date of this assessment:
Name

Date of last assessment:
Signature
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Appendix D – Designated First Aid Attendant
___________________________________
Name

________________________________
Company

3 Short Blasts to Summon First Aid Attendant
1 LONG BLAST FOR JOBSITE EVACUATION
Project Name

_____________________________

Date:

______________________________

Project Address ____________________________________________________________________________
Supervisor _________________________________

Phone: ______________________________

Alternate Contact __________________________

Phone: ______________________________

Closest Medical Facility: _____________________________________________________
Address:

_______________________________

Phone: ____________________

Subcontractor/Trade Contractors:
Company
___________________

Contact Name
______________________

Office Phone
__________________

Cell Phone
___________________

___________________

______________________

__________________

___________________

On notice of an emergency signal/serious incident (such as structural failure, gas leak, chemical spill,
fire, explosion, electrical emergency or hazardous weather)

 Stop all work, lower all loads, and turn off all power sources (if safe to do so)
 Warn others and exit site immediately
 Report to muster point for head count and await further instruction
All employees that are expected to work must be communicated as to “WHO IS RESPONSIBLE FOR FIRST AID”.
The DESIGNATED FIRST AID must not leave the Site until the end of the work duration. Once the Designated First
Aid leaves the Site, NO WORK MAY BE CONDUCTED.
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Appendix E – Emergency Response Drill Checklist
Site Address / location ________________________________________________________
Date of Drill _________________________________________________________________
Name of Evaluator ___________________________________________________________

Evaluation

Yes

No

Was everyone evacuated from the site?





Were all areas of the site checked?





Were all evacuation routes clearly marked?





Did everyone follow the evacuation routes?





Was the evacuation carried out in an orderly fashion?





Did everyone go to the designated meeting area(s)?









Was there an accurate head count?





Was all communications equipment tested?





Did all communications equipment function properly?





Were any special hazards discovered?





Did everyone stay at the designated meeting area
until released?

Improvements/corrections needed

If space not sufficient add pages as needed

Evacuation start time

Evacuation end time

Total evacuation time

Total number evacuated

Improvements / Corrections Made
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Appendix F – Site Safety Plan

Site Safety Plan
Project # xxxxxx
Project Description
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1.0 Introduction
LNB has a comprehensive safety program, policies and procedures, as well as provincial regulations that apply to
anyone working on this project. LNB will coordinate with supervisors and employees to ensure a safe and
productive job site. Operations will abide by and be compliant with all client HSSE , BC Mine Health Safety &
Reclamation Code (BCHSRC), and WorkSafeBC (WCB).

2.0 Purpose
The purpose of this document is to provide workers with the appropriate information to be aware of hazards,
create a safe working environment, and make sure the Company rules, applicable Work Safe BC regulations and
BC Mines Act regulations are being implemented and followed. This document will outline the responsibilities
of Company, Managers, Supervisors and Workers. In this document there will be references to Company safety
standards and applicable regulations.

3.0 Site Specific Safety Policy
LNB is committed to meeting or exceeding the health and safety standards set by our clients and provincial
legislation. Management is committed to supporting supervisors and workers with a safety program that is
designed to prevent injuries and disease in the workplace. Our Health and Safety Polices are an integral part of
our economic and social performance and are designed to provide a safe and healthy work environment for our
employees, customers, and property in all aspects of our operations.
LNB’s safety program will include the education and training required to evaluate workplace hazards and take
the necessary steps to protect our team and other workplace parties. This includes, but is not limited to,
training in WHMS, first aid, services and equipment, workplace hazards and controls, and the planning and
development of safe work procedures and practices, giving Supervisors and workers full participation in the
development of safe work practices and procedures and all activities to ensure their safety.
LNB health and safety polices have been developed to provide a consolidated set of rules, safe work practices
and procedures to present direction and guidance that will govern and regulate the performance of all LNB
employees and contract workers. Where they may differ from government legislation or client requirements,
the more stringent shall apply. LNB employees shall understand and comply with client policies and standards.
LNB’s commitment to working in a spirit of cooperation and consultation with workers is an integral element in
the success of its Health and Safety program and is key to developing and maintaining positive attitudes towards
safety in all areas.
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By their exemplary behavior, all levels of management are responsible and accountable for providing a healthy
and safe working environment and promoting a safety culture for employees and contractors.

4.0 Project Overview
4.1

Site Location & Identification

The Project is located at xxxx. Access to the site is xxxxxx.

4.2

Project Organizational Chart

4.3

Project Personnel
Title

Name

Phone

Worksite Occupational Health & Safety
Committee Members
Name

Project Sponsor

Dennis Wilson

604-999-9142

Project Manager:

Doug Rennie

250-319-2450

Project Superintendent:

Doug Bain

250-319-3529

Safety Advisor

Sandy Markvicka

250-319-5249

Fleet & Logistics Manager

Tyler Schell

250-319-8662

Qualified Coordinator

TBD

Client Contacts

TBD

Phone

Joint Safety Committee
Worker Rep TBD
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4.4

Scope of Work

4.5

Schedule

5.0 Roles and Responsibilities
All members of the project are required to assist in all matters related to health and safety. All personnel are
responsible for ensuring they only perform work for which they have been trained. Duties of workers,
supervisors and others are set out in Company’s HSE Program.

6.0 Site Specific Safety Orientation
All Company personnel and subcontractors must complete required client indoctrination, LNB Company Safety
Orientation and Site Orientation prior to working at site, designed to familiarize them with operations,
procedures, hazards and legislation. Orientations will cover specific safety culture and internal programs within
the organization, as well as behavioural and job specific expectations from their employees. The project
orientation will cover project specific safety concerns, workplace hazards, policies and critical procedures, and
will be specific to OH&S expectations for the project. LNB orientation will also include all Quality Requirements
for this project specifically.
The Site Safety Plan will explain the specific safety and emergency response aspects that will apply to them. All
employees must sign this Site Safety Plan.
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7.0 First Aid Assessment, Emergency Preparedness, & Maps
7.1

First Aid Assessment

Date & Location of Work:
Date of Assessment :

L

Hazard Rating on Assigned Hazard Rating List

M

H

Job functions, work processes and tools:
Types of injuries that can potentially occur:

Surface Travel Time to Hospital

>20 minutes

<20 minutes

Distance / Travelling time to hospital:
Total number of workers on site:
Barriers to Medical Aid:
Assessment Results
Supplies/equipment/facilities required:
Number and level of first aid attendants:
Transportation needs:
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Table 5: This table applies to a workplace that an employer determines under section 3.16 (2) (b) of the
Regulation creates a high risk of injury and that is more than 20 minutes surface travel time away from a
hospital.

Item

Column 1
Number of workers
per shift

1

1

2

2-5

3

Column 2
Supplies, equipment, and facility

Column 3
Level of first aid certificate for
attendant

Column 4
Transportation



Personal first aid kit



Level 1 first aid kit

6-10




Level 1 first aid kit
ETV equipment

Level 1 certificate with Transportation
Endorsement

ETV

4

11-30





Level 3 first aid kit
Dressing station
ETV equipment

Level 3 certificate

ETV

5

31-50





Level 3 first aid kit
First aid room
ETV equipment

Level 3 certificate

ETV

6

51-200





Level 3 first aid kit
First aid room
Industrial ambulance
equipment

Level 3 certificate

Industrial
ambulance

7

201 or more





Level 3 first aid kit
First aid room
Industrial ambulance
equipment

2 attendants, each with Level 3
certificates

Industrial
ambulance

Level 1 certificate
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7.2

First Aid and Emergency Response Procedures

Evacuation Alarms, Horns and Fire Alarms
In the event of an emergency alarm, report to your muster area. A role call will be conducted by a supervisor to
ensure all personnel including workers, visitors and contractors are accounted for.
Emergency Aid
In the case of an emergency, all employees shall be aware of LNB and client site emergency response plans and
actions required to be taken should an incident occur. To alert LNB First Aid and supervisor use radio channel
xxx. Supervisors shall review the LNB emergency response plans with crews and post on the safety board.
LNB safety supplies/equipment/ attendants will be on site located at xxxxx.
In the event of an emergency:
1. Stay calm
2. Ensure personal safety
3. Assess the scene
4. Identify any hazards
5. Determine Mechanism of Injury
6. Determine Number of Victims
1. Stop all work in the area and contact emergency response and First Aid
The attendant will need to know:
 Location of casualty/accident
 Type of accident/injuries
 Mechanism of injury
 Number of casualties
 Need for special equipment
 Ambulance required


STABILIZE THE SCENE – when safe to do so, stabilize the area around the injured person before assisting
them and ensure no further danger
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CONDUCT ABC
o Airway – does the patient have a clear airway?
o Breathing – is the patient breathing adequately?
o Circulation – does the patient have a pulse?
KEEP PATIENT WARM AND INTERVENE AS NECESSARY UNTIL FIRST AID ARRIVES. Comfort the injured
person as much as possible.
EMERGENCY SERVICES – will be on scene to assist.
TRANSPORT - Worker will be transported to hospital when required.
ADVISE OTHER AGENCIES - Contact other services as required (client contact, WCB, etc.)
CALL TO WORK - The call to start work will be the responsibility of the Supervisor or Superintendent.

Communication of Emergency
Equipment will be provided with 2-way radios (radio channel xx). Contact numbers are listed in the Emergency
Contacts Section of this ERP and will be posted in the office trailer and included in orientation training, along
with Emergency Procedures and Plans.
Who is to call for additional assistance
All workers will be aware of the emergency contact list, and how to contact emergency services.
Method of transportation of the injured worker
In the event of a minor injury, construction workers can be treated by the LNB Level xxx First Aider or xxxx.
Injured workers can be transported to further medical aid via xxxxx. The first aider attending the accident will
decide the best mode of transportation i.e. Rapid Transport or not.
Review attached Maps below.
In the event of an emergency evacuation
Once workers have mustered to the evacuation area, a head count will be taken to verify all workers are
present.
Incident & Near Miss Reporting
All safety incidents / near misses must be reported to Superintendent immediately. All accidents, incidents and
near misses will be investigated.
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7.3

Emergency Response Contact List

MEDICAL RESPONSE
First Aid
Ambulance

BC Ambulance Service

1-800-461-9911

Hospital
Health Care Centre
Poison Control

1-800-567-8911

CLIENT EMERGENCY CONTACT INFORMATION

FIRE RESPONSE
Ministry of Forests & Range Fire
Protection Branch

Toll-Free

1-800-663-5555 (24 hours)

SPILL RESPONSE
1-800-663-3546 (24 hours)

Provincial Emergency Program (PEP)
and Dangerous Goods Disaster

GAS LEAKS
Call Before You Dig
Fortis Gas

1-800-474-6886
Emergency

1-800-663-9911

POLICE

911 or (

DANGEROUS WILDLIFE

1-877-952-7277

WORKSAFE BC

1-866-922-4357

BC HYDRO

Emergency

1-888-769-3766
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7.4

Where to Call in an Emergency or for First Aid
POST FIRST AIDER NAMES, CERTIFICATIONS AND CONTACT INFORMATION HERE

7.5

Site Layout and Muster Areas

7.6

Map & Directions to Closest Medical Facility

7.7

Disaster and Natural Disaster Response Plans

Fire, Leaking Gases, Liquids
1. Stop - Turn off all equipment.
2. CALL 9-1-1 (for Emergency and Rescue) or non-emergency phone 250-372-5131 (Fire Emergency backup number).
3. Know the location of all extinguishers and how to use them.
4. Protect yourself first, then others. Try to contain the blaze with a fire extinguisher (aim at the base of
the fire) or shut off leaking gases or fluids.
5. Evacuate the site if the fire cannot be put out, or gases/liquids cannot be contained.
6. Know where each of the exits are, and be sure they are not locked or blocked off.
7. If you must rescue victims:
o Keep upwind in the event of hazardous goods, spills, leaks or fire.
o Administer First Aid to maintain life.
o Keep unnecessary people away.
NOTE: Keep out of low areas.
Do not feel compelled to control the hazard. Use your powers of observation and hearing to detect:




hazards
warning placards
downed wires





hissing sounds of gases
leaking fluids
flames, smoke, steam, etc.
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Explosions
Explosions include those caused by leaking gas, faulty heating equipment, and flammable vapours.
1. Fall to the floor/ground and take immediate shelter under tables, desks, or other such objects that will
offer protection against flying glass or debris. Protect your face and head with your arms.
2. After the effects of an explosion have subsided, check exits or exit stairways prior to evacuating the
building (as in "Emergency Evacuation Procedures") or site, if notified to do so by the supervisor, Fire
Emergency Officer or designate.
3. Activate the Emergency Evacuation Plan – notify your supervisor and telephone the Fire Department at
9-1-1
4. Do not return to the building or site until the "all clear" signal is given by the supervisor, Fire Emergency
Officer or designate.

Spills
When encountering a spill of any nature, it is the responsibility of the EMPLOYEE to:
1. Warn others in the immediate vicinity that a spill has taken place;
2. Designate a fellow employee to guard the area; and
3. Inform the supervisor.
It is the responsibility of the SUPERVISOR to:
1. Re-assign employees to other areas or evacuate if necessary using the following guidelines:
o Unless immediate evacuation is essential, the supervisor shall decide whether or not to
evacuate the site.
o Evacuation procedures shall be as stated in "Emergency Evacuation Procedures."
o Move crosswind or upwind — never downwind — to avoid toxic gases and vapours.
o Render first aid if necessary.
2. Cordon off the immediate area.
3. Attempt to identify the spilled substance (placards, labels).
4. Phone authorities listed in the emergency response plan for clean-up and disposal procedures (if the
spill is considered a reportable emergency).
5. Keep all employees informed of procedures taken.
6. Provide a written report to the company.
Emergency Phone numbers
Dangerous Goods &Disaster Services Ph. 1-800-663-3456
Poison Centre Ph. 1-800-567-8911
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Lightning
Lightning Facts
Thunder always accompanies lightning. Although it is commonly believed that being struck by lightning is an
uncommon event, statistics show that lightning strikes occur frequently. 10% of lightning strike victims are
killed and over 70% suffer severe, life-long injury and disability including memory loss, fatigue, chronic pain,
dizziness, sleeping difficulty and inability to complete several tasks at one time.
Construction workers are at high risk because their work is outdoors and may be close to known strike points
such as tall trees and heavy equipment.
Flash-to-Bang Technique (F/B)
o To estimate the distance between you and a lightning flash, use the "Flash to Bang" method: If
you observe lightning, count the number of seconds until you hear thunder. Divide the number
of seconds by five to get the distance in miles.
Distance Away
If thunder is heard
Miles

KM

60

Seconds after the flash

12

19.2

55

Seconds after the flash

11

17.6

50

Seconds after the flash

10

16.0

45

Seconds after the flash

9

14.4

40

Seconds after the flash

8

12.8

35

Seconds after the flash

7

11.2

30

Seconds after the flash

6

9.6

25

Seconds after the flash

5

8.0

20

Seconds after the flash

4

6.4

15

Seconds after the flash

3

4.8

10

Seconds after the flash

2

3.2

5

Seconds after the flash

1

1.6
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Examples of high risk work during any weather activity that does or may generate lightning:
1.

2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Work on open exposed structural steel
Work on roof tops
Work outdoors from man lifts
Work near telephone or power poles.
Work in open exposed areas such as fields
Crane work
Outside pile drilling work
Work involving the installation of grounding cables or metal culverts
Fencing
All work in ungrounded structural steel buildings
Any other task not listed above that presents a risk to workers performing the task during the
adverse weather conditions previously noted. In these cases contractor management personnel will
take the necessary precautions to protect their workers.

Steps
1. Designate a member of the crew to monitor daily weather forecasts; observe local weather
conditions; and alert all workers when a possible lightning threat develops. Pay attention to
towering thunderheads, darkening skies or a sudden increase in wind.
2. When a storm moves nearby, don’t start or continue any work that cannot be stopped immediately.
3. With the first indication of lightning, all employees and companies will be notified via a radio
announcement by LNB Safety or the Superintendent or his designate.
4. Anyone involved in the high risk activities noted above will contact their supervisors to relay the
alert to their workers.
5. FLASHBANG– from the time you see the lightning to when you hear the thunder – if the
“FLASHBANG” IS 30 seconds or less, the alarm will be raised via radio or otherwise. Once alarm has
been raised, all affected workers will cease at risk activities and all other work and move to a safe
area of the site.
6. Once it has been determined that the lightning hazard has subsided, an all clear will be announced
via radio.
7. Take action by moving to a low-risk location. Do not hesitate. If there is lightning, you are in danger.
If you see lightning, flee. If you hear thunder, clear.
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8. AVOID – radios and radio equipment; trees; telephones; heavy equipment; metal tools and
equipment; railroad tracks; wire fences; metal pipes.
9. Remain in a safe location for 30 minutes after the last sight of lightning or the last sound of thunder,
lightning may persist for these 30 minutes.
Safe Locations
INDOORS
1. The safest location during lightning activity is inside a fully enclosed and substantially constructed
building such as a house, office, etc. These are safest because of the electrical wiring and plumbing
they contain. Should lightning strike, the electrical current will travel through the wiring or plumbing
into the ground. When such a building is nearby, always seek shelter there first. Unsafe shelters are
buildings without electricity or plumbing to ground the lightning, such as carports, tents, sheds and
other small non-metal buildings, as they do not provide any lightning protection.
2. If indoors, avoid using telephones (un-plugged cell phones are ok), water (plumbing), electrical
appliances. Stay in inner rooms. Unplug appliances. Do not touch walls. Stay away from doors,
windows, fireplaces, radiators, stoves, sinks, metal pipes.
3. Unfortunately, during construction work these types of buildings are not always close by and other
alternatives must be considered. Sheds, weather shelters, tents and other partially open or small
structures are not safe as they lack the electrically grounded components of larger buildings. Do not
seek shelter inside these types of structures.
FULLY ENCLOSED VEHICLE
1. The second safest location during lightning activity is inside a fully enclosed car, van, truck or bus
with a metal roof and metal sides. The electrical energy of a lightning strike is carried to the ground
by the conducting outer metal surfaces (the “skin effect”). Do NOT seek safety from lightning strikes
in vehicles with fiberglass or plastic body shells or in convertible top vehicles.
2. In a vehicle, pull safely onto a shoulder of a road away from any trees or power lines.
3. While inside a fully enclosed vehicle, close the windows and sit with your hands on your lap and wait
out the storm. DO NOT touch any part of the metal frame or any wired device in the vehicle
including the steering wheel or plugged in cell phone). A direct strike to your vehicle will flow
through the frame of the vehicle and usually jump over or through the tires to reach the ground.
4. Be aware of downed power lines that may be touching your vehicle – you are safe inside, but may
receive a shock if you step outside.
5. Heavy construction equipment with fully enclosed rollover protective structures (ROPS) offer the
advantage of the skin effect and is therefore safe in electrical storms. HOWEVER – machines with a
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rollover canopy only are not safe against lightning strikes as they are open to electrically conductive
rainwater and don not benefit from the skin effect. Tractors and topless or open vehicles are NOT
safe. Operators of these machines must exit the cab to get to a safer location.
6. In no circumstances during close-in lightning should an operator attempt to step off the equipment
onto the ground in an attempt to find another shelter. Very dangerous step voltage and touch
voltage situations are created when a “dual pathway to the ground” is created. Lightning voltages
will attempt to equalize themselves, and they may go through a person in order to do so.
7. In a life threatening situation (equipment on fire) – where the operator MUST exit the equipment –
JUMP to the ground and ensure that BOTH FEET land on the ground at the same time. SHUFFLE
away from the danger area always keeping two feet in contact with the ground. Walking, or creating
a break, will allow the electrical circuit to run through your body.
8. Rubber tires on motor vehicles DO NOT increase safety from lightning strikes. They offer absolutely
no additional insulation.
Rules for Remaining Outdoors
1. Position people several yards apart.
2. Stay away from rivers, lakes, or other bodies of water. Be aware of potential for flooding in low lying
areas.
3. Stay away from tall structures, towers, tall trees, telephone poles and lines, tents with metal
supports, railroad tracks, metal fences, metal pipes, etc.
4. Take shelter under a small tree among several large ones, if possible, or among the dense thick
growth of the shortest of trees. Stay at least 6 feet away from the tree trunk to minimize a side
strike and step voltage. Never stand under and isolated tree.
5. Stay low (crouch) in a ditch or depression, a low area, ravine, or foot of a hill.
6. NEVER lie flat on the ground – wet earth may conduct electricity.
7. Assume Lightning Safety Position – crouch with feet as close together as possible, have heels touch.
Place hands over ears. Do not touch the ground with your hands. Remember – DO NOT lie flat on
the ground. Be the smallest target possible, while minimizing your contact with the ground.
Medical Aid
1. Lightning victims are safe to touch. Have someone call for assistance. If breathing has stopped and
/ or they do not have a pulse, administer mouth to mouth resuscitation and cardio pulmonary
resuscitation.
2. If possible, move the victim to a building as soon as possible if the lightning threat is still present.
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Interface Fires
An Interface fire is a wildland fire that puts communities and people at risk. A wildland fire in an interface area
can quickly spread from the forest or grasslands to threaten people, homes and property.
In the event of a wildfire
If you see the fire Dial 911 and report it!
Do your best and report on:
1.
2.
3.
4.
5.
6.
7.
8.

Exact location and size (the size of a campfire? a car? a house? A football field?)
Colour, density and volume of smoke (Is it white? gray/ brown/ black?)
Wind speed and direction (which way is the smoke blowing?)
Type of vegetation and spacing (Trees?, Grass?)
Terrain (steep?, flat?)
Values at Risk (Homes, structures etc.)
Access (Main roads? Four wheel drive roads? trails? Where are they? Street names?)
Resources currently in use (Who's fighting the fire and with what? )

Suppress the fire if small and manageable
1. Turn-off natural gas and propane
2. Ensure your property is safe for fire fighters
3. Keep your radio on and tuned to a local station - listen for reception site locations and keep
telephone lines clear
4. Wait at for instructions from emergency personnel

Waiting for Evacuation Instructions
1. Evacuation Alert – local authorities will issue a warning about an imminent threat to life and
property, and people will be asked to leave on short notice.
2. Evacuation Order – When the population is determined to be at imminent risk, local authorities
issue an evacuation order and people must leave the area immediately. Local police or RCMP
enforce evacuation orders.
3. Evacuation Rescind – an evacuation order or alert is rescinded or lifted by local authorities when it is
determined safe to return.
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If evacuated
1. Report to the designated reception centre
2. If you are driving, drive calmly, with your lights on, to a reception centre- obey traffic directions
3. After check-in at the reception centre call your Supervisor and/or Safety Administrator and update
them
Arrival at an evacuation reception centre
Check in with Emergency Social Services (ESS) Reception Centre volunteers
ESS provides (usually for 72 hours):
1.
2.
3.
4.
5.
6.

Food, lodging clothing
Registration and assists in family reunification
Basic First Aid
Emotional Support
Up-to-date information
Other services

Flooding
Flooding is a common event in BC, with most severe floods typically occurring in spring due to heavy rains and
snowmelt runoff. Provincial flood experts continually monitor river and stream levels and relay this information
to local governments, who in turn advise their residents.
If a Flood is Imminent
1. Take special precautions to safeguard electrical, natural gas or propane heating equipment.
2. Remove toxic and hazardous substances that are present from the flood area to prevent pollution.
3. Do NOT attempt to shut off electricity if any water is present. Water and live electrical wires can be
lethal. Leave the area immediately and do not return until authorities indicate it is safe to do so.
4. To report a FLOOD EMERGENCY in British Columbia, contact the Emergency Management B.C.
Coordination Centre at 1-800-663-3456 and follow flood alerts on Twitter through
@EmergencyInfoBC
5. For up to date information regarding River Advisories and Warnings and the Freshet Flood Risk
Advisory, visit the River Forecast Centre website at www.bcrfc.env.gov.bc.ca
6. For rainfall warnings visit Environment Canada at
http://weather.gc.ca/warnings/report_e.html?bc27
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During a flood
7. Keep a radio on to find out what areas are affected, what roads are safe, where to go and what to do
if the local emergency team asks you to evacuate.
If you need to evacuate
1. Vacate the site when you are advised to do so by local emergency authorities. Ignoring such a
warning could jeopardize the safety of your crew or those who might eventually have to come to
your rescue.
2. Follow the routes specified by officials. Don't take shortcuts. They could lead you to a blocked or
dangerous area.
3. Time permitting, leave a note informing others when you left and where you went.
Never cross a flooded area
1. If you are on foot, fast water could sweep you away.
2. If you are in a car, do not drive through flood waters or underpasses. The water may be deeper than
it looks and your car could get stuck or swept away by fast water.
3. Avoid crossing bridges if the water is high and flowing quickly.
4. If you are caught in fast-rising waters and your car stalls, leave it and save yourself and your
passengers
After a flood
Restore the area to good order as soon as possible to protect your health and prevent further damage to the
site/office and its contents.
Re-entering the work area
1. Do not return to the work area until authorities have advised that it is safe to do so.
2. If a main power switch was not turned off prior to flooding, do not re-enter the area until a qualified
electrician has determined it is safe to do so.
3. Use extreme caution when returning after a flood.
4. Appliances or electrical equipment that may have been flooded pose a risk of shock or fire when
turned on. Do not use any appliances, equipment, heating, pressure, or sewage system until
electrical components have been thoroughly cleaned, dried, and inspected by a qualified electrician.
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5. Any main electrical panels must be cleaned, dried, and tested by a qualified electrician to ensure
that it is safe.
6. Contact BC Safety Authority at (250) 314-6000 before any electric utilities reconnect power to your
area.
Ensure building safety
1. Make sure the building is structurally safe.
2. Look for buckled walls or floors.
3. Watch for holes in the floor, broken glass and other potentially dangerous debris.
Water
1. Flood water can be heavily contaminated with sewage and other pollutants. It can cause sickness
and infections.
2. If through colour, odour or taste you suspect that your drinking water has been contaminated, don't
drink it.
3. Items that have been flood-damaged will have to be discarded according to local regulations.
Documentation
1. Store all valuable papers that have been damaged in a freezer until they are needed (After your
cleanup, consult legal advice to determine whether flood-damaged documents, or just the
information in them, must be retained).
2. Record details of flood damage by photograph or video, if possible.
3. Register the amount of damage to your facility with both your insurance agent and local municipality
immediately.
Cleanup
Maintain good hygiene during flood cleanup. Minimize contact with floodwater or anything that may have been
in contact with it.

Recommended flood cleanup equipment
1. Gloves
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2.
3.
4.
5.

Masks and other protective gear
Pails, mops and squeegees
Plastic garbage bags
Unscented detergent

Additional equipment
1. Depending on your situation, you may need to rent additional equipment such as extension cords,
submersible pumps, wet/dry shop vacuums, a carbon monoxide sensor and dehumidifiers, fans or
heaters.
2. When using the equipment, keep extension cords out of the water.
Water
1. Remove water from any building slowly. Drain it in stages - about one third of the volume daily because if the ground is still saturated and water is removed too quickly, the walls or the floor could
buckle.
2. Use pumps or pails to remove standing water, then a wet/dry shop vacuum to mop up the rest.
Heating and appliances
1. Do not heat your any building to more than 4°C (about 40°F) until all of the water is removed.
2. If you use pumps or heaters powered by gasoline, kerosene or propane, buy and install a carbon
monoxide sensor. Combustion devices can produce large amounts of lethal carbon monoxide if
they're not tuned-up or are improperly ventilated.
3. Do not use flooded appliances, electrical outlets, switch boxes or fuse-breaker panels until they have
been checked by your local utility.
4. Whether you use a wood, gas or electrical heating system, have it thoroughly inspected by a
qualified technician before using it again. Replace the furnace blower motor, switches and controls if
they have been soaked.
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Dirt and debris
1. Remove all soaked and dirty materials as well as debris.
2. Hose down any dirt sticking to walls then rinse several times.
3. Wash and wipe down all surfaces and structures with unscented detergent and water. Rinse.
Structures
1.
2.
3.
4.

Ventilate or dehumidify the building until it is completely dry.
Rinse and then clean all floors as quickly as possible.
Replace flooring that has been deeply penetrated by flood water or sewage.
Clean all interior wall and floor cavities with a solution of water and unscented detergent.

Contents
1. Remove residual mud and soil from contents.
2. If items are just damp, let the mud dry and then brush it off.
3. To test if material is dry, tape clear food wrap to the surface of the item. If the covered section turns
darker than the surrounding material, it is still damp. Dry until this no longer occurs.
Mould
1. Mould can lead to serious health problems.
2. You may need to have your office area professionally cleaned for it to be covered by insurance.
Check with your insurance company.
3. If you are cleaning up in a room where mould is present, wear a face mask and disposable gloves.
4. To minimize mould growth, move items to a cool, dry area within 48 hours and set up fans.
5. Alternatively, textiles, paper and books can be frozen until they are treated.
6. Wet mould will smear if wiped. Let it dry and then brush it off outdoors.
7. You can also kill mould spores by lightly misting the item with isopropanol (rubbing alcohol).
Food
1. Discard any food in office area
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Before Re-Entering any Building
Once the flood waters have receded, you must not re-enter the area until:
1. The regular water supply has been inspected and officially declared safe for use.
2. Every flood-contaminated room has been thoroughly cleaned, disinfected and surface-dried.
3. All contaminated dishes and utensils have been thoroughly washed and disinfected - either by using
boiling water or by using a sterilizing solution of one part chlorine bleach to four parts water. Rinse
dishes and utensils thoroughly.
4. For more information, consult your local health authority at 250-565-2649.
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8.0 Site Specific Safety Orientation
All Company personnel and subcontractors must complete any client indoctrination, LNB Company General
Safety Orientation and Site Orientation prior to working at site, designed to familiarize them with operations,
procedures, hazards and legislation. LNB site specific orientations will be performed by the Supervisor or Site
Safety Lead, as applicable and will cover specific safety culture and internal programs within the organization, as
well as behavioural and job specific expectations from their employees. The site orientation will also cover
project specific safety concerns, workplace hazards, policies and critical procedures, and will be specific to
OH&S expectations for the project. LNB orientation will also include all Quality Requirements for LNB and for
this project specifically.
The Site Safety Plan will explain the specific safety and emergency response aspects that will apply to them. All
employees must sign this Site Safety Plan.
All visitors will receive a site orientation or will have a site escort provided (in the case of visitors with no
intentions to perform any work within the scope of the project).

9.0 Hazard Assessments
Prior to the commencement of work on any LNB Project, the Superintendent must ensure that a hazard
assessment has been completed. A new hazard assessment will be performed or the original hazard assessment
will be reviewed when:





Designing a new job or task
Changing a job or task
Introducing new equipment or substances
Reviewing a procedure when problems have been identified (i.e. from an incident investigation)

Hazard assessments will include a Project Hazard Assessment, Site Specific Hazard Assessments, and Field Level
Hazard Assessments. Field Level Hazard Assessments will be performed before working on individual tasks.
FLHA’s will include hazard identification, control measures, and task planning and evaluation.
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10.0 Incidents / Near Miss Reporting And Investigations
Requirement – All safety incidents, injuries or near misses must be reported to the Supervisor immediately.
The Supervisor will report to the Project Manager and Safety Advisor accordingly. Safety reporting table can
be found in Element 10 of LNB Safety Manual.
All incidents, related to the health and safety of personnel and the environment, shall be reported to record
events and initiate the investigation process. An event causing, or having the potential to cause injury to
person(s) or property damage is required to be reported to the Supervisor immediately. The Supervisor will
assess the seriousness of the event and shall be responsible for initiating appropriate response actions. Where
an unsafe condition exists the Supervisor will take immediate steps to secure the area and isolate the hazard.
The Supervisor will prepare a Preliminary Investigation and forward to the Project Manager and Health and
Safety Advisor.
LNB investigations are required for all incidents and injuries.
Any subcontractors will report incidents and near misses promptly to Company.
Full Investigations must contain the following information: Please see Element 10 of the Safety Manual for
procedures and forms









The place, date, and time of the incident
The names and job titles of persons injured in the incident
The names of witnesses
A brief description of the incident
A statement of the sequence of events, which preceded the incident
Identification of any unsafe conditions, acts, or procedures, which contributed in any manner to the
incident
Recommended corrective actions to prevent similar incidents
The name of the person who investigated the incident

Investigations will be reviewed and investigated by the Superintendent and / or the Safety Administrator and
corrective actions will be implemented. Incidents, near misses, and corrective actions will be reviewed with
workers, subcontractors and/or Employers. Corrective actions will be tracked for completion and measured for
efficiency.
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11.0 Fatalities and Serious Injury
In the event of a serious injury or death, Senior Management will take full responsibility for contacting the
appropriate authorities. At no time are employees to discuss the injury with the media, injured person’s family
or anyone outside of the work location. Senior Management will be directly responsible for the release of all
information.
In the event of a serious injury or death, the following shall occur:
The supervisor or communicator will contact a senior manager. Senior Management will contact the proper
authorities and family members of injured employee.
Management will be responsible for making statements to the media, if requested.







The first aid attendant will have control of the scene.
The site will not be disturbed except to make safe in order to prevent any further injury or serious
property damage.
Radio messages will not include victim names or nature of injury.
The supervisor will take over all other external communications from the worksite.
The supervisor will make all attempts to preserve order amongst the crew.
The supervisor will record basic information (who, what, why, when, where, how).

12.0 Records and Statistics
Following are some of the safety-related reports that are kept on file. Some are maintained in the Health and
Safety Management System file system and project O.S.M.S. file system.










JHA
SOP
First Aid Records (at the first aid locations). – will be kept for at least 3 years and will be kept
confidential and will not be disclosed except as permitted by law.
WorkSafeBC Inspection Reports and Mines Inspection Reports.
Incident Investigation Reports.
Hazardous Substance Inventory.
Material Safety Data Sheet (at the specific locations). (MSDS)
Joint Health & Safety Committee Minutes.
Log books on equipment (Maintenance shop/with the equipment).
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Maintenance records (Maintenance Shop).
Orientation records
Hearing Tests – will be kept in confidence and will be kept as long as the worker is employed by LNB
Training records and certifications.
Inspection reports.
Frequency and severity rating.
Tool Box Talks
Safety Meetings
FLHAs
Work procedures, use of equipment, emergency procedures

13.0 Communications
Daily Toolbox Safety Meetings will be conducted by the Supervisor before the start of each shift to address the
day’s scope of work, associated hazards and control measures, and any new work to be performed. All crew
members must attend. Any related topics and worker concerns will be addressed. These meetings are normally
brief and concise. These meetings will be posted, recorded, signed by the Superintendent.
Workers will be provided with information, instruction, training, and supervision necessary to ensure the health
and safety of those workers in carrying out their work and to ensure the health and safety of other workers at
the workplace.
The Supervisor will ensure that all workers are made aware of all known or reasonably foreseeable health or
safety hazards to which they are likely to be exposed by their work.
Subcontractors will participate in Company’s safety orientation and safety or toolbox meetings or will be
required to hold site safety meetings.

14.0 Site Safety Inspections
LNB has a comprehensive Safety Inspection Program. Company supervisors will conduct informal workplace
inspections on a daily basis. Inspections will include all workplaces, structures, grounds, excavations, tools,
equipment, machinery and work methods and practices, at intervals that will prevent the development of
unsafe working conditions. Formal safety inspections will be conducted weekly and all findings will be
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documented in the foreman’s daily/weekly reports. All equipment will be inspected before use. Workers are
responsible to participate in and contribute to inspections. Inspections will be signed by the Superintendent,
posted for workers to view, and sent to the Safety Advisor at head office. Any corrective actions required will be
implemented by the Superintendent and discussed at safety meetings.

15.0 Site Specific Policies
16.0 Environmental Management
17.0 Hazard Assessment
Task or Process
Hazards

Hazard Rating
Hazard Controls

S

F

R

References:
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18.0 Documentation Checklist
ITEM

YES

N/A

WCB Notice of Project
First Aid Assessment & Procedures
Map & Directions to Nearest Medical Facility
Safe Work Procedures
Rescue Procedures
Multi Employer Workplace
Work Permits
Other:

19.0 Reference Material
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Worker Review of Safety Management Plan Sign Off
Anyone working on the project described in the Site Safety Plan must review and comprehend all of the
information presented in this document. Everyone involved in the project should completely understand
their roles and responsibilities, as well as where to find the appropriate information to work safely or in the
event of an emergency.

Name

Signature

Date Reviewed
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Policy – Records and Statistics
A systematic approach to records and statistics provides a practical and uniform method for recording and
measuring frequency of incidents and types of employee injuries occurring on the job. Incident and injury rates
are compiled in accordance with the American National Standards Institute (ANSI) Z16.4 code. This information
is used to evaluate the following criteria.






The seriousness of the employees’ injury trends.
Identify a cost to the employee injured (medical/compensation).
Relative need for activities designed to promote safety activities.
Effectiveness of activities designed to promote safety activities.
Progress being made in improving the injury experience for employees in their work environment, and
basis for general analysis of injury categories to assist in prioritizing injury prevention efforts.

The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
The Company understands the importance of maintaining accurate and complete safety and health records and
documentation. The Company is required by the Act, Regulation or Code to prepare reports, plans, and develop
or put procedures in place to manage these documents. In the event of an audit, WCB appeal, or civil or criminal
litigation, these records are vital to demonstrate ‘due diligence’.

Senior Management
Key Responsibilities



Makes resources available for the care of records and ensure trends are identified and corrective action
is taken.
Understands that ‘records and statistics’ cover the recording and treatment of data necessary for the
computation of incident and injury rates of employees, and they form a general basis for analysis of the
reported incident and injuries. This information is then utilized to examine the Health and Safety
Management System, which may assist in the identification of trends and what measures should be
undertaken to improve incident prevention.

Leadership




Ensures a system is established to maintain and communicate records to the appropriate agency or
employees.
Sets health and safety targets and goals for the company.
Maintains control, responsibility and accountability for ensuring the Company’s records and
documentation is accurate, appropriate and well maintained.

Manager
Key Responsibilities


Provides leadership and support in the collection and maintenance of health and safety records and
documentation.Leadership is demonstrated through the actions listed below:

Leadership





Analyzes safety records and documentation for trends.
Incorporates preventative maintenance and awareness within the organization.
Reviews health and safety records and reports to identify and implement corrective actions.
Takes a positive, proactive approach to health and safety records and documentation.
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Supervisor
Key Responsibilities


Completes all documentation and reports to a high standard. Maintains a positive culture with your
crew by following the leadership points listed below.

Leadership






Demonstrates a commitment to completing documentation.
Ensures that all reports are completed properly and submitted in a timely manner.
Ensures the reports meet the regulatory and/or manufacturers’ standards.
Checks equipment records (i.e. maintenance records, log books, invoices or work orders) to verify that
corrective actions have been completed. Are times, dates and signatures recorded?)
Enforces all established reporting procedures and practices as set forth by laws, regulations and
manufacturers’ specifications. Takes disciplinary action if necessary to ensure compliance with these
procedures/specifications.

Employee
Key Responsibilities


Performs assigned duties with regards to reporting and documentation and the requirements listed
below:

Leadership


Demonstrates a positive attitude towards documentation and reporting.
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Definitions




Experience Rating Assessment (ERA) or equivalent is calculated by W.C.B., based on the ratio of an
employer's claims cost and assessable payroll versus the total claims cost and assessable payroll for the
class. (W.C.B. rebates are also calculated in the same manner.) An employer with a good ratio of claims
cost to assessment could obtain a reduction in premiums.
Lost Work Days is often abbreviated as LWD and begins the day following the occurrence of the injury.

Formulas
Frequency Rate
The injury frequency rate is the number of injuries that results. The Frequency rate is calculated as follows:

No. of recordable cases x 200,000
No. of employee hours of exposure

Severity Rate
A recordable case is an injury incident that results in one or more lost workdays other than the day of the
incident. The Injury Severity Rate is calculated as follows:

No. of lost work days x 200,000
No. of employee hours of exposure

Health & Safety Manual
Created: 2005
Revised: February 1, 2016

Page 7 of 9

Element 12 – Records and Statistics

Medical Aid Cost Rate
Costs that are incurred by WorkSafeBC for medical reasons due to a work related injury.
Medical Aid Cost Rate is calculated as follows:

Medical Care Costs from Previous Year_
Number of Medical Aid Cases

Lost Time Injury Cost Rate
This is the cost that is incurred by WorkSafeBC for Lost Time Injury. This rate includes Compensation Costs of
Health Care Benefits. Lost Time Injury Cost Rate is calculated as follows:
Calculated Lost Time Cost Rate + [(Employee’s Hourly Rate x Experience Rating for that Calendar Year)] +
[(Employee Hourly Rate] x #of hours worked/day x Lost Time Days.

Reports on File
Following are some of the safety-related reports that are kept on file. Some are maintained in the Health and
Safety Management System file system and project O.S.M.S. file system. The appropriate personnel and
regulatory agencies must be able to access them.















JHA
SOP
First Aid Records (at the first aid locations). – will be kept for at least 3 years and will be kept
confidential and will not be disclosed except as permitted by law.
WorkSafeBC Inspection Reports.
Incident Investigation Reports.
Hazardous Substance Inventory.
Material Safety Data Sheet (at the specific locations). (MSDS)
Joint Health & Safety Committee Minutes.
Log books on equipment (Maintenance shop/with the equipment).
Maintenance records (Maintenance Shop).
Orientation records
Hearing Tests – will be kept in confidence and will be kept as long as the worker is employed by LNB
Training records.
Inspection reports.
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Frequency and severity rating.
Tool Box Talk
Safety Meeting
FLHA
Work procedures, use of equipment, emergency procedures

Monthly safety summaries will be compiled on a monthly basis by the Safety Advisor and presented to
management. The Joint Occupational Health and Safety Committee will review statistics and assist in identifying
trends and corrective actions.
Any Occupational Health and Safety related training records or sign -in sheets are kept as records of training.
Written instructions are available for reference by all employees, to supplement the WorkSafeBC OHS
Regulation. Records and statistics, including reports of inspections and incident investigations, are available to
the JHSC or worker health and safety representative. Records are used as a source of reference for procedures
(repair and maintenance), inspections, investigations and training. They may be referred to during program
evaluations to monitor effectiveness and compliance with Regulations. Statistics are used to monitor trends in
occupational accidents/incidents and illnesses that have occurred during a period of time.
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Policy – Legislation
Legislation must be the guideline for health and safety management systems. When the system is based on
legislation and is used effectively, it facilitates a successful Health and Safety program which contributes to the
organization as a whole.
The legislation applies to any individual or organization conducting any activities on all company property.
All violations must be dealt with promptly and consistently. This requires all management and supervisors follow
LNB Construction Inc.’s disciplinary guidelines in Element 5. One cannot play favourites or ignore the legislative
requirements when faced with tight deadlines, bad weather or other circumstances.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Responsibilities
LNB Construction Inc. Inc. must regard the legislation which governs the workplace, with the utmost importance.
It is the responsibility of all employees to co -operate and follow legislation as it applies.

Senior Management
Key Responsibilities




Provides high-level control of compliance with health and safety legislation is vital to the safety of
employees and LNB Construction Inc. assets.
Makes resources available for the communication and enforcement of the legislation.
Holds employees accountable for their actions.

Leadership



Maintains an awareness of the application and execution, in order to comply with the health and safety
legislative requirements.
Maintains control, responsibility and accountability for ensuring the legislation is readily available and
appropriate steps are taken to ensure employees can comply.

Manager
Key Responsibilities


Provides leadership and support within the operation to ensure the compliance of employees with
health and safety legislative requirements. Leadership is demonstrated through the actions listed below:

Leadership






Demonstrates a commitment in the compliance with legislative requirements.
Incorporates legislative requirements into meetings and discussions.
Reviews inspections, disciplinary actions, and investigation reports with compliance to with legislative
requirements.
Takes corrective steps; disciplines if necessary, in an appropriate and consistent manner to address
issues of non-compliance.
Takes positive and proactive approaches to incorporate legislative requirements.
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Supervisor
Key Responsibilities


Promotes meeting legislative requirements with the crew by following the leadership points listed
below:

Leadership








Demonstrates a commitment to following the legislative requirements consistently.
Ensure copies of relevant legislation are made available and posted for employees.
Makes sure employees understand how to obtain a copy of the legislation.
Utilizes the appropriate government legislation when planning work.
Makes employees aware of their legislative rights and responsibilities.
Understands regulatory reporting requirements.
Enforces all established health and safety laws and regulations and work methods, and takes disciplinary
action as necessary to ensure compliance with the rules.

Employee
Key Responsibilities
Performs assigned duties and ensures all health and safety legislation is complied with as listed below:

Leadership




Has a positive safety attitude.
Responsible to work within the legislative requirements.
Understands workers have three basic "rights":
o Right to participate. Employees have the right to participate in the protection of their own health
and safety (this is generally done through safety meetings).
o Right to know. LNB Construction Inc. must provide health and safety information to employees for
their protection (health and safety program, MSDS, policies).
o Right to refuse. This is an internal resolution process for health and safety issues and problems that
arise at the workplace (through the Joint Health and Safety
o Committee and Regulatory authority if necessary) whereby any employee may refuse unsafe work.
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Definitions
Regulation - an ordinance, a law, or a directive set by an organization or agency, such as government, for control
of people and their environment.

About Legislation
The federal and provincial government legislate Health and Safety Regulations and Laws (within their
jurisdictions). This legislation covers various health and safety duties for employers and employees, and
provides laws which protect the rights of employees. Comprehensive regulations addressing various types of
workplace hazards have been adopted under these laws. The acts and regulations promote a system of selfcompliance. When self- compliance fails, the government can enforce mandatory compliance.
Amendments to the Criminal Code of Canada (Bill C-45) also included the right for Police to conduct a criminal
investigation of a workplace accident. "Criminal negligence" charges against the organization, its managers or
senior management are now a possibility should an investigation find that there was a "wanton or reckless
disregard" for worker or public safety.
The various acts and regulations found in the federal, provincial and territorial documents must be the building
blocks of LNB Construction Inc.’s health and safety program.
LNB Construction Inc.’s Health and Safety Program addresses the pertinent health and safety rights, roles and
responsibilities of both the employer and employee. In accordance with the Occupational Health and Safety
(OH&S) legislation, a copy of the federal and provincial or territorial Occupational Health and Safety Acts &
Regulations (and any other associated acts & regulations) is available to employees via the internet. If no online
connectivity is available, digital or printed copies are made available in each office and site office.
The regulations associated with the various Occupational Health and Safety Acts and/or Workers' Compensation
Acts cover various topics including Fall Protection, First Aid requirements, Asbestos Safety, etc.
There is some inconsistency between the regulations of the various provinces and territories; therefore it is
vitally important that employees become familiar with the acts and regulations pertinent to their locations.
The foundation of the OH&S and Regulations in the various jurisdictions is based on the concept of Internal
Responsibility System, which is the sharing of responsibility for safety and health at the workplace between
employer, supervisor, employee, constructor, etc.
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Refusal to Work: Procedure for Reporting Unsafe Conditions
If an employee has reasonable cause to believe that to carry out any work process would create an undue
hazard to the health and safety of any person, he/she has the right to refuse work.
Under such circumstances, the following order of actions must take place:
1. The employee must immediately report the circumstances of the unsafe condition or matter to the
supervisor or employer.
2. The supervisor or employer receiving the report must investigate the matter and ensure that any unsafe
condition is remedied OR if in his/her opinion the report is not valid, the supervisor must inform the
person who made the report.
3. If this does not resolve the matter, and the worker continues to refuse to carry out a work process, the
supervisor or employer must further investigate the matter. This investigation must be carried out in the
presence of the worker who made the report and in the presence of an employee representative of the
joint health and safety committee OR an employee who is selected by a trade union representing the
worker OR if there is no joint committee or the worker is not represented by a trade union, any other
reasonably available worker must be selected by the employee who made the report.
4. If this does not resolve the matter, and the worker continues to refuse to carry out a work process, both
the supervisor or employer and the worker must immediately notify a Provincial regulatory body officer
who investigates the matter and takes whatever actions are necessary.
No employee is to be disciplined for acting in compliance with these steps. The employee is assigned to
temporarily to alternative work at no loss in pay until the matter is resolved. This is not considered to be
disciplinary action.

Health & Safety Manual
Created: 2005
Revised: February 1, 2016

Page 8 of 8

Element 14 – Joint Health & Safety Committee

Element 14 – Joint Health & Safety Committee
Table of Contents
Policy – Joint Health and Safety Committee ................................................................................................ 3
Responsibilities..........................................................................................................................................5
Senior Management ...............................................................................................................................................5
Committee..............................................................................................................................................................5
Co-Chairperson.......................................................................................................................................................6
Membership Selection ...............................................................................................................................7
Health and Safety Committee – Terms of Reference ...................................................................................8
Name of Committee ...............................................................................................................................................8
Constituency...........................................................................................................................................................8
Selection of Committee Members .........................................................................................................................8
Purpose...................................................................................................................................................................8
Committee Participation ........................................................................................................................................9
Duties and Functions ..............................................................................................................................................9
Records ................................................................................................................................................................ 10
Meetings.............................................................................................................................................................. 10
Composition ........................................................................................................................................................ 10
Co-Chairs.............................................................................................................................................................. 11
Terms of Office .................................................................................................................................................... 11
Assistance in Resolving Disagreements Within the Committee.......................................................................... 11
Amendments ....................................................................................................................................................... 11
Worker Complaints.............................................................................................................................................. 12
Administrative ..................................................................................................................................................... 12
Posting of JHSC Information ................................................................................................................................ 12
Joint Health and Safety Committee Recommendation....................................................................................... 12
Joint Health and Safety Committee Meeting ............................................................................................. 13
Health & Safety Manual
Created: 2005
Revised: February 1, 2016; Feb. 4, 2018

Page 1 of 32

Element 14 – Joint Health & Safety Committee

Agenda................................................................................................................................................................. 13
Minutes................................................................................................................................................................ 14
Education and Training............................................................................................................................. 14
Educational.......................................................................................................................................................... 14
Joint Health & Safety Committee Training .......................................................................................................... 14
Instruction and Training Topics ........................................................................................................................... 15
Evaluation of Committee.......................................................................................................................... 16
Forms ...................................................................................................................................................... 17
Appendix A - JHSC Agenda........................................................................................................................ 19
Appendix B – JHSC Meeting Minutes` ....................................................................................................... 21
Appendix C – JHSC Recommendations ...................................................................................................... 25
Appendix D – JHSC Committee Posting ..................................................................................................... 27
Appendix E – JOHSC Self-Assessment........................................................................................................ 28
Action Plan – Directions ...................................................................................................................................... 30

Health & Safety Manual
Created: 2005
Revised: February 1, 2016; Feb. 4, 2018

Page 2 of 32

Element 14 – Joint Health & Safety Committee

Policy – Joint Health and Safety Committee
The Joint Health and Safety Committee (JHSC) must be maintained at all times, consistent with the requirements
of the WorkSafeBC Occupational Health and Safety regulation and Workers Compensation Act.
The membership of the Committee is comprised of at least two (2) employee representatives and two (2)
representatives of management. The purpose of the Committee is to identify potential dangers and hazards in
the workplace and to recommend a means of improving health and safety programs and practices within the
organization. The Committee is an advisory body which stimulates the awareness of safety issues and
workplace risks.
LNB Construction Inc. full supports the work of the JHSC in making our company a safer place to work and
endeavours to cooperate with the JHSC whenever possible.
All senior management, supervisors and employees are expected to extend their full cooperation and support to
the Committee and its individual members.
The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

The information in this policy does not take precedence over applicable government legislation, with which all
employees should be familiar.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 5, 2018
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Responsibilities
LNB Construction Inc. regards the Joint Health and Safety Committee (JHSC) as a high priority. Assisting the
work of the JHSC ensures the practices and procedures within LNB Construction Inc. support a safe workplace.
The training and communication of the JHSC is a shared responsibility for all employees and requires the cooperation and collaboration between all management and personnel.

Senior Management
Key Responsibilities




Responds to employees’ queries and/or complaints regarding safety matters and provides information
and assistances as requested by the JHSC.
Makes resources available for the training and communication of the JHSC members.
Holds JHSC members accountable for conducting their duties.

Leadership




Establishes training and communication of the Committee as a high priority.
Maintains awareness of JHSC concerns and issues.
Supports training and education of JHSC members.

Committee
Key Responsibilities





Aids and advises both management and workers on matters of health and safety pertaining to
operations.
Monitors activities.
Investigates.
Provides educational information.

Management Members of Committee





Know who the Joint Health and Safety Committee members are.
Review the minutes of the monthly Committee meetings.
Address safety issues the Committee has referred to them.
Participate in recommended training.

Employee Members of Committee





Know who their Committee representatives are.
Read the minutes of the monthly Committee meetings.
Make the Committee representatives aware of all unresolved safety concerns.
Participate in recommended training.
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Committee Member Responsibilities












Facilitate and foster change towards a safer workplace.
Participate in Committee meetings.
Identify unsafe or unhealthy work environments.
Advise on suitable corrective actions.
Manage health and safety concerns from employees.
Participate in inspections, incident investigations and inquiries.
Review incident statistics to identify trends.
Participate in refusal to work investigations.
Participate in ad hoc committees as directed by co-chair.
Monitor and advise the organization on the effectiveness of health and safety educational programs.
Gather information regarding known or probable health and safety hazards which workers may be
exposed to.

Leadership








Actively participates and promotes safety and training program(s) and evaluating safety training.
Regularly inspects facilities and equipment to detect unsafe conditions and/or practices.
Reviews the causes of incidents or injuries, and suggests recommendations for
corrective/preventive measures.
Assists with the implementation of recommended corrective/preventive measures.
Listens to and solicits suggestions by workers, and makes appropriate recommendations.
Promotes compliance of health and safety legislation.
Carries out any other duties and functions prescribed by regulation.

Co-Chairperson
One Co-Chairperson is to be selected by the labour representatives.
One Co-Chairperson is to be selected by the employer representatives on the JHSC.

Key Responsibilities



Demonstrates leadership qualities, confidence and maintains respect of other members.
Leadership is demonstrated through the actions listed below.
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Leadership
















Actively monitors and controls the meeting.
Encourages and maintains an unbiased viewpoint.
Actively listens to all committee members (“members”).
Reviews the previous minutes and materials for accuracy.
Actively works together with members on the preparation of the agenda.
Records, documents, and maintains a file of committee activities.
Circulates and posts the committee minutes for members and the work force.
Ensures all members are notified prior to committee activities and meetings.
Chairs the monthly Committee meetings.
Maintains an unbiased viewpoint.
Prepares meeting agendas.
Reviews previous meeting notes.
Checks Safety Concern Box.
Records and posts minutes of meetings
Disseminates Committee information

Membership Selection
LNB Construction Inc.’s JHSC members represent their portion of the work group. The selection and
membership of these members should accurately represent their workforce.






At least four (4) regular members, one (1) alternate worker member, and one (1) alternate employer
member, employed and experienced in the type of work carried out.
Members chosen must represent the employees and management but under no circumstances
may the management’s representatives outnumber those of labour.
Co-Chairperson(s) are elected from and by the members of the JHSC, one (1) labour and one (1)
management.
Committee Member Training - Each member of the Committee shall be entitled to receive eights hours
of annual safety education training.
Senior management shall approve all training with the recommendation of the co - chairs.
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Health and Safety Committee – Terms of Reference
Name of Committee
The name of the general Joint Health & Safety Committee shall be “LNB General Joint Health & Safety
Committee”.
For any worksite with over 20 workers, the name of the committee shall be “LNB ‘insert job site name’ Joint
Health & Safety Committee”

Constituency




Four regular members, employed full-time, chosen by and representing the workers and the employer.
Management representatives not to exceed the number of worker representatives.
Two substitute members employed full-time, one to represent management and one to represent
workers. Substitute members to be granted the same rights as committee members.

Selection of Committee Members





Membership of the Joint Health and Safety Committee shall be on a volunteer basis.
Membership shall be for a minimum of two years.
The Committee shall consist of a minimum of four members; two from management and two
employees. Workers shall make up at least 50% of the committee.
One member of each set will be designated co-chair of the Committee for a one year term.

Purpose
A Joint Health and Safety Committee is a committee made up of worker and employer representatives working
together to identify and resolve health and safety problems in their workplace.
To be successful, the committee must operate in an atmosphere of cooperation and be effective in promoting
and monitoring a sound occupational health and safety program.
While the employer is ultimately responsible for the overall safety program, the committee is responsible for
identifying and recommending solutions to problems. The individual worker has a responsibility to report
problems to the supervisor or employer. However, if the problem is not corrected, a committee member should
be contacted.
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The Committee’s role in the workplace includes:










Be the principal forum for joint labour-management consultation on, and the development of solutions
to, health and safety problems in the workplace.
Assist in the establishment, promotion and maintenance of healthy and safe work conditions and
attitudes.
Promote and maintain programs for employee health and safety education.
Assist in inspections and investigations.
Evaluate and respond to worker complaints on safety and health matters.
Ensure that adequate records relating to accidents, injuries, illnesses and health hazards are maintained
and monitored.
Review all reports concerning the safety and health of workers.
Recommend actions which will improve the effectiveness of the OHS program.
Promote compliance with WorkSafeBC OHS Regulations.

Committee Participation
The committee will not be held responsible for any unsafe or unhealthy situations that may arise in the
workplace. The committee may be called upon to perform tasks as mandated by the Act but LNB Construction
Inc. maintains the overall responsibility for health and safety in the workplace.

Duties and Functions










Identify situations that may be unhealthy or unsafe for workers and advise on effective systems for
responding to those situations
Consider and expeditiously deal with complaints relating to the occupational health and safety of
workers
Consult with workers and the employer on issues related to occupational health and safety and
occupational environment
Make recommendations to the employer and the workers for the improvement of the occupational
health and safety of workers and compliance with the regulations, and monitor their effectiveness
Make recommendations to the employer on educational programs promoting the health and safety of
workers and compliance with the regulations, and monitor their effectiveness
Advise the employer on programs and policies required under the Regulation for the workplace and
monitor their effectiveness
Advise the employer on proposed changes to the workplace or the work processes that may affect the
health or safety of workers.
Ensure the incident investigations and regular inspections are carried out as required by the Regulation.
Participate in inspections, investigations and inquiries as provided by Regulation.
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When necessary, request information from the employer about:
o Known or reasonably foreseeable health or safety hazards to which workers at the workplace
are likely to be exposed
o Health and safety experience and work practices and standards in similar or other industries of
which the employer has knowledge
Carry out any other duties and functions as prescribed by Regulation

Records



The committee keeps minutes of all meetings. The minutes include a record of all matters that come
before it.
The committee will maintain copies of its minutes for a period of at least two years from the date of the
meeting to which they relate.

Meetings
The committee meets on the third week of every month at 10:00 hours, in the Merritt or Kamloops Office
Boardroom, or at such time as agreed upon by the members.






Special meetings are held at the co-chairperson’s request
A quorum consists of a minimum of four members. The committee may decide to increase the number
of members composing a quorum.
Management members do not outnumber worker members. A minimum of two members of
management and two employees are required to reach a quorum during a vote.
If there is no majority, a co-chair may request WorkSafeBC to investigate and resolve the issue.
The JHSC is a forum for health and safety issues, not political issues.

Composition




The Committee shall consist of at least 4 members.
At least one worker representative will be elected from Merritt, Kamloops and Fort St John operations
and one will be elected from the shop.
On job sites with over 9 workers, one worker will be elected as the representative for that site.

At least one employer representative will be elected from Merritt, Kamloops and any other active operation
location

Health & Safety Manual
Created: 2005
Revised: February 1, 2016; Feb. 4, 2018

Page 10 of 32

Element 14 – Joint Health & Safety Committee

Co-Chairs





The committee will elect co-chairs from its membership.
The worker representative shall select a co-chair.
The employer representatives shall select a co-chair.
The co-chairs shall:
o Control the meetings
o Ensure the maintenance of an unbiased viewpoint
o Arrange or approve the agendas
o Review previous minute reports and material prior to the meetings
o Arrange for the meeting place
o Ensure members are notified of meetings
o Ensure agendas and meeting minutes are prepared
o Ensure copies of the minutes are forwarded for appropriate distribution
o Ensure recommendations are forwarded to the employer for a response

Terms of Office






Committee members will sit on the committee for two years. (Note committees are more effective if
terms of office overlap for committee members. This allows a mix of new and experienced committee
members on the committee).
If a member of the committee chosen by the workers is unable to complete the term of office, the
workers will select another member.
If a member of the committee chosen by the employer is unable to complete the term of office, the
employer will select another member.
An alternate worker and employer member shall be available to attend meetings in the absence of
another member, and/or when a quorum is not reached.

Assistance in Resolving Disagreements Within the Committee
If the joint health and safety committee is unable to reach agreement on a matter relating to health or safety of
workers at the workplace, a co-chair of the committee may report this to WorkSafeBC, which may investigate
and attempt to resolve the matter.

Amendments
These terms of reference may be amended by vote of the committee members.
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Worker Complaints
Complaints concerning health and safety should be directed to the employee’s supervisor. However, if the
situation is not handled to the employee’s satisfaction, a committee member should be contacted. The JHSC
member can work with the supervisor and the committee, if needed, to resolve the complaint. It is important
to keep the employee informed of the disposition of the matter (written form is greatly encouraged over verbal
communication).

Administrative
The following documentation must be maintained:





JHSC agenda.
JHSC meeting minutes.
JHSC Inspection Reports and follow-up corrective action.
Training records of JHSC members.

Posting of JHSC Information
LNB Construction Inc. ensures at each workplace where employees regularly meet, the following
information is posted and maintained:





The names and work locations of the joint committee members.
The records of the three (3) most recent joint committee meetings.
Copies of any applicable orders under WorkSafeBC for the preceding twelve (12) months
Copies of safety inspection reports.

Joint Health and Safety Committee Recommendation
Under OH&S Regulation Sections 3.9 to 3.11, unsafe or harmful conditions found during a workplace inspection
must be fixed without delay. Also, anytime an employee sees an unsafe or harmful condition or act, it must be
reported to a supervisor or to the employer as soon as possible. The supervisor or employer must investigate
and make sure corrective action is taken without delay.
When these steps are followed, most issues do not reach the JHSC. As a result, the JHSC should only deal with
outstanding issues that have been reported to the supervisor or to the employer but have not been corrected.
JHSC members discuss unresolved issues at their meetings. Issues might also include injury/illness problem areas
identified by review of records and statistics. The JHSC can decide if any action should be taken.
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Recommendations to the Employer will Meet These Guidelines




Directly related to health and safety
Doable (reasonably capable of being done)
Complete (employer will not need more information to make a decision)

Joint Health and Safety Committee Meeting
The meeting is to provide an opportunity for positive participation and co-operation by the management and
labour representatives in the coordination of health and safety efforts. Activities that generate items for
consideration are facility, equipment and vehicle inspections, investigations of incidents, workplace hazards
or dangers, investigations of employee(s) complaints, consultations and technical experts and the planning of
future elements of the health and safety management system.
The JHSC must hold regular meetings at least once a month for the review of:





Reports of current incidents or occupational diseases, their causes and means of prevention.
Remedial action taken or required by the reports of investigations and inspections.
Any other matters pertinent to health and safety.
There must be at least four members of the JHSC present, and management does not outnumber those
of labour.

Agenda
Meetings should be scheduled in advance and schedules adhered to. In addition:
An agenda will be prepared and distributed to members prior to the meeting.
Day and time should be as convenient as possible.
Meetings should not be after working hours.
At least four members need to be in attendance for the meeting to be effective.
Meeting times can vary, depending on the needs of the Company. Sufficient meeting time can be from
one to two hours.
 A report of the meeting will be prepared as soon as possible after the meeting and will be made
available to the employer, Joint Health and Safety Committee members, workers, and WorkSafeBC.
**NOTE: The JHSC’s mandate is to focus only on health and safety issues; labour issues (for example, issues
involving compensation, incentives, specific job assignments and discipline) must be avoided.
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Minutes
The official record of the meeting minutes (what was discussed and resolved in each meeting is in a format that
is acceptable to the JHSC and WorkSafeBC. Copies must be available to those on the committee, and posted in
conspicuous locations for the workforce to review.






One copy of the minutes is filed onsite.
Contain brief and factual information.
Specify recommendations and identify those responsible for implementation.
Posted on the Safety Board in the Merritt lunchroom for a minimum of three months
Retained for a minimum of two years

Education and Training
Educational leave





Each member of the joint committee is entitled to an annual educational leave totalling 8 hours, or a
longer period if prescribed by regulation, for the purposes of attending occupational health and safety
training courses conducted by or with the approval of the Board.
A member of the joint committee may designate another member as being entitled to take all or part of
the member's educational leave.
The employer must provide the educational leave under this section without loss of pay or other
benefits and must pay for, or reimburse the worker for, the costs of the training course and the
reasonable costs of attending the course.

Joint Health & Safety Committee Training
LNB will ensure that each member of the joint committee who was selected on or after April 3, 2017 to be a
member receives, as soon as practicable but no more than 6 months after becoming a member, a total of at
least 8 hours of instruction and training, as set out in the topics below, unless.



2 years or less before becoming a member of the joint committee, the person was a member of that
joint committee or a different joint committee, and
the person, as a member of the joint committee or a different joint committee, received at least 8 hours
of instruction and training on the topics described in subsection (4).
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LNB shall ensure that the worker health and safety representative at each of its workplaces who was selected on
or after April 3, 2017 to be a representative receives, as soon as practicable but no more than 6 months after
becoming a representative, a total of at least 4 hours of instruction and training, as set out in topics a, c, d or e
below, unless:




2 years or less before becoming a worker health and safety representative at the workplace, the person
was
o a member of a joint committee, or
o a worker health and safety representative at that workplace or a different workplace, and
the person, as a member of a joint committee, or as a worker health and safety representative at the
workplace or a different workplace, received at least 4 hours of instruction and training on the topics
described in subsection (5).

LNB will receive a copy of training records as soon as practicable after the training is completed and keep the
training record until 2 years from the date the person ceases to be a member of the employer’s joint committee
or a worker health and safety representative, as applicable.
The instruction and training required under Joint Health and Safety Committee Training is not considered
Educational Leave as set out above.

Instruction and Training Topics
a) the duties and functions of a joint committee under section 130 of the Workers Compensation Act;
b) the rules of procedure of the joint committee as established under or set out in section 131 of
the Workers Compensation Act;
c) the requirements respecting investigations under sections 173 to 176 of the Workers Compensation
Act;
d) the requirements respecting inspections under sections 3.5, 3.7 and 3.8 of this regulation and how to
make regular inspections under section 3.5 of this regulation;
e) the requirements respecting refusal of unsafe work under section 3.12 of this regulation;
f) the requirements respecting the evaluation of joint committees under section 3.26 of this regulation.
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Evaluation of Committee
LNB shall ensure that, with respect to each of the employer's joint committees, a written evaluation is
conducted annually by



the co-chairs of the joint committee or, with respect to each co-chair, the member or members of the
joint committee designated by the co-chair, or
the employer or a person retained by the employer.

The evaluation shall contain, but is not limited to, the following information:


whether or not, throughout the period of time that is the subject of the evaluation,
o the joint committee met the membership requirements under section 127(a) to (d) of
the Workers Compensation Act,
o worker representatives on the joint committee were selected in accordance with section 128 of
the Workers Compensation Act,
o employer representatives on the joint committee were selected in accordance with section 129
of the Workers Compensation Act,
o the joint committee fulfilled each of its duties and functions under section 130 of the Workers
Compensation Act,
o the joint committee met regularly as required under section 131 (2) of the Workers
Compensation Act
o the employer met the requirements under section 133 of the Workers Compensation Act in
respect of the written recommendations sent to the employer by the joint committee with a
written request for a response from the employer, if any,
o (each member of the joint committee received the time off from work the
member was entitled to receive under section 134 of the Workers Compensation
Act,
o each member of the joint committee attended the occupational health and safety training
courses the member was entitled to attend under section 135 of the Workers Compensation
Act,
o the employer provided to the joint committee the equipment, premises, clerical personnel and
information the employer was required to provide under section 136 of the Workers
Compensation Act,
o the joint committee prepared reports of its meetings and provided copies to the employer as
required under section 137(1) of the Workers Compensation Act,
o the employer met the requirements of posting and keeping posted committee information as
set out in section 138 of the Workers Compensation Act, and
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each member of the joint committee received the instruction and training the employer was
required to ensure was provided to the member under section 3.27 of this regulation;
an assessment of the effectiveness of the joint committee's rules of procedures as established under
section 131(1) of the Workers Compensation Act;
an assessment of the overall effectiveness of the joint committee.
o




If the employer or a person retained by the employer conducts the evaluation, the employer or person retained
by the employer, as the case may be, must, as part of the evaluation, obtain and consider the input of the cochairs of the joint committee or, with respect to each co-chair, the member or members of the joint committee
designated by the co-chair, on the matters listed in subsection (3).
The employer and the joint committee must each provide to the other a copy of the evaluation if the other does
not have a copy.
The joint committee must




discuss the evaluation at the joint committee meeting immediately following
o receipt of the evaluation, if the employer or a person retained by the employer conducted the
evaluation, or
o the completion of the evaluation, if members of the joint committee conducted the evaluation,
and
ensure that the evaluation and a summary of the discussion referred to in paragraph (a) are included in
the report of that meeting.

Forms
Forms are to be utilized as a management instrument to document facts or used as a checklist to ensure all
items have been completed.
a.
b.
c.
d.
e.

JHSC Agenda
JHSC Meeting Minutes
JHSC Recommendation Form
JHSC Poster
JSHC Posting Road Map for Employers
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Appendix A - JHSC Agenda
Purpose of Meeting

Joint Occupational Health and Safety Committee Meeting

Date of Meeting
Time of Meeting

Start:

Finish:

Location of Meeting

Kamloops Office, Merritt Office, Conference Call

Chair of Meeting

Stacey Webber, Michele Davies

Attendees:
Absent:

Agenda Items

Topic Participant(s)

Time Allotted

1

Roll Call

All

1 min

2

Safety Moment

3

Previous Meeting Minutes

2 min
All

1 min

Open Agenda Items
4

5




13 min

Unfinished business
New business

Policy Review

All

10 min

All

15 min

Review of Reports

6








Investigations
Inspections
First Aid
Incidents
Statistics
Confirm Action Items are Completed in Reports
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7

Round Table

8

Education

2 min

9

Assign Members to Participate

2 min

10

Recommendations to Employer

2 min

11
12

All

Site Time & Place of Next Meeting

1 min

Safety Moment by
Adjourn

9 min

All

Total = 60 min max

Note: The recommended time limit of the meeting is one hour to the maximum of two hours.
If there is any unfinished business after the time allotted, additional meetings may be scheduled.
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Appendix B – JHSC Meeting Minutes`
Purpose of Meeting

Joint Health & Safety Committee Meeting

Date of Meeting
Time of Meeting

Start:

10:00

Finish:

11:00

Location of Meeting
Chair of Meeting
Minute Taker

Attendees:
Absent:
Guest:

1.0

ROLL CALL

ACTION BY

1.1
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2.0

SAFETY TOPIC

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

PREVIOUS MEETING MINUTES

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

2.1
3.0
3.1

Adopt minutes from previous meeting

4.0

OPEN AGENDA ITEMS

4.1

Unfinished business/carried forward

4.2

New business

4.3
5.0

POLICY REVIEW

5.1
5.2
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ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

ROUND TABLE

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

EDUCATION

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

9.0

ASSIGN MEMBERS TO PARTICIPATE

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

9.1

Inspections
Investigations
Inquiries

6.0

REVIEW OF REPORTS

6.1

Investigations

6.2

Inspections

6.3

First Aids

6.4

Other Incidents

6.5

Statistics

6.6

Confirm Action Items are Completed on Reports

7.0
7.1
8.0
8.1
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10.0

RECOMMENDATIONS TO EMPLOYER

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

TIME AND PLACE OF NEXT MEETING

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

ACTION BY

STATUS

EXPECTED
COMPLETION
DATE

10.1
11.0
11.1
11.2

Safety Moment by

12.0

ADJOURN
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Appendix C – JHSC Recommendations
To: ________________________________________

Date: __________________________________

From: Joint Health and safety Committee (JHSC)
___________________________________________
(Co-Chairperson Signature – ER Representative)

_______________________________________
(Co-Chairperson Signature - Worker Representative)

Please respond by: ___________________________ (Within 21 calendar days)
OH&S Issue: (Give a short, clear and complete description of the issue. Describe what, why, who, where and when.)

JHSC Recommendation: (Attach a separate sheet if necessary). (Make sure the recommendation deals with workplace
health and safety. Include reasons for your recommendation. For complex issues, list options, steps involved and suggested
timeframe for implementation / completion.)

cc: Appropriate Manager
Employer Response: (Attach a separate sheet if necessary). (Note to employer: In your response, if you accept this

recommendation please include a timeframe for completion. If you reject the recommendation please include your reasons.)

Signature: _____________________________________________
(Manager or Designate)
Date returned: __________________________________________
JHSC Comments: (Note any follow-up or additional action required by the Committee)
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Appendix D – JHSC Committee Posting

Joint Health & Safety Committee Year xxx

Worker Representatives

Employer Representatives

LNB Construction Inc. Joint Health and
Safety Committee meeting will be held the
third week of each month.
JOHSC Meeting minutes must be posted at
each job site.
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Appendix E – JOHSC Self-Assessment
Committee Name:
Location: ALL WORKING LOCATIONS WITH LESS THAN 20 WORKERS
Completed by:

Date:

The Joint Health and Safety Committee can conduct a self-assessment to see if the committee is set up
and functioning as required (e.g. as part of an annual OH&S Program Review). The self –assessment
process is made up of three parts:
 Self-Assessment Checklist – identify items that make the committee compliant and effective
 Action Plan – identify items that need attention
 Scoring Sheet – measure and compare the committee’s performance over time
Terms of Reference
1. The Committee has written Terms of Reference that establish the
committee’s rules of procedure. The TOR should include information
on:
 Name of Health and Safety Committee
 Constituency
 Statement of Committee Purpose
 Duties and Functions
 Records
 Meetings
 Agendas and Meeting Reports
 Composition
 Co-chairs
 Terms of Office
 Assistance in Resolving Disagreements
 Amendments
Membership
2. There are a minimum of 4 members, worker and employer
representatives from and representing the workplace
3. At least 50% of members are worker representatives
4. Worker representatives have selected 1 co-chair
5. Employer representative have selected 1 co-chair
6. Names and work locations of committee members and alternates are
posted
Duties and Functions
7. Identify unhealthy or unsafe workplace situations and advise on
effective systems for responding to hose situations
8. Consider and quickly deal with complaints relating to the health and
safety of workers
9. Consult with workers and employer on issues related to OH&S and
work environment
10.Advise employer on workplace programs and policies required under
the OH&S Regulation and monitor their effectiveness
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Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐
Yes ☐
Yes ☐
Yes ☐

No ☐
No ☐
No ☐
No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐
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11. Advise employer on proposed changes to the workplace or work
processes that may affect the health or safety of workers
12. Make recommendations to the employer on educational programs
promoting health and safety of workers and compliance with the
OH&S Regulations, and monitor program’s effectiveness .
13. Ensure accident investigations and regular inspections are carried out
as required
14. Assign representatives to participate in inspections as required
15. Assign representative to participate in investigations as required
16. Assign representatives to participate in inquiries as required
Meeting Activities
17. Meet regularly at least once a month
18. Use OH&S Regulation and standards as guidance for issues discussed
19. Consider employee OH&S suggestions
20. Review and comment on inspection reports
21. Review and comment on reports of accidents, incidents and industrial
disease
22. Confirm for each action item in reports that an individual was
assigned, a deadline for completion was set, and follow-up was done
to make sure action items were completed
23. Prepare a report for each meeting. Provide a copy to the employer
Committee Recommendations
24.Write recommendations that are:
o Directly related to health and safety
o Doable (reasonably capable of being done
o Complete (clearly described)
25. Send recommendation(s) to the employer asking for a written
response within 21 calendar days
Other Activities
26. Attend OH&S training courses. Education and training should be 8
hours annually for each member
27. Co-chairs are aware they may report to WorkSafeBC if the committee
is unable to reach agreement on a matter relating to the health or
safety of workers
28. Co-chairs are aware they may report to WorkSafeBC if the employer
does not accept the Committee’s recommendations or if the
Committee is not satisfied with the employer’s explanation for a
delayed response to recommendations
29. Reports of the 3 most recent meetings are posted
30. Monthly meeting reports (kept for at least 2 years from the date of
meeting) are readily accessible to JOSHC members, workers, and
WorkSafeBC
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Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐
Yes ☐
Yes ☐

No ☐
No ☐
No ☐

Yes ☐
Yes ☐
Yes ☐
Yes ☐
Yes ☐

No ☐
No ☐
No ☐
No ☐
No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐

Yes ☐

No ☐
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Action Plan – Directions




Identify which checklist item(s) need follow up
Explain what needs to be done, and identify the person responsible and the
recommended date of completion
Track action items that have been completed.
Item #

Action
Required

Action By

Target Date

Completed

(Optional) Scoring Sheet – Directions








Fill out the Self-Assessment Checklist
For every “yes”, give the assigned score listed in Column A
For every “no, give a score of zero (1) in Column B
Add up the total of column A and B. This will give you an initial score for
performance.
After completing the Action Plan for Column B Items, give the improved score listed
in Column C.
Take the best score of A or C for each items, and list in Column D
Add up the total of Column D. This will give you a Score After Action Plan for your
committee’s performance.
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Item

1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
TOTAL A

3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3

A. Yes

B. No

Score

Score
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0
0

C.Corrected
using
Action Plan
Score
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3
3

D.
Score after using the
Action Plan

TOTAL
B
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Initial Score (Total A + B):
Score After Action Plan (Total D):
SCORE
Less than 35
35-59
60-84
85
86-100

Performance
Immediate action should be taken. An effective JOHSC is not in place.
Some safety and health activities exist but better planning and organization is
required.
JOHSC is active and underway but needs fine tuning
JOHSC meets recommended compliance level
JOHSC exceeds minimum compliance level.
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Policy – Injury Management
A successful Injury Management Program requires options available at the workplace that enable an injured
worker to safely return to work in a timely manner without taking extensive time off.
With our Injury Management Policy, LNB Construction Inc. strives to create a STAY AT WORK / RETURN TO
WORK Program for an injured worker that is meaningful as well as productive not only to the employer, but also
the employee. We feel it is important to educate employees and supervisors about Stay at / Return to work
practices to be sure that everyone is aware of this program.
Our Injury Management Program is flexible to create transitional work opportunities to accommodate a variety
of situations. These opportunities are guided by timelines established with a physician, taking the employees
capabilities and medical restrictions into account with established start and end dates.
Stay at / Return to Work tasks are temporary and are designed to help return an injured employee to regular
full-time duties in a safe and productive manner. Our program offers graduated hours, transitional duties and
modified work areas, allowing the employee to return to their original position or work duties when it is safe for
them to do so.
Confidentiality will be highly stressed during the operation of this program, to ensure there are no infringements
of anyone’s rights or doctor patient privilege.
This program will be analyzed quarterly for trending and reviewed annually for necessary improvements.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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Goals and Objectives
Program Goals






Effective management of employee rehabilitation through a knowledgeable cooperative approach.
Ensure that an employee receives prompt, effective, timely access to services required to enhance and
facilitate their rehabilitation.
Each department/division will be responsible for accommodating any employee unable to perform their
regular duties.
Knowledge and Training of and for this program is provided during the Hiring Orientation and an annual
refresher is required.
Where the system is unable to provide a suitable employment assignment, an attempt may be made to
place the employee in another position.

Program Objectives
Allow the employee to return to the work force as soon as possible by:














Establishing a clear process for all employees following injury or illness.
Encouraging effective rehabilitation.
Promoting timely identification of assistance required such as medical services, methods of
accommodation and vocational rehabilitation services.
Helping maintain contact with co-workers.
Reducing the sense of separation with LNB Construction Inc.
Reducing the time needed for a return to full work capacity.
Helping to maintain a sense of identity and self respect.
Ensuring that excellent communication is maintained between all parties.
Ensuring that all workers are treated fairly and consistently.
Promoting greater safety and health.
Promoting productivity through the use of experienced trained employees, by more effective
management of insurance costs and by more effective management of short term disability costs.
Ensuring compliance with the BC Human Rights Code, the Workers’ Compensation Act and other related
legislation.
Creation of a Confidential Rehab Committee made of three people (Logistic Manager, HSE Manager, HR
Manager)
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Roles and Responsibilities
Organizational Responsibilities
Responsibilities can be defined as an individual’s obligation to carry out assigned duties. For Claims
Administration to achieve its desired results, everyone in the organization must know their responsibilities.

Senior Management
















Oversees control of the direction of Claims Administration.
Supports Claims Administration and ensures it is being administered and enforced in all areas.
Responsible for the day to day administration of Claims Administration.
Assists managers or designates in investigations, analysis and preparation of insurance claims reports
and summaries.
Ensures all pertinent WorkSafeBC claims reports are submitted as required.
Assists supervisors in the preparation of physical demands analysis of positions and the steps taken to
develop a suitable employment list.
Assists with claims administration seminars or training.
Maintains current knowledge of insurance company and WorkSafeBC literature, regulations and codes
of practice.
Reviews the insurance company and WorkSafeBC reports to keep informed about the company’s
performance.
Ensures implementation of the established Claim Administration procedures in their respective areas of
responsibilities.
Implements Claims Administration and develops a clear understanding of their supervisors’
responsibilities and specific duties.
Makes observations of suitable employment activities in their area of responsibility.
Quarterly Trending Review
Annual Program Review
Ensures that new employees are aware of this program if the need may arise.

Injury Management Coordinator





Will initiate contact with the injured worker within 24 hours of the doctors attendance.
Injury Management Coordinator, in conjunction with the Supervisor, is responsible for ensuring suitable
work has been made available to the injured worker and that the applicable WCB reports are
completed.
The Injury Management Coordinator is responsible for the monitoring of the work, keeping in contact
with the employee by phone or in person at least weekly and keeping the appropriate contact records
for all Stay at Work / Return to Work Programs.
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Tracking all progress and communication with the injured worker.
Securely store all personal information as per the Personal Information Protection Act (PIPA).o
Weekly follow up
Quarterly Trending Review
Annual Program Review
Complete the forms as required

Supervisors or designate








Attend or assign someone to attend with the injured worker at the medical facility to ensure that the
doctor is aware of the companies Injury Management Program and is presented with the necessary
Injury Management/Return to Work forms and that they are completed.
Provide instructions to workers in Claims Administration procedures. As part of the routine duties, the
Supervisor shall require, if possible, the injured employees to perform alternative duties.
Prepare physical demands analysis of positions.
Undertake the investigation of incidents to determine the validity of claims. These must be reported in
detail to the Manager or designate.
Provide equal treatment to all injured employees.
Provide injured employees with information about suitable employment on the job.

First Aid Attendants






Treat the injured worker and complete the necessary medical aid forms.
Inform the worker of the Injury Management Program and provide the required forms to be presented
for completion to the attending doctor.
Collect personal information only for reasonable purposes and collect only as much as is reasonable for
those purposes.
Use and disclose personal information only for the purpose for which it was collected unless the
individual consents, or if PIPA permits the new use or disclosure without consent.
Securely store all personal information as per PIPA.

Injured Employees





Carry out their suitable employment in a manner that will not create a hazard to their own or others
safety and health.
Assist in the Claims Administration process. Report any incidents, near misses and/or injuries
immediately to their Supervisor.
Report any anticipated loss of work time to his/her Supervisor as soon as possible after being treated by
a physician following injury.
Authorize release of medical information regarding reported injury.
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Doctor / Health Care Provider



Reviews the Job Demands Analysis provided by the employer.
Provides information on the injured worker’s functional abilities

Stay at Work / Return to Work Program
Injury Management Stay at Work / Return to Work Program is a proactive way for LNB Construction Inc. to help
injured workers stay or return to productive and safe employment as soon as physically possible.
These programs are based on the philosophy that many injured workers can safely perform productive work
during the process of recovery. Returning to work is seen as part of the therapy and recovery of the worker.
Having a program in place benefits both the worker and the employer in many ways.
When the worker should start a Stay at / Return to Work Program
A return-to-work program takes all injuries and illnesses into account; each case is considered independently
and an appropriate return-to-work plan established; the greater benefits of the Stay at/Return to work program
are experienced when the process is initiated in the earliest stages following the injury.
The initiation of the Stay at / Return to Work process may be at the request of either the:





Employer
Injured worker
WorkSafeBC staff
Injured worker's attending physician

How is the Stay at / Return to Work Program Started?
The return to work process may be initiated at the request of the employer, the injured worker, WorkSafeBC
staff, or the injured worker's attending physician, any of whom can identify an opportunity for work as a part of
recovery.
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Who develops the Stay at / Return to Work Program Plan?
Many individuals are available to assist the employer in developing an appropriate individual plan for their
employee. The attending physician is available to consult with the employer regarding the restrictions and
capabilities of the injured worker.
A safe and durable Stay at / Return to Work Program plan is designed to accommodate the worker's capabilities.
Staff at WorkSafeBC is available to work closely with the physician and LNB Construction Inc. to assist in the
planning, coordination, and monitoring of a Stay at / Return to Work Program Plan.
LNB Construction Inc. A Stay at / Return to Work Program is based on the philosophy that many employees
can safely perform Modified, Graduated or Alternative transitional work that is productive and meaningful as
part of their recovery process.

Process that is required to follow once there is an incident at work















Incident Occurs
Worker reports incident to Supervisor immediately (or First Aid Attendant depending on Severity of
incident)
First Aid Performed by on site First Aid Attendant
First Aid Report must be compiled by First Aid Attendant
Supervisor determines whether to seek further Medical Attention. Final decision always rests with
worker.
Advise worker that for a first aid, if the condition worsens, they can seek medical attention later and
their first aid records will ensure future WCB benefits will be in place
Tell the worker that SAW RTW is available
IF worker is sent to seek further Medical Attention, then a Stay at Work / Return to Work Package MUST
accompany the worker
Supervisor must notify the HSE Department within 1 hour of occurrence
Package can be obtained from the HSE Department or a Supervisor
The Documents in the SAW/RTW package must be completed as follows:
o Immediately – Supervisor fills out Ltr to Employee and Ltr to Physician
o Immediately – Worker fills out Release of Medical Information
o Physician – to complete Physician’s Assessment
o After completion of Physician Assessment – Supervisor/Worker to complete Modified Work
Offer; SAW/RTW Plan; begin Communications Log
An incident Report is completed by the Supervisor
The SAW/RTW Documentation is filled by the Medical Practitioner, which will determine if modified
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duties are required and as well the length of rehabilitation
Worker must return the completed package to the Supervisor as soon as possible
The documentation will accompany the Mandatory reporting to WorkSafeBC
A Modified Work Offer is required when a worker requires modified duties
o A doctor’s note is not required for modified work duties.
o Selective/light employment is a temporary work alternative that is intended to promote a
worker’s gradual restoration to the preinjury level of employment.
o The arrangement may involve duties different from the pre-injury employment, or some
modification of the pre-injury duties and/or hours of work.
o Selective/light employment arrangements may involve consultation with the worker, employer,
the worker’s attending physician or other medical practitioners.
o Advise the worker that modified/light duties are available and that he or she may immediately
accept or refuse. Duties may include training programs that can be completed at their home.
o CRITERIA
•
The worker must be capable of undertaking some form of suitable employment.
•
The work must be safe, that is, it will neither harm the worker nor slow recovery.
The work must be within the worker’s medical restrictions, physical limitations and
abilities. Where there is a disagreement regarding the safety of the selective/light
offer and the Board is required to intervene, the Board is responsible for
determining the safety of the work after considering the medical evidence and other
relevant information.
•
The work must be productive. Token or demeaning tasks are considered detrimental
to the worker’s rehabilitation.
•
Within reasonable limits, the worker must agree to the arrangement.
o If the worker refuses, advise him/her that he/she may be denied wage loss by WSBC
o If the worker refuses, document the refusal and immediately contact WSBC for intervention.
They will assess:
•
Would the safety of the worker or any co-workers be compromised by the worker
completing the selective/light tasks offered by the employer?
•
What types of activities are contraindicated by the worker’s injury?
•
Does the selective/light employment arrangement allow the ability to ‘self-pace’
where this is medically required or recommended? (e.g. – the worker can take rest
breaks or stretch breaks as needed)
•
Is the worker’s medication use compatible with the completion of the work tasks?
•
Are there any non-compensable medical conditions that impact the worker’s ability
to complete the work tasks?
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•



In situations where the Medical Advisor and/or Nurse Advisor are of the opinion
that the selective/light employment is within the worker's capabilities but the
worker's physician has provided a contrary opinion, the medical advisor and/or
nurse advisor should contact the worker's physician to confirm that the worker’s
physician’s understanding of the worker’s capabilities and the requirements of the
selective/light employment is the same as those of WorkSafeBC.
A communication log will be maintained by the Incident Management Coordinator
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Injury Process Flow Chart
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Modified Work Guidelines
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Injury Management Steps
1. Employees, who are injured, MUST notify a Supervisor or First Aid Attendant right away. (First Aid
Attendant EVALUATES if the injury requires further medical attention and notifies Supervisor)
2. “If” medical attention is required, Supervisor or First Aid Attendant MUST hand the Employee a Stayat-Work/Return-to-Work Package which MUST be completed by their doctor. (The package will outline
the LNB Construction Inc. Stay-at-Work/Return-to-Work Program and the EXPECTATIONS of the
EMPLOYEE to fill out ALL forms with their doctor and RETURN them to LNB Construction Inc. Head Office
as soon as they are completed. LNB Construction Inc. will be invoiced for any fees associated with the
completion of these forms by the doctor.)
3. Supervisor attends or assigns someone to attend with the injured worker at the medical facility (to
ensure that injured employee is safely reaching medical attention, to provide comfort and support in
such a stressful moment and as well to notify the doctor of LNB Construction Inc. Injury Management
Program and that he is presented with the necessary Injury Management Stay at / Return to Work forms
to be completed).)
4. Supervisor or First Aid Attendant notifies LNB Head Office that the injured employee has gone to seek
medical attention and a WCB Claim must begin. (Once medical attention is required, it becomes a
claim, and as per WCB requirements - LNB Head Office has 3 business days to have the completed
paperwork filed)

Overview







1st Response to injury
Worker’s reporting requirements
Contact with worker
Supervisor’s/Manager’s requirements for reporting to employer
Employer’s requirements for reporting
Employer’s requirements for reintegrating worker back into workforce
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Managing Claims
Benefits for LNB Construction Inc.:








High lights to all workers they are valued employees
Returns injured workers to work in a safe and timely manner
Maintains worker/employer relationships
Reduces the cost of claims, which can help employers be more competitive
Helps retain healthy and qualified workers
Reduces the cost of training replacement workers
Includes LNB Construction Inc. in the recovery process of the injured worker

Benefits for Injured Employees:






Being able to perform meaningful work
Retaining status within company
Preserving sense of attachment to the work place and to co-workers
Maintaining body conditioning
Quickening the recovery process

Suitable Employment assists in the rehabilitation and early return to work of an ill or injured
employee and ensures that all claims are effectively managed.

LNB Construction Inc will make every reasonable effort to provide temporary suitable employment during the
transitional period to any employee unable to perform his/her regular duties. This may include a modification of
the employee’s original position or providing a suitable employment position, depending on the employee’s
medical restrictions.
Only work that is considered to be meaningful and productive shall be considered for use as Suitable
Employment.
Participants placed on Suitable Employment will be expected to provide feedback in order to improve the
program.
The Communication Log is to be used to track the employee during his/her return-to-work.
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Types of Suitable Employment
Modifying an existing job
An employee’s existing job is changed to either reduce or remove those parts of the job that the employee is
currently unable to do because of the injury. An example is removing any heavy lifting or repetitive movements.

Providing transitional work
An employee performs regular job duties; however, less time is spent doing these duties. The employee may
only work, for example, two hours per day for the first week after the injury, four hours per day for the second
week and finally back to the regular eight-hour shift after three weeks.

Providing suitable employment
An employee is given duties that are different from the usual employment.

Providing a training opportunity
The injured employee is sent for training, for example, a WHMIS course, in order to enhance job skills thereby
increasing the employee’s value to LNB Construction Inc.

All or any combination of the above
A suitable employment placement can involve combining a number of changes to regular employment.

Identifying Suitable Employment Positions
Through the completion of Job Demand Analysis (JDA) and Job Task Analysis (JTA) create a list of suitable
employment duties.

Suitable Employment Procedure
When the injured employee is seeking medical treatment, the following documents must accompany that
employee:





Letter to Worker - this letter outlines to the injured worker the necessary steps for the Injury
Management Program.
Letter to Physician – this letter outlines to the physician the Injury Management Program
Stay at work / Return to work planning form - provide details on the nature of the injury and
recommendations for suitable types of work.
Physician Physical Assessment Report – this form is for the physician to fill out detailing the types of
activities that might be suitable for the injured worker to perform.
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List of Modified Duties/Alternate Work:




All work on the modified duty program must be meaningful employment.
All workers on modified duties must be constantly monitored to ensure proper adaptation to modified /
transitional duty and that there are no adverse physical condition that may worsen their injury.
A minimum of week reporting and communication between injured employee and Program Coordinator
must take place.

Assigning/Offering Suitable Employment
Medical approval is needed in order to make a suitable employment placement. If required, a Physical Demand
Analysis will be provided to the employee’s physician(s) so that they can give an opinion on the employee’s
fitness to perform the work.
Should an offer of suitable employment be made to the employee, the offer letter should state the following
information:






Specific job duties to be performed.
Pay rate (this would normally be the same rate of pay as pre-injury employment).
Hours of the employment (these are important in the case of transitional employment where the hours
may vary during placement).
Length of placement (this will be noted and made clear to the employee).
Offer will be signed by the employee and the Supervisor or designate and will be forwarded to
WorkSafeBC BC.

Once placed on suitable employment, the Supervisor or his/her designate will monitor the progress of the
employee and address any concerns immediately.

Refusal of Suitable Employment Offer
Any refusal by an employee to participate in the Suitable Employment program will be recorded along with the
reason for refusal, the information will be forwarded to WorksafeBC and situation shall be dealt with
immediately.

Return to Regular Duties
When confirmation of medical clearance to return to regular duties is received, the Supervisor or designate will
inform the WorkSafeBC. The Supervisor or designate will continue to monitor the employee’s return to regular
duties and send the appropriate documents to WorkSafeBC.
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Forms













Injury Management Posting
Injury Information Record
Letter To Employee
Release of Medical Information
Letter to Physician
SAW RTW Planning Form
Physician Physical Assessment Report
List of Modified Duties or Alternate Work
Job Task Analysis
Modified or Alternate Work Offer
SAW RTW Plan
Communication Log
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Severity of injury

Fatality

(RECORD COMPLETED BY FIRST AID ATTENDANT)

Lost Work Day

Medical Aid

Worker’s last name

First name(s)

Mailing address

City

Worker’s telephone number
(

Social Insurance Number

/
/ Day

Middle initial

/
/

Year

Employment start date
/
/
Month /
Day
/ Year
Time of injury

/

Date injury reported to first aid attendant

Female

Date of birth
/
Month /
Day

Worker’s occupation

Month

Male

Postal Code

)

Date of injury

First Aid

/ Year

AM

PM

AM

PM

Time reported

/
/
Month / Day / Year

Did worker receive first aid, go to hospital, medical clinic, attend a physician or qualified practitioner? If YES, please provide
date and name of hospital/clinic and physician/practitioner if known.
Yes
No
Date:
Name of hospital/clinic/physician/practitioner:
How did worker get to the 1st Aid Room? (walk, stretcher, truck, etc.)
Who brought the worker to the 1st Aid Room?
Was the worker unconscious following injury or exposure?

Yes

No

Employee description of “What Happened” to cause injury or occupational disease (include all details – attach additional
pages if required)

Nature of injury and part of body (specify signs and symptoms)

Description of First Aid Treatment rendered or advice given

Additional First Aid Treatments
Yes
Please provide dates and nature of treatments

Previous pain or disability in area of injury

First aid attendant’s name (please print)

No

Yes

No

Unknown If answer is yes,

please explain.

First aid attendant’s signature

Patient’s signature
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Appendix B - Letter To Employee
Date: ______________
Dear: ______________
We are sorry to hear that you have suffered a workplace injury. We will do whatever we can to assist you, with support by
both the Management and your co-workers, to stay at work/return to work as soon as it is safe to do so. You are a valued
member of our workforce and your complete and speedy recovery is our concern.
We are providing you with our Stay-at / Return-to-work information package that includes:
1. A Letter to Physician explaining our injury management program.
2. A Release of Medical Information as it pertains to fitness for work.
3. A Stay-at-Work/Return-to-Work Planning Form for your physician to provide information regarding any
limitations for your return-to-work plan.
4. A Physician Physical Assessment Report for the physician to fill out detailing the types of activities that
might be suitable for you to perform.
Please take this information to your physician on your first visit, and have him/her complete the Stay-at-Work/Return-toWork documents provided.
After your appointment, please return to the worksite with your completed form. Your supervisor will meet with you and
develop your return-to-work plan with any recommended modifications to your job duties. The plan will address such
issues as timeline, type of work, capabilities and restrictions and the responsibilities of all parties.
I will be in contact with you on a regular basis as we prepare for your Stay At Work / Return to Work Program. We hope
this information answers some of the questions that you may have concerning our Stay-at / Return-to-Work Program. If
you have any questions or concerns, please do not hesitate to call me at 250-434-8699.
Sincerely,

Sandy Markvicka
HSE Advisor

Supervisor Signature

Injury Management Coordinator
Supervisor Name (Print)

Health & Safety Manual
Created: 2005
Revised: December 15, 2017

Page 21 of 46

Health & Safety Manual
Created: 2005
Revised: December 15, 2017

Page 22 of 46

Appendix C – Release of Medical Information
Date:
Name:
This release will allow the release of my medical information as it pertains to my fitness for work.
This release is valid only for the person specified hereunder and for this situation only. This
release is valid for a period of three (3) months from the date shown below or as long as my
work assignment is modified for medical reasons. This information will be held in confidence
other than that which is necessary to ensure the appropriateness of the job assignment. A
medical diagnosis is not required.
Please release information to:
Company:

LNB Construction Inc.
Unit L, 954 Laval Cresc.
Kamloops, BC V2C 5P5
Canada

Name:

Sandy Markvicka
HSE Advisor
Injury Management Coordinator

Name of Worker
Signature of W orker
Date

Name of W itness
Signature of W itness
Date
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Appendix D – Letter to Physician
Date: ______________
Employee’s name: ______________
Dear Dr. ______________
LNB Construction Inc. values the contribution of all its employees and thus has an active Stay at Work/ Return to Work
Program as part of out Injury Management which supports modified or alternate duties for our injured employees
enabling them to stay-at-work/return-to-work as soon as it is safe to do so.
One of the foundations of a successful Stay at Work/ Return to Work Program is a collaborative approach that involves
the physician, the injured employee and the employer. The Canadian Medical Association supports and promotes this
model. Our program will accommodate a worker completing relevant on line training programs from their home if
required.
Our employee, ______________ has suffered an injury and is under your care. We wish to involve you in our Stay at
Work / Return to Work Program to facilitate his/her return to a safe and productive work environment as soon as it is safe
to do so. We are willing to work within any medical restriction you consider appropriate.
If you have any questions and/or concerns, please contact me at 250-434-8699.
Should there be a cost associated with completing the Stay-at-Work/Return-to-Work Planning form, please send an
invoice to:

LNB Construction Inc., Unit L 954 Laval Cresc., Kamloops, BC V2C 5P5
– Attention: Sandy Markvicka, Injury Management Coordinator

Sincerely,

Sandy Markvicka
HSE Advisor

Supervisor Signature

Injury Management Coordinator
Supervisor Name (Print)
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Appendix E - Stay-at-Work/Return-to-Work Planning Form - Physician’s Section
Employee authorization to release information:
I, ___________, hereby authorize my attending physician to release the information below to my employer LNB Construction Inc.
Employer contact name: Sandy Markvicka
Employer contact phone number: 1-250-434-8699
Date (yyyy-mm-dd)

Employee’s signature
Area of injury

Patient is able to return to regular activities?

YES

If limitations are required please refer to the Guidelines for modified work below for your patient’s area of injury.
PLEASE CIRCLE THE APPROPRIATE INJURY BOX
If you are recommending avoiding or limiting activities, please indicate for how long?
days
If you have further recommendations please advise:

Physician’s Name

(please print)

Next follow-up appointment (yyyy-mm-dd)

Physician signature
Anticipated date for FULL Return-to-Work

Date (yyyy-mm-dd)
(yyyy-mm-dd)

Please fax a copy to WorkSafeBC at 1-888-922-8807 or 604-233-9777 and provide your patient with a copy to return to their employer
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PHYSICIAN PHYSICAL ASSESSMENT REPORT
Employee:

_________________________________________________________

Date: ______________________

Name of attending Physician (please print): _______________________________________________________
Temporary Physical limitations of injured worker:
Hours of Work:

 Full-time hours
 Modified hours (specify)
 Graduated hours (specify)

Walking:

 Without limitation
 Limited (specify)
 Avoid

Standing:

 Without limitation
 Limited (specify)
 Avoid

Stairs:

 Without limitation
 Limited (specify)
 Avoid

Ladders:

 Without limitation
 Limited (specify)
 Avoid

Lifting:

 Without limitation
 Limited (specify)
 Avoid

Carrying:

 Without limitation
 Limited (specify)
 Avoid

Sitting:

 Without limitation
 Limited (specify)
 Avoid

Bending:

 Without limitation
 Limited (specify)
 Avoid

Driving

 Without limitation
 Limited (specify)
 Avoid

Repetitive:

 Without limitation
 Limited (specify)
 Avoid

(arms/wrists)

Able to Work on Uneven Surfaces:  Yes  No
Able to Work Above Shoulder:
 Yes  No
****Our program will accommodate a worker completing relevant on line training programs from their home if required.

Additional comments:
Duration of limitation(s):

 day(s)  week(s)

Anticipated date able to return to full duties:
Physician: (Signature)
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Appendix F – List of Modified Duties / Alternate Work
Tool crib attendant
Assisting in the Shop
Parts Runner
Traffic Signaler
Warehouse Person
Load Counter
Equipment Spotter
Site Office Assistant (Clerical)
Site Safety
Site Security
Site Maintenance
Camp Maintenance
Welder’s Assistant
Assisting Project Managers with Projects Start up (Clerical)
Answering phones (Clerical)
Office Work (Clerical)
Document filing (Clerical)
Document Review (Clerical)
Attend Training Courses
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Appendix G – Job Task Analysis
JOB TITLE:

LENGTH OF SHIFT (Hrs):

ATTACH A JOB DESCRIPTION: Include sensory requirements and cognitive requirements
PHYSICAL JOB DEMANDS: Grade using a scale of 0 - 5
0 = NOT REQUIRED

1 = SELDOM REQUIRED:
Performs this for a total of 1 min – 30 min
throughout their shift.

2 = MINOR REQUIREMENTS: Performs
this for a total of 30 min – 1 ½ hrs.
throughout their shift.

3 = OCCASIONALLY REQUIRED:
Performs this for a total of 1 ½ hrs. - 4
hrs. throughout their shift.

4 = FREQUENTLY REQUIRED: Performs
this for a total of 4 hrs. – 5 ½ hrs. throughout
their shift.

5 = ALWAYS REQUIRED:
Performs this for a total of 5 ½ hrs. – 8 hrs.
throughout their shift.

INSTRUCTIONS:

Place an X under number 0, 1, 2, 3, 4, or 5 to identify the frequency of each body demand or exposure.

PHYSICAL JOB DEMANDS

0

1

2

3

4

5

DESCRIBE TASK(S) PERFORMED

WHOLE BODY DEMANDS
SITTING
DRIVING
STANDING
RUNNING

WALKING
LEVEL
UNEVEN GROUND
SLOPES

CLIMBING
REGULAR STAIRS
STEEP STAIRS
LADDERS
OTHER

LOW LEVEL WORK
KNEELING
CRAWLING
SQUATTING

SPECIFIC BODY DEMANDS
NECK / TRUNK MOVEMENTS
BENDING
SUSTAINED
REPETITIVE

TWISTING
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SUSTAINED
REPETITIVE

LIFTING
LIGHT (MAX 20 LBS / 9 KG)
MEDIUM (MAX 50 LBS / 22.5 KG)
HEAVY (MAX 100 LBS / 45 KG)
VERY HEAVY (OVER 100 LBS / 45 KG)

CARRYING
LIGHT (MAX 20 LBS / 9 KG)
MEDIUM (MAX 50 LBS / 22.5 KG)
HEAVY (MAX 100 LBS / 45 KG)
VERY HEAVY (OVER 100 LBS / 45 KG)

MOBILE PUSHING
LIGHT (MAX 20 LBS / 9 KG)
MEDIUM (MAX 50 LBS / 22.5 KG)
HEAVY (MAX 100 LBS / 45 KG)
VERY HEAVY (OVER 100 LBS / 45 KG)

MOBILE PULLING
LIGHT (MAX 20 LBS / 9 KG)
MEDIUM (MAX 50 LBS / 22.5 KG)
HEAVY (MAX 100 LBS / 45 KG)
VERY HEAVY (OVER 100 LBS / 45 KG)

STATIC PUSHING/PULLING
LIGHT (MAX 20 LBS / 9 KG)
MEDIUM (MAX 50 LBS / 22.5 KG)
HEAVY (MAX 100 LBS / 45 KG)
VERY HEAVY (OVER 100 LBS / 45 KG)

REACHING ABOVE SHOULDER
REPETITIVE
SUSTAINED

REACHING FORWARD
REPETITIVE
SUSTAINED

HANDLING
FINE MANIPULATION
GROSS MANIPULATION
HAND TOOL USAGE
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ENVIRONMENTAL CONDITIONS
HOT
COLD
HUMID

DRY
FUMES
VIBRATION
EXCESSIVE NOISE
(Do workers have to raise their
voices at a arm distance to be heard?)

ANALYSIS COMPLETED BY:

DATE:

GUIDELINES - JOB TASK ANALYSIS
Job Description:
A description of the types of tasks the worker is expected to perform on a regular basis. E.g. drive grader, change
grader blades, grease machinery etc. Include information on specific duties, sensory requirements (e.g. Sight,
hearing, smell) and cognitive requirements (e.g. decision making, interpersonal skills, calculating).
Physical Job Demands:
The scale provided ranges from "0" (not required) to "5" (always required) and is used to indicate how often the
physical demands of the job are required.
Sitting and Driving:
 May be described as short, intermittent, or prolonged.
 Describe type of seating - eg. Bucket seats, air-ride seats in semi-trucks, adjustable office chairs, wooden
chairs, etc.
 Indicate maximum time required before a break.
 For driving, indicate type of vehicle or equipment and whether there is vibration.
Standing:
 Indicate stationary with little movement, or if more mobile
 Add comments such as: with frequent bending, at assembly line, etc.
Running (Emergency personnel ONLY):
 If significant requirement only, e.g. nurse in "Code 99", police officer or fire fighter in emergency
situation.
 Describe frequency, distance, and surface.
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Walking:
 Describe as frequent short walks or prolonged walk.
 Describe surface: level-concrete, carpet, etc.; rough-dirt, rocks, etc., slopes-ditches, roofs, ramps.
Climbing:






May need to indicate number of steps or flights of stairs.
Indicate height if claimant is working off ladders or carrying while climbing.
Regular stairs - standard steps used in most buildings.
Steep stairs - higher in between each step; often seen in maintenance rooms.
Ladders - describe as step ladder, extension ladder or fixed ladder.

Low Level Work:
 Kneeling - where one or both knees are on the ground.
 Crouching - to stoop or bend low - worker is unable to remain upright, yet work is too high to be
performed in a squat or kneel.
 Squatting - to sit in a low position on heels with legs drawn up closely in front of the body.
 Frequent - means squatting often but able to change positions often.
 Sustained - describes maximum time remained in the position before rising.
Neck/Trunk Movements:
 Sustained - indicates length of time a worker remains in a position.
 Repetitive - is continually moving about in all directions. Indicate period of time worker performs
repetitive action.
 Bending - to move forward from the waist or neck.
 Twisting - to move shoulders and trunk to one side or the other or look over one shoulder or the other.
Twisting (moving of objects from one level to another):
 Indicates heights lifted to and from, of the most frequent lifts.
 Describe types of objects, e.g. Large box, bags, pails, bulky objects, tall, etc.
 Indicate one or two-handed lift, one or two more person lifts.
Carrying (moving weight from one location to another):
 Indicate how object is carried - both hands down at sides (briefcases), both hands in front, one hand at
side, on shoulder, etc.
 Indicate distance travelled and type of surface, e.g. Up stairs, over rough terrain.
 Include height object is carried at, e.g. Waist, shoulder, at sides, and object carried.
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Mobile Pushing/Pulling:
 Object being moved is either being moved over a distance, or worker is moving it while pulling on a rope
or pulley, e.g. Wheelbarrow, wheelchair, pulling cable.
 Indicate distance travelled and type of surface.
Static Pushing and Pulling:
 Worker is remaining in one position and must move an object a short distance, e.g. Pull boxes from a
shelf, or use tools that require push/pull motion, e.g. Tire iron.
 Indicate work height.
Reaching (the extent to which the arms must be stretched in order to perform the task):
 Repetitive - indicates arms are continually changing position from a low to high level or from close to
body to stretched forward.
 Sustained - indicates the arms must remain in one position for longer than one minute with little change
in position.
Handling:
 Fine manipulation - use of small objects with the hands. e.g. Screws, bolts, typing.
 Gross manipulation - handling of large, usually awkward objects; generally requires both hands for safe
handling, e.g. Plywood, transferring patients.
 Indicate how moved and weight.
 Indicate if repetitive, such as assembly line work.
 Hand tool usage - indicated what tool(s) used, which hand, length of time, repetitive or sustained.
 Indicate if vibrating tools are used.
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Appendix H – Modified or Alternate Work Offer
Employee Last Name

First name

Date

Modified and/or alternate duties will help bridge the gap during your period of transition back to full regular
duties. In keeping with our commitment to provide suitable employment to injured employees, we are
offering you the following modified and/or alternate work placement:
Job position:

Location of placement:

Temporary limitations:

Specific duties:

Hours of work per day

Number of days per week

Start date of modified work placement

End date modified work of placement

Anticipated date of return to full regular duties
Supervisor’s name

Supervisor’s telephone

Remember that you are only to do the tasks that are allowed within your current limitations.
If you have any questions or concerns with the work you have been assigned, please discuss them with your
supervisor immediately.
We will meet with you once per week (at minimum) to review your progress, starting on _________
Offer accepted

Offer rejected (if rejected, please provide reason):

Worker’s signature

Date

Employer’s signature

Date
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Appendix I – SAW / RTW Plan
STAY AT WORK / RETURN TO WORK PLAN
Employee First Name

Employee Family Name

Employee Telephone

Date

Supervisor Name

Supervisor Telephone

Injury Management
Coordinator Name

Injury Management
Coordinator’s Telephone

RTW Job Position /Title

RTW Job Location

RTW Start Date

Anticipated Date of Return
to Regular Duties

WEEK 1
Work
Hours::___________To___________
_
Days per Week

WEEK 2
Work
Hours::___________To__
_______
Days per Week

WEEK 3
Work
Hours::___________To
_________
Days per Week

WEEK 4
Work
Hours::___________To____
___
Days per Week

Duties (Task, Frequency, Duration)

Duties (Task, Frequency,
Duration)

Duties (Task,
Frequency, Duration)

Duties (Task, Frequency,
Duration)

Temporary Limitations

Temporary Limitations

Temporary Limitations

Temporary Limitations

Remember that you are only to do the tasks that are allowed within you current limitations. If you have any questions or
concerns with the work you have been assigned, please discuss them with your supervisor immediately. We will meet with you
once per week (or more as required) to review your progress, starting on_________________.
By signing below, the following parties acknowledge that they have reviewed and agreed to the above Return To Work
Plan:
____________________________
Employee

__________________________
Supervisor

_______________________________________
Injury Management Coordinator

____________________________
(Date)

__________________________
(Date)

________________________________________
(Date)
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Appendix J – Communication Log
Worker information
Worker last name

First name

Middle initial

Occupation
Usual work schedule
Phone number (include area code)

Cell (include area code)

Work number (include area code)

Supervisor name
WorkSafeBC contact name and number (include area code)
Date of injury (yyyy-mm-dd)

Nurse advisor name and number (include area code)

Area of injury

Date received physician’s functional assessment (yyyy-mm-dd)

Date worker will return to regular job (yyyy-mm-dd)

Type of accommodation

Modified duties
Start date of return-to-work plan (yyyy-mm-dd)

Alternate duties

Modified hours

Plan prepared by

Communication log
Date
(yyyy-mm-dd)
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Date
(yyyy-mm-dd)
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Appendix K – Injury Management Posting

TO ALL EMPLOYEES:
EFFECTIVE MARCH 1, 2016
INJURY MANAGEMENT
COORDINATOR
SANDY MARKVICKA, H&S ADVISOR
(250) 319-5249
Confidential Rehabilitation
Committee

SANDY MARKVICKA
MICHELLE DAVIES
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Element 16 – Drug & Alcohol Policy
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Created by: Construction Owners Association
of Alberta – Best Practice Document – Alcohol
& Drug Guidelines Work Rule

Position:
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Approved by: Dennis Wilson

Position: CEO

Date: March 15/16; Feb. 15/17

Revised by: Sandy Markvicka

Position: Health & Safety Advisor

Date: March 11/16;
June 12/16 (Model adopted)

Policy
It is the policy of LNB Construction to protect the health and safety of our work force and to provide
employees with a work environment which is drug and alcohol free. In the construction industry, a strong
commitment exists to ensure all people are provided with a safe, healthy and reliable workplace. This
commitment also extends to the safety of customers and the general public.
LNB Construction Inc. adopts the Canadian Model for Providing a Safe Workplace, Alcohol and Drug
Guidelines and Work Rule as tool to improve our safety and loss management systems.
The inappropriate use of alcohol and drugs can have serious adverse effects on the safety and well-being of
workers, contractors and the public. Awareness of the potential risks associated with the use of alcohol and
drugs can assist in providing a safe, healthy and reliable workplace.
This policy prohibits company employees and others working on company premises from reporting for work
and from working while under the influence of certain drugs, alcohol and other substances which affect an
employee’s ability to perform work safely.
The terms “company property” or “company premises”, for the purpose of this policy, include, but are not
limited to, the job site of a customer, structures, buildings, site offices, facilities, installations, equipment, and
vehicles.
LNB prohibits the use, possession, sales, distribution, or transportation on its premises, drugs not medically
authorized, or other substance which may impair job performance or pose a hazard to the safety and welfare
of the employee, other employees or the public.
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Each employee must report, to his/her immediate supervisor, the use of medically authorized drugs or other
substances, which can impair job performance. If an employee is taking prescribed medications, proper
written medical authorization must be provided from a physician in order for the employee to work. It is the
employee’s responsibility to determine from the physician whether or not the prescribed drug would impair
his/her job performance. Failure to report the use of such drugs or other substances or failure to provide
proper evidence of medical authorization can result in disciplinary action. Each employee who observes or
has knowledge of another employee in a condition which impairs his/her ability to perform job duties, or
poses a hazard to the safety and welfare of others, shall promptly report the incident to his /her immediate
supervisor.
In some areas, LNB will use a drug testing program. An employee’s failure to comply with drug testing, or
otherwise found to be in violation of this Policy, will be subject to disciplinary action, up to and including
termination. It is the intent of the company, however, to encourage and assist such employees in treatment
of rehabilitation whenever appropriate.
The employee’s job will not be jeopardized for conscientiously seeking assistance and every effort will be
made to keep treatment confidential.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018
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1.0 Purpose
1.1

The alcohol and drug policy is established
a) To provide a safe workplace for all employees and those whose safety may be affected by the
conduct of employees, and
b) To ensure that all employees are treated with respect.

1.2

The use of alcohol and drugs adversely affects the ability of a person to work in a safe manner.
Employees at construction workplaces are often working independently or with equipment or material
in an environment that poses a threat to the safety of themselves, the workforce, the workplace and
the property at the workplace, if handled without proper care and attention. In setting the
requirements in the Work Rule it is acknowledged that assessments of risks relating to work activities,
equipment and processes may lead to a workplace adopting more rigorous requirements in relation to
the risks faced in particular work. This Policy will remind employees of the risks associated with the use
of alcohol and other drugs and provide understandable and predictable responses when an employee’s
conduct jeopardizes the safety of the workplace.

1.3

By pursuing the purposes of this alcohol and drug policy, LNB promotes the safety and dignity of its
employees, the welfare of its employees and their families, and the best interests of the company, the
owner, the construction industry and the public.

1.4

There are no other reasonable alternatives available to LNB that impose a smaller burden on any rights
an employee may have under human rights legislation and at the same time are equally as effective in
promoting the purposes of this alcohol and drug policy.
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2.0 Responsibilities
The successful implementation of these guidelines and work rule is the shared responsibility of owner
companies, contractors, workers and labour providers.

Workers must







have an understanding of the alcohol and drug work rule
take responsibility to ensure their own safety and the safety of others
ensure they comply with the work standards as part of their obligation to perform work activities in
a safe manner
comply with the work rule and follow appropriate treatment if deemed necessary
use medications responsibly, be aware of potential side effects and notify their supervisor of any
potential unsafe side effects where applicable
encourage their peers or co-workers to seek help when there is a potential breach or breach of
policy.

Supervisors or leaders must








be knowledgeable about the company’s alcohol and drug work rule and procedures
ensure they comply with the work standards as part of their responsibility to perform their workrelated activities in an effective and safe manner
be knowledgeable about the use of alcohol and drugs and be able to recognize the symptoms of
the use of alcohol and drugs
understand their company’s performance management policy and how this Canadian Model is
integral to that policy
take action on performance deviations
take action on reported or suspected alcohol or drug use by workers
complete supervisor awareness training in accordance with the minimum criteria as set by the
United States Department of Transportation (U.S. DOT) employer guidelines.
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Owners and contractors must
•
•
•
•
•
•
•
•
•
•
•

provide a safe workplace
provide prevention programs that emphasize awareness, education and training with respect to the
use of alcohol and drugs
ensure the guidelines and work rule support other performance management systems
ensure effective employee assistance services are available to workers
assist workers in obtaining confidential assessment, counselling, referral and rehabilitation services
actively support and encourage rehabilitation activities and re-employment opportunities where
applicable
provide supervisory training and awareness in dealing with the use of alcohol and drugs in the
workplace in accordance with the minimum criteria set by the U.S. DOT – Employer Guidelines
participate with unions, worker associations and employer organizations to assist in the provision of
rehabilitating opportunities for persons who have problems with the use of alcohol and drugs
ensure that all employees understand the existence of and content of the guidelines and work rule as
part of the employee’s orientation to that company
ensure that the alcohol and drug testing is performed according to the standards set out in this
document
decide which form of drug testing (urinalysis or oral fluid) works in the context of their own
environment. Urinalysis is contemplated for all forms of drug testing in the Canadian Model alcohol
and drug policy. Oral fluid testing is also contemplated for those forms of drug testing set out in 4.8.2.

3.0 Alcohol and Drug Work Rule
3.1

An employee shall not
a) use, consume, distribute, possess or offer for sale alcohol and drugs or any product or device
that may be used to attempt to tamper with any sample for a drug and alcohol test while on
company property or at a company workplace
b) report to work or work
i.
with an alcohol level equal to or in excess of 0.040 grams per 210 litres of breath,
ii.
with a drug level for the drugs set out below equal to or in excess of the concentrations
set out below:
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Urine Drug Concentration Limits
Drugs or classes of drugs
Marijuana metabolite
Cocaine metabolite
Opiates
Codeine
Morphine
6-Acetylmorphine
Phencyclidine
Amphetamines
Amphetamine
Methamphetamine
1
MDMA
MDMA
MDA2
MDEA3

Screening Concentration equal to
or in excess of ng/ml
50
150
2000
------10
25
500
------500
-------

Confirmation concentration equal
to or in excess of ng/ml
15
100
---2000
2000
10
25
---250
250
--250
250
250

Oral Fluid Drug Concentration Limits
Drugs or classes of drugs
Marijuana (THC)
Cocaine metabolite
Cocaine or Benzoylecgonine

Opiates
Codeine
Morphine
6-Acetylmorphine
Phencyclidine
Amphetamines
Amphetamine
Methamphetamine
MDMA1
MDA2
MDEA3
1 Methylenedioxymethamphetamine
2 Methylenedioxyamphetamine
3 Methylenedioxyethylamphetamine
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Screening Concentration equal to
or in excess of ng/ml
4
20
---40
---------10
50
----------------

Confirmation concentration equal
to or in excess of ng/ml
2
--8
---40
40
4
10
---50
50
50
50
50
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Or
iii.

while unfit for work on account of the use of a prescription or non-prescription drug.

c) Refuse to
i.
Comply with a request made by a representative of LNB under 4.3, or
ii.
Comply with a request to submit to an alcohol and drug test made under 4.4, 4.5, 4.6 or
4.7, or
iii.
Provide a sample for an alcohol and drug test under 4.8
d) Tamper with a sample for an alcohol and drug test given under 4.8.
3.2

An employee complies with 3.1(a) or 3.1(b)(ii) of the alcohol and drug work rule if he or she is in
possession while at a company workplace of a prescription drug prescribed for him or her or a nonprescription drug and
a) The employee is using the prescription or non-prescription drug for its intended purpose and in
the manner directed by the employee’s physician or pharmacist or the manufacturer of the drug,
and
b) The use of the prescription or non-prescription drug does not adversely affect the employee’s
ability to safely perform his or her duties, and
c) The employee has notified his or her supervisor or manager before starting work of any
potentially unsafe side effects associated with the use of the prescription or non-prescription
drug.

3.3

The supervisor or manager who has received a notification under 3.2 may not disclose any information
provided under 3.2 to any person other than a person who needs to know, to discharge a statutory or
common-law obligation.

4.0 Implementation of the Alcohol and Drug Work Rule
4.1

Education

4.1.1

LNB is committed to informing employees of the existence of this alcohol and drug policy and to
taking such other steps as are reasonable to inform its employees of the safety risks associated with
the use of alcohol and drugs and the assistance available under the employee assistance services
program.

4.1.2

The likelihood that an employee will comply with the alcohol and drug work rule is increased if he or
she knows the safety risks associated with the use of alcohol and drugs and the assistance available
under the employee assistance services program.
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4.2

Self Help

4.2.1

This policy encourages employees who believe that they may require the help provided by substance
abuse experts (SAEs) and employee assistance services (EAPs) to voluntarily request that help. An
employee requesting help will not be disciplined unless he or she:
a)
b)
c)
d)

4.2.2

4.2.3

4.2.4

Has failed to comply with the alcohol and drug work rule,
Has requested to confirm compliance with the alcohol and drug work rule under 4.3,
Has been requested to submit to an alcohol and drug test under 4.4, 4.6 or 4.7, or
Has been involved in an incident referred to in 4.5.

An employee who believes that he or she may be unable to comply with the alcohol and drug work
rule must seek help by taking such steps as are necessary to ensure that he or she presents no safety
risk to himself or herself or to others at the workplace and,
a) Contacting a person responsible for the administration of the EAP,
b) Informing a family member or friend and asking for assistance in contacting a person responsible
for the administration of the EAP, or
c) Informing a co-worker, a supervisor, or a representative of LNB of his or her wish to contact a
person responsible for the administration of the EAP.
In responding to an employee’s request for help, a co-worker must inform a person in authority of
the request.
In responding to an employee’s request for help, a foreman, supervisor, manager or person in
authority to whom the request was made known must:
a) Take such steps as are necessary to ensure that the employee is fit for duty and presents no risk
to himself or herself or to others at the workplace, and
b) Inform the employee of the assistance available under the EAP, and
c) Encourage the employee to utilize the EAP which may assist the employee, and
d) Inform the employee that if he or she fails to utilize the EAP, LNB may insist that the employee
submit to any or all of the following:
i.
A medical assessment conducted by a physician,
ii.
Alcohol and drug testing as set out in 4.8,
iii.
An assessment conducted by an SAE,
And he or she must provide confirmation to LNB that he or she submitted to (i), (ii) and/or (iii) above,
and that his or her failure to submit to (i), (ii) and/or (iii) above may result in the termination of his or
her employment.
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A person providing assistance under an EAP in respect to an employee’s use of alcohol or drugs,
including a case manager, shall advise the employee that should he or she become aware of a failure
of the employee to comply with the terms and conditions of a program established to help the
employee and/or that the employee presents a serious and imminent risk to himself or herself or to
others at the workplace, he or she must inform LNB of the failure to comply with the terms and
conditions and/or of the safety risk.
4.2.5

An employee who receives assistance from the EAP on account of his or her use of alcohol and drugs
must comply with the terms and conditions of any program established to help the employee as a
condition of his or her continued employment.

4.2.6
rule.

An employee who is at work and enrolled in the EAP must comply with the alcohol and drug work

4.3

Possession of Alcohol and Drugs

4.3.1

A representative of LNB or the owner who has reasonable groundS to believe an employee may not
be in compliance with 3.1(a) of the alcohol and drug work rule, must request
a) That employee to confirm that he or she is in compliance with 3.1(a) of the alcohol and drug work
rule, or
b) The assistance of appropriate authorities to confirm that employee’s compliance with 3.1(a) of
the alcohol and drug work rule.

4.3.2

A representative of LNB or the owner must provide to the employee the reason for the request under
4.3.1.

4.4

Observation of Employee Conduct

4.4.1

A supervisor or a manager of an employee must request an employee to submit to an alcohol and
drug test under 4.8 if the supervisor or manager and the next level of management present at the
company workplace, if any, have reasonable grounds to believe that an employee is or may be unable
to work in a safe manner because of the use of alcohol and drugs.

4.4.2

A supervisor or manager of an employee must provide to the employee the reason for the request
under 4.4.1.
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4.5

Incidents and Near Misses

4.5.1 A supervisor or manager of an employee may request an employee to submit to an alcohol and drug
test under 4.8 if the supervisor or manager and the next level of management present at the company
workplace, if any, have reasonable grounds to believe that an employee was involved in an incident or
near miss.
4.5.2 A supervisor or manager of an employee must provide to the employee the reason for the request
under 4.5.1.
4.5.3 A supervisor or manager must make a request under 4.5.1 immediately following an incident or near
miss unless it is not practicable or reasonable to do so until a later time.
4.5.4. A supervisor or manager of an employee need not request the employee to submit to an alcohol or
drug test if the supervisor or manager and the next level of management present at the company
workplace, if any, conclude that there is objective evidence to believe that the use of alcohol and
drugs did not contribute to the cause of the incident or near miss.

4.6

Random Testing

4.6.1

LNB may implement a lawful computer generated random alcohol and drug testing program in
accordance with the procedures set out in the United States Department of Transportation
Workplace Drug and Alcohol Testing Programs in force at that time. In the event a lawful random
alcohol and drug testing program is to be adopted by LNB, a written notice shall be delivered to each
employee and written notice shall be provided to any bargaining agent of affected employees of the
implementation of random alcohol and drug testing at least 30 days prior to implementation of that
program at the work site.

4.6.2

Where an owner directly or by contract requires random alcohol and drug testing, such a random
testing program must be applicable to all companies and employees at the work site.

4.63

Where LNB, in accordance with the Guidance Document for the Occupational Health and Safety Pilot
Project: Reducing Safety Risks Related to the Use of Alcohol and Other Drugs, requires random
alcohol and drug testing, such a random testing program must adhere to all of the terms of the
approved application for participation in the Pilot Project.
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4.7

Site Access Testing

When an owner directly or by contract requires site access testing, LNB may require alcohol and drug testing
under 4.8 of any employee as a condition of access to the owner’s property.

4.8

Alcohol and Drug Testing

4.8.1

LNB agrees to retain a laboratory, as defined in this policy, to conduct urine drug testing under 4.8 in
accordance with those parts of the United States Department of Transportation Workplace Drug and
Alcohol Testing Programs in force as of the date of the testing, which relate to testing procedures in
laboratories. A laboratory certified by the United States Department of Health and Human Services
as an instrumented initial test facility is permitted to test samples under this policy. Additionally, the
company agrees to have alcohol testing under 4.8 conducted by personnel in accordance with the
above standards and procedures as they relate to alcohol testing.

4.8.2

LNB agrees to retain a laboratory, as defined in this policy, to conduct oral fluid testing under 4.8.
Oral fluid testing may be permitted for incident and near miss (post incident), observation of
employee conduct (reasonable cause), and random testing. Oral fluid testing is not permitted for site
access or any testing that is included in conditions established pursuant to 5.2.2(b) or 5.4.2.

4.8.3

A summary of the features of the alcohol and drug tests is set out in Appendix A of this alcohol and
drug policy.

4.8.4

By continuing his or her employment with LNB, the employee accepts the terms of this alcohol and
drug policy and authorizes the laboratory to provide the test results to LNB or any person with legal
authority to required the disclosure of the test results, subject to 4.9.7, below. Further, the
employee authorizes the Medical Review Officer (MRO) or the employer to provide the test results to
a substance abuse expert (SAE) or program case manager to whom the employee has been referred
under the provisions of this policy.

4.8.5

Notwithstanding 4.8.1 through 4.8.4 and Appendix A, if a test is requested pursuant to 4.4 or 4.5, LNB
may use a point of collection test (POCT) as one of a number of options for assessing the risk of
having the employee return to work pending the report of the MRO respecting the oral or urine
based laboratory test. A POCT device used for this purpose must have Health Canada approval, must
be intended for urine assessment only, and must be calibrated to the extent possible with the cut-off
levels in 3.1(b)(ii). Only collection personnel trained to U.S. DOT standards shall administer the POCT.
Such collection personnel must comply with standard operating procedures that must, at a minimum,
address chain of custody and quality control. Irrespective of whether this risk assessment option is
used, a test must be completed in accordance with 4.8.1 through 4.8.4.

Health & Safety Manual
Created: 2005
Revised: June 23, 2016

Page 15 of 68

Element 16 – Drug & Alcohol Policy

4.9

Alcohol and Drug Testing Results

4.9.1

Alcohol and drug test results an be negative, positive, refusal to test or cancelled with additional
comments as required. A negative test result means the employee is in compliance, a positive test
result means non-compliance, a refusal to test result means non-compliance, and a cancelled test
result cannot be relied upon to determine compliance or non-compliance. All test results will be
provided in a confidential written report from the MRO to the designated LNB representative with
explanation and direction when required.

4.9.2

A report from the MRO to the designated LNB representative that the employee’s sample produced a
negative test result without a safety advisory means that the employee complied with 3.1(b) of the
alcohol and drug work rule. The designated LNB representative must notify the employee of the
negative test result and that no other steps under this alcohol and drug policy will be taken. If a
safety advisory is issued by a MRO then a fitness for work assessment should be conducted to ensure
the safety of the employee and others at the workplace, and because there may have been a failure
to comply with 3.2. It may be appropriate to pursue procedures under other policies or take other
steps, including a medical assessment, in order to assist the employee to perform at a satisfactory
level.

4.9.3

A confidential written report from the MRO to the designated LNB representative that the
employee’s sample produced a positive test result means that the employee failed to comply with
3.1(b) of the alcohol and drug work rule.

4.9.4

A confidential written report from the MRO to the designated LNB representative that the employee
refused to test means that the employee failed to comply with 3.1(d) of the alcohol and drug work
rule.

4.9.5

A confidential written report from the MRO to the designated LNB representative that the
employee’s sample is cancelled means that the test cannot be relied upon for the purposes of this
work rule.

4.9.6

Where a person is referred to testing required under 4.7 by the bargaining agent or labour provider
of that person, a confidential written report from the MRO shall be issued to the designated
representative of the bargaining agent or labour provider.

4.9.7

In order to preserve the confidentiality of test results, the designated LNB representative and any
person to whom disclosure is permitted under this alcohol and drug policy must not disclose the test
results to any person other than a person who needs to know the test results to discharge an
obligation under the alcohol and drug policy.
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4.10 Assistance of a Representative
4.10.1 A representative of a bargaining agent or labour provider of which an employee is a member and
with whom LNB has a bargaining relationship may assist the employee with any matter arising under
this alcohol and drug policy if the employee wishes to have the assistance of a representative.
4.10.2 A representative of a bargaining agent or labour provider of which an employee is a member and
with whom LNB has a bargaining relationship, may attend any meeting or discussion which takes
place under this alcohol and drug policy if the employee wishes the representative to attend and the
attendance of the representative does not unduly delay the time at which the meeting or discussion
takes place.

5.0 Consequences for Failure to Comply with the Alcohol and Drug Work
Rule
5.1

Company Responses to Violations

LNB may discipline, or terminate for cause, the employment of an employee who fails to comply with the
alcohol and drug work rule. The appropriate consequence depends on the facts of the case, including the
nature of the violation, the existence of prior violations, the response to prior corrective programs and the
seriousness of the violation.

5.2

Violation of 3.1(b) of the Alcohol and Drug Work Rule

5.2.1

Prior to LNB making a final decision with regard to disciplining or terminating the employment of an
employee, who has failed to comply with 3.1(b) of the alcohol and drug work rule, LNB shall meet
with the SAE. The SAE shall make an initial assessment of the employee and make appropriate
recommendations. The assessment by the SAE shall be applied utilizing the processes and
approaches set out in Appendix B. The employee shall, through the SAE, provide to LNB a
confidential report of his or her initial assessment and recommendations. LNB then shall make the
final decision under 5.1. The initial assessment is to be completed as soon as possible, and the report
shall be delivered to LNB within two days of completion. Failure by the employee to attend the
assessment or follow the course of corrective or rehabilitation action shall be cause for termination
of the employee. During the period of assessment and corrective rehabilitative programs
recommended by the SAE the employee shall be deemed to be suspended from his or her
employment without pay.
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5.2.2 In addition to disciplining or terminating for cause the employment of an employee who fails to
comply with 3.1(b) of the alcohol and drug work rule, LNB may give written notice to that person that the
person will not be re-employed again by LNB unless the person provides LNB with the following:
a) A certificate issued
i.

By the rehabilitation program service provider certifying that the person who was terminated
has successfully completed its rehabilitation program and continues to comply with all the
requirements of the rehabilitation program, or

ii.

By a licensed physician with knowledge of substance abuse disorders certifying that the
person who was terminated is able to safely perform the duties he or she will be required to
perform if employed by LNB, or

iii.

By a SAE or program case manager, and

b) A statement signed by the person and, if represented by a bargaining agent or labour provider, by
the bargaining agent or labour provider acknowledging that the person agrees to any conditions
imposed as part of a corrective rehabilitative program and such other reasonable conditions set
by LNB. LNB may terminate the employment of the employee who fails to comply with the
conditions set out in such statement.

5.3 Violation of 3.1(a), (c) or (d) of the Alcohol and Drug Work Rule
If LNB decides to discipline or terminate for cause the employment of an employee who fails to comply with
3.1(a) or (c) or (d) of the alcohol and drug work rule, LNB shall refer such employee to a SAE and shall notify
the bargaining agent or labour provider, if the employee has one, of such referral.

5.4 Owner Responses to Violations
5.4.1

The owner of a site where a person was working when he or she failed to comply with the alcohol
and drug work rule may give the person who failed to comply with the alcohol and drug work rule
written notice that he or she shall not enter the owner’s site.

5.4.2

The owner of a site where a person was working when he or she failed to comply with the alcohol
and drug work rule may give that person who has been denied permission to enter its site under
5.4.1 written notice that the person may enter the owner’s site if
a) A company engaged in work at the owner’s site, or
b) The bargaining agent or labour provider of that person, if the person is represented by a
bargaining agent or labour provider, or
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c) a company engaged in work at the owner’s site and the bargaining agent or labour provider of
that person
provides the owner with a written statement by the person who has been denied permission to enter
the owner’s work site under 5.4.1 acknowledging that that person agrees to reasonable conditions
imposed by the owner or the contractor or the bargaining agent or labour provider as part of a
corrective or rehabilitative program.
5.4.3

The owner may withdraw permission given under 5.4.2 if the person given permission to enter the
owner’s work site under 5.4.2 fails to comply with the alcohol and drug work rule or any condition
imposed under 5.4.2.

5.4.4

The owner is not obliged to give a person who has been denied permission to enter the owner’s site
under 5.4.3 another opportunity to work on the owner’s site.

6.0 Definitions
6.1

In this alcohol and drug policy, the following definitions apply:
a) Alcohol – Any substance that may be consumed and that has an alcoholic content in excess of 0.5
per cent by volume.
b) Alcohol and drugs – Alcohol or drugs or both
c) Alcohol and drug test – A test administered in accordance with 4.8.1 of this alcohol and drug
policy
d) Alcohol and drug work rule – the alcohol and drug work rule set out in 3.1 of this alcohol and
drug policy.
e) Case manager – a professional with training, knowledge and experience in case management and
substance abuse disorders. The case manager facilitates and confirms compliance with
treatment recommendations, and provides supportive and objective case management services,
including aftercare and return to work conditions recommended by the substance abuse expert,
to support the worker and maintain the safety of the worker and those around him or her on a
safety-sensitive work site.
f)

Company workplace – includes all real or personal property, facilities, land, buildings, equipment,
containers, vehicles, vessels, boats and aircraft whether owned, leased or used by LNB and
wherever it may be located.

g) Drug paraphernalia – Includes any personal property which is associated with the use of any
drug, substance, chemical or agent the possession of which is unlawful in Canada.
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h) Drugs – Includes any drug, substance, chemical or agent the use or possession of which is
unlawful in Canada or requires a personal prescription or authorization from a licensed treating
physician, any non-prescription medication lawfully sold in Canada, and drug paraphernalia.
i)

Employee – Any person engaged in work on a work site where this policy applies.

j)

Employee assistance services program – Services that are designed to help employees who are
experiencing personal problems such as alcohol and drug abuse.

k) Incident – An occurrence, circumstance or condition that caused or had the potential to cause
damage to person, property, reputation, security or the environment.
l)

Laboratory – A laboratory providing urine-based drug testing services or oral fluid-based drug
testing services must be certified by the United States Department of Health and Human Services
under the National Laboratory Certification Program. A laboratory providing oral fluid-based
drug testing services must ensure that the oral fluid testing be performed in such a manner that:
(1) acceptable forensic practices and quality systems are maintained; (2) specimen validity testing
is deployed; (3) regular independent audits occur; and (4) proficiency test samples are included.

m) Manager – Includes team leaders and other persons in authority.
n) Medical review officer (MRO) – A licensed physician, currently certified with the American
Association of Medical Review Officers or Medical Review Officer Certification Council, with
knowledge of substance abuse disorders and the ability to evaluate an employee’s positive test
results who is responsible for receiving and reviewing laboratory results generated by LNB’s drug
testing program and evaluating medical explanations for certain drug test results.
o) Negative test result – A report from the MRO that the employee who provided a specimen for
alcohol and drug testing (laboratory-based) did not have an alcohol and drug concentration level
equal to or in excess of that set out in 3.1(b).
p) Owner – The person in legal possession of a site.
q) Positive test result – A report from the MRO that the employee who provided a specimen for
alcohol and drug testing (laboratory-based) did have an alcohol or drug concentration level equal
to or in excess of that set out in 3.1(b).
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r) Reasonable grounds - Includes information established by the direct observation of the
employee’s conduct or other indicators, such as the physical appearance of the employee, the
smell associated with the use of alcohol or drugs on his or her person or in the vicinity of his or
her person, his or her attendance record, circumstances surrounding an incident or near miss
and the presence of alcohol, drugs or drug paraphernalia in the vicinity of the employee or the
area where the employee worked.
s) Rehabilitation program - A program tailored to the needs of an individual which may
include education, counselling and residential care offered to assist a person to comply
with the alcohol and drug work rule.
t) Substance abuse expert (SAE) - A licensed physician; a licensed or certified social worker; a
licensed or certified psychologist; a licensed or certified employee assistance expert; or an
alcohol and drug abuse counsellor. He or she has received training specific to the SAE roles
and responsibilities, has knowledge of and clinical experience in the diagnosis and
treatment of substance abuse-related disorders, and has an understanding of the safety
implications of substance use and abuse.
u) Supervisor - The person who directs the work of others and may, depending on the nature
of the company’s structure, include the foreman, general foreman, supervisor,
superintendent and team leader.
v) Tamper - To alter, meddle, interfere or change.
w) Work - Includes training and any other breaks from work while at a company workplace.
x) Work site - A place at which a person performs work for an owner or employer.
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Appendix A – Alcohol and Drug Testing Procedures
The following procedures are a general overview only. For more detailed information, contact the testing
provider.

Alcohol Testing
General
1. The donor is the person from whom a breath or saliva sample is collected.
2. The donor is informed of the requirement to test in private and is directed to go to a collection site
for the purpose of providing a breath or saliva sample. The donor must be escorted to the collection
site if the test is for random, follow-up, post incident or reasonable cause purposes.
3. The breath alcohol technician (BAT) or the screening test technician (STT) as appropriate establishes
the identity of the donor. Government or employer issued ID is preferable. Positive identification by
a supervisor is acceptable.
4. The BAT or STT explains the testing procedure to the donor.
5. LNB must securely store information about alcohol test results to ensure that unauthorized disclosure
does not occur.
6. Breath testing and saliva testing devices are used to conduct alcohol screening tests, with breath
evidentiary devices used to confirm the screening tests. These devices must be listed on the National
Highway Traffic Safety Administration’s (NHTSA) conforming products lists – the list for screening
devices or the list for evidentiary devices. These devices must also meet the function requirements
outlined in the U.S. DOT rules and regulations.

Breath Testing
1. The BAT and the donor complete those parts of the alcohol testing form that are to be completed
before the donor provides a breath sample.
2. The BAT opens an individually wrapped or a sealed mouthpiece in the presence of the donor and
attaches it to the breath testing device in the prescribed manner.
3. The BAT explains to the donor how to provide a breath sample and asks the donor to provide a
breath sample.
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4. The BAT reads the test results and ensures that the test result is recorded on the alcohol testing form
after showing the results to the donor.
5. The BAT completes the part of the alcohol testing form that is to be completed after the donor
provides a breath sample and asks the donor to do so as well.
6. If the test result shows an alcohol level that is less than 0.020 grams/210 litres of breath, the BAT
informs the donor that there is no need to conduct any further testing and reports the result in a
confidential manner to LNB’s designated representative. While the initial communication need not
be in writing, the BAT must subsequently provide a written report of the test result to LNB’s
designated representative.
7. If the test results show an alcohol level that is equal to or greater than 0.020 grams/210 litres of
breath, the BAT informs the donor of the need to do a confirmation test.

Saliva Testing
1. The STT and the donor complete those parts of the alcohol testing form that are to be completed
before the donor provides a sample.
2. The STT checks the expiration date of the saliva testing device, shows the date to the employee and
uses a saliva testing device only if the expiration date has not passed.
3. The STT opens an individually wrapped or a sealed package containing the saliva testing device in the
presence of the donor.
4. The STT invites the donor to insert the saliva testing device into the donor’s mouth for the time it
takes to secure a proper specimen.
5. The STT reads the result the saliva testing device produces and records the test result on the alcohol
testing form after showing the results to the donor.
6. The STT completes the part of the alcohol testing form that is to be completed after the donor
provides a saliva sample and asks the donor to do so as well.
7. If the test result shows an alcohol level that is less than 0.020 grams of alcohol in 100 milliliters of
saliva or an equivalent concentration in other units, the STT informs the donor that there is no need
to conduct any further testing and reports the result in a confidential manner to LNB’s designated
representative. While the initial communication need not be in writing, the BAT must subsequently
provide a written report of the test result to LNB’s designated representative.
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8. If the test results show an alcohol level that is equal to or greater than 0.020 grams of alcohol in 100
milliliters of saliva or an equivalent concentration in other units, the STT informs the donor of the
need to do a confirmation test.

Confirmation Test
1. If a breath alcohol testing device was used for the screening test, an evidential breath alcohol device
must be used to conduct the alcohol confirmation test. If a saliva testing device was used for the
screening test, the confirmation test will use an evidential breath alcohol testing device.
2. The BAT advises the donor not to eat, drink, put anything into his or her mouth or belch before the
confirmation test is complete.
3. The confirmation test must start not less than 15 minutes after the completion of the screening test.
If the confirmation test cannot begin within 30 minutes, the elapsed time and the reason must be
documented on the alcohol testing form.
4. The BAT and the donor complete those parts of the alcohol testing form that are to be completed
before the donor provides a breath sample.
5. The BAT opens a new individually wrapped or sealed mouthpiece in the presene of the donor and
inserts it into the breath testing device in the prescribed manner.
6. The BAT explains to the donor how to provide a breath sample and asks the donor to provide a
breath sample.
7. The BAT reads the test result on the device and shows the donor the result displayed. If the
confirmation test result is equal to or in excess of 0.040 grams per 210 litres of breath, the BAT will
do an external calibration check (accuracy check) to ensure the device is in working order. The BAT
ensures that the test result is recorded on the alcohol testing form. The BAT verifies the printed
results with the donor.
8. The BAT completes the part of the alcohol testing form that is to be completed after the donor
provides a breath sample and asks the donor to do so as well.
9. The BAT immediately reports in a confidential manner the test results to LNB’s designated
representative. While the initial communication need not be in writing, the BAT must subsequently
provide a written report of the test result to LNB’s designated representative.
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Drug Testing
1. The donor is the person from whom a urine specimen is collected.
2. The donor is informed of the requirement to test in private and is directed to go to a collection site.
The donor must be escorted to the collection site if the test is for random, follow-up, post incident or
reasonable cause purposes.
3. The collection site person must establish the identity of the donor. Government or employer issued
ID is preferable. Positive identification by a supervisor is acceptable.
4. The donor must remove coveralls, jacket, coat, hat or any other outer clothing and leave these
garments and any briefcase or purse with the collection site person.
5. The donor must remove any items from his or her pockets and allow the collection site person to
inspect them to determine that no items are present which could be used to adulterate a specimen.
6. The donor must give up possession of any item which could be used to adulterate a specimen to the
collection site person until the donor has completed the testing process. Clear evidence of an
attempt to adulterate or substitute is a refusal to test and ends the collection process.
7. The collection site person may set a reasonable time for providing a urine specimen.
8. The collection site person selects or allows the donor to select an individually wrapped or sealed
specimen container. Ether the collection site person or the donor, in the presence of the other, must
unwarp or break the seal of the specimen container.
9. The donor may provide his or her urine specimen in private, in most circumstances. The specimen
must contain at least 45 millilitres.
10. In respect of any collection that may be incomplete or determined to be a refusal, the collection site
person must promptly document all circumstances and details respecting the collection effort and
the reasons it was incomplete.
11. The collection site person determines the volume and temperature of the urine in the specimen
container.
12. The collection site person inspects the specimen and notes on the custody and control form any
unusual findings.
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13. If the temperature of the specimen is outside the acceptable range or there is evidence that the
specimen has been tampered with, the donor must provide another specimen under direct
observation in accordance with U.S. DOT rules and regulations by the collection site person or
another person if the collection site person is not the same gender as the donor.
14. The collection site person splits the urine specimen into two specimen bottles. One bottle is the
primary specimen and the other is the split specimen.
15. The collection site person places a tamper-evident bottle seal on each of the specimen bottles and
writes the date on the tamper-evident seals.
16. The donor must initial the tamper-evident bottle seals to certify that the bottles contain the urine
specimen the donor provided.
17. The donor and the collection site person complete the custody and control form and seal the
specimen bottles and the laboratory copy of the custody and control form in a plastic bag.
18. The collection site personnel arrange to ship the two specimen bottles to the laboratory as quickly as
possible.
19. The laboratory must be the holder of a certificate issued by the Substance Abuse and Mental Health
Services Administration of the United States Department of Health and Human Services under the
National Laboratory Certification Program.
20. The laboratory must use chain of custody procedures to maintain control and accountability of urine
specimens at all times.
21. Laboratory personnel inspect each package along with the enclosed specimens for evidence of
possible tampering and note evidence of tampering on the specimen forms.
22. Laboratory personnel conduct validity testing to determine whether certain adulterants for foreign
substances were added to the urine specimen.
23. Laboratory personnel conduct an initial screening test on the primary specimen for the drugs set out
in 3.1 using established immunoassay procedures. No further testing is conducted if the initial
screening test produces a negative test result.
24. Laboratory personnel conduct a confirmatory test on specimens identified as positive by the initial
screening test. The confirmatory test uses approved mass spectrometry techniques.
25. A certifying scientist reviews the test results before certifying the results as an accurate report.
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26. The laboratory reports the test results on the primary specimen to the company’s medical review
officer (MRO) in confidence.
27. If the laboratory reports a positive, adulterated, substituted or invalid result, the certified MRO
attempts to conduct a verification interview with the donor to allow the opportunity for the donor to
discuss the results and preset a legitimate medical explanation. Once the interview is complete, the
MRO shall report to LNB whether the test result is negative, negative with safety advisory, refusal to
test and why, cancelled with or without further direction, or positive. A safety advisory indicates a
medical clearance is required prior to performing safety sensitive duties in accordance with the job
description.
28. An employee who has received notice from the MRO that he or she has tested positive may ask the
MRO within 72 hours of receiving notice that he or she has tested positive to direct another
laboratory to test the split specimen. LNB is permitted to seek reimbursement from the employee.
29. The laboratory reports the test results on the split specimen to the MRO in confidence. Should the
laboratory fail to reconfirm the split specimen results, the MRO will provide direction the LNB’s
designated representative.

Drug Testing (Oral Fluids)
1. The donor is the person providing his or her oral fluid for the purposes of a drug test.
2. The donor is informed of the requirement to test in private and escorted to the collection site
for the purpose of providing an oral fluid specimen.
3. The collector must establish the identity of the donor. Photo identification is preferable.
Positive identification by a company representative who holds a supervisory position is
acceptable.
4. The donor must clear any foreign material from the mouth (e.g. food, gum, tobacco products,
lozenges, etc.).
5. The collector observes the donor for a minimum of 10 minutes prior to providing the specimen.
The donor may not eat, drink, smoke or put anything in his or her mouth during the observed
waiting period.
6. The collector checks and records the lot number and expiration date of the device.
7. In the presence of the collector, the donor opens the sealed device and the specimen is
collected according to the manufacturer’s specification.

Health & Safety Manual
Created: 2005
Revised: June 23, 2016

Page 28 of 68

Element 16 – Drug & Alcohol Policy

8. The collected specimen should be kept in view of the donor and the collector at all times prior
to it being sealed and labelled for shipment to laboratory.
9. The collection site person places a tamper- evident bottle seal on the specimen identifying it as
specimen A. If a second oral fluid specimen is to be collected, steps 6 through 8 should be
repeated and the second specimen should be labelled specimen B.
10. The collector records the date and has the donor initial the seal(s) on the specimen(s).
11. The donor and the collection site person complete the custody and control form and seal the
specimen(s) and the laboratory copy of the custody and control form in a chain of custody bag.
In respect of any collection that may be incomplete or determined to be a refusal, the
collection site person must promptly document all circumstances and details respecting the
collection effort and the reasons it was incomplete.
12. The collector notes any unusual donor behaviour on the custody and control form F.
13. The collection site personnel arrange to ship the two specimen bottles to the laboratory as
quickly as possible.
14. The laboratory must be the holder of a certificate issued by the Substance Abuse and Mental
Health Services Administration of the United States Department of Health and Human Services
under the National Laboratory Certification Program.
15. The laboratory must use chain of custody procedures to maintain control and accountability of
specimens at all times.
16. Laboratory personnel inspect each package along with the enclosed specimen(s) for evidence
of possible tampering and note evidence of tampering on the specimen forms.
17. Laboratory personnel conduct validity testing to determine the suitability of the specimens.
18. Laboratory personnel conduct an initial screening test on the specimen for the drugs set out in
3.1 using established immunoassay procedures. No further testing is conducted if the initial
screening test produces a negative test result.
19. Laboratory personnel conduct a confirmatory test on specimens identified as positive by the
initial screening test. The confirmatory test uses approved mass spectrometry techniques.
20. A certifying scientist reviews the test results before certifying the results as an accurate report.
21. The laboratory reports the test results on the primary specimen to the company’s medical
review officer (MRO) in confidence.
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22. The MRO, if satisfied that there is no legitimate medical explanation for a positive test result,
will inform the LNB’s designated representative in a confidential written report that an
employee tested positive. Prior to making a final decision on whether a test result is positive,
the MRO must give the employee an opportunity to discuss the results. The MRO shall report to
the employer whether the test result is negative, tampered, invalid or positive, or, if positive,
whether or not there is a legitimate medical explanation.
23. An employee who has received notice from the MRO that he or she has tested positive may ask
the MRO within 72 hours of receiving notice that he or she has tested positive to direct
another laboratory to retest the specimen. The employee is responsible for reimbursing LNB
for the cost of the second test.
24. The laboratory reports the results of the retest to the company’s MRO in confidence. The MRO
will declare the test results negative if the test results for the split specimen are negative and
the failure to reconfirm is not due to the presence of an interfering substance or adulterant.
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Appendix B – Alcohol and Drug Awareness for Supervisors
Introduction
Background
As individuals, we hold varying opinions about the use and the personal or societal impact of alcohol and
drugs, and we make our lifestyle choices accordingly. Regardless of our opinions, the fact is that an
individual’s mental and physical abilities are adversely affected by alcohol and drugs. That fact presents an
obvious and real concern for companies in the construction industry regarding the safe operation of their
enterprise. Companies are committed to providing a safe workplace for all their workers, at all times and in
all situations.
As part of the construction industry’s commitment to safety, new and revised standard alcohol and drug
guidelines have been introduced, called the Canadian Model for Providing a Safe Workplace (the Canadian
Model). Construction companies across Canada are implementing these standard guidelines for all their
workers and operations.

Roles and responsibilities of supervisors and leaders
The successful implementation of the Canadian Model is the shared responsibility of owner companies,
contractors, workers and labour providers. As part of this shared responsibility, supervisors and leaders must:
•
•
•
•
•
•

communicate and give leadership in the implementation of the Canadian Model
be knowledgeable about and communicate LNB’s alcohol and drug work rule and procedures to all
workers
be knowledgeable about and be able to recognize the symptoms of the use of alcohol and drugs
understand LNB’s performance management policy and how the Canadian Model is integral to that
policy
take action on performance deviations
take action on reported or suspected alcohol or drug use by workers

Importance of education
Worker awareness of the actual and potential risks, both on and off the job, related to the consumption or
use of alcohol or drugs is very important. Education and communication are the vehicles through which we
can bring this awareness to all people engaged on our work sites. In fact, awareness and education are the
principal methods that our industry is utilizing to ensure compliance with the Canadian Model by all workers.
With everyone complying with the standards defined in this policy, we can achieve our goal of eliminating
workplace health and safety concerns associated with non-compliance.
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As a supervisor, you have a very key role and responsibility in bringing this education alive in the work site
with your work crews. By investing in the education of the people you are responsible for in the workplace,
and ensuring they understand the standards contained in the Canadian Model as well as the risks and
dangers associated with alcohol and drug use, you will have gone a long way to achieving the necessary policy
compliance. In the long run, this makes your job as a supervisor easier and meaningfully contributes to the
success of ensuring a safe workplace.
Many opportunities exist that can help to ensure effective education and learning occurs in the workplace.
While education can take place formally, such as in a classroom or a structured meeting, it will also very
frequently happen through less formal means. For example, excellent opportunities arise when orienting
new employees to their work areas. Other examples include tool box meetings and safety meetings. Leading
by personal example is also a powerful means of education. Good supervisors are respected and looked at as
a model of behaviour, especially by apprentices. Supervisors must demonstrate behaviours that are
consistent with the standards defined in the Canadian Model.
As a first principle, it is important to realize that the policy applies to all employees, regardless of whether or
not a worker has problems relating to the use of alcohol or drugs. This understanding will avoid exclusively
targeting workers who have substance abuse problems. Additionally, in communicating the intent of the
policy to workers, it is helpful to emphasize that, in the first instance, the policy is designed to correct − not
punish − unacceptable ac ons and behaviours because of the safety risks associated with alcohol and drug
use. Employee assistance services programs will help assess and facilitate any corrections that are necessary
to ensure ongoing compliance with the Canadian Model.
This supervisors’ guide has been designed to provide supervisors with the skills and knowledge required to
facilitate education within their work crews about alcohol and drug issues, as well as to effectively manage
alcohol and drug related performance issues. To this end, the guide addresses matters beyond the alcohol
and drug guidelines such as:
•
•
•

understanding terminology associated with alcohol and drug use
providing awareness of the needs of workers who are returning to work from counselling or a
rehabilitation program
recognizing that support systems are available that are designed to assist supervisors, leaders and
other workers in addressing alcohol or drug related issues.
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Desired outcomes
After reviewing this supervisors’ guide, you should:
•
•
•
•
•
•
•
•

understand the fundamental purpose of the guidelines and know the standards and requirements
established by those guidelines
know the meaning of some common alcohol and drug related terms
understand the concept of “enabling” and the importance of avoiding behaviours that allow
problems related to alcohol or drug use to continue unaddressed
have information about alcohol and drug issues related to the Canadian Model to help you in
communicating policy issues to your work crews
know your role and responsibilities in addressing performance problems related to alcohol and drug
use
have a greater ability to recognize the behaviours or conduct that may indicate performance
problems related to alcohol and drug use
know and clearly understand the process and steps to manage and address performance issues in
general, as well as performance problems related to alcohol or drugs specifically
know the support systems designed to support supervisors and team members in addressing
performance issues

Alcohol and Drug Guidelines
Guiding principles
The guidelines are based on a number of key fundamental principles.
Shared responsibility for safety
As a matter of law and as a practical fact, both individuals and companies in the construction industry
have a shared responsibility for safety in the workplace. The Occupational Health and Safety Act of
Alberta imposes a legal obligation on all workers to protect the health and safety of themselves and
other workers.
Behaviour on and off the job
The commitment of workers to safety cannot be measured only by their conduct and performance
on the job. By necessity, given the nature of operations in the construction industry, workers must
have regard to conduct or behaviour on and off the job that may adversely affect their ability to
safely perform their duties at work. This specifically extends to the consumption or use of alcohol and
drugs as addressed by the alcohol and drug guidelines and policy.
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Balancing safety and privacy interests.
Society’s view with respect to alcohol and drug use in Canada has been rapidly evolving in recent
years, especially in regards to how this use potentially affects the safety and well-being of others.
Well-recognized examples, such as those relating to the dangers of drinking and driving or the
promotion of the use of seat belts, are becoming more prominent and common.
Initiatives to manage and eliminate safety risks in the workplace benefit all stakeholders including
workers (and their families) as well as business organizations. At the same time, it is also important
that the rights of workers be respected, particularly regarding protection against unnecessary
intrusion into their persona privacy, as we work towards achieving zero workplace incidents. When
the Canadian Model’s work rule, guidelines and procedures are followed, a balance can be attained
between ensuring safety in the workplace and respecting the privacy of all workers.
Privacy of information
In 2004, privacy legislation was enacted that provides for protection surrounding the collection, use
and disclosure of personal information about individuals. The Canadian Model also stresses the
importance of ensuring confidentiality of information and that in all circumstances workers be
treated with dignity and respect in the application of the policy. Efforts have been taken to ensure
that the Canadian Model complies with Alberta privacy legislation (Personal Information Protection
Act) as well as federal privacy legislation PIPEDA (Personal Information Protection and Electronic
Documentation Act).
Encourage worker self-referral
Workers who feel they may be experiencing problems associated with alcohol or drug use should
voluntarily seek help under an employee assistance services program that has been identified by
LNB, labour provider, employer organization or worker association.
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A closer look at the alcohol and drug guidelines
Work standards
The guidelines set out, very definitively, the standards that must be met by all workers to ensure their safety
and the safety of others.
•
•
•
•

No worker shall distribute, possess, consume or use alcohol or illegal drugs on any company
workplace.
No worker shall report to work or be at work under the influence of alcohol or drugs that may or
will affect their ability to work safely.
No worker shall test positive for any alcohol or drugs at concentrations as specified in Section 3.1 of
the alcohol and drug work rule.
No worker shall misuse prescription or non-prescription drugs while at work. If a worker is taking a
prescription or non-prescription drug for which there is a potential unsafe side effect, he or she has
an obligation to report it to the supervisor.

Alcohol and drug testing circumstances
Alcohol and drug testing may be conducted in the following circumstances:
•
•
•
•

Prior to accessing the owner’s property
Where LNB has reasonable grounds to believe an employee may be unable to work in a safe
manner because of the use of alcohol and drugs
As part of an investigation into an incident or near miss to determine if alcohol or drugs could have
played a role
Where the employees are covered by employee assistance programs, LNB may conduct lawful
computer-generated random alcohol and drug testing of the workplace.

Consequences for non-negative test results
The employer may discipline or terminate for cause an employee who fails to comply with the alcohol and
drug work rule.
Prior to the employer making a decision with regard to discipline or termination, the employee shall meet
with a substance abuse expert who shall make an assessment of the employee and make appropriate
recommendations.
The employee must demonstrate compliance with the recommendations of the substance abuse expert or
licensed physician with knowledge of substance abuse disorders as well as sign an agreement specifying
return to work conditions imposed as part of a rehabilitation program and other reasonable conditions set by
the employer.
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Education
The industry recognizes the importance of making workers aware through education of the actual and
potential risks, both on and off the job, related to the consumption or use of alcohol or drugs. As with other
safety programs, the industry will use worker education and awareness as the principal method of ensuring
compliance with the guidelines and reducing workplace health and safety concerns associated with noncompliance.

Self-referral to employee assistance services
The industry encourages workers to seek professional assistance if they know or suspect they have a problem
with drugs or alcohol, and supports self-referral to existing employee assistance services programs for that
purpose.
Any worker who is receiving assistance from an employee assistance services program for an alcohol or drug
problem must comply with the terms and conditions of the program and must comply with the standards set
by the guidelines.

Common definitions
To assist you, following are definitions of some terms commonly used in the context of alcohol and drug use.
Addiction
Traditionally, this term has been synonymous with physical dependence and full-fledged withdrawal
symptoms. Addiction is characterized by:
change in tolerance – initially increases(more amount of the drug needed to
produce the desired effect) and in later stages tolerance decreases (less amount of the drug needed to
produce the same effect)
loss of control – the amount of substance consumed, and the timing or place of consumption
blackouts (if the drug of choice is alcohol) –no recall of events (alcohol-induced amnesia)
physical complications – e.g. malnutrition, hypertension, liver damage
psychological symptoms – defense mechanisms designed to minimize feelings of anxiety and despair. These
defense mechanisms are a coping strategy as the person’s self-esteem is diminished and his or her sense of
powerlessness is increased. Examples include:
o denial (the most common defense mechanism) – denying that the person is
experiencing negative consequences and that the person has lost control over the
use and amount of drug of choice
o projection – blaming others and events that cause the person to use the drug of
choice
o rationalization – using excuses to support the use of the drug of choice
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o

social or family complications – the drug of choice may replace people (family,
friends, work) as the chief source of comfort, nurture and object of loyalty leading to
social isolation, increased secrecy, inconsistent moods and loss of people who were
important in the person’s life.

Dependency
physical − the user’s body has become so accustomed to the presence of the drug that when it is no longer
used, withdrawal symptoms occur. These may be mild, such as sneezing and a runny nose, to very severe,
such as potentially fatal convulsions. The severity of withdrawal increases with the level of the drug taken and
the duration of its use.
psychological − users, though not experiencing withdrawal symptoms upon cessa on of use, nonetheless
believe that they cannot function without the drug and crave it.
Drugs
Any drug, substance, chemical or agent the use or possession of which is unlawful in Canada or requires a
personal prescription from a licensed treating physician, any non-prescription medication lawfully sold in
Canada and any drug paraphernalia.
Employee Assistance Services
Services that are designed to help employees and their families who are experiencing personal problems such
as the use of alcohol and drugs. These are also organizations that have the ability to put a rehabilitation
program in place. Examples include employee assistance programs (EAP) and employee and family assistance
programs (EFAP).
Rehabilitation Program
A program tailored to the needs of an individual that may include education, counselling and residential care
offered to assist a person to comply with the alcohol and drug work rule.
Tolerance
An adaptation of the body to the presence of a drug. When tolerance occurs, the body requires greater
amounts of the drug to produce the desired effect.
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What is enabling?
While we may genuinely want to help a worker with a performance problem that is related to alcohol or drug
use, often by our actions or inaction we allow the problem to continue unaddressed.
There are many reasons that may prevent or deter us from addressing alcohol or drug related performance
problems. One of the most common reasons is that we want to protect the worker from the potential
consequences of his or her actions, such as loss of employment or damage to the worker’s reputation and
self- esteem. This is called “enabling.” Enabling is a natural reaction that many of us experience when we see
someone who is in trouble or pain.
Ironically, by failing to deal directly with the issue, we may be exposing the worker, other team members and
ourselves to even greater consequences (namely injury or death) when the performance issue becomes or
may become a safety issue, which is inevitably the case in a work environment such as ours.
Enabling is an easy trap to fall into, particularly when it involves performance issues in a team. First, there is
comfort in numbers, which causes us to wait for someone else in the team to raise or address the issue.
Second, as social beings we naturally avoid conflict. Ignoring the situation is a common avoidance method.
Another is to defer dealing with it by making adjustments and compromises, hoping that it will somehow
resolve itself without conflict or our involvement.
In either case, we end up protecting the worker with the performance problem and exposing ourselves and
the team to unnecessary anxiety and risk. Furthermore, we prevent the worker from taking the steps
necessary to resolve the problem and from experiencing the associated learning and development to help
reduce the risk of reoccurrence.

Breaking the cycle of enabling
When performance issues arise in a team, and in particular the issues relate to a team member’s use of
alcohol or drugs, it is important for the employer, team supervisor and other team members to avoid
enabling behaviors by:






recognizing that enabling behaviors do not solve performance issues, they allow them to continue
and often result in them worsening
realizing that the sooner performance issues are addressed (particularly sensitive ones) the easier
they are to resolve
remembering that everyone on the team, including the worker with the performance problem,
shares a common objective – to create a healthy and safe team environment
implementing a policy that leads by example and is consistent for all workers regardless of what title
they may have
ensuring that the company also leads by example
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making sure that all instances requiring an alcohol and drug test are assessed based on their
individual circumstances.

Addressing performance issues
Supervisors’ roles and responsibilities
Every supervisor’s prime responsibility on a team is to help manage the performance of the other team
members, by ensuring that:




job understanding − each team member has a clear understanding of the expected level of
performance required for his or her job
job skills − each team member has the base competencies and skills required to achieve the
expected level of performance
job performance − performance that consistently exceeds the expected level of performance is
promptly recognized and rewarded, and performance that consistently or sporadically falls below the
expected level is promptly addressed and resolved.

In their leadership role, supervisors need to be sensitive to changes in behaviour or performance of a fellow
team member that may be related to alcohol or drug use off the workplace, and to be familiar with the
support systems within LNB designed to assist both the supervisor and that team member in dealing with
the issue in a constructive and effective manner. The process to be followed in addressing and resolving
alcohol and drug related performance issues is discussed in the next section.
Where a supervisor believes that a worker’s performance or behaviour problem is related to alcohol or drug
use off the workplace, it is not the supervisor’s role or responsibility to make any further assessment or
diagnosis or to provide counselling to the worker. In such cases, the supervisor should seek the assistance of
his or her human resources representative, manager or both.
It is also inappropriate and counterproductive for a supervisor to judge or evaluate whether a worker’s
behaviour is morally or socially acceptable. Supervisors must remain objective by focusing on the facts of
each case and not let their personal views on alcohol and drugs affect their judgment and actions.
Whenever a supervisor believes that alcohol or drug use by a worker may be impacting work performance,
then the basis or focus for the intervention or discussion with the employee should be specific work
performance indicators. The following sections look at basic fundamentals of how to manage work
performance issues.
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Managing Performance Issues
Addressing alcohol or drug related performance issues is simply another component of performance
management. It does not require any new skills other than an understanding of the application of the alcohol
and drug guidelines and policy. The following discussion is a good opportunity for supervisors to refresh their
memories and skills in the area of performance management. This discussion will also explain how addressing
such issues falls within the usual performance management process.
Performance and behaviour issues that are or may be related to alcohol or drug use off the workplace should
be identified, documented, addressed and resolved using essentially the same process as any other
performance concern.
Iceberg Concept of Employee Performance Problems
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Step one – Identify substandard performance
Supervisors are responsible for monitoring worker performance and addressing situations where
performance consistently or sporadically falls below the expected level of performance. Performance issues
can arise in a worker’s career for a variety of reasons. Deteriorating work performance can be caused by a
work related problem (such as a conflict with a team member or uncertainty about job responsibilities or
employment security) or by personal problems (such as marital or financial stress or the use of alcohol or
drugs).
Noticeable and prolonged deviation in a worker’s standard of performance or usual behaviour can sometimes
by the result of use of alcohol or drugs. Behaviour that may be symptomatic of alcohol or drug use can
appear singularly or in combination, as shown in the figure below.
However, it is important for supervisors to understand that a decline in work performance does not
necessarily mean a worker has a problem associated with the use of alcohol or drugs. For example, some of
the behaviours identified in this supervisor’s guide may indicate problems not related to alcohol or drug use,
such as diabetes, high blood pressure, etc.
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As mentioned previously, it is note the responsibility of the supervisor to determine whether or not a
worker’s performance problem is a consequence of the use of alcohol or drugs off the workplace. The
supervisor’s responsibility is limited to monitoring work performance and identifying, documenting and
addressing performance problems in accordance with LNB’s existing discipline program.
Instead of looking for behaviours that may indiate a problem related to alcohol and drug use, supervisors
should concentrate on identifying and documenting chantes in a worker’s job performance without making
moral judgements or assuming the role of counsellor.
Step two – Document performance and behaviour concerns
Once a potential performance problem has been identified, the supervisor must continue to monitor the
worker’s behaviour and document what is observed.
All workers experience bad days or temporary periods where their performance may slip for a variety of
reasons associated with the normal challenges of life. What distinguishes performance problems, which may
be related to alcohol or drug use or to some other serious cause, from these normal and regular occurrences
is the formation of a pattern, either continuous or repeating. Documentation allows a supervisor to properly
record and identify trends that may indicate a performance problem requiring special attention. This
documentation is critical because a supervisor cannot request an alcohol and drug test for a worker without
showing to the manager the proper support for that request.
When documenting performance, supervisors should:
1. Keep a daily journal of the worker’s behaviour. Record not only negative behaviours or substandard
job performance but also cases where the worker has met or exceeded expectations. By keeping a
daily log, a supervisor can more easily see changes or patterns in a worker’s behaviour over an
extended period of time.
2. Keep all information strictly confidential. Records of performance should be kept out of sight of
other workers and should be safely stored and locked when not in use.
3. Follow the five w’s (who, what, where, when and why). Record specific details of observed
behaviour, and ensure that such observations are objective and free of personal bias or judgment.
Think of yourself as a newspaper reporter – document only what you see.
4. Relate all observations to job performance. Explain in measurable terms how a worker is
performing in relation to agreed upon expectation such as job descriptions, goals or objectives.
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5. Keep track of issues and communication. Maintain a chronological account of performance issues
and problems as well as meetings and coaching sessions with the worker and related interactions and
improvements.
It is important that the supervisor keep in mind that his or her job is to monitor job performance and
record relevant facts. By identifying and addressing substandard performance, the supervisor is
taking the first steps in assisting the worker to improve his or her performance.
Step three – Meet with the worker to discuss observations and concerns
Discussing a performance problem with a worker is often the most difficult and uncomfortable step in the
performance management process. A supervisor must overcome that discomfort and meet with the worker
once sufficient information has been gathered to adequately discuss the performance issue. This means
establishing clear goals and expectations for the interview.
It should be noted that, in keeping with the alcohol and drug policy, a representative of a union or employee
organization of which a worker is a member and with whom the employer has a bargaining relationship, may
attend any meeting or discussion if the worker wishes the representative to attend.
Supervisors must also be prepared for a worker’s anger and denial. It is common for a person who is
confronted with a problem to deny it either because they do not recognize that their behaviour is
inappropriate or because they fear reprisal or disciplinary action. At that point, the supervisor must be very
careful not to enter into a debate or argument with the worker.
It usually helps to review the goals of the interview with the worker at the start of the meeting to ensure that
the worker understands that the purpose of the interview is to discuss a deterioration in job performance
that the supervisor has observed and documented. By focusing on the facts in an objective, professional and
concerned manner, the supervisor should be able to diffuse any anger so that the problem can be discussed
in a calm and constructive manner.
Tips for good interviews

a. Have clear goals for the interview.
b. Review documentation and information prior to interview.
c. Conduct the interview in private and without interruption.
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d. Direct the course of the interview. Do not allow the worker to direct the discussion away
from his or her performance.
e. Discuss positive aspects of the worker’s performance, as well as reviewing documented
concerns.
f.

Explain the consequences of not addressing and resolving substandard performance.

g. Conclude the interview with a positive outlook. Communicate your confidence that the
worker can improve his or her performance.
Step four – Develop an action plan
Developing an action plan to correct a performance problem is an essential step in managing serious or
potentially serious issues, particularly those that may be related to alcohol and drug use off the workplace.
However, simple action plans can also be used in addressing relatively minor performance issues.
Ideally, the action plan should be developed and signed jointly by the supervisor and the worker. It should
also be identified as one of the goals of the interview and completed at the end of the initial meeting
whenever possible. Alternatively, it should be done as soon after the initial meeting as is reasonably
practicable.
The action plan should address very clearly the following matters:
1. A description of the performance problem to be addressed by the action plan.
2. A description of the level of performance expected of the worker having regard to the worker’s
training and experience, years of service, level and past performance.
3. The course of action and schedule to bring the worker’s performance to the expected level including,
where applicable, targets and associated dates.
4. Special requirements or support, such as internal or external training courses or the involvement of
an employee assistance services provider.
5. The role of the supervisor and the role of the worker in the successful completion of the action plan.
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Step five – Continue to document performance and conduct follow-up interviews
Once the action plan has been completed, the supervisor must continue to monitor the worker’s
performance to ensure that the goals and schedule of the action plan are being met. Using the techniques
described earlier in this section, the supervisor needs to objectively and thoroughly document relevant
behaviour and monitor the progress or status of the worker’s performance against the agreed upon
expectations.
The supervisor should conduct regular follow-up meetings to review the worker’s performance and to discuss
progress. It is important that the worker be supported and encouraged during this time. Follow-up meetings
provide an opportunity to reinforce positive behaviours as well as offering assistance in areas where progress
is lacking.
The frequency of follow-up meetings can be expressly addressed in the action plan.
Step six – Assessing the outcome and need for further action
 When the plan objectives are met
If the worker’s performance improves to the expected level in accordance with the action plan, then the
supervisor’s responsibilities revert to normal monitoring and coaching with performance feedback
occurring during regular performance review sessions.


When the plan objectives are not met

If the worker fails or later refuses to meet the requirements of the action plan and bring his or her
performance to the expected level, or if the worker meets the requirements of the action plan but is unable
to sustain the expected level of performance, then the supervisor should proceed with a formal “corrective
action process” if the supervisor has not already adopted that process.

When the failure may be related to alcohol or drug use
If the supervisor suspects that the worker’s failure, refusal or inability to achieve or maintain the expected
level of performance may be related to alcohol or drug use off the workplace, then the supervisor should
meet with the worker to discuss that concern. At that meeting, the supervisor should refer to the
documented behaviours that he or she feels may be symptomatic of alcohol or drug use. The supervisor
should then suggest that the worker seek assistance of an employee assistance services program by selfreferral and allow the worker reasonable time to do so. Self-referral to an employee assistance services
program usually involves a worker or family member attending the program without the knowledge or
assistance of anyone else. Depending on the circumstances, the supervisor may also offer to help the worker
in seeking that assistance.
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Alternatively, if the supervisor would prefer to have confirmation that the worker is under the care of an
employee assistance services program, then the supervisor can initiate an “informal referral” to the program.
An informal referral means a referral of a worker to the program by another person such as the worker’s
leader, health and wellness advisor or human resources representative. An informal referral is made on the
express understanding that the program’s personnel will only confirm to the leader or other person
requesting the referral whether or not the worker has attended the program as requested.
If the worker’s performance does not improve, the supervisor can also initiate a formal referral to an
employee assistance services program where the program’s counsellor provides the supervisor with reports
on the progress of the worker.
As noted in this supervisor’s guide, if a supervisor has a reasonable suspicion at any time that a worker’s
failure to correct a chronic performance problem is due to the worker using alcohol or drugs at work or being
under the influence of alcohol or drugs at work, then the supervisor should so advise the worker and allow
the worker an opportunity to provide an explanation. However, if the worker’s explanation does not dispel
or contradict the supervisor’s suspicion, then the worker should be required to submit to an alcohol and drug
test.
Questions and answers (to be completed by supervisors)
 What communications do you undertake to inform your team about the alcohol and drug guidelines?
 What do you currently do to monitor behaviour and performance within your team?
 What signs or indications in a worker’s performance or behaviour would alert you to the possibility
that such performance or behaviour may be related to alcohol or drug use?

Supervisor and team support
Returning to work – What can you do to help?
In the cases where a worker has admitted to being under the care of an employee assistance services
program or where a worker was in a rehabilitation program as part of an offer of conditional rehire, there
are things we can do as supervisors to make the return to work process successful in the long term.
The manner in which a supervisor manages a worker who has returned to work should not be different than
management of other staff.
Good leadership involves establishing clear job performance expectations, open communication and mutual
respect. Supervisors must be aware of the confidential nature of the situation and should not disclose or
discuss the nature of the worker’s problem or the details of his or her absence with other staff members.
The returning worker needs to make his or her own decisions about sharing this personal information with
other members of the team.
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The return to work interview
When a worker returns to work following rehabilitation for an alcohol or drug problem, an interview between
the supervisor or designated team members and the returning worker should take place immediately. This
interview should include:
•

a discussion of the worker’s job description noting any changes stemming from the personal
action plan (i.e. limited duties, arrangements for continued counselling).

•

a clear description of expectations and specific areas that require improvement.

•

development of a follow-up process, so that both the supervisor and worker know when regular
follow-up sessions are to occur and what will be discussed.

•

a provision of time if the worker wishes to comment on his or her experience in counselling or the
rehabilitation program. This discussion time may involve the worker proposing changes in how he
or she intends to handle work-related stress.

•

an offer of support – this interview provides an opportunity to establish a new, positive working
relationship based on a solid understanding of realistic and clear job performance expectations.

It is important to remember that the first several weeks of a worker’s return to work are crucial in setting a
tone and atmosphere of cooperation and support.

Understanding what has changed
People who have experienced negative effects from their use of alcohol or drugs may develop problems in
many areas. For some, social and family relationships have suffered, while others have experienced financial,
legal or physical health problems. Such an individual may be in the process of making a number of major
lifestyle changes.
These changes will not occur overnight – new health-related skills must be learned. Family, social and work
expectations and relationships need to be re-negotiated and re-defined.
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What is a relapse?
Seventy-six per cent of relapses occur when individuals are trying to cope with negative emotional states
such as loneliness, anger and boredom (many of these problems may have been contributing factors in the
individual’s initial use). Most people who have experienced problems from their alcohol or drug use may
return to drinking or drug use not because they want to, but because they perceive themselves as having no
other acceptable choices. Relapse indicates that the individual has not yet developed alternatives for dealing
with day-to- day stresses.
Signs of a potential relapse may include:
•

emotional outbursts, the person over-reacts to common situations and appears to be stressed

•

physical and social isolation

•

irritation with friends and co-workers, relationships with other workers become strained

•

interruption of daily routines − the individual may change their normal ea ng and sleeping
patterns leading to listlessness and fatigue

•

development of an “I don’t care” attitude

•

open rejection of help

•

premature cessation of counselling and /or attendance of self-help groups.

Access to help or support
It is important to recognize that supervisors do not have all the answers and may require help or support
from other resources within the company. There are a number of resources and /or support systems that can
assist us in addressing alcohol or drug related concerns.
•

Employee assistance services programs
The aim of employee assistance services is to assist the worker and family members to obtain
diagnosis, counsel and treatment for problems that can affect a worker’s or family member’s ability
to cope. The program places emphasis on prevention and early detection of potential problems
before they become a threat to the worker and the job.
Workers are encouraged to seek help under the designated employee assistance services program for
any alcohol or drug related problem. Workers can contact employee assistance services on their own,
or with the assistance of their manager, supervisor or human resources representative.
In addition to providing counselling and referral services to workers and family members who are
experiencing problems, employee assistance services can also provide assistance to co-
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workers and /or supervisors who may be concerned about an individual’s behaviour and /or actions
but are unsure as to what to do.
Helpful literature on a wide variety of health, behavioural and life style concerns is available through
the employee assistance services program. Information may be mailed on a “personal and private”
basis as requested by workers or family members.
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Appendix C – Worker’s Guide
Background
The construction industry is committed to ensuring a safe work environment for all workers, free from
alcohol and drugs. To maintain this commitment, a group of stakeholders from the construction industry
came together in 1998 to develop the Canadian Model for Providing a Safe Workplace.
Since it was first issued in 1999, the Canadian Model has been revised and further enhanced numerous times
based on experience, new information and the emerging law and public policy in this area. The Canadian
Model establishes standardized alcohol and drug guidelines and a policy that will ensure fairness and
consistency throughout the industry. It also helps to standardize the approach, testing, application and
rehabilitation of workers.
The intent of this awareness package is to help workers understand the alcohol and drug guidelines and work
rule and their role in ensuring its success.

Roles and responsibilities of workers
The successful implementation of the Canadian Model is the shared responsibility of owner companies,
contractors, workers and labour providers. As part of this shared responsibility, workers must:

•

have an understanding of the alcohol and drug work rule

•

take responsibility to ensure their own safety and the safety of others

•

ensure they comply with the work standards as part of their obligation to perform work activities in a
safe manner

•

comply with the work rule and follow appropriate treatment if deemed necessary

•

use medications responsibly, be aware of potential side effects and notify their supervisor of any
potential unsafe side effects where applicable

•

encourage their peers or co-workers to seek help when there is a potential breach or breach of policy
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Alcohol and drug guidelines
The alcohol and drug guidelines are based on four fundamental principles:

•

Shared responsibility for safety
Both individuals and companies in the construction industry have a shared responsibility for safety in
the workplace. The Occupational Health and Safety Act of Alberta imposes a legal obligation on all
workers to protect the health and safety of themselves and other workers.

•

Behaviour on and off the job
By necessity, given the nature of operations in the construction industry, workers must have regard
to conduct or behaviour on and off the job that may adversely affect their ability to safely perform
their duties at work. This specifically extends to the consumption or use of alcohol and drugs as
addressed by the Canadian Model.

•

Balancing the needs of safety and individual rights
The interests of ensuring safety in the workplace and respecting the rights of all workers are given
equal consideration. For example, the Canadian Model balances human rights protecting individuals
with disabilities (including alcohol and drug addiction) by providing for assessment, rehabilitation and
return to work processes. The Canadian Model also balances privacy concerns by ensuring any
information collected is used solely for the reasonable purpose for which it was collected.

•

Encourage worker self-referral
Workers who feel they may be experiencing problems associated with alcohol or drug use should
voluntarily seek help under an employee assistance services program which has been identified or
put in place by LNB, labour provider, employer organization, or worker association.
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Common definitions and important concepts
Drugs
Any drug, substance, chemical or agent the use or possession of which is unlawful in Canada or requires a
personal prescription from a licensed treating physician, any non-prescription medication lawfully sold in
Canada and any drug paraphernalia.
Addiction
Traditionally, this term has been synonymous with physical dependence and full-fledged withdrawal
symptoms. Addiction may be characterized by one or more of the following: change in tolerance, loss of
control, blackouts, physical complications, psychological symptoms and social or family complications.
Dependency
There are two components involved with the concept of drug dependency:
•

physical − The user’s body has become so accustomed to the presence of the drug that when it is
no longer used, withdrawal symptoms occur

•

psychological − Users upon cessa on of use believe that they cannot func on without the drug and
crave it.

Employee assistance services
Services that are designed to help employees and their families who are experiencing personal problems such
as alcohol and drug abuse. These are also organizations that have the ability to put a rehabilitation program
in place. Examples include employee assistance programs (EAP) and employee and family assistance
programs (EFAP).
Rehabilitation program
A program tailored to the needs of an individual which may include education, counselling and residential
care offered to assist a person to comply with the alcohol and drug work rule.
Tolerance
An adaptation of the body to the presence of a drug. When tolerance occurs, the body requires
greater amounts of the drug to produce the same effect.
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What is enabling?
While we may genuinely want to help a worker with an alcohol or drug problem, often by our actions or
inaction we allow the problem to continue unaddressed. Many motives may prevent or deter us from
addressing alcohol or drug related performance problems. One of the most common is protecting the worker
from potential consequences of his or her actions, like loss of employment or damage to the worker’s
reputation and self-esteem. This is called “enabling.”
Enabling is an easy trap to fall into, particularly when it involves performance issues in a team. First, there is
comfort in numbers which causes us to wait for someone else in the team to raise or address the issue.
Second, as social beings we naturally avoid conflict. Ignoring the situation is a common avoidance method.
Another is to defer dealing with it by making adjustments and compromises, hoping it will somehow resolve
itself without conflict or our involvement.
Ironically, by not dealing directly with the issue, we may be exposing the worker, other team members and
ourselves to even greater consequences (namely injury or death) when a performance issue becomes a
safety issue, which is inevitable in a work environment like ours. Also, we prevent the worker from taking the
steps necessary to resolve the problem and from experiencing the associated learning and development to
help reduce the risk of reoccurrence.

Breaking the cycle of enabling
When performance issues arise in a team, and in particular when those performance issues relate to a team
member’s use of alcohol or drugs, it is important for the team members to avoid enabling behaviours by:
•

recognizing that enabling behaviours do not solve performance issues, instead enabling behaviours
allow performance issues to continue and often result in them worsening

•

realizing that the sooner performance issues are addressed (particularly sensitive ones) the easier
they are to resolve

•

remembering that everyone on the team, including the worker with the performance problem,
shares a common objective – creating a healthy and safe team environment.
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Returning to work
People who have experienced negative effects from their use of alcohol or drugs may develop problems in
many areas. For some, social and family relationships have suffered, while others have experienced financial,
legal or physical health problems. Such individuals may be in the process of making a number of major
lifestyle changes to overcome these effects. These changes will not occur overnight and family, social and
work expectations and relationships need to be re-negotiated and re-defined. The first several weeks of a
worker’s return to work are crucial in setting a tone and atmosphere of cooperation and support.

What is a relapse?
Most people who have experienced problems from their alcohol or drug use may return to drinking or drug
use, not because they want to but because they perceive themselves as having no other acceptable choices.
Relapse indicates that the individual has not yet developed alternatives to the harmful behaviour for dealing
with day-to-day stresses. Seventy-six per cent of relapses occur when individuals are trying to cope with
negative emotional states such as loneliness, anger and boredom, many of which may have been contributing
factors in the individual’s initial use of alcohol or drugs.
Signs of a potential relapse may include emotional outbursts, physical and social isolation, irritation with
friends and co-workers, interruption of daily routines, open rejection of help, and premature quitting of
counselling or attendance at self-help groups.

Access to help or support
It is important to recognize that team members do not have all the answers and may require help or support
from other resources. Regardless of whether you are a worker experiencing a problem or a concerned coworker or supervisor, there are a number of resources and /or support systems that can assist you in
addressing alcohol or drug related concerns.
•

Employee assistance services
Workers are encouraged to seek help for any alcohol or drug related problem from an employee
assistance services program that has been identified by LNB. Workers can contact employee
assistance services on their own, or with the assistance of their manager, supervisor, leader, or the
human resources representative. In addition to providing counselling and referral services to workers
and family members who are experiencing problems, employee assistance services can also provide
assistance to co-workers who may be concerned about a worker’s behaviour but are unsure about
what to do.
Helpful literature on a wide variety of health, behavioral and life style concerns is available through
employee assistance service programs. See Section 4.0 of the Canadian Model for a list of all
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available resources. Information may be mailed on a “personal and private” basis as requested by
workers or family members.
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Appendix D – Substance Abuse Expert
The substance abuse expert
The substance abuse expert (SAE) is a person who evaluates the individuals who are seeking to be assessed or
who have been referred for an assessment.
The SAE is a professional who is qualified to make recommendations regarding the individuals assessed.
These recommendations typically involve treatment options such as education, various counselling or
inpatient treatment services, follow-up testing and the overall general conditions of post assessment care.
The responsibility and function of the SAE is to apply quality and diligence in the assessment process in order
to protect the client’s and the workplace’s safety and health. However, the SAE is not an advocate for any
stakeholder in the process beyond the mandate of the assessment. The SAE remains impartial and does not
advocate for the employee, bargaining agent or employer.
The SAE has the responsibility to function in his or her role as an evaluator of the client’s apparent condition.
The qualifications to conduct this assessment extend across several types of disciplines in the mental health
and medical community.
SAEs all have one aspect in common. Each is a licensed or certified professional who has met the educational,
experiential and competency criteria to be in good standing with a professional agency that governs their
respective discipline.
The SAE providing the assessment evaluation can be a licensed physician, registered psychologist, or a
certified or licensed social worker as allowed to diagnose within their respective provincial regulated health
professionals, who also has experience or a specialization in the field of addiction.
He or she has received training specific to the SAE roles and responsibilities, has knowledge of and clinical
experience in the diagnosis and treatment of substance abuse-related disorders, and has an understanding of
the safety implications of substance use and abuse.

The evaluation and assessment
The foundation of sound clinical expertise and well established standards of practice is the context for each
assessment. The evaluation is based on proven and reliable methods of face-to-face clinical interview
practices, reliable and valid alcohol and drug abuse assessment tools (also called psychometrics), and quality
assurance clinical supervision provided as additional expertise to the SAE. This gives the SAE a consistent level
of support for applying his or her clinical abilities toward the best fit and most exact assessment outcome in
each particular assessment.
The evaluation can include consultation with a physician specialist in the area of substance use disorders or
the medical review officer (MRO) involved with any substance screen results referenced in the
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assessment. The MRO or medical specialist in substance use disorders are contacted only when there is a
specific need to discuss the substance screen result per se or if there are potential medical complications
involved in a person’s history.
The face-to-face interview includes assessment of all the relevant factors that are known to be essential in
the evaluation of individuals with possible substance use disorders. These factors are examined by questions
regarding the client’s life and family history, employment situation and current mental status. The in-depth
interview also explores the individual’s drug and alcohol use history. This includes areas such as the
substances used and for how long, the episodic trends of substance preferences, emotional and physical
characteristics that are considered relevant in substance use, and other factors that can give a
comprehensive clinical understanding of the person.
The evaluation will provide a clear statement of the assessment’s outcome (the diagnosis), along with
treatment recommendations. The recommendations are the basic outline of a treatment plan. The individual
is free to add to the treatment recommendations, however, the treatment recommendations are the
conditions required for successful return to safety-sensitive work. Therefore, they are the essential
ingredients of care that the individual must successfully complete.
The evaluation process provides a signed confidential report to the stakeholders involved in the assessment.
These parties can include the bargaining agent, a case manager and the employer, and the individual
assessed if he or she wishes to receive a copy. The SAE report issued to the person assessed does not include
the number of unannounced tests, but does include the period over which the unannounced tests may be
conducted.

Post-assessment referral and treatment
As a result of the evaluation and assessment, the SAE will refer the client to the appropriate contact person,
program or case manager involved in the next steps for this person’s return to work. Formal case
management is considered the best practice approach in order to ensure that the recommendations are
completed and adhered to as outlined in the SAE assessment report.
The SAE report and any other relevant information necessary for admission to a treatment program can be
forwarded to the appropriate contact personnel. This is done only with client consent to do so.
Follow-up treatment for counselling or relapse prevention will be provided by an SAE as identified above, as
qualified to provide such treatment.
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Follow-up evaluation
The case manager or representative acting in a role that monitors the individual’s compliance with the return
to work process will evaluate the client’s compliance with the return to work recommendations. The client’s
compliance will be supported by a written report or personal communication with the respective education
and /or treatment program professionals.
The client’s ability to successfully demonstrate compliance with the initial treatment recommendations will
be determined in a clinically based follow-up contact. Continued monitoring will ensue to ensure ongoing
compliance to the SAE recommendations.
In the event that an individual is demonstrating difficulty in maintaining or complying with the stated
recommendations in the SAE report, a formal review will take place. The review of the new data is conducted
in conjunction with discussions with the individual and /or treatment program or relevant professionals.
Written communication, often in the form of an amended SAE report, will be issued to address the current
situation for the individual. Sometimes, if developments indicate the need, a new assessment will be
conducted.
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Appendix E: Drug & Alcohol Testing Authorization/Record Release
I understand that, as required by company policy, certain employees and prospective employees must
undergo a drug and alcohol urinalysis and/or a breath alcohol test to detect the presence of drugs or alcohol.
All drug tests are subject to careful testing procedures with mandatory confirmation o f any preliminary
positive tests.
I will be given a reasonable opportunity to explain a confirmed positive test result to the Medical Review
Officer. The Medical Review Officer will maintain the laboratory results of the drug tests.
I voluntarily consent to provide a urine or breath specimen at a collection facility designated by LNB
Construction Inc. and consent to having the specimen tested at a laboratory selected by LNB Construction Inc.
I further agree that the drug and/or alcohol test results will be disclosed to LNB Construction and to the
Medical Review Officer.
This authorization/record release will remain in effect for 364 days from the date of the signature below.
Employee:
Date:

Name:
Signature:

Witness:
Date:

Name:
Signature:
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Appendix F: Observed Behavior Reasonable Suspicion Record
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Appendix G: Safety-Sensitive Positions
The following is a list of identified “safety-sensitive” positions within LNB Construction Inc. This list is not
exhaustive and further positions may be denoted as “safety-sensitive” by written notice to the employee(s)
in that position.
Safety Sensitive

Non Safety Sensitive

CEO

Human Resources Manager

Senior Project Managers

Accounts Payable Administrator

Senior Estimators

Accounts Receivable Administrator

Operation Managers

Contract Administrator

Superintendents

Payroll Administrator

Foreman

Secretary

Shop Foreman

CFO

Supervisors

Administrative Staff

Survey Managers

Receptionist

Surveyors

Receptionist

Shop Managers
Mechanics
Drivers
Equipment Operators
Laborers
HSE Manager
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Appendix H - Employee Acknowledgment
I hereby acknowledge that I have received the Company Policy on Substance Abuse Prevention. I further
acknowledge that I am responsible for reading, understanding and complying with the policy and regulations.

Employee Name

Date

Company Representative

Date

Witness

Date
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Policy – Subcontractor Management
LNB Construction Inc. shall ensure that the activities of all subcontractors, workers and other persons at any LNB
work site related to occupational health and safety are coordinated, and shall ensure compliance with all client,
legislated and LNB Construction worksite regulations.
LNB will ensure that:





subcontractors are qualified and competent for the work
health and safety requirements for the job are identified, reviewed and adhered with at all times
hazards are identified and corrected
proper communication with subcontractors is maintained through:
o Receiving from each subcontractor on site the names of the qualified person to supervise
their workers and be responsible for their site health and safety activities
o Ensuring subcontractors notify LNB in advance of any undertaking likely to create a hazard
for any worker on site
o Communicating any known hazards to all affected subcontractors and workers
o Attending all site and safety meetings with subcontractors to coordinate safety and ensure
compliance with client and regulatory requirements
o Assigning a qualified coordinator who is responsible for identifying safety expectations,
coordinating safety matters, informing workers of potential hazards, and ensuring that
hazards are addressed.

Subcontractors will be monitored for compliance with LNB’s Health and Safety Program, and evaluated post
contract to ensure that safety and quality performance standards are assessed for contractors to be chosen for
future work.
As a condition of LNB’s continued participation in the Gold Shovel Standard program, it will be the policy of this
organization to hire subcontractors who also have a Gold Shovel Standard Certification, with few exceptions.
Where the organization chooses to hire subcontractors, who are not Gold Shovel Standard certified, the
organization will follow LNB’s subcontractor management process to verify their qualifications and commitment
to safety.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: February 15, 2018

Health & Safety Manual
Created: 2005
Revised: October 26, 2016; Feb. 11, 2018

Page 3 of 24

Element 17 – Subcontractor Management

Health & Safety Manual
Created: 2005
Revised: October 26, 2016; Feb. 11, 2018

Page 4 of 24

Element 17 – Subcontractor Management

Purpose
The purpose of the Subcontractor Management Plan is to ensure that selected Subcontractors are competent to
perform the contracted work in a safe manner and that they comply with the established project requirements.
To this end, LNB has established a subcontractor controls process for Subcontractor selection, compliance
monitoring and post contract evaluation. Selecting Subcontractors who can safely deliver a quality job, on time
and within budget constraints is a management priority.
LNB shall ensure that baseline health, safety, environment and security compliance requirements are identified
for all work and that these requirements are communicated to all prospective Subcontractors that may bid on
work to be performed.
LNB shall ensure that the activities of all employers, workers and other persons at a site where LNB Construction
is Prime Contractor are coordinated as related to occupational health and safety.
Once a job is awarded, all subcontractors must complete a Subcontractor Checklist.

Responsibilities
General Manager, Project Manager, Supervisor










Will ensure that management personnel do not enter into contracts with subcontractor personnel
without first having reviewed the requirements of these procedures.
Will ensure that Subcontractor has signed the Subcontractor Checklist and complies with Alcohol
Policy.
Will ensure the following requirements have been met for all sub-contractors before they
commence work for LNB:
o Liability insurance
o Qualifications and certificates of supervisors (competency)
o Certification of all equipment, if applicable
o WCB clearance
o Site Specific Safety Orientation
Will review any documentation that was requested of the Subcontractor and, with the participation
of the Safety Administrator, will determine through this document review, and where required
through conversations/meetings with the contractor, as to whether the subcontractor ‘qualifies’ to
work on LNB work activities.
Will ensure that the specific health, safety and environmental requirements for the location, nature,
and type of work to be performed by the Subcontractor are identified, as well as the expected
performance criteria. Will ensure that all policies / standards / procedures / work practices / work
permits / plans / training / rules and emergency procedures that are applicable to the work to be
performed as well as owner/contractor/prime relationship are identified.
Will ensure that applicable HS&E requirements will be reviewed with the prospective contractors
and LNB job manager(s) and supervisor(s).
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Will ensure that a Pre-Job Mobilization Meeting is held at site to discuss mobilization and ensure
that there is a clear understanding of the work to be done and that the subcontractor is fully aware
of all health, safety and environmental risks and obligations.
Will ensure that the Subcontractor’s HS&E performance is evaluated. This will be done at predetermined intervals and at least upon completion of the Contract. These evaluations will be kept
on file for future reference and contract selection purposes.
Will ensure that subcontractors are included in scheduled weekly site inspections.
Will ensure that there is a system in place to confirm compliance with WorkSafeBC rules and
regulations regarding Multiple Employer Workplaces and Prime Contractor Responsibilities.

Superintendent







Will monitor subcontractor compliance and initiate corrective action on observed non-compliance.
When non-compliance is identified, the Subcontractor will be advised of their non-compliance via
the LNB Disciplinary Action Procedure. The Subcontractor will then initiate corrective action and
document this action.
Will have an in-depth understanding of scope of work and HS&E requirements as laid out in
meetings and contract.
Will ensure that subcontractors are included in scheduled weekly site inspections.
With input from the Safety Administrator, will jointly determine which contractor is technically
qualified to perform the work in a healthy, safe and environmentally friendly manner.
Will review the subcontractor’s project performance after the completion of a project with Safety
Administrator.

Safety Administrator





When applicable, will conduct a review of Subcontractor site specific HS&E execution plan.
Will conduct ongoing Subcontractor compliance evaluations using the following three methods to
verify compliance:
o Documentation: Evaluate records relevant to the activity. These may include, but are not
limited to policy statements, meeting minutes and training records. Areas of focus include
document date; attendance records; follow-up on concerns raised or assigned actions.
o Audits: Provides the opportunity to confirm whether the plan has been implemented and
workers, supervisors and managers understand their role within the plan.
o Observation: Field observation will provide verification that the plan has translated into
action in the field. Analysis of the results of information gathering may lead to further
questions or examination of questionable findings.
Will maintain all forms and related documentation.
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Procedure - Sub-Contractor HS&E Management Process



















When applicable, Subcontractor may be required to prepare and submit a site-specific HS&E
execution plan to the General Manager or Project Manager or Superintendent within 30 days of
award and/or 10 days prior to commencement of work activities.
No Subcontractor under any circumstance will bring another subcontractor on site without first
having followed this process with that subcontractor. The Subcontractor will maintain all forms for
audit by LNB personnel.
All hands-on forestry contractors must provide evidence of SAFE Certification.
As a condition of LNB’s continued participation in the Gold Shovel Standard program, it will be the
policy of this organization to hire subcontractors who also have a Gold Shovel Standard Certification,
with few exceptions. Where the organization chooses to hire subcontractors, who are not Gold
Shovel Standard certified, the organization will follow LNB’s subcontractor management process to
verify their qualifications and commitment to safety.
In their site-specific HS&E execution plan, the Subcontractor will be expected to include
consideration for any other subcontractor.
Subcontractor will complete a site specific Safety Orientation and will complete the Subcontractor
Checklist prior to starting work. Subcontractor must comply with LNB Health & Safety Manual, Safe
Work Practices and Safe Work Procedures.
Subcontractor will complete and provide Subcontractor Checklist.
LNB will review documentation, certifications, and subcontractor HSE statistics (WCB premium
statements) to evaluate the competency of the company when selecting subcontractors.
Requirements for liability insurance, WCB clearance, qualifications and certifications of
subcontractors and equipment, and site specific safety orientation must be in provided.
LNB will provide subcontractor with site specific client requirements, including but not limited to
hiring client’s Drug & Alcohol Policy.
Subcontractor will advise LNB of any incidents or near misses at the workplace and will provide to
LNB a monthly statistical summary by the 10th day of the following month. LNB will report
subcontractor incidents to hiring clients where required and shall be involved in any investigations
relating to them.
Subcontractor will perform formal weekly inspections of their work area with hazards and corrective
actions identified, and submit to the responsible LNB Supervisor.
Subcontractor must provide applicable safe work procedures and/or abide by LNB Health & Safety
Manual and Safe Operating Procedures and Safe Work Practices. Where the subcontractor and LNB
both have procedures in place, the more stringent shall apply.
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Procedure – Prime Contractor, Multiple Employer Worksites
Where LNB is the Prime Contractor, the following procedures must be followed:










Identify and address all hazards in relation to all the workers in the workplace and establish
corrective actions.
Establish and maintain first aid equipment, supplies and services as required under Workers
Compensation Act.
Ensure that all workers are provided with safe work procedures related to the work.
Ensure that a site specific emergency response plan is established and communicated to all workers
and employers and subcontractors.
Ensure that records and documents are maintained that demonstrate compliance with these
procedures including safety meeting minutes, inspections, investigations, first aid records, training,
etc.
Ensure proper communication systems are in place with subcontractors and employers on a job site
by:
o Receiving from each subcontractor on site the names of the Qualified Persons designated to
supervise their workers and to be responsible for the subcontractor’s health and safety
activities.
o Ensuring that subcontractors notify LNB in advance of any undertaking likely to create a
hazard for any worker or other subcontractor.
o Communicating any known hazards to all affected subcontractors and workers.
o Attending site meetings with subcontractors to coordinate health and safety activities and
comply with the Workers Compensation Act and associated regulations.
o Ensuring that all workers know the name of LNB’s appointed Qualified Coordinator.
o Ensuring that a site drawing is posted showing project layout, first aid location, emergency
transportation provisions and muster points.
Assign a Qualified Coordinator who will:
o Identify and set expectations for each employer’s safety contact.
o Coordinate all safety related activities including orientations, safety committee meetings,
and tool box meetings.
o Inform workers and employers of the hazards created in the workplace.
o Ensure that hazards are addressed throughout the duration of the work.
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Appendix A - Subcontractor Check List
Company Name:
Company Representative:

LNB Qualified Coordinator for Project:

Qualified Person Responsible for Health & Safety Activities (required):

Name

Contact Information

REQUIRED
(INITIAL)
1

Subcontractor has provided WCB Premium Rate / Clearance Letter

2

All employees will complete a ‘site-specific orientation’ prior to starting work

3

Subcontractor agrees to abide by the requirements of the LNB – Safety Manual, Safe Work
Practices and Safe Work Procedures

4

Subcontractor agrees to abide by area/site specific standards / work procedures / practices /
rules

5

Subcontractor understands that non-conformance to HS&E requirements will result in disciplinary
action and may result in the contractors removal from site

6

Drug and alcohol policy will be strictly enforced by the Subcontractor

7

Subcontractor understands the work scope, work location and any related hazards associated
with the work location

8

Hazard reviews/assessments will be performed prior to all tasks being performed. Subcontractor
will notify the Prime Contractor promptly of any undertakings likely to create a hazard.

9

Subcontractor will submit copies of safety meetings or toolbox talks to the Prime Contractor
regularly
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REQUIRED
(INITIAL)
10

Subcontractor will notify LNB promptly of any incidents and near misses and will submit related
investigation reports.

11

Subcontractor will ensure that ALL injuries are treated as per LNB requirements

12

Subcontractor will provide a monthly report of all employee hours worked for LNB and all
incidents (Appendix A)

13

Subcontractor will provide copies of any and all notices, directives and inspection reports which
have been delivered or received to or from WCB

14

Subcontractor is knowledgeable about the Occupational Health and Safety Act and associated
regulations

15

Subcontractor understands his/her obligations under the Act and associated regulations

16

Subcontractor understands and will follow identified ‘Emergency Preparedness Procedures’

17

Subcontractor will hold or attend tool box meetings on a daily basis

18

Subcontractor has demonstrated that all personnel are deemed competent and has provided
copies of any certifications

19

If LNB incurs any financial penalties from WorkSafeBC as a result of violations by Subcontractor,
LNB reserves the right to institute an action to recover any costs incurred as a result of such
penalty.

20

Subcontractor will provide formal weekly inspection reports to LNB, identifying hazards and
corrective actions in their work area.

YES
21

If performing forestry work, Subcontractor has BC Forest Safety Council SAFE Certification

22

Subcontractor has obtained the regulatory permits required to execute the work

23

Subcontractor understands site security requirements / vehicle operation requirements / rules /
traffic control

24

Safe Work Procedures will be developed for all medium and high risk work where applicable and
will be provided to Prime Contractor

25

Subcontractor has provided LNB with a list of equipment that will be used on site

26

Subcontractor equipment maintenance procedures/systems are in place and auditable

27

Subcontractor has identified all hazardous material that will be brought on site and has received
required regulatory approvals

28

Subcontractor understands MSDS requirements and will have MSDS's available onsite

29

Does the Subcontractor have any questions/concerns regarding the items covered above

NO

N/A

** Signature Page Attached**
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By signing this form the Subcontractor agrees:






that the aforenoted items have been discussed,
the Subcontractor is aware of the HS&E risks/requirements associated with the work, and hereby
agrees to comply by ALL LNB HS&E and Occupational Health and Safety Act and applicable
regulation requirements. The undersigned agrees that the identified work can be performed in a
safe and environmentally friendly manner,
the subcontractor has completed a Site Orientation and understands the LNB Site Safety Plan and
Emergency Response Plan,
the subcontractor understands that LNB’s Drug & Alcohol Policy is binding on all subcontractors,
leased operator and contract employees and will abide by it. Any failure to comply with the Policy
will result in the individual concerned being removed from the work site and may result in the
suspension or cancellation of any contract.

Subcontractor (Company Name):
Subcontractor Representative:

LNB HS&E Representative (Signature):

LNB – General Manager (Signature):

Date:
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Project Name:

Date:

Description:
Name of Subcontractor:

SUBCONTRACTOR HISTORICAL STATISTICS SUMMARY
To be provided before work starts
2017
1

MANHOURS

2

FATALITIES

3

LOST TIME INCIDENTS

4

MODIFIED WORK INCIDENTS

5

MEDICAL AIDS

6

FIRST AIDS

2016

2015

2014

LOST TIME INCIDENT FREQUENCY RATE
(2+3) * 200,000 / MANHOURS
TOTAL RECORDABLE INCIDENT FREQUENCY RATE
(2+3+4+5) * 200,000 / MANHOURS
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Project Name:

Date:

Description:
Name of Subcontractor:

SUBCONTRACTOR STATISTICAL SUMMARY FOR THIS PROJECT
To be provided at monthly (month end) for each month worked
Month

Total Number of All
Hours Worked by
SubContractor

Number of
First Aids

Number of
Medical
Aids

Number of
Lost Time
Incidents

Number of
Lost Time
Days

Number of
Near Misses

Total Cost for Damage
to Equipment or
Material

JAN
FEB
MAR
APR
MAY
JUN
JUL
AUG
SEP
OCT
NOV
DEC

Subcontractor’s designated authority:

Signature

Printed Name
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Appendix B - Subcontractor HS&E Performance Evaluation Form
Subcontractor:
Contract Number:
Date Evaluation Completed:
Project Description:
Job Title:
Location:
Status of Project:

________________

% complete

Exposure hours Worked on Project:

This evaluation must be completed by the Superintendent and HS&E Administrator upon completion of the
project and at pre-determined intervals as agreed upon at the Pre-Job Mobilization Meeting.

Statistics

Number

Frequency

First Aids
Medical Aids
Lost Times
Severity
Total Injuries
Environmental Excursions
Traffic Violations
Accidents/near misses
Toolbox Safety Meetings
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The following categories should be rated for the Subcontractor’s overall performance on the Project.
RATING (5 = Excellent; 1 = Poor)
5

4

3

2

1

N/A

CATEGORY
Adherence to Requirements
Adherence to contract provisions for new hire orientation.
Compliance to site safety rules.
Compliance with industrial hygiene requirements.
Compliance with site owner’s and LNB’s health and safety
guidelines.
Compliance with site permits.
Material Safety Data Sheets (MSDS) requirements.
Response to safety requests.
Housekeeping
Monthly housekeeping inspection results.
Overall site housekeeping practices.
Response to safety requests.
Chemical hazard control
Fire control measures
Flammable and explosive materials control
General waste – trash collection

Injury Performance
Subcontractor’s timely reporting of accidents and
incidents.
Subcontractor’s use of modified work program.
Subcontractor’s participation in accident investigations.
Number of incidents observed and reported.

Subcontractor Safety Program
On site safety officer.
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RATING (5 = Excellent; 1 = Poor)
5

4

3

2

1

N/A

Safety training for supervisors.
Substance abuse policy compliance.
Weekly toolbox meeting and/or participation.
Updates to written safety programs.

Tools and Equipment
Availability of tools and equipment furnished.
Condition of subcontractor’s tools and equipment by site
and Provincial Labour and OH&S standards.
Maintenance of Equipment / Tools / etc.
Subcontractor’s knowledge and proper use of equipment.
Subcontractor’s equipment certification readily available.
Subcontractor’s materials inspection/acceptance program
followed.

Costs Within Expectations
Subcontractor’s cost program.
Contractor’s reasonableness and/or participation.

Execution of Work
Subcontractor’s cooperation in handling change orders.
Subcontractor’s efforts to eliminate nonproductive time.
Subcontractor’s planning of work.
Relationship with other site contractors.
Subcontractor’s cooperation with LNB and other
contractor personnel.

Key Field Personnel
Competence of main office staff and management.
Quality of first and second line supervision.

Labour Relations
Subcontractor’s ability to anticipate problems.
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RATING (5 = Excellent; 1 = Poor)
5

4

3

2

1

N/A

Subcontractor’s efforts in exercising management rights.
Subcontractor’s relationship with the building trades.

Project Management/Supervision
Subcontractor’s efforts to use efficient crew size.
Control of other subcontractors.

Quality of Craft Labour
Subcontractor’s ability to obtain qualified personnel.
Quality of work.

Schedule
Subcontractor’s adherence to schedule requirements.

Quality Control/Assurance
Subcontractor’s equipment certification readily available.
Subcontractor’s material inspection / acceptance program
followed.
Subcontractor meets expectations on quality surveillance.

Issues and Concerns
Advises of potential problems.
Efficiency in handling paperwork.
Readiness to accept responsibility.
Reliability in dealings.
Response to site requests for action by the
supervisor/management.
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OVERALL PERFORMANCE:

Any specific issues or concerns with the subcontractor:

Would you hire this subcontractor again to do similar work:

How can this subcontractor improve on its past performance:

Evaluation By:

Date Completed:
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Appendix C – Prime Contractor Checklist
Question



Regulatory Reference

1.

Is there a Notice of Project on Site?

OHSR 20.2(3)

2.

Are areas of Responsibility completed on the NOP?

OHSR 20.2(2)(a)

3.

Is there a written agreement between the Owner and the directing
contractor, designating them as a Prime Contractor (PC) for the purpose
of health and safety for the project?

WC Act 118(1)(a)

4.

Has the Prime Contractor appointed a Qualified Coordinator to ensure
the coordination of health and safety activities for the worksite?

OHSR 20.3(2)(a)(i)

5.

Has the Prime Contractor assigned duties to their Qualified Coordinator
to ensure subcontractors and workers are informed of hazards created
and to ensure hazards are addressed during work activities?

OHSR 20.3(3)(a)(b)

6.

Has the Prime Contractor received from each subcontractor on site, the
name of the person designated to supervise their workers?

WC Act 118(3)

7.

Has the Prime Contractor received from each subcontractor, the name of
the Qualified Person designated to be responsible for the
subcontractor’s site health and safety activities?

OHSR 20.3(2)(b)

8.

Does the Prime Contractor hold site meetings with subcontractors to
coordinate safety and to ensure compliance with the Act/Regulation?

WC Act 118(2)(a)(b)

9.

Does the Prime Contractor have a system to ensure suitable access for
safe delivery of equipment and material to the areas on the worksite
where they will be used?

OHSR 20.4(2)

10. Does the Prime Contractor have a system to identify foreseeable or
reasonably known hazards:

WC Act 118(2)(b)

11. Does the Prime Contractor have a system to ensure that subcontractors
notify them in advance of any undertaking likely to create a hazard for a
worker or another subcontractor?

WC Act 118(2)(b) &

12. Does the Prime Contractor have a system to communicate any known
hazards to all affected subcontractors and workers?

WC Act 118(2)(b) &
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13. Does the Prime Contractor have a system in place to ensure corrective
action of the hazards?

WC Act 118(2)(b) &

14. Does the Prime Contractor have a system to ensure regular inspections
are carried out to prevent the development of unsafe acts, practices, or
conditions?

WC Act 118(2)(a)(b)

15. Has the Prime Contractor provided up-to-date information that includes
a set of construction procedures designed to protect the health and
safety of workers at the workplace, developed in accordance with the
requirements of the Regulation?

OHSR 20.3(4)(c)

16. Does the Prime Contractor have a system to ensure that all persons
employed on the worksite attend site health and safety orientation?

WC Act 118(2)(b)

17. Does the Prime Contractor have a system to ensure subcontractors hold
or attend regular site safety meetings or tool box talks?

WC Act 118(2)(b)

18. Has the Prime Contractor ensured an emergency response plan (ER Plan)
is maintained for the work site?

WC Act 118(2)(b)

19. Has the Prime Contractor ensured the ER plan is communicated to all
workers on site?

WC Act 118(2)(b)

20. Has the Prime Contractor provided up-to-date information including a
site drawing (posted) which shows project layout, first aid location,
emergency transportation provisions, and the evacuation muster point?

OHSR 20.3(4)(b)

21. Does the ER Plan include a system to address work by contractors outside
regular hours?

WC Act 118(2)(b)

22. Has the Prime Contractor ensured first aid services; first aid equipment
or facilities; first aid supplies; a system of transportation of injured
workers to medical treatment?

OHSR 3.20(2)(b)

23. Has the Prime Contractor ensured a system of first aid coordination after
regular working hours (weekends, stat holidays, etc.)?

OHSR 3.20(2)(b) &

24. Does the Prime Contractor have a system to ensure subcontractors
report incidents promptly to the Prime Contractor?

WC Act 118(2)(b)

25. Does the Prime Contractor have a system to ensure incidents are
reviewed?

WC Act 118(2)(b)
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Appendix D – Commercial Truck Operator Agreement
Trucks shall meet all requirements under the Highway Traffic Act, OH&S Act, National Safety Code, and the Commercial
Vehicle Inspection Program. CVIP stickers must be posted prior to signing on. Trucks are to remain in good mechanical
condition and available for mechanical inspection if required.

The truck owner and operator acknowledges its control over employment, hours of operation, rest hours and fatigue
related issues and assumes responsibility for its operation relative to these issues including the applicable legislation in the
jurisdiction in which the truck is operating.

Truck operators are responsible for making themselves aware of overhead power lines and shall allow the safe clearance
distances as outlined in the OH&S guidelines. The truck operator is responsible for damages resulting from not adhering to
the guidelines.

All truck owners must have an account in good standing with WSBC, providing coverage for anyone operating their
vehicles. LNB will verify account status with WSBC.

No truck will be permitted to load in excess of its maximum allowable weight. Overloads will not be permitted.

All personal injuries or property damage must be reported and an accident report submitted to LNB’s superintendent or
senior personnel on site.

Consuming, being in possession of or under the influence of alcohol or drugs on company property or company projects is
cause for immediate dismissal.

Truck operators shall turn only when safe to do so. Trucks shall use approaches whenever possible and failing this, only
those turning areas they consider safe.

As part of LNB’s commitment to safety all operators must attend project safety meetings if requested. LNB Safe Work
Practices and Safe Job Procedures must be adhered to as indicated in the company Safety Manual.

All operators are to follow the Personal Protective Equipment requirements on LNB job sites.

All trucks must have automatic backup alarms in operation at all times on LNB projects.

Operators are to remain in a safe position while the truck is being loaded.

No work shall be performed beneath an elevated dump box or cab until the box or cab has been securely blocked in the
elevated position.

All posted speed limit, permanent or temporary, must be adhered to. Signal and flag personnel shall be obeyed at all
times.

Post Incident Drug & Alcohol Testing may be required by LNB; failure to comply may result in immediate termination.

Make sure loads are level to prevent spilage. Clean all hitches prior to leaving the worksite.

No garbage shall be dumped on any project sites.
FAILURE TO FOLLOW THESE INSTRUCTIONS WILL CONSTITUTE GROUNDS FOR IMMEDIATE DISMISSAL.


INSURANCE REQUIREMENTS
1.

The Truck Owner/Operator shall, without limiting its obligations or liabilities herein, provide, maintain and pay for:
a. Commercial insurance policy with minimum $2 million liability.
b. WCB compliance – standard 10% holdback until WCB Clerance letter has been received.

INDEMNIFICATION
The Truck Owner/Operator shall indemnify and hold harmless LNB Construction Inc., the Owner, the Consultant, their agents and
employees from and against all claims, demands, losses, costs, damages, actions, suits or proceedings by third parties that arise out of or
are attributable to the Truck Owner/Operator’s performance or non-performance of the Work, sole negligence only of LNB excepted.
I understand all instructions, insurance requirements and indemnification as identified above and agree to the indemnification and
will comply with all other requirements.
OPERATING NAME:

Health & Safety Manual
Created: 2005
Revised: October 26, 2016; Feb. 11, 2018

TRUCK NO.:

Page 23 of 24

Element 17 – Subcontractor Management

Health & Safety Manual
Created: 2005
Revised: October 26, 2016; Feb. 11, 2018

Page 24 of 24

Element 18 – Fitness for Duty

Contents
Fitness for Duty Policy................................................................................................................................ 3
Responsibilities..........................................................................................................................................5
LNB Construction Inc. .............................................................................................................................................5
Supervisors .............................................................................................................................................................5
Workers ..................................................................................................................................................................6
Human Resources...................................................................................................................................................6
Fitness for Duty Requirements: ..................................................................................................................6
Step 1 - Accommodation Need Identified ..............................................................................................................6
Step 2 - Notify LNB of the illness, reassessment or disability ................................................................................7
Step 3 – Ask for Information ..................................................................................................................................7
Step 4 - Assess Employee .......................................................................................................................................8
Step 5 - Assess the Workplace................................................................................................................................9
Step 6 - Information Exchange ............................................................................................................................ 10
Step 7 - Meeting Re: Impact on Ability to Work.................................................................................................. 10
Step 8 - Meeting Re: Workplace Safety and Accessibility ................................................................................... 11
Step 9 - Assess Impact of Leave on All Parties .................................................................................................... 11
Step 10 - Make a decision re: Continuation, adjustment, or departure from work ........................................... 11
Workplace Accommodation ..................................................................................................................... 12
Step 1 - Determine Current Functional Abilities ................................................................................................. 12
Step 2 - Clarify functional needs of essential duties ........................................................................................... 12
Step 3 - Compare and rationalize functional needs vs. abilities ......................................................................... 13
Step 4 - Identify Immediate Health Needs .......................................................................................................... 14
Step 5 - Clarify Contractual Rights and Duties..................................................................................................... 15
Step 6 - Generate and Assess Creative Accommodation Options....................................................................... 15
Step 7 - Assess Medical Impact ........................................................................................................................... 16
Step 8 - Assess Workplace Impact....................................................................................................................... 16
Step 9 - Assess Contractual Impact ..................................................................................................................... 17

Health & Safety Manual
Created: June 28 2017
Revised:

Page 1 of 22

Element 18 – Fitness for Duty

Step 10 - Finalize Accommodation Plan .............................................................................................................. 17
Step 11 - Carry Out Accommodation (including the working team) ................................................................... 18
Step 12 - Participation ......................................................................................................................................... 18
Step 13 - Report on Accommodation – Plan and Monitor .................................................................................. 19
Return to Work........................................................................................................................................ 19
Related Policies and Procedures ............................................................................................................... 19
Appendix A – Supervisor’s Visual Observation Checklist ............................................................................ 21

Health & Safety Manual
Created: June 28 2017
Revised:

Page 2 of 22

Element 18 – Fitness for Duty

Fitness for Duty Policy
LNB Construction Inc. is committed to promoting a safe and healthy environment for its employees, clients and
visitors. Such an environment is possible only when each employee is able to perform his or her job duties in a
safe, secure, and effective manner, and remains able to do so throughout the entire time they are working.
Employees who are not fit for duty may present a safety risk to themselves and to others.
This policy outlines the responsible parties and necessary actions when an employee’s fitness for duty is in
question, the steps necessary to assess the employee’s physical or mental capabilities, necessary follow-up, and
return to work.
This policy covers only those situations in which an employee is (1) having observable difficulty performing
his/her duties in an effective manner that is safe for the employee and/or for his or her co-workers, or (2) posing
a serious safety threat to self or others. The policy prescribes the circumstances under which an employee may
be referred to an independent, licensed health care evaluator for a fitness for duty evaluation should either of
those situations be present.
An employee shall not be allowed to work unless he/she maintains a fitness for duty required for the safe
performance of essential job functions, with or without reasonable accommodation. Each employee is required
to report to work in an emotional, mental and physical condition (including free of the effects of alcohol and
drugs) necessary to perform his or her job in a safe and satisfactory manner.
This policy does not apply to employees with short term, infectious/communicable diseases (e.g., flu, colds). If
an employee exhibits symptoms of an infectious/communicable disease, the supervisor may ask the employee
to leave the workplace in order to have his/her symptoms evaluated by the employee’s own health care
provider.
A fitness for duty evaluation is designed to address behavioral changes in an employee that may pose a
potential threat to self or others in the workplace. Application of this policy is not intended as a substitute for
LNB policies or procedures related to chronic performance or behavioral problems or as a substitute for
discipline. Supervisors shall continue to address performance or behavioral problems through the performance
appraisal process and to implement appropriate corrective or disciplinary action.
This policy and procedures (with LNB Drug & Alcohol Policy and Injury Management Policy) will be
communicated to all employees at orientation and safety meetings.

Dennis Wilson, CEO
LNB Construction Inc.
Dated: Feb. 15, 2018
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Responsibilities
LNB Construction Inc. shall ensure that no person enters or remains at a job site while under the influence
of drugs and alcohol (refer to LNB Construction Inc. Drug & Alcohol Policy).
If an employee is determined to be unfit for duty, LNB Construction Inc. has in place a process to provide
reasonable assistance to employees who are unfit for duty. This may include transferring a worker to another
role (refer to LNB Stay at Work, Return to Work Program), providing a leave of absence, or referral to LNB
Employee Assistance Program.
LNB may request an injured or disabled employee take part in a fitness-to-work evaluation before returning to
work. This evaluation may involve the employee, LNB, insurance boards, employee representatives and health
care providers.
If LNB has serious reasons to believe that the physical or mental condition of an employee is such that the
employee cannot adequately perform the duties of his or her position, or reason to believe that the condition of
the employee may affect the health and security of others, LNB may require that the employee submit to a
physical or psychiatric medical examination by a specialist.
LNB shall consider a request for an independent medical examination to determine fitness to work only in
exceptional and clear circumstances. The justification for it should also be fully disclosed to the employee
(Canadian Labour Arbitration, 3rd Edition, 7:6142). Medical examinations must consider the balance between
privacy and LNB’s legitimate right to operate safely and effectively. To justify the requirement for an
independent medical exam, LNB must show that it has serious reasons for requesting one.

Supervisors shall not allow employees to work unless they maintain a fitness for duty required for the safe
performance of their job functions. Supervisors shall observe the attendance, performance and behaviour of
employees to identify fitness for duty and unsafe behaviours. Supervisors shall follow these procedures for
completing an initial observation report when presented with circumstances or knowledge that indicate that an
employee may not be fit for duty. Workers exhibiting unsafe behaviours shall be removed from the work site –
Supervisors shall remove and escort an employee deemed not fit for duty from the work site unless he or she
poses an immediate safety threat in which case the Supervisor should call 911. Supervisors must maintain the
confidentiality of an employee’s medical information and implement any reasonable accommodation deemed
necessary.
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Workers must report to work only in an emotional, mental and physical condition necessary to perform their
jobs safely and effectively. Workers must notify their supervisor of any condition or reason that they are unable
to perform their work safely. Workers must notify their supervisor when a co-worker is observed acting in a
manner that indicates the co-worker may not be fit for duty and informing the upper level manager or Human
Resources if the supervisor’s behaviour is the focus of concern. Workers must notify their supervisor if they are
taking prescription medication that may impact their ability to perform their job safely. Over-the-counter
medications such as allergy or cold and flu medications may impair a worker's ability, and should also be
reported. Workers must comply with this policy.

Human Resources shall gather information from the supervisor regarding employee behaviors or
performance, and from the employee regarding any relevant previous medical or psychological treatment
information. HR shall identify who will conduct the fitness for duty evaluation, receive the results of the fitness
for duty evaluation, and communicate the results to the employee if not done so by the evaluator. HR shall
maintain the confidentiality of the employee and review implement any recommendations proposed by the FFD
evaluation, as well as any subsequent accommodations.

Fitness for Duty Requirements:
Step 1 - Accommodation Need Identified
If an employee can no longer perform his or her job duties due to injury, illness or disability, the employee must
inform LNB as soon as possible. Both parties are affected. To determine the consequences, the employee and
LNB should find out:



if the employee will require treatment; and
if the injury, illness or disability will have a significant and lasting impact on the employee’s capabilities.

An employer is allowed to ask for information from a medical professional to make sure the employee is able
to work safely, and that the employee's condition does not pose a hazard to themselves or to others. A fit to
work assessment may be done for the following reasons (but are not limited to):







There has been a significant change in the working conditions.
An employee transfers to a position where the working conditions are significantly different.
The job at work has been modified and the returning worker is still going for physiotherapy,
rehabilitation, or both.
There has been a change in an employee's health (e.g., returning to work after recovery from a serious
illness or injury).
A medical condition may limit, reduce or prevent the person from performing a new or current job
effectively (e.g., musculoskeletal conditions that limit mobility).
A medical condition is likely to make it unsafe to do the job (e.g., a person may unpredictably become
unconscious in a hazardous situation).
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A medical condition is likely to make it unsafe both for him/her self, co-workers or the public (e.g.,
driving is essential to the job but the person is subject to unpredictable and sudden unconsciousness, or
a food product inspection by an inspector with deficient colour vision).
 The medical condition may be made worse by the job (e.g., excessive physical exertion by an employee
with a heart or lung disorder).
A health care provider should assess the employee’s health and capabilities.


Step 2 - Notify LNB of the illness, reassessment or disability
If the employee has an injury or sickness that limits his or her ability to work, the employee must tell LNB. This
responsibility belongs to new hires and established employees alike.
LNB must meet a number of obligations to support injured and ill employees. Responsibilities include:





providing the employee with information about return-to-work assistance;
obtaining information related to the employee’s ability to work, such as the employee’s medical status
and functional capabilities;
investigating bona fine occupational requirements; and
working with the employee on decisions and next steps.

If an employee is injured or ill, he or she has certain responsibilities to LNB, such as:




advising of a workplace injury or illness as soon as possible;
providing information about medical status and functional ability; and
participating in meetings to identify potential accommodations.

Step 3 – Ask for Information
Generally, an employee has the right to refuse to disclose medical information such as the diagnosis of their
disability. Only in certain situations, depending on the specific facts, is disclosure of a diagnosis and other
medical information, such as treatment information, necessary for the accommodation process. In addition, an
employee generally has a right to confidentiality of their medical information. The sharing of confidential
medical information is limited to those who need to know for specific purposes, such as arranging modified
work. Information that LNB may gather shall generally be limited to:






the nature of the illness
whether the illness is permanent or temporary and the estimated time frame for improvement to occur
restrictions and limitations
how the medical conclusions were reached
any treatment or medication that might impact the accommodation or the Employee’s ability to
perform his or her job should be disclosed
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Step 4 - Assess Employee
LNB should consider not only the employee’s medical condition or disability, but also the worker’s emotions,
beliefs and values. Even a minor injury or illness can affect an employee’s mental state. He or she may have
difficulty coping.
To determine the employee’s capacity to work, LNB shall assess information such as:








the employee’s functional abilities and medical status;
the job description and job tasks;
whether the employee can perform job tasks given his or her limitations, considering the position’s
physical and mental requirements and environmental conditions;
job standards or legal requirements such as licenses;
the employee’s perspective on which duties are beyond his or her functional ability;
non-medical issues that may prevent the employee from working, such as transportation or labour
relations; and
return-to-work aids including assistive devices, ergonomic assessments and help from an employee
assistance program.

LNB must have reasonable grounds to request a medical certificate, which provides the results of a health care
provider’s examination of the employee. LNB needs the employee’s written consent before requesting the
certificate. This document can help LNB determine if the employee can perform the duties of his or her job with
or without accommodation.
LNB may require an injured or ill employee to have a health care provider submit a fitness-to-work certificate.
The certificate should indicate:






the date of the examination;
the injury or illness;
the employee’s capabilities;
if the employee is fit to work with or without accommodation; and
accommodation options.

LNB should give health care providers as much information as possible, so the medical specialists can offer
practical advice that, in turn, helps LNB support sick and injured employees.
Employees should be aware that all parties must keep medical assessment information confidential.
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Step 5 - Assess the Workplace
LNB must meet occupational health and safety standards set out in provincial and federal government
legislation and regulations.
LNB is legally obligated to provide a safe and healthy workplace. Accommodations for injured and ill employees
help LNB meet that requirement. But accommodations may also affect health and safety for other workers. For
instance, a modified job for an injured employee may mean a heavier workload for another employee.
When an employee requires accommodation, LNB will need to answer a number of questions, such as:










Will an accommodation or change in tasks affect the safety of the employee, co-workers or the public?
Does the employee have any safety or accessibility issues to discuss with employee representatives?
Will the employee be able to meet operational requirements?
During the employee’s absence, will LNB have to bring in another employee to perform work?
How much money and time will LNB have to spend to hire and train a replacement employee?
How will the injured or ill employee’s absence affect other employees? Think about workloads,
productivity and work quality.
How much money will the LNB have to spend to refit the workplace so the employee can return to
work?
Does the absence or accommodation result in undue hardship?
Does the absence or accommodation conflict with human resources policies or other contracts, policies
or procedures?

Assessments take time to plan and carry out. If LNB lacks the resources to conduct the evaluation, LNB may
contact an insurance board, a workers’ compensation board, or an occupational health and safety services
provider to do the inspection.
Insurance boards and workers’ compensation boards play an important part in the return-to-work process. Their
responsibilities may include:



making entitlement decisions and enforcing applicable legislation for occupational illnesses and injury,
and;
making entitlement decisions based on benefits policies and contract provisions.
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Step 6 - Information Exchange
In order for the return-to-work and accommodation process to succeed, LNB and employee must share
information.
LNB may request access to the employee’s medical information. These details enable LNB to develop a
reasonable accommodation for the employee’s return to work. LNB should obtain written consent from the
employee before requesting a medical certificate. LNB must keep the employee’s medical information
confidential. In most cases, LNB only needs to know about the employee’s functional abilities to explore returnto-work and accommodation options.
LNB, employee and others should meet to share information. Meetings are an opportunity to obtain
perspectives on return-to-work and accommodation issues and solutions. A meeting may include a manager or
supervisor, a human resources representative and employee representatives.
Information these parties should share include the employee’s functional abilities, and aspects of contracts and
employment provisions that could affect return-to-work options.
LNB has standard consent-to-release forms that are easy for employees to understand and simple for health
care providers to complete (included in LNB Stay At Work, Return to Work procedure).
Best practice: All parties are responsible for providing relevant information and demonstrating due diligence in
their attempts to get the employee back to work.

Step 7 - Meeting Re: Impact on Ability to Work
LNB and the employee will meet to discuss the impact the disabling event has on the employee’s ability to work.
Parties involved in the meeting may address numerous questions, such as:






How will the injury or illness affect the employee’s abilities when he or she returns to work?
How will the injury or illness affect the LNB and other employees?
Can other workers take on the employee’s work during his or her absence?
Will productivity levels change?
Will accommodating the employee cause LNB undue hardship? Undue hardship means accommodation
is impossible without causing serious negative safety, health or cost effects for LNB.

LNB may know the answers, but all parties should have this information so they can work together to provide
reasonable accommodation.
Best practice: All parties—especially the employee—should remember that accommodation is about needs, not
wants.
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Step 8 - Meeting Re: Workplace Safety and Accessibility
For employees returning to work, a key concern is having a safe and accessible workplace.
Before getting involved in accommodation or return-to-work planning, the employee may want to talk about
safety and accessibility concerns. The employee should meet with LNB and employee representatives to discuss
these matters. Everyone should stay involved in the accommodation and return-to-work process until all issues
have been addressed.

Step 9 - Assess Impact of Leave on All Parties
When an employee is injured or falls ill, he or she may be entitled to a leave of absence. The employee, LNB and
others will need to consider how that leave—whether short-term or long-term—may affect the organization.
The parties will have to consider many questions, such as:







Will operational requirements be met?
Will LNB need to hire a temporary employee to do the work?
How much money and time will LNB have to spend on hiring and training a new employee?
How will the absence affect other employees?
How much money will LNB have to spend to refit the workplace so the injured or ill worker can return?
Will the employee’s absence result in undue hardship for LNB?

In general, LNB must hold the employee’s job during the leave, unless LNB can prove that doing so is an undue
hardship. Under Canada’s human rights laws, LNB can neither fire an injured, ill or disabled employee, nor fail to
provide accommodation.

Step 10 - Make a decision re: Continuation, adjustment, or departure from work
Once LNB and the employee have collected and exchanged enough information, they can make informed
decisions about the return-to-work process together.
All parties will contribute to the decision of whether an injured, ill or disabled employee can return to work.
Everyone will decide whether an accommodation or return-to-work plan would help. The decision should be
based on the employee’s functional abilities and reasonable accommodations that do not cause undue hardship.
In some cases, the employee’s medical condition or disability may keep the employee from returning to work. In
other cases, the employee may have temporary restrictions and LNB could implement a return-to-work
program. LNB may offer support and counseling instead of accommodation and a leave of absence.
Accommodation and return-to-work plans should include time frame so the accommodation is ready when the
employee returns.
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Workplace Accommodation
Canada’s Employment Equity Act enshrines in law a commitment to equality in the workplace. This law means
LNB cannot deny anyone an employment opportunity or benefits for reasons unrelated to ability.

Step 1 - Determine Current Functional Abilities
To determine an employee’s capabilities and limitations, conduct a functional abilities assessment. Completed
by a health care provider, this evaluation is a written assessment of an individual’s mental and/or physical
abilities. It helps LNB determine which duties the employee can perform. Specifically, the assessment indicates:






restrictions that may prevent an employee from performing his or her job duties;
whether the restrictions are permanent or temporary;
the degree to which the individual’s limitations will decrease;
the time needed for improvements to take place; and
any existing impairments and barriers preventing an employee from using equipment.

To conduct a thorough functional abilities assessment, the health care provider needs LNB to provide as much
detail as possible about the job’s requirements. LNB can fill out a physical demand form and give it to the health
care provider. (Refer to LNB Safety Manual, Element 15, Stay at Work, Return to Work).

Step 2 - Clarify functional needs of essential duties
LNB may conduct a functional needs analysis to support a request for accommodation. LNB may conduct this
evaluation before receiving a request if LNB sees that an employee might have a condition that limits his or her
ability to perform tasks.
A functional needs analysis describes a position in detail, including requirements related to:







safety;
certification;
hours of work;
the skills needed;
the equipment used to perform the work; and
the work environment, such as the premises and their accessibility.
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To clarify the functional needs of a position, LNB should identify the:







job title;
pay rate;
location;
classification;
department or division; and
the position’s reporting structure.

This analysis will help the LNB identify any bona fide occupational requirements and develop potential
accommodation scenarios.
Give the functional needs analysis to the health care provider at the time of the functional abilities analysis. The
needs assessment helps the health care provider understand the workplace context and requirements. (Refer
to LNB Safety Manual, Element 15, Stay at Work, Return to Work).

Step 3 - Compare and rationalize functional needs vs. abilities
When an employee is unable to perform work-related tasks, LNB may have to accommodate. If the employee
cannot perform the essential duties—or the bona fide occupational requirements (BFORs)—of the position, LNB
may not have to accommodate. BFORs are tasks that must be performed in a position. They are the reason the
position exists. Follow the assessment process to find out if accommodation is required or is not feasible due to
BFORs.
When a specific accommodation request is made, LNB compares the functional abilities of the employee with
the functional needs of the position. LNB and employee will review the employee’s limitations and find possible
accommodation options that would enable the employee to do the job.
LNB and the employee should share information with employee representatives. Through discussions, all
parties can agree on alternatives that are suitable for both LNB and the employee, and decide which aspects of
the work should be modified.
LNB may insist that specific tasks are bona fide occupational requirements (BFORs)—practices essential to the
position. Without them, the position is useless. The following three criteria should be used to decide if the BFOR
definition applies:




LNB has established a rational connection between the practice and the job.
The practice was established in good faith.
LNB has established that the modification required by the employee would cause undue hardship.
Undue hardship means accommodation is impossible without causing serious negative safety, health or
cost effects for LNB.
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BFORs may seem daunting, but if the LNB discusses the situation with the employee and employee
representatives, together they may find a solution that satisfies all parties.

Step 4 - Identify Immediate Health Needs
LNB, or an insurance board or workers’ compensation board may require a medical or a functional abilities
assessment when an employee requests accommodation. LNB needs medical information to determine the
validity of an employee’s absence and eligibility for leave benefits. The medical information will also help LNB
think of potential accommodation options and ensure that the employee is able to return to work.
Medical and functional abilities assessments should be done by qualified health care providers who treat the
type of medical condition in question. An insurance or workers’ compensation board may also have one of its
own qualified medical experts complete an assessment.
The goal of the medical assessment is to identify what the employee can and cannot do given the nature and
extent of the employee’s condition.
The health care provider’s role includes:
• identifying the functional abilities of the employee;
• recommending work restrictions;
• providing risk-management strategies; and
• specifying other measures such as the need for specialized equipment.
If LNB offers the employee a new or modified job, LNB should give the health care provider a written description
of the position’s duties. This description enables the health care provider to offer the LNB useful information.
The employee should fully participate in the assessment by attending the scheduled appointment and providing
the necessary information. The employee should also follow the health care provider’s advice relating to abilities
and restrictions, using assistive devices, and steps to follow for recovery.
Employee representatives should be aware of the medical needs of the employee and the measures taken to
address them. With this information, the representatives can consider potential issues with the collective
agreement and give expert advice.
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Step 5 - Clarify Contractual Rights and Duties
Upon hiring, LNB and the employee enter into a work contract that includes the essential duties of employment,
specified dates and the terms of any applicable collective agreement. Essential duties are those that are
necessary for the position. If the employee cannot perform the essential duties of a job following a disabling
health event, LNB should review the contract to verify the organization’s obligations toward the employee.
Regardless of the contract, LNB has a responsibility to identify the employee’s needs such as medical leave and
benefits.
The process of identifying appropriate employee benefits varies depending on whether the employee became ill
or injured as a result of work (an occupational illness or injury), or whether the employee got sick or hurt from
something other than work (a non-occupational illness or injury). For non-occupational illnesses and injuries,
LNB should look at the applicable insurance plan to verify the terms for eligibility of financial benefits. For
occupational illnesses and injuries, LNB will communicate and work with representatives from workers’
compensation boards to follow their processes.
The applicable agreement and disability plans may stipulate requirements relating to medical evaluations and
benefits eligibility. LNB, employee and employee representatives should know about these contractual
provisions to avoid misunderstandings or complaints.

Step 6 - Generate and Assess Creative Accommodation Options
When the need for accommodation arises, the employee should inform LNB of his or her requirements. The
employee can do this during his or her absence, or when he or she is ready to return to work. The key to
accommodation is individualization. There is no set formula. Each person may have unique needs.
Accommodation involves customizing work to meet the specific needs of an individual, considering the
organization, the work environment, and the worker’s physical and psychological condition.
Depending on the accommodation needed, LNB will assess and propose various options. These possible
solutions can consist of one or many changes: training, a new schedule, a temporary transfer of duties, or
specialized equipment, for example.
All parties have roles to play. LNB will discuss options with the employee, health care providers and employee
representatives to get information and input. Workers’ compensation and insurance boards can help, too. They
may have work-reintegration programs, rehabilitation specialists who can give expert advice, and other useful
resources.
Employee representatives should help find alternatives and not block accommodation. The collective agreement
should not be used as a reason to disregard an accommodation option. However, the accommodation of one
employee should not unnecessarily strain other employees.
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Recognize the difference between what the employee wants and what he or she needs. The employee should
accept reasonable accommodation and not expect perfect accommodation. Accommodation is reasonable if:




it meets the individual’s disability-related needs;
it enables the employee to perform work duties adequately; and
the employee enjoys the same benefits and privileges as before and experienced by others

Step 7 - Assess Medical Impact
The health care provider (HCP) plays an important role in the accommodation or return-to-work process. After
LNB has identified accommodation options, LNB can ask the HCP to review the options and advise on their
feasibility.
Using the functional abilities analysis, the HCP will recommend how each option can benefit or affect the
employee. The HCP will advise if any modifications relating to the plan are necessary or if any of those changes
might risk the employee’s health.
When evaluating how accommodation affects the employee’s health, the HCP can also advise on when the LNB
should reassess each accommodation option.
Consider how the accommodation could affect the health and safety of other employees. Use advice from
health care providers to assess each accommodation option.

Step 8 - Assess Workplace Impact
Accommodation can help an organization retain employees and attract new hires with needed skills.
Accommodation supports the organization’s positive public image.
Accommodation also affects employees. It may change their duties, schedules and the people with whom they
work. LNB and employee representatives should tell employees about any changes that will affect them while
ensuring the privacy of the employee who needs the accommodation.
Inform employees about the accommodation policy and how it meets the obligations of the Canadian Human
Rights Act and the Employment Equity Act. With this information, employees will understand the need for
accommodation and may react less negatively when coworkers make accommodation requests.
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Step 9 - Assess Contractual Impact
For each accommodation option, LNB and employee representatives must assess the impact on contractual
rights and duties. These entitlements and commitments involve the LNB’s obligations to the employee, the
employee’s obligations to LNB, and how those obligations are met.
LNB should also assess the impact on other terms of employment such as the hours of work and the benefits or
premiums paid. For example, if the employee is temporarily absent from work and receiving health benefits
from an insurance company or insurance board, those benefits will affect the salary that the LNB must pay. An
absence from work may also affect the number of sick-leave days or hours that the worker is entitled to. If the
accommodation plan includes a reduction or a modification or work hours that will affect the terms of the
employee’s contract, and it may also affect the work hours of other employees.
Before any decision is made about modifying the terms of the employment contract, LNB has four
responsibilities:





Gather as much information as possible about the employee's condition and expected time for recovery.
Test the abilities of the person.
Take steps to accommodate the employee.
Examine the accommodation to ensure it does not cause undue hardship; LNB must prove undue
hardship before terminating an employment contract.

LNB and employee representatives will also assess the impact on performance standards or productivity targets
set by LNB. If an accommodation significantly affects productivity, the accommodation may not be the best
option. LNB and employee representatives must balance the need to accommodate employees and LNB right to
conduct business in a cost-effective manner.

Step 10 - Finalize Accommodation Plan
LNB develops a detailed accommodation plan and provides it in writing to the employee. The plan consists of
the best option that will not cause undue hardship, yet allows the employee to continue working with the same
advantages and benefits as before the illness or injury. The plan may include steps to be implemented and
information about how LNB and employee might change the plan over time.
Despite best efforts, the employee may not be satisfied with the accommodation plan. LNB should have an
appeal process that enables all parties to discuss and develop accommodation that meets everyone’s needs. The
appeal process should be clearly stated in the accommodation policy.
LNB may avoid employee dissatisfaction by involving the worker in accommodation planning. Throughout that
process, LNB must respect the employee’s privacy and should not disclose medical information to other parties
without the employee’s consent.
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All parties involved should be aware of the final accommodation plan. The plan describes the chosen option with
information including:
 job title;
 location;
 schedule;
 supervisor;
 rate of pay;
 date of return; and
 job description.
LNB may implement the accommodation for a trial period and modify the plan if necessary.

Step 11 - Carry Out Accommodation (including the working team)
LNB proceeds with the accommodation by implementing the necessary changes. LNB agrees with the employee
on a date to begin accommodation and informs other employees who may be affected before the changes
begin.
If specialized equipment is needed, LNB and employee will select, purchase and install the equipment by the
accommodation commencement date, in consultation with health care providers.
All parties have roles to play after the accommodation is in place:




LNB should check regularly with the employee to see how his or her work and recovery are progressing.
The employee should give the LNB and employee representatives feedback on the accommodation plan.
Health care providers should keep in contact with the employee to monitor progress and provide advice.

The insurance board and employee representatives will remain in contact with the employee to monitor how
the accommodation is going. LNB must notify the insurance board and the employee representatives if the
accommodation plan is not working and changes are necessary.

Step 12 - Participation
When accommodation is integrated with business activities, LNB, employees and employee representatives
work together to assess risks and promote a safe workplace. As well, everyone in the organization learns to
recognize specific individual needs.

Health & Safety Manual
Created: June 28 2017
Revised:

Page 18 of 22

Element 18 – Fitness for Duty

Step 13 - Report on Accommodation – Plan and Monitor
Once the accommodation is implemented, LNB should keep the accommodation plan on record and assess
progress to ensure procedures are followed. All documentation relating to cost, health assessments, meeting
minutes, and telephone conversations should be kept together for easy reference. If changes to the
accommodation plan are necessary or if issues arise, they should be noted in the file. Each accommodation
request is unique and can be a good reference.
When the accommodation plan has been carried out and is successful, the operational manager involved should
provide a summary of that success with a list of recommendations to inform future accommodations. The
human resources department and employee representatives should review these recommendations, discuss
relevant issues and propose changes to the accommodation policy if necessary.
After the accommodation is implemented, the employee may say the plan is not suitable. In this case, the
employee should be aware of LNB’s appeal system, which should enable the employee to raise and discuss
accommodation issues with the LNB and employee representatives. The LNB has a responsibility to inquire
periodically about the worker’s health status and adapt to the developing needs of the employee.

Return to Work
The employee must work with health care providers to determine if he or she is ready to return to work. If the
employee has more than one health issue, he or she may need to consult more than one health provider, such
as a mental-health specialist as well as a physical-health specialist.
Confirm functional abilities required for essential duties and negotiate a return to work plan under the
guidelines of Element 15 of LNB Health and Safety Manual – Stay at Work/Return to Work.

Related Policies and Procedures




LNB Construction Inc. Health and Safety Manual, Element 15, Stay at Work/Return to Work
LNB Construction Inc. Safe Work Practice – Fatigue Management
LNB Construction Inc. Health and Safety Manual, Element 16, Drug Alcohol Policy
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Appendix A – Supervisor’s Visual Observation Checklist
Employee Name:
Date and Time of Observation:
Any unusual workplace conditions:
Walking/Standing:
☐ Normal
☐ Stumbling ☐ Staggering
☐ Falling
☐ Swaying ☐ Unsteady ☐ Unable to Walk
☐ Holding On
Speech:
☐ Normal
☐ Shouting ☐ Silent
☐ Whispering
☐ Slow
☐ Slurred
☐ Rambling
☐ Incoherent
Behaviour:
☐ Normal
☐ Sleepy
☐ Crying
☐ Silent
☐ Mood Swings
☐ Talkative ☐ Excited
☐ Agitated
☐ Anxious
☐ Tremors
Actions:
☐ Normal
☐ Hyperactive
☐ Threatening
☐ Hostile
☐ Using Profanity
☐ Fighting ☐ Erratic
☐ Drowsy
☐ Fumbling ☐ Resisting Communication
☐ Slow/Deliberate ☐ Other
Eyes:
☐ Normal
☐ Bloodshot ☐ Watery
☐ Droopy
☐ Glassy
☐ Dilated
☐ Closed
☐ Pinpoint Pupils
Face:
☐ Normal
☐ Flushed
☐ Pale
☐ Sweaty
Appearance:
☐ Normal
☐ Unruly
☐ Messy
☐ Inappropriate
☐ Partially Dressed ☐ Dirty
Breath Odor:
☐ Normal
☐ Alcohol-like odor ☐ Other
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Observed possession of a prohibited substance or paraphernalia:

Co- Worker and other observations:

Supervisor Name:
Supervisor Signature:

Date:

Time:

Date:

Time:

Witness Name:
Witness Signature:

Human Resources Notified:
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