
Principles 
of Safety 

Management



1 

Table of Contents 

Table of Contents ................................................................................................................................. 1 

Acknowledgements ............................................................................................................................. 3 

Section 1 .............................................................................................................................................. 4 

Safety Policy ............................................................................................................................................. 4 
Assignment of Responsibilities and Accountability for Safety ................................................................. 5 

Section 2 .............................................................................................................................................. 6 

Identification of Hazards .......................................................................................................................... 6 
Safety H.I.T. List ....................................................................................................................................... 7 

Section 3 .............................................................................................................................................. 8 

Safe Work Practice ................................................................................................................................... 8 
Section 4 ............................................................................................................................................ 10 

Safe Job Procedure ................................................................................................................................ 10 
Section 5 ............................................................................................................................................ 12 

Safety Rules ............................................................................................................................................ 12 
Disciplinary Action Notice ...................................................................................................................... 13 
Construction Project Site Rules .............................................................................................................. 14 

Section 6 ............................................................................................................................................ 15 

Personal Protective Equipment Policy ................................................................................................... 15 
CSA Standards Information .................................................................................................................... 16 

Section 7 ............................................................................................................................................ 20 

Maintenance Policy ............................................................................................................................... 20 
Vehicle Pre-Use Inspection .................................................................................................................... 21 

Section 8 ............................................................................................................................................ 22 

Training and Communication Policy ...................................................................................................... 22 
New Worker Orientation ....................................................................................................................... 23 
Report of Education Program Meeting .................................................................................................. 24 
Committee Minute Form ....................................................................................................................... 25 

Section 9 ............................................................................................................................................ 26 

Inspection Policy .................................................................................................................................... 26 
Inspection Checklist ............................................................................................................................... 27 

Section 10 .......................................................................................................................................... 28 

Incident Investigation Policy .................................................................................................................. 28 
Incident/Near Miss Report .................................................................................................................... 29 



2 
 

Section 11 .......................................................................................................................................... 31 

Emergency Preparedness Policy ............................................................................................................ 31 

Emergency Contact Form ....................................................................................................................... 33 
Section 12 .......................................................................................................................................... 34 

Safety Statistics and Records Policy ....................................................................................................... 34 
Leading and Lagging Indicators .............................................................................................................. 35 
First Aid and Treatment Record ............................................................................................................. 36 

Section 13 .......................................................................................................................................... 37 

Legislation Policy .................................................................................................................................... 37 
Section 14 .......................................................................................................................................... 38 

Occupational Safety and Health Requirements for Contracted Work ................................................... 38 
Contractor Compliance Declaration ...................................................................................................... 39 

Section 15 .......................................................................................................................................... 40 

Hearing Conservation Program .............................................................................................................. 40 
Lockout/Tagout Policy ........................................................................................................................... 41 
Working Alone or In Isolation Policy ...................................................................................................... 42 
Working Alone Procedure ...................................................................................................................... 43 
WHMIS Guidelines ................................................................................................................................. 44 
Operator/Training and Verification Policy ............................................................................................. 45 
Musculoskeletal Injury Prevention Policy .............................................................................................. 46 

Safe Job Procedure – Manual Lifting ..................................................................................................... 47 
Harassment Prevention Policy ............................................................................................................... 48 
Violence Prevention Policy .................................................................................................................... 49 

 

  



 
 

3 
 

Acknowledgements 
 

The Construction Safety Association of Manitoba (CSAM) extends its sincere appreciation to the fellow 
Canadian Federation of Construction Safety Associations (CFCSA) members who graciously provided 
resources, information, and expertise for the preparation of this program. 
 

Construction Safety Association of Manitoba 
 
The Construction Safety Association of Manitoba is a non-profit organization run by and for the building 
construction industry in Manitoba, with governance provided by the Winnipeg Construction 
Association’s Board of Directors and the CSAM Advisory Committee.  
 
Established in 1989, CSAM has earned the reputation as a leader in the safety landscape of Manitoba, as 
well as within the CFCSA. This reputation continues to be fueled by the association’s focus on providing 
exceptional customer service, quality, and value for its clients. 

CSAM’s prime objective through this course is to provide quality advice to construction employers and 
employees, to reduce both human and financial costs in the construction industry.  
 
Disclaimer  
 
The information presented in this publication is intended for general use and may not apply to every 
circumstance. It is not a definitive guide to government regulations and does not relieve persons using 
this publication from their responsibilities under applicable legislation. The Construction Safety 
Association of Manitoba does not guarantee the accuracy of, nor assume liability for, the information 
presented here.  
 

Copyright 
 
© 2023 Construction Safety Association of Manitoba 
This publication is the property of the Construction Safety Association of Manitoba. Reproduction in any 
form, by any means, in whole or in part, or use of this publication outside of CSAM’s educational 
programs is prohibited without express written consent. 



4 
 

Section 1 

Safety Policy 

The safety and health of the employees of The Company is of vital importance. Safety is a condition 
of employment with our company and shall not be sacrificed for the sake of expediency. 
 
It is our belief that all incidents can be prevented, and every effort shall be made to: 

• Identify hazards 
• Communicate hazard information to employees 
• Control, eliminate, or reduce the risk of those hazards 

 
As outlined in our company manual, safety is a shared responsibility by all employees and shall be an 
integral component of work activities — together we can create a positive safety culture and ensure 
a safe workplace. 
 
All employees will be expected to fulfill their safety responsibilities and to follow our company safety 
manual. 
 
Employees’ legislated rights 

• Right to refuse – dangerous work  
• Right to know – about safety and health hazards in the workplace 
• Right to participate – in safety and health activities 
• Right to protection against reprisal 

 
The Company recognizes the importance of active involvement in our company safety program and 
will ensure that this manual and our policies and procedures are reviewed and updated on a regular 
basis. At minimum, our company safety program will be audited on an annual basis to the COR® 
national standard and reviewed every three years as required under the Workplace Safety and Health 
(WSH) Act. 
 
Management, safety and health committee members, and employees will abide by our company 
safety manual and the WSH Act and Regulation. 
 
We recognize that the responsibilities for safety and health are shared, thus we encourage and 
expect complete, active participation by everyone. 
 
Through conscientious contribution and continuous wholehearted support, we can, and will, improve 
our safety performance and assure a healthy, happy, and safe future for all concerned. 
 
 
__________________________        _______________________ 
Owner            Date 
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Assignment of Responsibilities and Accountability for Safety 
 
Owner 
• Provide a safe workplace 
• Provide leadership by personal example 
• Establish and maintain a safety program, 

ensuring a comprehensive review every 
three years 

• Ensure compliance with WSH Legislation 
• Ensure proper training of employees 
• Ensure proper PPE is available 
• Ensure incidents are investigated 
• Ensure injuries are reported to WSH and 

WCB as required 
 
Managers 
• Provide leadership by personal example 
• Ensure compliance with WSH Legislation 
• Identify hazards 
• Tell others about the hazards 

o employees 
o clients 
o others affected 

• Control or eliminate hazards 
• Provide training as appropriate 
• Ensure PPE is worn as required 
• Enforce PPE is worn as required 

 

 
Safety committee/worker safety representative 
• Provide leadership by personal example 
• Assist in employee safety issues 
• Assist in identification of hazards 

o inspections/hazard assessments 
o investigations 

• Assist in the control or elimination of 
hazards 

• Suggest and advise of PPE requirements 
and/or purchase 

• Coordinate toolbox talks for employees 
• Participate with others exercising a duty 

under the WSH Act 

 
Employees 
• Report hazards or unsafe conditions 
• Correct hazards or unsafe conditions 
• Report all injuries and incidents 
• Comply with company safety program 
• Wear required PPE 

• Follow instructions and training received 
• Use tools and equipment as intended 
• Participate in toolbox talks 
• Make safety suggestions 
• Set a good example 
• Participate in inspections 

 
Contractors 
• Complete a contractor compliance 

declaration 
• Advise the prime/owner of any other 

contractors entering the worksite 
• Complete a safety orientation and hazard 

assessment prior to start up 

• Comply with the WSH Act and Regulation 
• Wear required protective equipment 
• Ensure workers are adequately trained  
• Follow all safe work practices and job 

procedures 
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Section 2 

 

Identification of Hazards 

The identification of hazards is a legal responsibility and a very important component of accident 
prevention. As such, we will do all that is reasonably practicable to ensure hazards are identified, 
prioritized, communicated to appropriate people, and controlled to reduce their risk. 
 
For the purpose of identifying hazards, at minimum, The Company will conduct: 

• Hazard assessments 
• Inspections 
• Incident investigations 

 
Upon identification of a hazard, the following hazard priority ranking shall be used to help determine 
the necessary control measures: 
 

Severity Probability 
1. Immediate danger (death or disaster) A. Probable (immediately or soon) 
2. Serious (major injury or damage) B. Reasonably probable (eventually) 
3. Minor (non-serious injury or damage) C. Remote (could at some point) 
4. Negligible (first aid or less) D. Extremely remote (not likely) 
5. Not applicable   

 
Management, safety and health committee members, and employees will abide by our identification 
of hazards directive and the Workplace Safety and Health (WSH) Act and Regulation. 
 
 

______________________         ______________________ 
Owner            Date  
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Safety H.I.T. List 
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Section 3 

Safe Work Practice 

Drills 

How do you select the proper bit or attachment? 
• Follow manufacturers' instructions when selecting and using a bit or attachment, especially 

with unfamiliar drills or work. 
• Select the bit or attachment suitable for the size of the drill and the work being done.  
• Ensure that the bit or attachments are properly seated and tightened in the chuck.  
• Use only bits and attachments that turn true.  
• Use the auxiliary (second) handle for larger work or continuous operation. 

 

What should you do when working with powered hand drills? 
• Wear safety glasses or a face shield (with safety glasses or goggles). 
• Keep drill air vents clear to maintain adequate ventilation.  
• Keep drill bits sharp always.  
• Keep all cords clear of the cutting area during use. Inspect for frays or damage before each 

use.  
• Disconnect power supply before changing or adjusting bit or attachments.  
• Tighten the chuck securely. Remove chuck key before starting drill.  
• Secure work piece being drilled to prevent movement. 
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• Slow the rate of feed just before breaking through the surface.  
• Drill a small "pilot" hole before drilling large holes. 

What should you do when working with small pieces? 
• Clamp stock so work will not twist or spin.  
• Do not drill with one hand while holding the material with the other. 

What should you avoid when working with powered hand drills? 
• Do not use a bent drill bit.  
• Do not exceed the manufacturer's recommended maximum drilling capacities.  
• Do not use a hole saw cutter without the pilot drill.  
• Do not use high speed steel (HSS) bits without cooling or using lubrication.  
• Do not attempt to free a jammed bit by starting and stopping the drill. Unplug the drill and 

then remove the bit from the work piece. 
• Do not reach under or around stock being drilled.  
• Do not overreach. Always keep proper footing and balance.  
• Do not raise or lower the drill by its power cord. 
• Do not use in wet or muddy locations. Use a nonpowered drill instead.  
• Do not use excessive force to drill into hard material. Reduce drill speed if possible.  
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Section 4 

Safe Job Procedure 

Lockout/tagout for company vehicles 
Department: 
THE COMPANY 

Written by: 
 

Approved by: 
COMMITTEE 

Date created: 
 

Date of last revision: 
 

 

Hazards present: Tools, equipment, and PPE required 
for the job 

Pre-request/additional training 
required: 

Serious injury from 
accident or malfunction 
Electrocution 
Fugitive emission of 
controlled substance 

Lockout tags 
Vehicle keys 
Tape 
 

 
 

 
 

**Restrictions and additional information/requirements 

Steps to Complete the Task Safely 
1. While in use, if the company vehicle is deemed to 

be unsafe to operate, immediately stop use. 
a. If on a road or highway, signal, safely pull 

over off the road as quickly as possible, 
put the vehicle in park and turn off the 
engine. 

b. If the vehicle itself presents a hazard by 
smoke, fire, fugitive emissions, or similar, 
exit the vehicle, maintain a safe distance, 
and call 911. 

1. Thorough inspection or observation prior to 
use, if the company vehicle is deemed to be 
unsafe to operate, DO NOT USE. 

2. Using an orange lockout tag, indicate why the vehicle is being removed from service (tags are located in 
the staff room as well as in the safety manual in the vehicle) 

3. Place the BOTTOM of the lockout tag on the inside of the driver’s side window of the vehicle 
4. Lock the vehicle 
5. Attach the remaining part of the tag to the keys for the vehicle 
6. Turn in the keys, with the lockout tag to the manager 
7. The manager will schedule maintenance or repair for the company vehicle as necessary 
8. Once the maintenance has been completed, the manager will remove the tag and put the vehicle back in 

service 
9. All records including the lockout tag and the service/repair records must be submitted to a committee 

co-chair and kept on file 

Guidance Documents/Standards/Applicable/Legislation/Other: 
 
Manitoba Workplace Safety and Health Regulation 
M. R. 217/2006 Part: 16 

 



 
 

11 
 

 

Safe Job Procedure 
“Task name” 

Department: 
  

Written by: 
 

Approved by: 
  

Date created: 
 

Date of last revision: 
 

 

Hazards present: Tools, equipment, and PPE required 
for the job 

Pre-request/additional training 
required: 

    
 
 
 
 

 
 

 
 

**Restrictions and additional information/requirements 

Steps to Complete the Task Safely 

 
 
 

 

Guidance Documents/Standards/Applicable/Legislation/Other: 
 
Manitoba Workplace Safety and Health Regulation 
M. R. 217/2006 Part: 
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Section 5  

Safety Rules 

The following safety rules have been developed to reduce the risk of an incident occurring. All 
employees will be expected to know and follow our safety rules, while working on behalf of our 
company. 
 
General safety rules 

• Walkways and work areas must be kept free of obstructions at all times. 
• Appropriate footwear will be worn in the workplace. 
• PPE provided as a control for a particular hazard, will be worn as specified. 
• No fighting, horseplay, practical jokes, or other interfering with other workers. 
• No alcohol or illegal drugs (including being in possession of or under the influence of). 
• Perform all work in accordance with safe work practices/procedures and management 

direction. 
• All incidents will be immediately reported to management. 
• Unsafe acts, unsafe conditions, and near misses will be reported to management promptly. 
• Equipment and tools will be used in the manner they are intended to be used. 
• Every employee will keep their work area neat, clean, and orderly. 
• Smoking is not permitted inside The Company building or while attending client worksite 

locations. This includes the use of e-cigarettes. 
 
Disciplinary action 
 
The Company reserves the right to administer whatever discipline is necessary to ensure safety rules 
and regulations are complied with. 
 
Management has the authority to suspend an employee who willfully and knowingly disobeys our 
company rules. 
 

First infraction - verbal warning 
Second infraction - written warning 
Third infraction - sent home for that day  
Fourth infraction - indefinite suspension and/or termination 

 
All infractions will be documented, and a copy retained on file. 
 
 
______________________         ______________________ 
Owner            Date  
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Disciplinary Action Notice 

Employee Name:       Company: _______________________ 

Date:         

 

Disciplinary action: 

1) Verbal warning 
 

2) Written warning 
 

3) Sent home for that day  
 

4) Indefinite suspension and/or termination 
 

Infraction: 

 Safety rules   PPE   Unsafe use of tools or equipment 

 Harassment   Violence  Insubordination 

 Unsafe practice or procedure    Other 

 

Comments: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________ 

 

Employee Signature: ________________________________ 

Management Signature: _____________________________ 

 

All infractions will be documented, and a copy retained on the employee file. 
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Construction Project Site Rules 

Site Access Rules: 
• DO NOT start work without an orientation. 
• Always report to the site office to sign in and out of site, including drivers, visitors, and workers. 
• Always obey safety signs and rules. 
• NO SMOKING except in designated areas. 

 
Personal Protective Equipment Rules: 

• CSA approved hard hat and steel toe boots must be always worn. 
• High visibility safety apparel must be always worn. 
• Additional specialized PPE must be worn for job specific tasks based on risk assessment. 

 
Equipment Rules: 

• Never removed guard rails without authorization from the prime contractor. 
• Workers must provided wallet training certificate to site office BEFORE operating any powered 

mobile equipment. 
 

Behavior Rules: 
• OBEY safety rules, signs, and instructions. 
• Never enter unsupported trenches. 
• Never operate a piece of powered mobile equipment if you have not presented the site office 

with your wallet training certificate. 
• Keep work areas tidy, dispose of waste in designated areas. 
• Harassment, violence, bullying, and/ or horseplay will not be tolerated. 

 
Reporting Rules: 

• REPORT all incidents and near misses to your direct supervisor. 
• Supervisors will report all incidents and near misses directly to the site office. 
• REPORT unsafe acts and/or conditions on site. 
• Always ask if you think something is dumb, dangerous, difficult, or different. 
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Section 6 

  

Personal Protective Equipment Policy 

All employees will use the appropriate personal protective equipment when and where it is 
required. All employees will be expected to know and wear the required personal protective 
equipment (PPE). Generally, this will be prescribed by: 
 

• Workplace Safety and Health (WSH) Act and Regulations 
• Safety Data Sheets (WHMIS – SDS sheets) 
• Our company safety rules 
• To control a specified hazard 

 
At all times when on a construction project, or when the nature of work requires, employees will 
wear the following basic PPE: 
 

• CSA-approved hard hats 
• CSA-approved safety footwear (green triangle, Grade 1 protective toe and ankle protection – 

no safety shoes) 
• Long pants and sleeved shirts 

 
The following specialized PPE will be required to be worn for the specific job or to control potential 
hazards. As such, any person entering a construction site should have the following specialized PPE 
readily available to wear. 
 

• Safety eyewear 
• Hearing protection 
• High visibility vests 
• Gloves 

 
All PPE will be kept in good condition and maintained according to the manufacturer’s specifications. 
PPE used must conform to CSA and/or ANSI standards. 
 
 
_______________________         _______________________ 
Owner            Date 
 

Notes: 

Personal Protective Equipment Policy 

All employees will use the appropriate personal protective equipment (PPE) when and where it is 
required. All employees will be expected to know and wear the required PPE. Generally, this will be 
prescribed by: 

• Workplace Safety and Health (WSH) Act and Regulation 
• Safety Data Sheets (WHMIS – SDS sheets) 
• Our company safety rules 
• To control a specified hazard 

 
At all times when on a construction project, or when the nature of work requires, employees will 
wear the following basic PPE: 

• CSA-approved hard hats 
• CSA-approved safety footwear (green triangle, Grade 1 protective toe and ankle protection – 

no safety shoes) 
• Long pants and sleeved shirts 

 
The following specialized PPE will be required to be worn for the specific job or to control potential 
hazards. As such, any person entering a construction site should have the following specialized PPE 
readily available to wear: 

• Safety eyewear 
• Hearing protection 
• High visibility vests 
• Gloves 

 
All PPE will be kept in good condition and maintained according to the manufacturer’s specifications. 
PPE used must conform to CSA and/or ANSI standards. 
 
 
_______________________         _______________________ 
Owner            Date 
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CSA Standards Information 

CSA Standard Z195.1-02 
Guideline on Selection, Care and Use 

of Protective Footwear 
�
�
�
Scope and Application: 
�
This standard assists users and employers in the proper selection of protective footwear 
available for their particular work environment and job function; assists employers and 
committees to identify potential hazards requiring protective footwear; and assists 
employers and committees to establish and maintain safety footwear programs to 
ensure due diligence and continuous improvement in injury prevention. The standard is 
complimentary to CSA Z195-02. 
�
This standard refers the reader to CSA Z195 for protection factors involving 
compression, cutting, abrasion and electrical discharge.  Factors not addressed in this 
standard include resistance to heat and cold, slipping, water, outsole properties, upper 
material properties and ankle protection (except for chainsaw). 
�
Footwear Types are separated into 7 protective categories, including: 

1)  toe cap - protecting against impact to the toes 
2)  sole - against penetration of sharp objects through the sole 
3)  metatarsal - against impact to the metatarsal area of the foot 
4)  electric shock-resistant - constructed of electrically insulating materials that 

protect the bottom pf the foot against electric shock 
5)  static dissipative - that incorporates a sole that allows small charges of 

electricity to be dissipated into the walking surface. 
6)  conductive - constructed of a conductive material designed to electrically ground 

the foot 
7)  chainsaw - designed to protect the foot from a chainsaw cutting through it. 

�
Hazard Assessment risk factors are listed to enable users in the selection of the 
appropriate level and combination of protection.  The risk factors include: include falling 
objects, rolling objects, sharp objects, exposure to corrosive materials, explosive 
atmospheres, sensitive electronic components, from static electricity, contact with low to 
moderate voltage, ankle stability, temperatures, slippery surfaces, liquids that could 
penetrate footwear, rotating or abrasive equipment.  A worksheet is provided to conduct 
the hazard assessment. 
�
Selection Guide recommends footwear based on the hazard.  Hazards outlined in the 
guide (chart) include falling objects, rolling objects, sharp objects, hot objects, electric 
objects, static-discharge micro-circuits, static ignition, saw cutting.  Recommendations 
range between highly recommended - recommended – and do not use.  Static 
dissipative or conductive soles are “do not use” (i.e. not recommended) for electric 
shock hazard.  Electrical insulation is “do not use” for hazards of static discharge and 
static ignition.  The standard references the manufacturer for hazards not listed in the 
chart. 
�
�
�
�
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Markings are shown on a chart identifying footwear types and corresponding labels: 
• Green triangle for Grade 1 (impact up to 125 joules toe protection) 
• Yellow triangle for Grade 2 (impact up to 90 joules toe protection) 
• White rectangle and ohm symbol for shock-resistant 
• Red rectangle for static-dissipative 
• White rectangle with a tree symbol for chainsaw protective. 

�

�
The label must identify the certifying agency.  A five-place alpha-numeric code shall be 
in place permanently inside the footwear to identify the protection class by number and 
letter: 
• 1 or 2 (for grade 1 or 2) 
• P or 0 (puncture resistant) 
• M or 0 (metatarsal resistant) 
• E, S or C (shock resistant, static-dissipative or conductive) 
• X or 0 (chain saw) (for example 1 P M E X). 

�
Selection, Maintenance and Disposal recommendations are provided for general 
selection in terms of proper fit and compatibility with job requirements and any kind of 
insert (arch support, orthodic, insole).  Footwear should be replaced if worn to a point 
that there are breaks in the leather, cracks in the soles, exposed toecaps, anything that 
will reduce the protective qualities of the footwear.  Sole design factors that can affect 
slippage include: 
• shape of the sole, 
• thread design, 
• shape of the heel, and 
• softness or hardness of the sole. 
�
Work environment factors to be considered include: 
• type of surface material, 
• smoothness of walking surface, 
• wet or dry surface, 
• type of liquid involved on a wet surface, 
• temperature of the surface, and 
• temperature of the air. 

�
Generally smooth and wet surfaces are more slippery.  Cold weather can contribute to 
a harder less slip-resistant surface. 

�
Ongoing Monitoring is essential.  An incident investigation form is included to assist 
workplaces in monitoring the effectiveness of their safety footwear programs. 

�
�
This bulletin contains a summary of excerpts taken from the Standard, for general 

information purposes only. This bulletin is not reflective of the complete 
requirements that the Standard prescribes. 

�
�
�
Note:  Manitoba Regulation M.R. 217/2006 Section 1.4 inconsistency: 

If there is an inconsistency between this regulation and a requirement contained 
in a publication, code or standard referenced in this regulation, the provisions in 
this regulation prevail. 
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CSA Standard Z94.1-05 

Industrial Protective Headwear 
- Performance, Selection Care and Use 

�
�
�
Scope and Application: 
�
This standard applies to protective headwear selection, care and use for industrial, 
construction, mining, utility and forestry sectors.  It defines areas of the head to be 
protected, performance requirements for dielectric strength, impact attenuation, 
penetration resistance, stability, flammability and ignition.  It does not apply to comfort, 
service life, appearance, bump caps, firefighter helmets, rescue helmets, crash helmets, 
sports helmets recreation helmets or riot control helmets. 
�
Definitions: 
• Dielectric strength - the ability of a material or a configuration of material to resist 

the passage of electric current. 
• Suspension- part of headwear product that holds headwear in place during normal 

use. 
�
Headwear Classification: 

• Type 1 for impact and penetration to the crown only 
• Type 2 for impact and penetration to the crown and laterally. 

�
Each of the two types (1 and 2) has three separate classes, E, G and C.  The three 
separate classes identify electrical ratings: 

• Class E has 20,000 V electric current rating 
• Class G has a 2,200 V electric current rating 
• Class C has NO electrical current rating for each of the two types. 

�
Headwear Selection is based on a hazard assessment conducted for the work situation 
and suitability with other equipment (e.g. hearing protection devices).  The hazard 
assessment is based on observations, discussions with users, procedural reviews, and 
accident record reviews related to the equipment and procedure.  The assessment shall 
be carried out by a qualified person and reviewed periodically.  Where a hazard 
assessment is not carried out, a Type 2 Class E shall be selected because it has the 
highest level of dielectric (20,000V), crown (55 j) and lateral (30 j) protection. 

• Type 1- crown only headwear - where it can be shown that there is no hazard 
related to lateral impact,  reversible headwear should be selected if procedure 
requires wearing the headwear backwards (i.e. welding).  Where high visibility 
headwear is required refer to CAN/CSA –Z96 for color and retro-reflective tape 
requirements. 

• Type 2 - crown and lateral headwear - is for potential crown and lateral impact, 
where moving objects are present (medium to large manufacturing operations), 
construction and demolition sites, when the hazard assessment cannot 
determine the type. 

�
�
�
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Fitting chart matches head circumference to hat size.  The air gap between the top of 
the head and the crown of the headwear is a shock absorption system for protection 
against impact. The suspension and nape strap shall be adjusted so headwear is not 
worn with peak pointing upward, with a baseball cap underneath or with nape strap at 
the front, in the case of reversed headwear.  Diagram shows how headwear is to be 
worn.  Accessories include non-metallic stickers 1/2 inch above the brim, bandanas, 
hair nets, welder’s caps, and winter liners. Baseball caps interfere with the suspension 
system. 
�
Inspect headwear daily for cracks, dents, cuts, gouges, signs of wear, exposure to heat 
or sun noted by appearance or color or finish (dullness, matte, chalk, and craze 
pattern).  Headwear struck by an object should be replaced even with no noted signs of 
damage. Use of hair products, hair oils and perspiration, insecticides can affect 
suspension components.  Inspect suspension system straps and clips for fraying, tears 
and cracks.  If a Type 2 helmet has a damaged foam lining, replace the whole helmet. 
�
Maintenance of headwear involves cleaning with mild soap (no solvent, abrasive or 
petroleum based products) and air dried without applying heat. Items should not be 
stored in between suspension and shell; components shall not be replaced with another 
manufacturer’s component; components shall not be painted; no holes shall be made in 
the shell; nor shall it be decorated or stored in the rear window deck of a car where it is 
exposed to sunlight. 
�
Design, Constructions and Requirements are outlined for materials to be resistant to 
exposure to environmental agents (perspiration, toiletries, cleaning agents, solar 
ultraviolet rays, extreme temperatures and rain), flame, ignition and to be known not to 
cause skin irritation.  Components shall be designed so they cannot be assembled 
incorrectly or if assembled incorrectly they do not adversely affect its functions. 
Sampling, head form, environment, test line, sample conditioning (temperature, water 
immersion, solvent treatment, and aging) requirements are defined.  The dielectric 
strength and impact attenuation testing requirements for sample preparation, apparatus 
set up, test methods, test voltages.  The sample is dropped in guided free form, 
assembled on the head form. 
�
Markings on the product include manufacturer’s identity, model designation, “type”, 
class, reverse orientation performance if applicable, year, month of manufacture, size 
range or size, explicit warning statement related to replacement after impact, no 
painting, no solvent, decals only if they are known not to affect adversely material 
characteristics and that modifications may reduce protective properties. 
�
User Information shall include application, expected useful life, storage life, cleaning 
instructions, cautionary note on inappropriate modifications, limitations, capabilities, and 
adjustment instructions. 

�
�
�
This bulletin contains a summary of excerpts taken from the Standard, for general 

information purposes only. This bulletin is not reflective of the complete 
requirements that the Standard prescribes. 

�
Note:  Manitoba Regulation M.R. 217/2006 Section 1.4 inconsistency: 

If there is an inconsistency between this regulation and a requirement contained 
in a publication, code or standard referenced in this regulation, the provisions in 
this regulation prevail. 
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Section 7 

Maintenance Policy 

All tools, equipment, machinery, and vehicles are to be kept in a condition that will maximize the 
safety of all personnel and maintained as per manufacturers specification. 
 
All employees will use tools and equipment in the way they are intended and will receive training 
and instruction in their safe operation. Employees will participate and apply the training received. 
 

• DO NOT attempt to use any tool or equipment that you are not competent with or cannot 
use safely. 

• ASK management. 
 
Employees must report all observed defects to their supervisor and the defective item must be taken 
out of service immediately by attaching a lock and tag that identifies the defect. All necessary repairs 
are to be conducted by a qualified person. 
 
To accomplish our maintenance program goals, an inventory of all major tools, equipment, 
specialized protective equipment, machinery, and vehicles will be kept and updated. The results of 
any repairs or pre-job inspections will be documented. 
 
To ensure our maintenance program is being implemented we will complete the following: 

1. Adherence to manufacturer’s specifications, standards, and regulations. 
2. The employees’ responsibility for inspecting all tools and equipment prior to using them. 
3. Frequency of inspections include: 

• Pre-use inspections of vehicles 
• Pre-use inspections of The Company aerial lift 

o Bi-annual inspection of aerial lift 
 
The Company’s management will be responsible for the application of the maintenance program in 
his/her area of responsibility. 
 
 
_________________________    _________________________ 
Owner       Date 
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Vehicle Pre-Use Inspection  

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
tires
windows
wipers
exterior
interior
headlights
turn signals
safety manual
cleanliness

inspected by 
(initials)

ü = Good condition Deficiency Comments:
û = Needs repair

Milage Month Start:________________________________

Milage Month End:_________________________________

Oil Level Month End:_______________________________

Manager:_________________________________________

Vehicle Pre-Use Inspection

Month:                      Unit Name/#:     
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Section 8 

 

Training and Communication Policy 

All personnel have a legal duty to share required information that: 
• May affect the safety, health, or welfare of others. 
• Is necessary to identify and control existing and potential hazards. 

 
All personnel will continuously be on the lookout for hazards and if practicable, control them 
immediately. Personnel are to immediately inform management, and those affected, of any situation 
in which they deem to be hazardous. 
 
Serious hazards and their controls will be discussed with all personnel as soon as reasonably 
practicable. The hazards identified through hazard assessments, inspections, and investigations will 
also be posted on the safety bulletin board. 
 
Information, instruction, and training will be provided based on legislative requirements, 
manufacturers’ recommendations, task-specific safe job procedures, and high-risk task safe job 
procedures. 
 
Notwithstanding the above, the following items will serve as our minimum guidelines to establishing 
an effective means of hazard communication: 

• Management availability at all times 
• Workplace safety and health committee 
• Orientations 
• Toolbox talks 
• Job specific instruction and training 
• WHMIS 
• Posted and/or made readily available: 

o Safety manual 
o Applicable legislation 
o Emergency procedures 
o Emergency telephone numbers 
o SDS sheets 
o Safe work practices/safe job procedures 

 
 
_________________________    _________________________ 
Owner       Date 
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New Worker Orientation 
Worker Name:        Date: 

Introduction 
□ Company history 
□ Company policies 

Responsibility for Safety 
□ Worker 
□ Supervisor 
□ Manager 

Emergency Procedures 
□ Emergency phone  
□ Emergency phone numbers 
□ Fire 
□ Ambulance 
□ First aid kit (Location:_______________) 
□ AED (Location:_____________________) 
□ Security/police 
□ Evacuation plan/muster point 

General Rules / Prohibited Activities 
□ Alcohol, drugs 
□ Horseplay, fighting 
□ Vehicle operation 
□ Theft  

Personal Protective Equipment 
□ Hard hats 
□ Safety footwear 
□ Safety glasses 
□ Fall protection  
□ Respirators 
□ Hearing protection 

Reporting Procedures 
□ Reporting an incident/near miss 
□ Investigation forms 
□ First aid kit logs 

 Workers’ Rights 
□ Right to know 
□ Right to participate 
□ Right to protection against reprisal 
□ Right to refuse 
□ Right to refuse procedure   

 Workplace Hazards (Hazard Assessments) 
□ When required 
□ Who is involved 
□ How to report a hazard 
□ Controlling hazards 

 Meetings 
□ Safety committee 
□ Toolbox talks 

 Legislation 
□ Workplace Safety and Health Act and 
    Regulation 

 Safe Job Procedures 
□ _____________________________ 
□ _____________________________ 

 Safe Work Practices 
□ _____________________________ 
□ _____________________________ 

 WHMIS 
□ Review 
□ Safety Data Sheets 
   (Location:_____________________) 

 Tools/Equipment 
□ Handling 
□ Storage 
□ Lockout/tagout system 

Contact Persons 
Direct Supervisor: _________________________________ 
Worker Rep. / Committee Contact:____________________________ 
First Aid Personnel:____________________________ 
 
Worker Signature: _______________________________________ 
Trainer / Management Signature: ______________________________________ 
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Report of Education Program Meeting 

Company: 

Worksite location: 

Meeting length: □ 15 mins □ 30 mins Date: 

Subject(s) discussed: 

 

 

Safe work practice: 

 

 

Safe job procedure: 

 

 

Incident/near miss review: 

 

 

Suggestions/recommendations: 

 

 

Action taken: 

 

 

Names of workers/subs present at meeting: 

   

   

   

   

Supervisor’s signature: WSH employee representative: 
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Committee Minute Form  Page __ of __ 
 

   Other business: 

     Within seven days, copy to:   • Committee members    • Committee files    • Post on S&H Bulletin Board 

Complete name and address of workplace 
 
 
 
 
Phone: 
 
Fax: 
 
Which committee 
(if more than one): 
 
Meeting date: 
 
Date of next meeting: 
 
Number of employees 
at the workplace: 

Employer members (list all) Occupation Present Absent 

Worker members (list all)    

Guests (list any)    

 
Date of 
origin 

 
Concern or problem 
(See reverse for completion instructions) 

 
Recommendation or action to be taken 

 
Action by  
(who and 
when) 

 
 
 
 
 
 
 
 
 

 
 
 
  
 
 
 
 
 
 

 
 

 
 

Co-Chairpersons’ Signatures       
Please indicate by (X) in the brackets below who chaired this meeting.   
 
BOTH management and worker co-chairs must sign each page of the minutes when they agree that the minutes 
are complete and accurate. 
 
If one, or both co-chairs do not agree with the minute record, please attach concerns on a separate page.   
In my opinion, the above is an accurate record of this meeting. 
   
(   ) Print name of employer co-chair _______________  (   ) Print name of worker co-chair __________________ 
Signature_____________________________________  Signature  _____________________________________ 
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Section 9 

 
  

Inspection Policy 

As part of our hazard identification program, inspections of the building and work activities shall be 
conducted.  
 
At a minimum, a formal inspection by supervisors, with the assistance of the workplace safety and 
health committee representative, shall be conducted monthly, using the form provided in our 
company safety manual. The main office, yard, and shop are to be inspected monthly as well. 
 
All personnel will continuously be on the lookout for hazards and if practicable, control them 
immediately. Personnel are to inform management if the hazard cannot be controlled immediately 
as well as inform others that may be affected. 
 
All corrective actions shall be written and kept on file, with completed inspections posted on the 
Safety Bulletin Board. If an identified hazard cannot be controlled within a reasonable time period, 
management shall inform the president for appropriate action. 
 
Management, safety and health committee members, and employees will abide by our company 
safety manual and the Workplace Safety and Health Act and Regulation. 
 
The inspection frequency sheet and schedule are sent out to all employees at the beginning of the 
year and can be found in The Company’s staff room. 
 
 
_________________________    _________________________ 
Owner       Date 
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Inspection Checklist 

Location:  
 
Date:  
 

Supervisor:                                          Worker safety rep:  
 
Signature: ____________________                       Signature: ___________________ 

 
  Items to Review:  
 
     People                                        Equipment                            Materials                                Environment  
 

     SEVERITY            PROBABILITY 
 

1   Immediate danger (death or disaster)                     A      Probable (immediately or soon) 
2   Serious (major injury or damage)                        B Reasonably probable (eventually) 
3   Minor (non-serious injury or damage)        C Remote (could at some point) 
4   Negligible (first aid or less)                                        D Extremely remote (not likely) 
5   Not applicable 

Item # Identified hazard Hazard 
ranking Control Action by Completed 

1      

2      

3      

4      

5      

6      

7      

8      
 

 

q Unsafe acts 
q Unsafe work procedure 
q Improper tool use 
q Improper equipment use 
q Not using PPE 
q Not following safety rules 
q Operator authorization 

q Ladders 
q Scaffolds 
q Power tools 
q Adequate supply of PPE 
q Fire extinguisher 
q First aid supplies 
q Electrical 

q Housekeeping 
q Controlled products 
q SDS sheets 
q Storage/stacking 
q Rough edges 
q Heavy material 
q Safety bulletin board 

q Noise 
q Ventilation 
q Lighting 
q Temperature 
q Ice/snow 
q Slip/trip hazards 
q Sanitation 

     R OK S Need action (list the specific hazard and mark in the chart below) 
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Section 10 

Incident Investigation Policy 

Incident investigations are an integral component of our company safety program and shall be 
conducted to determine the cause of an incident in order to implement corrective action to prevent 
future occurrences. 
 
All incidents are to be reported immediately to management, with an initial investigation report 
completed by The Company’s representative and if necessary, with assistance from a workplace 
safety and health (WSH) committee member within 24 hours. Depending on the severity of the 
incident, a detailed investigation by management and a WSH committee member will be completed 
within three working days. The completed investigation will be forwarded to The Company owner 
for review and recommendation, immediately upon completion. 
 
Reported immediately to management, the initial investigation report must be completed within 24 
hours: 

• Personal injury requiring first aid 
• Incidents resulting in less than $500 property damage 
• Occurrences that could have resulted in an incident (near miss) 
• Incidents that have the potential for occupational illness or environmental damage 

 
Reported immediately to management, detailed investigations must be completed within three 
days: 

• Personal injury requiring medical aid from a health care professional 
• Incidents resulting in more than $500 property damage 
• Incidents that result in a fire, explosion, or flood 

 
By Regulation, all “serious” injuries involving: death, injury from electrical contact, 
unconsciousness, fractures, amputations, third degree burns, loss of sight, cut or laceration 
requiring medical attention, asphyxiation or poisoning, collapse of structure, explosion, fire, flood, 
uncontrolled spill or failure of an atmosphere-supplying respirator must be immediately reported 
to the WSH Branch (see procedures for reporting). 
 
All incidents and the corrective action shall be discussed with the workforce at biweekly toolbox 
meetings and WSH committee meetings. 
 
Management, safety and health committee members, and employees will abide by our Incident 
Investigation Policy and the WSH Act and Regulation. 
 
 
________________________    _________________________ 
Owner       Date 
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Incident/Near Miss Report 

The Workers Compensation Act requires notice of injury to employee(s) within five business days. 
Have completed reports to senior management within 24 hours. 

 
Date of Incident/Near Miss: _____/_____/_____ Time: _____/_____/_____ a.m./p.m. 
Date Reported: _____/______/_____   Time: _____/_____/_____ a.m./p.m. 
 

1) Did the incident result in personal injury or 
hospitalization?  r Yes   r No 
To Whom? 

2) Did the incident involve property or equipment 
damage?   r Yes   r No 
To What? 

3) Location: 
 

4) Equipment damage: 

5) Part of body injured: 
 

6) Immediate supervisor:  

7) Nature of injury: ___________________________________________________________________ 
___________________________________________________________________________________ 
 
8) What happened to cause the injury and/or damage? (Show drawings or photographs – use reverse 
for additional details):  ________________________________________________________________ 
___________________________________________________________________________________ 
 
9) Recommended action to prevent similar incident/near miss from occurring: ___________________ 
___________________________________________________________________________________ 
 
10) Corrective action taken at worksite:  __________________________________________________ 
___________________________________________________________________________________ 
Date implemented:  __________________________________________________________________ 
 
11) What defective or unsafe condition(s) of tools, equipment, machinery, work area contributed to 
the incident/near miss? _______________________________________________________________ 
___________________________________________________________________________________ 
 
12) Was first aid rendered?     rYes  r No     By whom?  ____________________________________ 
If outside emergency assistance was required, provide details:   _______________________________ 
___________________________________________________________________________________ 
 
13) Doctor’s name: 
 

14) Medical facility: 

15) Severity of injury:   r Minor         r First aid only         r Medical aid      
                                                            r Lost time         r Fatality 
 
16) Probability of reoccurrence:   r Frequent         r Occasional         r Rare 
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Diagram of scene 
Indicate north with arrow 

                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    Witnessed by: ________________________________ 
Witnessed by: ________________________________ 
 

Employed by: _______________________________ 
Employed by: _______________________________ 

Reported by: (print) ___________________________ 
Signature: ___________________________________ 

Received by: (print) __________________________ 
Signature: __________________________________ 
 

Investigator’s signature: 
________________________ 
Supervisor or Manager 

 
__________________________ 
WSH Committee      

 
________________________ 
Date Completed 

 
Senior Management Review 

 
Further action, recommendations, or comments: 
___________________________________________________________________________________________
___________________________________________________________________________________________ 
 
Approved by:  _________________            __________________              r No further action required 
                          Senior Manager                     Date                                             r Further consideration 
                                                                                                                                 r Further action required 
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Section 11 

Emergency Preparedness Policy 

The Company will ensure that plans are in place to deal with emergency situations in the building 
and for specific types of hazards identified. At minimum, The Company will ensure the ability to 
provide: 

• First aid to an injured worker 
• Transportation to a medical facility 
• Means of contacting outside agencies for assistance 
• Means of conducting an initial attack on fire 

 
Management is responsible for the development of emergency procedures for any unusual hazards 
or tasks that employees may encounter. All emergency preparedness information will be made 
readily available and employees will be given an orientation to ensure they are aware of: 

• Location of emergency equipment 
o First aid supplies 
o Fire extinguishers 
o Rescue equipment 
o AED 

• Location of communication device and contact numbers for contacting outside assistance 
• Location of SDS sheets 
• Escape plan and muster point 
• Emergency phone numbers 

 
First Aid Guidelines 
 
The Company is responsible to ensure the prompt and efficient administration of first aid to an 
injured employee. We will provide supplies, equipment, and personnel as appropriate to employees 
and clients while in the building. 
 
At minimum, we will provide and maintain: 

• First aid kit, first aid manual, and first aid logbook. 
• First aid personnel in the building at all times as required by Workplace Safety and Health 

(WSH) Regulation 5.5(1) Table 1. WSH committee members will hold a valid basic first aider 
certification with a representative located in the administration, safety, and plan room 
areas. 

• Transportation to a medical facility. 
o If at a distant or isolated workplace, the transportation must be capable of 

accommodating a stretcher. 
• Communication device to contact outside emergency services. 
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Procedures for Medical Emergencies 
 
First responder – immediately inform reception that first aid assistance is required. State your 
location. Stay with the person and make him/her as comfortable as possible. 
 
Receptionist – locate first aid attendant and send to location of victim. 
 
First aid attendant – assess the situation and determine if it is necessary to obtain medical 
assistance. If medical assistance is required:  

• Dial 911 
• Request emergency medical assistance 
• State our address and your name 
• Describe the situation 
• Call reception and tell them that emergency assistance has been contacted. Have someone 

go to the front entrance to escort emergency assistance to the victim. 
 
Reception – find out from the ambulance driver to which hospital the person will be taken. Call 
management or Fire Warden and provide them the details of the incident. 
 
The Company’s managers or fire warden – will notify employee’s emergency contact or visitor’s 
place of employment. 
 
Unconsciousness/heart attack 

• If a person is discovered unconscious, check the person's airway, breathing, and circulation. 
• Try to determine what caused the loss of consciousness. Check to see if he/she is wearing a 

medical alert tag. Inform emergency responders if medical alert tag is present. 
• If injuries make it necessary for the casualty to be face up, monitor breathing continuously. If 

necessary, hold the airway open. 
• If it is unlikely they have a spinal injury, roll them into the recovery position. 
• If the person is not breathing, begin CPR, get someone to call 911 and get the AED. 
• If you are alone call 911, get the AED, and begin CPR. 
• Only use the AED if you have been trained to do so, otherwise continue CPR until emergency 

services arrive. 
 
Tornado 

 
Warning: Issued when an identifiable severe weather event is imminent or is already confirmed as 
occurring. The lead time will rarely exceed 10 minutes. 

 
Watch: Issued when conditions are favorable for the development of an identifiable severe weather 
event although there is still considerable forecast uncertainty. The lead time will rarely exceed three 
hours.  
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Emergency Contact Form  
Emergency Information                                                    Date: ________________ 
 
Muster Point: _________________________________ 
 
First aid Kit:  _________________________________ 
 
Eye wash: ___________________________________ 
 
Fire Extinguisher: _____________________________ 
 
Ambulance: _________________________________________________________________ 
 
Police:______________________________________________________________________ 
 
Fire Department: _____________________________________________________________ 
       
Workplace Safety and Health Division: ___________________________________________ 
 
First Aid Attendants:   ___________________________________   
 

           ___________________________________   
 

           ___________________________________   
  

           ___________________________________   
 
Nearest Hospital is located at/in  ________________________________________________ 
 
And their Phone Number is  ____________________________________________________ 
 
Nearest Clinic is Located at/in  __________________________________________________ 
 
And their Phone Number is  ____________________________________________________ 
 
Sign Off: 

___________________      ___________________      ___________________ 
 

___________________      ___________________      ___________________ 
 

___________________      ___________________      ___________________ 
 

___________________      ___________________      ___________________ 
 

___________________      ___________________      ___________________ 
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Section 12 

 

  

Safety Statistics and Records Policy 

Maintenance of accurate safety records is an essential component of our safety program. Accurately 
documented records provide a resource to determine areas for further preventative action and will 
assist our company in demonstrating our “due diligence”, should the need arise. 
 
Management will ensure all safety-related information is documented and filed with a review of 
safety statistics on an annual basis. 
 
Employees will be given the opportunity to examine The Company’s statistical data pertaining to 
safety and are encouraged to provide their input toward the enhancement of the safety program. 
 
All forms or reports should be readily available, neat, and readable, filled out and signed/dated by 
the appropriate worker, supervisor, workplace safety and health (WSH) committee representative, 
or management. Statistics and records will be reviewed on a bi-annual basis by the WSH committee. 
 
At minimum, the WSH committee worker co-chair shall ensure the following reports are kept on file: 

• Safety orientations and training records 
• Minutes of toolbox talks and WSH committee meetings 
• Incident investigation reports 
• First aid treatment reports 
• Inspection reports 
• Annual and monthly statistical summaries 
• Safety rule and PPE violation records 
• Maintenance records 
• Hazard assessments 

 

 

________________________    _________________________ 
Owner       Date 
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Leading and Lagging Indicators 

 
 

  

Current Safety Summary JAN FEB MAR APR MAY JUN JUL AUG SEP OCT NOV DEC TOT
Leading Indicators

Employees Hired 0 0 0 0 0 0 0 0 0 0 0 0 0
Orientations Complete 0 0 0 0 0 0 0 0 0 0 0 0 0

Toolbox Talks Scheduled 0 0 0 0 0 0 0 0 0 0 0 0 0
Toolbox Talks Completed 0 0 0 0 0 0 0 0 0 0 0 0 0

Hazard Assessments Completed 0 0 0 0 0 0 0 0 0 0 0 0 0
Inspections Scheduled 0 0 0 0 0 0 0 0 0 0 0 0 0
Inspections Completed 0 0 0 0 0 0 0 0 0 0 0 0 0

Lagging Indicators

Number of Incidents 0 0 0 0 0 0 0 0 0 0 0 0 0
Damage Only 0 0 0 0 0 0 0 0 0 0 0 0 0
Injury Only 0 0 0 0 0 0 0 0 0 0 0 0 0
Injury and Damage 0 0 0 0 0 0 0 0 0 0 0 0 0
Near Miss 0 0 0 0 0 0 0 0 0 0 0 0 0
Investigations Completed 0 0 0 0 0 0 0 0 0 0 0 0 0

Head Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Eye Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Neck Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Shoulder Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Back Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Rib Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Arm Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Elbow Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Wrist Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Hand Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Leg Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Knee Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Ankle Injuries 0 0 0 0 0 0 0 0 0 0 0 0 0
Fatalities 0 0 0 0 0 0 0 0 0 0 0 0 0

Terrain 0 0 0 0 0 0 0 0 0 0 0 0 0
Chemicals 0 0 0 0 0 0 0 0 0 0 0 0 0
Struck by Object 0 0 0 0 0 0 0 0 0 0 0 0 0
Fall From Heights 0 0 0 0 0 0 0 0 0 0 0 0 0
Slips and Trips 0 0 0 0 0 0 0 0 0 0 0 0 0
Electrical 0 0 0 0 0 0 0 0 0 0 0 0 0
Machinery 0 0 0 0 0 0 0 0 0 0 0 0 0
Hand tool 0 0 0 0 0 0 0 0 0 0 0 0 0
Power tool 0 0 0 0 0 0 0 0 0 0 0 0 0
Overexertion 0 0 0 0 0 0 0 0 0 0 0 0 0
Heat Source 0 0 0 0 0 0 0 0 0 0 0 0 0
Other 0 0 0 0 0 0 0 0 0 0 0 0 0

Cause of Incidents

Meetings / Training

Hazard Assessments / Inspections

Incidents

Nature of Incidents
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First Aid and Treatment Record 

Date Location Time of 
incident 

Time/date 
reported 

Name Description 
of incident 

Nature 
of injury 

Treatment(s) FAA 
initials 

         

         

         

         

         

         

         

         

         

         

         

 



 
 

37 
 

Section 13 

 

 

Legislation Policy 

Management, WSH committee representative, and employees will be informed of their legal duties 
and responsibilities and are expected to participate and apply safe work practices in accordance with 
applicable legislation. 

A copy of the Workplace Safety and Health Act and Regulation will be placed with the safety manual. 
A copy of the safety manual and applicable legislation will also be readily available in all company 
vehicles for all employees to read and/or refer to. 

 

 

________________________    _________________________ 
Owner       Date 
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Section 14 

Occupational Safety and Health Requirements for Contracted Work  

Purpose 
The Company places a high priority on safety and health and requires all contracted parties to place the 
same level of priority on safety and health during the execution of The Company’s work. 
 
The purpose of this policy is to ensure that all construction and maintenance work undertaken by 
contracted parties of The Company will be undertaken in a safe manner in consideration of all hazards 
present, or associated with the work performed, in complete compliance with the WSH Act and 
Regulation. 
 
Contractual Clauses 
The following clauses will be deemed to be included in the contract between The Company and the 
successful contractor: 

• Contractor is COR® Certified or holds a current safety program registration issued by the 
Construction Safety Association of Manitoba. 

• Contractor is aware of and acknowledges its legal duties and responsibilities as an employer 
under sections 4 and 7.4 (if applicable) under the WSH Act and shall ensure that the services 
provided are carried out in accordance with the Act and all applicable Regulation. 

• Contractor shall ensure that its employees, agents, and subcontractors are properly qualified, 
trained, and competent to perform the services and procure appropriate products. 

• Contractor shall ensure adequate supervision and worker safety representation as outlined in 
the WSH Act. 

• Contractor shall conduct a pre-job hazard assessment and submit a copy of the results to The 
Company prior to start-up. 

• Contractor shall allow The Company the right to inspect and audit site conditions and all 
pertinent safety performance records for the purpose of measuring adherence to The Company 
safety and health objectives and compliance with the contractual obligations herein (*however, 
it is clearly understood that this will not be deemed to be relating to execution or coordination 
of contractor activities. For greater certainty, the contractor is the sole person responsible for 
the execution and coordination of work.) 

• Contractor will procure hazardous products and ensure Safety Data Sheets are made available 
on site. 

• Contractor acknowledges that failure to comply with The Company’s safety and health 
requirements shall be cause for either immediate termination or suspension of the work until 
the deficiency, in The Company’s sole opinion is rectified, at no cost to The Company. In either 
case without prejudice to The Company’s rights to remedies or damages for such failure. 

• Contractor is responsible to obtain Workers Compensation Board of Manitoba (WCB) coverage 
and remain in good standing with the WCB for the duration of the project. 
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Contractor Compliance Declaration 

With respect to the objects and purposes of ensuring, so far as reasonably practicable, that all 
construction and maintenance work undertaken by contracted parties of The Company will be 
undertaken in a safe manner, the following declaration must be signed and submitted. 

 
Submitted to:   ______________________________________ 

Company rep:     ______________________________________ 

Company name:  ______________________________________ 

Address:   ______________________________________ 

    ______________________________________ 
 
CSAM Safety Program Information 
COR® Certification #: ________________  Safety Program Registration #: ________________ 
 
Declaration 
As required by all employers in the province of Manitoba, I have obtained current copies of the 
Workplace Safety and Health (WSH) Act and Regulation.  
 
As required by all contractors of The Company we will procure all hazardous products with the intent of 
managing the health and safety of all workers working with those products. This will include but is not 
limited to ensuring that all hazardous products as well as building materials where risks have been 
identified are accompanied by appropriate Safety Data Sheets (SDS) and safe work procedures. 
 
As required by all employers in the province of Manitoba, I will ensure workers are supervised by a 
competent supervisor, familiar with the WSH Act and Regulation.  
 
As required by all persons in the province of Manitoba, I will share required information with the owner, 
prime contractor, and those affected, necessary to identify and control existing and potential hazards.  
I will conduct a pre-job hazard assessment and submit a copy to The Company prior to start-up.  
 
To the best of my knowledge, I and my company employees meet the minimum safety training 
requirements as outlined in Manitoba’s WSH legislation.  
 
My company has obtained coverage through the Workers Compensation Board of Manitoba (WCB) and 
will remain in good standing with the WCB for the duration of the project.  
 
Print name:  ___________________   Signature:  ______________________  

Print title:   ___________________  Date:   ______________________  

Site contact:  ___________________   Phone #:  ______________________ 
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Section 15 

Hearing Conservation Program 

Regulation summary: Part 12 of the WSH Regulation, Hearing Conservation and Noise Control, 
requires employers to assess the workplace for noise exposure. If the eight-hour average noise 
exposure level is above 85 dBA, the employer must institute a hearing conservation program. When 
workers are exposed to noise levels above 80 dBA, the employer must provide training to all workers 
on the hazards of the level of noise they are experiencing and provide hearing protection for 
workers who request it. 
 
When a noise exposure assessment indicates a worker is exposed to noise in the workplace that 
exceeds 85 dBA, the employer must inform the worker and implement sound control measures to 
reduce the noise to 85 dBA or less. 
 
If the employer is unable to reduce the noise to below 85 dBA, the employer must implement all 
requirements under Part 12 of the WSH Regulation: 

• All employees will be trained in hearing conservation. 
• Annual sound monitoring will be conducted on all facets of work performed or when 

equipment or tasks change. 
• Where average noise levels are in excess of 80 dBA hearing protection will be made 

available, in excess of 85 dBA hearing protection must be worn. 
• Provide, at no cost to the employee, an initial test of the worker’s hearing within six months 

of being exposed. 
• Provide hearing testing to employees every two years thereafter to monitor any hearing 

loss. 
• Training will be provided on the fit, care, and use of hearing protection. 

 
Note: For new employees, a baseline test must be conducted within the first six months of 
employment. 
 
 
________________________    _________________________ 
Owner       Date 
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Lockout/Tagout Policy 
 
All worksites, tools, equipment, machinery, and vehicles are to be kept in a condition that will 
maximize the safety of all personnel. In regard to ensuring that we are ALL protected from actual 
and potential hazards, The Company has developed and will maintain a lockout/tagout policy and 
safe work procedure for these applications. 
 
All employees will use tools and equipment in the way they are intended and will receive training 
and instruction in their safe operation. Employees will participate and apply the training received. 
This will include training on the proper procedures to lockout/tagout potential energy sources and 
faulty/damaged tools and/or equipment. 
 

• Lockout and tagging ensure that hazardous energy sources are under the control of the 
workers needing protection. 

• Lockout often involves workers using a padlock to keep a switch in the “off” position, or to 
isolate the energy of moving parts. 

• A lock is your personal lock that can only be opened with your key. 
• Tagging is how you tell others that the device is locked out, who locked it out, and why. 
• Forms of energy that you must lock out include electrical, mechanical, potential (stored 

energy, such as in suspended loads), hydraulic, pneumatic, thermal, and chemical. 
• Any tool or equipment that is damaged or defective WILL NOT be used, be locked out, and 

will have a tag placed on it with the appropriate information necessary to identify damage 
and/or need for repair. 

 
Employees must report all observed defects to their supervisor and the defective item must be taken 
out of service immediately, attaching a “lockout/tagout” that identifies the defect. All necessary 
repairs are to be conducted by qualified person. 
 
To accomplish our lockout/tagout program goals, any repairs will be documented to identify possible 
needs or trends and consider solutions for these circumstances. 
 
The supervisor shall be responsible for upholding our lockout/tagout policy and procedures in 
his/her area of responsibility 
 
*Part 16 and 38 of the WSH Regulation lists the requirements for lockout.  Our lockout/tagout 
procedure can be found in the safe work procedures section of our company safety and health 
manual. 
 
 
 
 
 
 
 
_____________________________        
___________________________        
    
Owner            Date  
 



42 
 

 

Working Alone or In Isolation Policy 

The safety of all employees of The Company is of utmost priority. In the interest of ensuring, so far 
as reasonably practicable, the safety, health, and welfare of our employees, NO PERSON shall be 
permitted to work alone or in isolation without the express written permission of management. 
 
Prior to any employee being allowed to work alone or in isolation, a written and signed procedure 
will be developed. The procedure shall include at minimum: 

• The provision of means of securing assistance (communication device) in the event of injury 
or other misfortune. 

• Reporting of the site location, contact, and expected time away. 
 
Written working alone procedure 
 
The working alone procedure shall be written and signed by the person working alone and the 
designated contact person. Details of the procedure to follow in working alone situations shall 
include: 

• Details of beginning and end of working alone situation. 
• Specific time or intervals for employee contact. 
• Details of who shall establish contact. 
• Procedure to follow if contact cannot be established. 
• Procedure regarding emergency rescue. 
• Method for recording of employee contacts. 

 
 
________________________    _________________________ 
Owner       Date 
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Working Alone Procedure 
                                 

Date of Procedure:                         Location:         
 
Buddy Contact Name:                     Employees Name/ #: _______________       
 
Work/Task(s) being performed: 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________                                                           

 
Time Frame and Communications 

Start:_    ______ ____  Estimated Time Alone:    hours End:_____   ____  

*Phone contact with employee shall be at minimum every 2 hours or at every Location / Site Change 

 

Time               Time                  Time           Time  ______                                        
 
Employee Rep    Employee Rep                  Employee Rep     Employee Rep                        

 
*Phone contact to be initiated by employee; details of contact documented by employer representative 

 
Emergency Procedure 
 
Both the Employee and Buddy Contact shall keep a copy of this procedure and ensure they are 
accessible at their stated phone number. 
 
If contact with the employee is not established at the agreed upon time, the buddy contact shall 
continuously try to phone the employee for Ten Minutes.   
 
If no contact after the ten minutes, the buddy contact shall immediately attend the location of the 
employee working alone or in isolation to determine the worker’s well being and to take appropriate 
control measures. 
 
Implementation of the Procedure 
 
Both the employee and employer representative verify that each understand this procedure.  Failure of 
either party to fulfill their responsibilities as stated shall be deemed in serious breech of company policy 
and violations will be dealt with accordingly. 

Employee:       Employer Rep:       
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WHMIS Guidelines 

The Workplace Hazardous Materials Information System (WHMIS) is a Canada-wide system to 
inform workers of hazardous materials (referred to as controlled products) and ensure they know 
how to work safely with them. 
 
WHMIS revolves around three main concepts: 

1. Labels 
2. SDS  
3. Worker education 

 
At minimum, we will ensure that all WHMIS controlled products received, stored, or used on 
premises, will be properly identified, and supplied with appropriate labels and SDS sheets. 
 
All employees will receive training in WHMIS prior to using any controlled product to ensure that: 

• All controlled products are identified 
o WHMIS supplier label must be attached or  
o WHMIS workplace label must be attached 

• All controlled products have a current SDS 
o Readily available to employees (and others affected) 
o Referred to prior to using the controlled product 

• All employees are trained to identify, handle, store, and work safely with the controlled 
products in use 

 
All training will be documented, and a copy retained on file. The Company will ensure that all 
training provided to workers regarding WHMIS will, at minimum meet the requirements of Part 
35.3(1), (2), and (3) so far as is reasonably practicable. 
 
The review of the WHMIS training program will be conducted, at minimum, annually or sooner as 
required due to changes to products used in the workplace or changes in regulation. The review will 
comply with Part 35.4 of the WSH Regulation and involve the committee. 
 
 
________________________    _________________________ 
Owner       Date 
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Operator/Training and Verification Policy 

It is the policy of The Company to ensure that, only employees who hold a current and valid driver’s 
license will be authorized to operate company vehicles. All employees must provide an annual driver 
abstract and sign the driver declaration in the employee personal file. This abstract will only be 
viewed by the employee and management. As well, a record of competency or appropriate 
certification training for the safe operation of The Company’s equipment and machinery must be 
provided, prior to any use and/or operation as applicable. 
 
Employee’s responsibilities include the following: 

• Maintain a current and valid Manitoba driver’s license. 
• Notify management if driver’s license is not valid or has been revoked for any reason. 
• Ensure that all safety devices, including seat belts, are used by all vehicle occupants. 
• Operate vehicles in accordance with all applicable traffic laws. 
• Report unsafe vehicle conditions or concerns promptly to supervisor. 
• Report all accidents, license suspensions, and traffic violations to supervisor. 
• The use of alcohol or illegal drugs is always strictly prohibited.  

 
The Company responsibilities include: 

• Vehicle maintenance and servicing as per manufacturers recommendations. 
• Costs and maintenance of vehicle insurance, insurance deductible, gasoline, exterior 

cleaning, emergency road kit, first aid kit, and fire extinguisher. 
 
 
________________________    _________________________ 
Owner       Date 
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Musculoskeletal Injury Prevention Policy 

Part 8 of the WSH Regulation requires employers to conduct a risk assessment when they are aware 
or have been advised or become aware that a work activity creates a risk of musculoskeletal injury 
(MSI). The potential for the occurrence of an MSI is increased when workers are exposed to 
awkward or sustained posture, forceful exertions, repetitive motions, vibrations, or compression. 
 
The Company will conduct pre-job hazard assessments to assist in identifying potential risks due to 
MSI. Upon determination that a risk to employees’ safety or health exists, The Company will conduct 
a job hazard analysis to identify task specific demands and assist in controlling the risk factors. 
 
“Control measures” when applied to MSIs, refer to deliberate changes to a job to reduce the 
employees’ risk of suffering MSI. Control measures may include, but not be limited to engineering 
controls, administrative controls, the incorporation of rest schedules, the purchase of personal 
protective equipment, and the development of written, step-by-step job procedures for conducting 
the task. 
 
Education and training with respect to the recognition and control of MSI will be provided to all 
employees by a qualified company representative. All employees are encouraged to participate in 
the MSI prevention program and must report any related symptoms they may experience. 
 
 
________________________    _________________________ 
Owner       Date 
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Safe Job Procedure – Manual Lifting  Safe Job Procedure Manual Lifting 

 

 Worksite: 
Various Locations 

Written By: 
SUPERVISOR 

Approved By: 
COMPANY NAME 

Date Created: 
DATE 

Date of Last Revision: 
 

Hazards Present: Personal Protective Equipment    Training Required and Guidance Documents 

Muscle strain 
Slipping or twisting 
Dropping load 
Torn muscles 
Spinal damage 

   
Hard Hat 
Safety Boots 
Safety Glasses 

On The Job Training 

Manitoba WSH Regulation, W210 
First Aid Part 5 
Personal Protective Equipment Part 6 
Safe Lifting Diagram (Below) 

Safe Job Procedure 
 
1.  Use sound judgement in determining the size and weight of the object. 

a) If the object requires a dolly for transport purposes use it 
b) This will minimize the hazard potential of straining your back. 
c) It is further recommended that you ask for help should you need it. 

2.  Before lifting, square yourself to the load and set your footing. 
a) A solid footing will minimize the hazards of slipping or twisting. 
b) A thorough examination of your lifting site should be conducted for slippery or uneven surfaces. 

3.  Remember to bend your knees and firmly grip the object. 
a) A firm grip will reduce the possibility of dropping and damaging the object. 
b) Most importantly, ensure the load is evenly distributed before lifting. 

4.  It is important to keep you back straight, lift with your legs keeping the object as close to your body as possible. 
a) Objects lifted in this fashion will reduce the onset of back strain or the possibility of a torn muscle.  
b) A steady lift using proper procedures is always recommended. 

5.  It is important to maintain your balance during a lift. It is also important not to turn or twist your back. 
a) The potential hazards reduced are the possibility of back strain and torn muscles. 

6. When you’re ready to place the object down bend from the knees and keep your back straight. 
a) The potential hazards reduced are the possibility of back strain and torn muscles. 
b) Use proper lifting and setting down procedures. 
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  Harassment Prevention Policy 

All employees are entitled to a work environment free of harassment. The Company will take all 
reasonable measures to ensure that no employee is exposed to harassment during their 
employment by enforcing a “zero tolerance” policy. Violators of the policy will be subject to 
disciplinary action in accordance with company developed procedures, or at the discretion of senior 
management. 
 
WSH legislation defines “harassment” as, “any objectionable conduct that creates a risk to the 
health of a worker; or severe conduct that adversely affects a worker’s psychological or physical 
well-being.” 
 
The Company defines this as any comment or display by a person that is directed at a worker in a 
workplace or is made on the basis of race, creed, religion, colour, sex, sexual orientation, gender 
determined characteristics, political belief, political association, political activity, marital status, 
family status, source of income, disability, size or weight, age, nationality, ancestry, or place of origin 
that may affect a workers psychological or physical well-being. 
 
All employees must report harassment complaints to their immediate supervisor upon occurrence. 
The supervisor in conjunction with senior management and the WSH committee member will 
investigate each complaint while maintaining confidentiality. The details of the complaint 
investigation will be documented, interviews may be conducted, and the complainant and the 
alleged harasser will be informed of the results of the investigation. Details of the investigation may 
only be disclosed if necessary, to proceed with the investigation of the complaint, take corrective 
action, or are required by law. Employees have the right to file a complaint with the Manitoba 
Human Rights Commission. The Company’s harassment policy is not intended to discourage or 
prevent the complainant from exercising any other legal rights pursuant to any other law. 
 
The Company will endeavor to work in a spirit of consultation and cooperation with all employees to 
achieve a respectful work environment for all employees. 
 
 
________________________    _________________________ 
Owner       Date 
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 Violence Prevention Policy 

All employees are entitled to work in an environment free of violence. The Company will take all 
reasonable measures to ensure that no employee is exposed to the risk of violence during their 
employment by enforcing a “zero tolerance” policy. Violators of the policy will be subject to 
disciplinary action in accordance with company-developed procedures, or at the discretion of senior 
management. 
 
WSH legislation defines “violence” as, “the attempt or actual exercise of physical force against a 
person; and any threatening statement or behavior that gives a person reasonable cause to believe 
that physical force will be used against the person.” 
 
The Company will identify and assess the risk of violence in the workplace in consultation with the 
WSH committee and ensure compliance with the violence prevention policy. Workers will be made 
aware of the policy through their orientations and a copy will be posted prominently in the 
workplace. 
 
When an employee observes an act or behavior that is perceived to be threatening in nature which 
poses a potential risk to their own or others safety and health, the following procedures must be 
followed. 
 
Employees: 

• Move to a safe location and report the incident to your supervisor immediately. 
• Provide complete details of the incident. 
• Do not try to resolve the incident yourself or interfere with violent individuals. 

 
Supervisors/senior management: 

• Investigate all reported complaints of violence within 24 hours by completing a company 
investigation report form. 

• Attempt to diffuse the situation by discussion with affected parties. 
• Interview, if necessary, alleged violators of The Company policy. 
• If a safe resolution is not possible, contact outside assistance such as: WSH Branch or the 

local police department. 
• Inform the alleged violator and complainant of the results of the investigation. 

 
 
________________________    _________________________ 
Owner       Date 
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Notes 



1447 Waverley Street, Winnipeg MB  R3T 0P7
Phone: 204-775-3171
Toll-free: 1-855-766-8023 
safety@constructionsafety.ca

           950 - 10th Street, Brandon MB R7A 6B5
           Phone: 204-728-3456 
           Toll-free: 1-877-343-6753
           safety@constructionsafety.ca

constructionsafety.ca


