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GLOSSARY 

ABHR:  Alcohol Based Hand Rub 

AODA : Accessibility for Ontarians with Disabilities Act 

BOD:   Board of Directors  

CCOHS:  Canadian Centre for Occupational Health and Safety 

CIAP  Continual Improvement Action Plan 

CSA:   Canadian Standards Association 

EMS:   Emergency Medical Service 

FAF:   Functional Abilities Form 

GIL:   Guelph Independent Living 

HR:   Human Resources 

ICR:   Individual Client Record 

ILI:    Influenza like Illness 

IMT:   Incident Management Team 

ISP:   Individual Service Plan 

JHSC:   Joint Health and Safety Committee 

MOE:   Ministry of the Environment 

MOHLTC:  Ministry of Health and Long Term Care 

MOL:   Ministry of Labour 

MRSA:  Methicillin Resistant Staphylococcus aureus 

MSD:   Musculoskeletal Disorder 

MSDS:  Material Safety Data Sheets 

NEER:  New Experimental Experience Rating 

OHSA:  Occupational Health and Safety Act 

OT:   Occupational Therapist 

PDA:   Physical Demands Analysis 

PPE:   Personal Protective Equipment 

PSHSA:  Public Services Health and Safety Association 

PT:   Physical Therapist 

RHCP:  Regulated Health Care Professional 

SAW/RTW:  Stay at Work/Return to Work 

SLT:   Senior Leadership Team 

SO:   Suitable Occupation 

TLC:   Transfers, Lifts and Carries 

WHMIS:  Workplace Hazardous Materials Information System 

WHO:   World Health Organization 

WR:   Work Reintegration 

WSIA:   Workplace Safety and Insurance Act 

WSIB:   Workplace Safety and Insurance Board 

WT:   Work Transition 

WV&H:  Workplace Violence and Harassment 

WVHPP:  Workplace Violence and Harassment Prevention Plan 
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DEFINITIONS  

 
The Employer: refers to Guelph Independent Living (GIL). 

Worker(s): refers to the Employerôs (GIL) Attendant Services Workers. 

Employee(s): refers to the Employerôs Administrative Staff and Attendant Services Workers. 

Supervisor(s): refers to the Employerôs Employee(s) with a supervisory role over another Employee(s), i.e., 

Executive Director (ED), Manager, Human Resources, Manager, Finance & Administration, Assisted Living 

Coordinator, Outreach Coordinator, Seniorsô Community Coordinator. 

Client(s): refers to anyone receiving the Employerôs programs and services. 

Home Environment: inside the four walls of a clientôs house or apartment. 

Occupational Health and Safety Act: the Province of Ontarioôs workplace health and safety legislation (1979). 

It outlines the rights, duties and accountability of all workplace parties who have a role in workplace health and 

safety. It establishes procedures for dealing with workplace hazards, and it provides for enforcement of the law 

where compliance has not been voluntarily achieved. The OHSA continue to evolve and improve workplace 

health and safety regulations Refer to Occupational Health and Safety Roles and Responsibilities of Workplace 

Parties Policy for more details. 

Incident Management Team (IMT): the Employerôs management employees, [ED, Manager, Human Resources, 

Manager, Finance &Administration, Supervisors and Designate(s), as required] responsible for coordinating the 

agencyôs emergency response measures and the provision of essential services necessary to minimize the effects 

of an emergency. Refer to the Employerôs Emergency Plan. 

Internal Responsibility System (IRS): is part of the OHSA, and refers to the shared responsibility of everyone 

within the Employerôs workplace (Senior Management, Supervisors, Joint Health and Safety Committee 

(JHSC) and Employees), to ensure the workplace is healthy and safe for all Employees. 

Ministry of Labour (MOL): provincial ministry that enforces the OHSA. 

Workplace Safety and Insurance Board (WSIB): administers Ontarioôs no-fault workplace insurance for 

employers and their employees. WSIB provides disability benefits, monitors the quality of health care, and 

assists both employers and employees in safe return to work for employees injured on the job or who contract 

an occupational disease. WSIB is entirely funded by employer premiums. WSIB provides no-fault collective 

liability insurance and access to industry-specific health and safety information for employers. For employees, 

WSIB provides loss of earning benefits and health care coverage. 

Public Service Health and Safety Association (PSHSA): serves Ontarioôs public sectors, including universities, 

colleges, school boards, municipalities, health and community care organizations, emergency services and First 

Nations. PSHSA assists organizations to identify and reduce workplace risks and hazards to achieve safer and 

healthier workplace environments. 
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Antibiotic-Resistant Organism (ARO): a microorganism that has developed a resistance to the action of several 

antimicrobial agents. In other words, a particular drug is no longer able to kill or control a specific bacteria or 

organism. Examples of AROôs: Methicillin-resistant Staphylococcus aureus (MRSA), Vancomycin-resistant 

Staphylococcus aureus (VRSA). 

Joint Health and Safety Committee (JHSC): the Employer is responsible for establishing a JHSC under the 

OHSA. A JHSC is composed of Worker and Employer representatives. Together, they are committed to 

improving health and safety conditions in the workplace. The JHSC identifies potential health and safety 

problems and brings them to the Employerôs attention. As well, members must be kept informed of health and 

safety developments in the workplace. The JHSC holds regular meetings and conducts regular workplace 

inspections. Refer to the JHSC Terms of Reference for more details. 

 

Stay at Work/Return to Work (SAW/RTW): a collaborative process involving the Employer and an Employee 

that provides a planned approach for an Employee to remain or return to work, following an injury or illness, 

whether occupational or non-occupational. A personalized SAW/RTW plan is developed by the Employer in 

consultation with the Employee, their health care professional, WSIB, and the union president, as required, to 

facilitate a safe and early return to work due to injury, in accordance with the OHSA and Ontario Human Rights 

Code. An Employeeôs SAW/RTW plan may involve temporary or permanent modifications or adjustments in 

job duties or workplace arrangements in order to accommodate the Employeeôs restrictions, as outlined by their 

health care professional. Refer to the SAW/RTW Policy and Program for more details. 

 

Personal Protective Equipment (PPE): any device worn by a Worker to protect against hazards in the 

workplace. The Employer provides the following PPE for Workers to use in the workplace: gloves, 

gowns/aprons and face protection. Refer to the Personal Protective Equipment Policy for more details. 

 

Regulated Health Care Professional (RHCP): may refer to a regulated physician, physiotherapist, chiropractor, 

nurse practitioner, registered nurse extended class (RH EC), occupational therapist, .  
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BEST PRACTICES/ROUTINE PRACTICES  
 

The terms óBestô or óRoutineô Practices focus on the routine care of all Clients and includes information 

previously known as óUniversal Precautionsô. 

 

Best Practices are based on the premise that all clients are potentially infectious, even when asymptomatic and 

that the same safe standards of practice should be used routinely with all clients to prevent exposure to blood, 

body fluids, secretions, excretions, mucous membranes, non-intact skin or soiled items to prevent the spread of 

microorganisms. 

 

Health care providers (i.e., Workers) must assess the risk of exposure to blood, body fluids, and non-intact skin 

and identify the strategies that will decrease exposure risk and prevent the transmission of microorganisms from 

client to client, client to Worker, Worker to client and Worker to Worker. 

 

Best/Routine Practices include: 

1. Risk assessment (Performed each time you see a client) 

¶ Assess the risk of transmission 

¶ Take action based on potential risks 

¶ (PPE) at point of care 

2. Hand hygiene (refer to Hazardous Waste Policy) 

3. PPE (refer to PPE Policy): 

¶ Gloves 

¶ Face protection 

¶ Gowns/aprons 

4. Environmental controls: 

¶ Sharps handling 

¶ Cleaning of health care equipment 

¶ Cleaning of the environment (including safe handling of soiled linens and waste) 

5. Administrative controls: 

¶ Health and Safety Policies and Programs 

¶ Education and training 

¶ Respiratory etiquette for both Employees and clients 

 

Refer to the Employerôs Hazardous Waste and Personal Protective Equipment (PPE) Policies for details on 

Best Practices. 
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Risk Assessment Questions: 

¶ Will there be contamination of skin/clothing by microorganisms? 

¶ Will there be exposure to non-intact skin? 

¶ What is the task you are going to be doing? 

¶ Could your hands come in contact with body fluid? 

¶ Could you be splashed or sprayed with body fluid? 

¶ Will there be aerosolization of droplets? 

 

Hand Hygiene 

¶ Hand washing is the single most effective way to prevent infections 

¶ By practicing good hand hygiene, we can also prevent the spread of infections 

¶ Keep the skin on your hands healthy and intact because skin is an excellent physical barrier 

¶ If you have open areas or cuts in your skin, cover them with a Band-Aid and wear gloves 

¶ Sweat collects in the creases of your hands, providing an excellent environment for bacteria to collect 

and grow 

¶ It is essential that you wash your hands before and after providing personal care to clients, 

especially when providing catheter care.  Germs from your hands may contaminate the catheter bag, 

enter the bladder, and cause a urinary tract infection. 

 

Hands must be washed: 

¶ When entering a Clientôs home 

¶ Before and after personal care procedures such as: 

o Toileting 

o Menstrual care 

o Oral hygiene 

¶ Before putting on and after taking off PPE  

¶ After care involving body fluids, before moving to another activity 

¶ Whenever hands come into contact with secretions, excretions, blood and body fluids 

¶ Before preparing, handling, serving or eating food 

¶ Before feeding a Client 

¶ After emptying garbage 

¶ After any occasion where hands have become soiled 

¶ After personal body functions (e.g., using the toilet and blowing oneôs nose etc.) 

¶ Anytime there is a possibility of the presence of infectious material 
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Technique for thorough hand washing (lasting at least 15 seconds): 

1. Remove jewellery 

2. Rinse hands under warm running water 

3. Apply liquid pump soap 

4. Lather soap and use friction to cover all surfaces for a minimum of 5 seconds (clean between fingers, 

palms, back of hands, wrists, forearms and under nails) 

5. Rinse hands under warm running water 

6. Dry hands with a single-use paper towel 

7. Turn off taps with paper towel to prevent contaminating hands 

8. Use lotion frequently 

9. Do not use fingernail polish or artificial nails as these may increase bacterial load 

 

If using an Alcohol Based Hand Rub (ABHR): 

¶ Apply product to palm of hand 

¶ Rub vigorously over all surfaces of hands for a minimum of 15 seconds or until hands are dry 

¶ Do not use on hands that are visibly soiled 

 

Clients are responsible for providing liquid soap dispensers, soap, paper towels, paper towel holders and plastic 

bags. Refer to Housekeeping Policy. 

 

References: 

1. Routine Practices and Additional Precautions In all Health Care Settings; Provincial Infectious Diseases 

Advisory Committee (PIDAC); November, 2012. 
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EMERGENCY NOTIFICATION SYSTEM  

 

The Emergency Notification System should be accessed when emergency procedures are implemented outside 

of regular office hours.  If emergencies occur Monday to Friday during the hours from 8:30 a.m. to 4:30 p.m., 

contact your Supervisor or Executive Director at 519-836-1812. 

 

This system will not be used for issues with scheduling. 

 

This procedure is to be used only in emergencies; Monday ï Friday from 4:30 p.m. to 8:30 a.m., and 

weekends 

 

o Call your Supervisor at his/her home phone number 

 

   Willow Place & 87 Neeve 

     Cheryl 519-836-3981 (home) 

          519-835-4253 (cell) 

 

   85 Neeve  

     Stacey ï 519-830-2247 (cell) 

 

   Outreach Program 

     Catharine 519-836-0726 (home) 

                226-821-1585 (cell) 

 

- leave a short message 

- if no response is received within 10 minutes then 

 

o Call your Executive Director at his/her home phone number 

 

Janet Redman ï 519-684-7633 (home) 

     519-569-1425 (cell) 

  

- leave a message 

- if no response is received within 10 minutes then 

 

 

o Call Supervisor(s) of other programs. 

 

Use your discretion, if you need a response quickly; do not wait the 10 minutes before contacting the next 

person.  

Section: Terms and Rules of Employment Policy Number: D-4.1 
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In Cases of Accident/Medical Emergencies 

Procedure for Emergency Involving Client 

 

1. All workers are obligated to perform emergency first aid, call 911 and perform CPR or any other 

lifesaving procedure, in the event that the client is in a life-threatening situation.  

2. Workers are also responsible for assisting the client in obtaining the medical assistance he/she requires 

as per his/her direction. 

3. Notify your Supervisor and leave a message if all necessary procedures have been implemented and no 

follow up is required, (i.e. client transferred and admitted to hospital). 

4. If follow up is required (i.e. client unwilling to go to the hospital and still in medical distress, need 

assistance with calling family members, etc.), and the Supervisor has not responded to your phone call, 

access the Emergency Notification System. 

5. Complete an Incident Form and submit to the Supervisor. 

 

In the instance of a death, Supervisor, and Executive Director listed on the Emergency Notification System 

are to be informed. 

What is Considered an Emergency? 

 

An emergency is one or any combination of the following: 

1. Any death of a client. 

2. Any serious injury to a client, especially those that occur while they are receiving service. 

3. Any injury to a client caused by the worker. 

4. Any abuse or mistreatment of a client, which occurs while they are receiving service. 

5. Any complaint made by or about a client that is considered by workers to be of a serious nature. 

6. Any disaster, such as a fire, on the premises where the service is provided. 

7. Any situation of a missing client that is unusual and a potential risk to the client. 

8. All non-accidental injuries to clients, including suspected self-inflicted, or unexplained accidents, and 

which require treatment by a medical professional, including a nurse or dentist. 

9. Any hazard considered ñSeriousò under the Hazard Reporting Policy. 

10. All allegations and accusations of abuse or mistreatment of clients against workers. 

 

Abuse includes: a) to suffer physical harm 

b) to be sexually molested or sexually exploited 

c) to require but not be provided with medical treatment. 

 

Procedure for Emergency Involving Workers: 

 

1. Have other workers cover shift or call client(s) and make alternative arrangements. 

2. Obtain the medical intervention required (if possible, see own doctor). 
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3. Call your Supervisor and leave a message if no immediate follow up is necessary (i.e. worker is 

receiving medical attention and in no imminent danger). 

4. If follow up is required and your Supervisor has not responded to your phone call, access the Emergency 

Notification System.  Management must be notified immediately for occupational illness/accident 

requiring medical attention (leaving a message is fine). 
5. Complete Injury Report Form and/or SAW/RTW package. 

6. Submit form to Supervisor A.S.A.P., as it must be forwarded to Manager, Human Resources within 24 

hours after the injury occurs. 

 

An emergency involving a worker is one or any combination of the following: 

1. Injury 

2. Accident 

3. Serious and immediate threat to health and safety 

 

Procedure in Case of Incident 

 

Incident ï any significant occurrence that causes concern or is out of the ordinary. 

1. Follow direction given by client. 

2. Contact external resources upon direction by clients, (i.e. w/c repair, landlord, family), and take action 

as directed. 

3. Record in Individual Client Record (ICR). 

4. Complete an Incident Report Form. 

5. Submit to Supervisor. 
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FIRST AID POLICY  
 

Purpose: 

To ensure all Employees in need of emergency first aid treatment will receive such treatment promptly and 

efficiently from a certified and qualified person. In addition, the Employer will comply with all regulations as 

identified in the Workplace Safety and Insurance Board (WSIB) First Aid Requirements (Regulation 1101). 

 

Scope: 

Applies to all Employees 

Applicable Policies/Programs: 

¶ Occupational Health and Safety Roles and Responsibilities of Workplace Parties 

¶ Stay at Work/Return to Work (SAW/RTW) 

¶ Workplace Inspection 

¶ Incident/Injury Investigation 

¶ Health and Safety Accountability 

¶ Health and Safety Orientation 

¶ Housekeeping 

¶ Work Refusal & Work Stoppage  

 

Definitions: 

First Aid: First Aid includes, but is not limited to, cleaning minor cuts, scrapes or scratches; treating minor 

burns; applying bandages, dressings, cold compresses, cold packs, ice bags and splints. Public Services Health 

and Safety Association (PSHSA), Fast Facts. 

 

Health care: Includes any service provided by a regulated health care professional (RHCP), including a 

physician, nurse practitioner, chiropractor, physiotherapist, registered nurse and services provided at a hospital 

or health care facility/clinic. 

 

Health Care Incident: an incident resulting in a visit to a regulated health care professional for the purposes of 

diagnosing and prescribing medical care, as a result of an injury at work, but that does not result in time away 

from scheduled work or a wage loss. 

 

Lost-Time Incident: an incident or injury resulting in time away from work beyond the initial regular scheduled 

shift.  

 

Roles and Responsibilities: 

Employer: 

¶ Follow Employerôs duties as outlined in the applicable policies/programs listed above; 

¶ Keep posted, in conspicuous places, the WSIB In Case of Injury at Work poster (Form 82); 

¶ Provide first aid supplies and ensure they are maintained in all Administrative and Program Offices, in 

accordance with the Occupational Health and Safety Act (OHSA) and WSIB Regulation 1101; 

¶ Provide and fund Standard First Aid/CPR training for Employees needing certification and/or 

recertification, as required; 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date: March 16, 2006 

Subject:  First Aid Policy Revision Date:  November 23, 2016 
Page:     1 of  6 



Page | 16 

 

 

 

 

 

¶ Ensure valid First Aid certificates of trained Employees on duty are posted on the Health and Safety 

bulletin board in all Administration and Program Offices; 

¶ Designate First Aid Station supply duties to an administration Employee who has current Standard First 

Aid/CPR Level C certification;  

¶ Ensure this policy is reviewed annually. 

 

Manager, Human Resources or Designates: 

¶ Follow Manager, Human Resourcesô duties as outlined in the applicable policies/programs listed above; 

¶ In the event of an injury to an Employee, follow Manager, Human Resources duties, as outlined in the 

SAW/RTW, Incident/Injury Investigation, and Health and Safety Accountability Policy; 

¶ Ensure required Employees have current Standard First Aid/CPR Level C certification; 

¶ Post valid First Aid certificates of trained Employees on the Health and Safety bulletin board in 

Administration Office; 

¶ Participate in the annual review of this policy, as required. 

 

Supervisor or Designate: 

¶ Follow Supervisorôs duties as outlined in the applicable policies/programs listed above; 

¶ Ensure required Employees have current Standard First Aid/CPR Level C certification; 

¶ Ensure Employees are recording the first aid supplies that they use during a shift in the First Aid Report 

form (red duo-tang in the First Aid Station); 

¶ Post valid First Aid certificates of trained Employees on the Health and Safety bulletin board in 

applicable Program Offices; 

¶ Restock the first aid supplies listed on workplace inspection forms in applicable program First Aid 

Stations; 

¶ In the event of an injury to an Employee, follow Supervisorôs duties as outlined in the SAW/RTW, 

Injury/Incident Investigation, and Health and Safety Accountability Policy; 

¶ Participate in the annual review of this policy, as required. 

 

Employee: 

¶ Follow Employeesô duties as outlined in the applicable policies/programs listed above; 

¶ Have up to date Standard First Aid/CPR Level C certification, as required; 

¶ Know that first aid supplies are available and know where the First Aid Stations in the workplace are 

located; 

¶ Record first aid supplies used in the First Aid Report form (red duo-tang in First Aid Station); 

¶ Know that qualified First Aiders are available, who they are, and that they should go to them when 

injured, as required; 

¶ Seek the appropriate medical attention if injured at a worksite where first aid supplies or qualified First 

Aiders are not available; 

¶ Be familiar with the Employerôs Emergency Procedures; 

¶ When injured, follow Employeesô duties as outlined in the SAW/RTW, Incident Investigation, Health 

and Safety Accountability Policies and the First Aid Procedure, outlined below. 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date: March 16, 2006 

Subject:  First Aid Policy  Revision Date: November 23, 2016 
Page:     2  of  6 



Page | 17 

 

 

 

 

 

Joint Health and Safety Committee (JHSC): 

¶ Inspect the First Aid Stations and their contents during monthly workplace inspections; 

¶ Fill out the Record of First Aid Inspection sheet with the date of the most recent inspection and the 

signature(s) of the person(s) making the inspection; 

¶ Forward Workplace Inspection Record forms to Assisted Living/Special Projects Assistant after 

monthly workplace inspections; 

¶ Participate in the annual review of this policy. 

 

Assisted Living/Special Projects Assistant: 

¶ Fill first aid supplies needed on workplace inspection forms, and give supplies to applicable Supervisor 

to restock First Aid Station in their Program Office; 

¶ Ensure a four-week inventory of first aid supplies is maintained at the Administration Office. 

 

First Aid Station Requirements: 
The First Aid Station will contain, as a minimum: 

¶ The first aid items required by First Aid Requirements (Regulation 1101) 

¶ Personal Protective Equipment (PPE) including: 

o Gloves 

o CPR masks 

o Surgical masks 

o Goggles/safety glasses 

o Gowns/aprons 

o Sleeves 

 

First Aid Procedure: 
1. For a first aid incident (A non-life threatening injury that does not require a visit to a health care 

professional):  

¶ Employee will immediately seek first aid; 

¶ Employee will record any first aid equipment removed/used from the First Aid Station on the 

First Aid Record form; 

¶ Employee will complete a Hazard/Near Miss Report, as required and submit to their 

Supervisor/Designate. 

 

2. For a Health Care and/or Lost-Time Incidents: (Refer to the SAW/RTW and Incident/Injury Policies for 

more details) 

¶ Employee will immediately inform Supervisor/Designate of the injury. Employee will  use the 

Emergency Notification System procedure, if after business hours; 

¶ Employee will obtain a SAW/RTW package from First Aid Station and bring to the initial 

appointment with the RHCP;  

¶ The Employer will provide injured Employee with transportation assistance to a RHCP or 

hospital, if required. (Refer to Transportation Assistance Procedure in Appendix 1 for more 

details); 
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¶ Employee will promptly return the completed SAW/RTW package forms to the 

Supervisor/Designate; 

¶ Supervisor or Designate will forward forms to the Manager, Human Resources/Designate; 

¶ Manager, Human Resources/Designate will complete a WSIB Form 7, Employerôs Report of 

Injury/Disease and forward to WSIB; 

¶ Employee to comply with health care treatment and recommendations, and immediately inform 

Supervisor/Designate if any changes to their condition occur; 

¶ Manager, Human Resources and Supervisor/Designate(s) will keep a record of all circumstances 

regarding the injury; 

¶ Employer will pay full wages and benefits for the day/shift on which the injury occurred. 

 

First Aid/CPR Training:  

The Employer will provide First Aid/CPR certification training for Employees requiring certification 

throughout the year, as required. 

 

Procedure for Transportation Assistance: 

The Employer will provide transportation for an Employee who has suffered a health care and/or lost-time 

incident in the workplace, and needs to seek non-emergency medical care from a RHCP or hospital. If the 

injured Employee is unable to use their normal means of transportation to get to a RHCP or hospital, but they 

do not require the services of an ambulance, the Employer will use the following procedure to provide 

transportation for the injured Employee: 

¶ Employee will immediately inform Supervisor/Designate of the injury; Employee will  use the 

Emergency Notification System procedure, if after business hours; 

¶ The Supervisor or Designate, injured Employee, and/or First Aider on shift, as applicable, will 

determine the appropriate method of transportation needed for injured Employee to safely access a 

RHCP or hospital; 

¶ Supervisor or Designate will  contact the injured Employeeôs emergency contact person, to accompany 

the Employee at the RHCP or hospital, as required; 

¶ Supervisor or Designate will approve transport of injured Employee to RHCP or hospital using the 

Employerôs designated taxi service account number, as required; 

¶ First Aider on shift, as applicable, will ensure the injured Employee gets into the taxi safely; 

¶ Employee will sign taxi cab invoice when they arrive at their destination, and taxi service will send the 

bill to the Employer;  

¶ Employee will promptly return the completed SAW/RTW package forms to the Supervisor/Designate;  

¶ First Aid Procedure for health care/lost-time incidents will be followed, as outlined above; 

¶ In the event that the injured Employee refuses the Employerôs offer of transportation to a RHCP or 

hospital, the injured Employee will sign the Employerôs Release and Waiver for Transportation Refusal 

(Appendix 1); 

¶ The injured Employee will submit the waiver to Supervisor/Designate; 

¶ Supervisor/Designate to submit the waiver to Manager, Human Resources or Designate. 
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Communication: 

This policy will be communicated to Employees using the following methods: 

¶ Health and Safety Orientation Program given to newly hired Employees during their probationary period 

and given to current Employees, as required 

¶ Team Meetings, Team Meeting Minutes 

¶ Town Hall Meetings 

¶ Health and Safety Policy Manual 

¶ Staff Newsletter, when applicable 

¶ Minutes of JHSC meetings posted on Health and Safety bulletin board in workplace offices 

 

Training:  

¶ Health and Safety Orientation Program for newly hired Employees and current Employees, as required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required 

¶ Senior Leadership Meetings, as required 

¶ Agency Meetings 

¶ On-line learning 

 

Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 

 

Relevant Forms: 

¶ First Aid Report (Red duo tang located in First Aid Stations) 

¶ Workplace Inspection Record 

¶ Record of First Aid Inspections 

¶ Injury Report 

¶ Hazard/Near Miss Report 

¶ Workplace Violence and Harassment Report 

¶ Release and Waiver for Transportation Refusal 

¶ WSIB Forms 

 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date: March 16, 2006 

Subject:  First Aid Policy  Revision Date: November 23, 2016 
Page:     5 of  6 



Page | 20 

 

 

 

 

 

APPENDIX 1:  

RELEASE AND WAIVER FOR TRANSPORTATION REFUSAL  
 

Release of Information for Employee Health and Safety 
 

 

Release and Waiver: Refusal of Transportation  

 

I am signing this Release and Waiver voluntarily in response to concerns about my ability to safely access a 

health care professional or hospital by my own means of transportation, after sustaining a non-emergency health 

care and/or lost-time care incident in the workplace. I am aware of and accept the risks involved of accessing a 

health care professional or hospital by my own means of transportation rather than by accepting the method of 

transportation offered by the Employer. I waive and release GIL from any and all claims or causes of action in 

law or liability which might arise from this situation. 

 

 

 

 

___________________________________   _____________________________________ 

Employee Name (please print)       Date 

 

 

 

___________________________________   _____________________________________ 

Employee Signature         Date 

 

 

 

___________________________________   _____________________________________ 

Manager, Human Resources        Date 

 

 

 

___________________________________   _____________________________________ 

Executive Director         Date 
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FOOTWEAR POLICY  

Purpose: 
Appropriate footwear is required for the prevention of injuries within the workplace such as musculoskeletal 

disorders (MSD) and slip, trip and fall (STF) hazards. 

 

Every movement that your foot makes in the act of walking affects other parts of your body. If your shoes do 

not provide the necessary support for the arches and heels, they prevent essential range of motion in the foot. 

When your feet are not able to function properly, other parts of your body must overcompensate. When your 

body overcompensates, it is common to suffer from pain in the heels, ankles, knees, hips and lower back. The 

pain in these joints can then lead to weakness and further injury. 

 

Scope: 

Applies to Attendant Services and Seniors Support Workers, Leisure Attendants, Maintenance Workers, 

Administration Employees 

Applicable Policies/Programs: 

¶ Occupational Health and Safety Act (OHSA) 

¶ Occupational Health and Safety Roles and Responsibility of Workplace Parties 

¶ Hazard Reporting 

¶ Musculoskeletal Disorders (MSD) 

¶ Slips, Trips and Falls (STF) 

¶ Transfers, Lifts and Carries (TLC) 

¶ Workplace Inspection 

¶ Injury/Incident Investigation 

¶ Stay at Work/Return to Work (SAW/RTW) 

¶ Housekeeping 

¶ Health and Safety Accountability 

 

Mandatory Footwear Requirements: 

¶ Soft, flat, slip-resistant soles; 

¶ Closed toed/heeled; 

¶ Extra pair of ñindoorò work shoes to be used in clientsô home environment, adhering to mandatory 
requirements; 
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In addition to the above, the following are recommended footwear requirements: 

¶ Comfortable; 

¶ Stability; 

¶ Cushioning; 

¶ Flexibility; 

¶ Ankle support; 

¶ Chevron patterned treads on sole of shoes for better traction. 

¶ Extra pair of shower/water proof boots or shoes adhering to mandatory requirements worn while 

showering client. 

 

Footwear Not Approved: 

¶ Sandals that have open toes/heels; 

¶ Sport sandals; 

¶ Flip flops; 

¶ Ballet style flats; 

¶ ñTomsò style shoes (first picture below); 

¶ ñCrocsò; 

¶ Slippers; 

¶ High heel shoes; 

¶ Bare feet/sock feet. 

   
 

Roles and Responsibilities: 

Employer: 

¶ Follow Employerôs duties as outlined in the OHSA and applicable policies/programs listed above; 

¶ Ensure this policy is reviewed annually. 

 

Supervisor/Designate: 

¶ Follow Supervisorôs duties as outlined in the OHSA and applicable policies/programs listed above; 

¶ Ensure Employees are following mandatory footwear requirements during all paid employment, i.e., 

scheduled shift, shift pick up, team meeting, meeting with Supervisor/Designate/Administration 

Employee(s), training, car travel, leisure activities and volunteer capacity representing the Employer; 

¶ Ensure Workers exposed to the hazard of slipping on a work surface wear footwear with slip-resistant 

soles; 

¶ Participate in the annual review of this policy annually, as required. 
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Attendant Services Workers, Seniors Support Workers and Leisure Attendants: 

¶ Follow Employeeôs/Workerôs duties as outlined in the OHSA and applicable policies/programs listed 
above; 

¶ Wear mandatory footwear during all paid employment, i.e., scheduled shift, shift pick up, team meeting, 

meeting with Supervisor/Designate/Administration Employee(s), training, car travel, leisure activities 

and volunteer capacity representing the Employer; 

¶ Wear footwear with slip-resistant soles, ideally with chevron patterned treads when exposed to a 

potential slip hazard in the workplace, i.e., showering client 

¶ Consider impact of weather conditions, i.e., snow, rain, causing muddy conditions etc. on footwear 

before entering clientsô home environment; 

¶ Ensure ñindoorò work shoes are worn inside clientsô home environment; 

¶ Follow footwear recommendations and footwear purchasing guidelines when buying work shoes; 

¶ Report to Supervisor if unable to adhere to policy due to special circumstances. 

 

Maintenance Workers: 

¶ CSA certified steel-toed boots are worn when the task requires this added safety measure, such as 

moving garbage bins, and working with heavy materials, etc. 

 

Administration Employees: 

¶ Administration Employees must have appropriate footwear as outlined above, available at their 

worksite, in case of emergencies. 

 

Joint Health and Safety Committee (JHSC): 

¶ Follow JHSCôs duties as outlined in the OHSA and applicable policies/programs listed above; 

¶ Wear mandatory footwear during Workplace Inspections; 

¶ Ensure Workers are wearing mandatory footwear and Administrative Employees have appropriate 

footwear available at worksite during Workplace Inspection; 

¶ Participate in the annual review of this policy. 

 

Communication: 

This policy will be communicated to Employees using the following methods: 

¶ Health and Safety Orientation Program given to newly hired Employees during their probationary period 

and current Employees, as required 

¶ Team Meetings, Team Meeting Minutes 

¶ Town Hall Meetings 

¶ Health and Safety Policy Manual 

¶ Staff Newsletter, when applicable 

¶ Minutes of JHSC meetings posted on Health and Safety bulletin board in workplace offices 
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Training:  

¶ Health and Safety Orientation Program for newly hired Employees and current Employees, as required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required 

¶ Senior Leadership Meetings, as required 

¶ Agency Meetings 

¶ On-line learning 

 

Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 

 

Relevant Forms: 

¶ Workplace Inspection Record 

¶ Record of First Aid Inspections 

¶ Incident Report 

¶ Injury Report 

¶ Hazard/Near Miss Report 

 

References: 

Canadian Podiatric Medical Association; www.podiatrycanada.org 

Stephen M. Pribut, Podiatric Medicine and Surgery, Washington D.C.; www.drpribut.com 
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APPENDIX 2: 

GUIDELINES FOR FOOTWEAR PURCHASING & FOOT CARE  

 
Footwear Purchasing Guidelines: 

Proper footwear can help prevent fatigue, sore muscles, back pain and crushing injuries.  

¶ Buy footwear late in the afternoon; 

¶ Try on both shoes and carefully lace up; 

¶ Buy footwear to fit the larger foot; 

¶ Insert orthotics when trying on shoes, as necessary; 

¶ Wear the socks you will be using; 

¶ Try a variety of styles and widths; 

¶ Leave about a half-inch of room between the big toe and the end of the shoe; 

¶ Leave shoes on for about ten minutes to ensure they remain comfortable; 

¶ Do not buy shoes that are tight, pinching or uncomfortable in any way. 

 

Simple Foot Care Guidelines Include: 

¶ Wash and inspect your feet every day 
¶ Choose a quality brand of footwear that fits well and feels comfortable 

¶ Wear footwear that is appropriate for the activity you are performing (such as hiking shoes for hiking; 

running shoes for running) 

¶ Break new footwear in gradually;  

¶ Replace footwear when it loses its shock-absorbing ability. Check the midsole the layer that provides 

shock absorption (between the outer sole and the upper). It should still feel rigid when pressed, if it feels 

soft it has lost its shock absorption; 

¶ Control your weight (less weight means less pressure on your feet and legs) 

¶ Exercise daily to maintain circulation and muscle tone 
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GIL EMERGENCY PLAN  (APPENDIX 3) 
 

Please note, this is one appendix in the Employerôs Emergency Plan, refer to the complete document for further 

details. 

 

RESPONSE PROCEDURES FOR SPECIFIC EMERGENCIES & FIRE PROCEDURE  

 

First Response for any Emergency: 

1. Employees to remain calm; assess the level of emergency 

2. Call 911 as required 

3. Call on duty Employees for backup assistance, as required 

 

Client:  

In the event of a serious illness/injury to a client: 

¶ Follow steps 1-3 above; 

¶ Begin first aid and CPR, as required; 

¶ Support and reassure the client and monitor any changes to clientôs condition, until Emergency Medical 

Services (EMS) has arrived; 

¶ Assemble clientôs information to give to EMS ï medications or current list of medications, health card 

or where applicable, the clientôs emergency file/vial of life [inside refrigerator (vial) or on refrigerator 

door (file)]  etc.; 

¶ Provide EMS with a detailed account of circumstances (if known); 

¶ Immediately notify appropriate Supervisor or Designate. If after business hours, use the Emergency 

Notification System. Include name of person calling, time, nature of the emergency affecting client, 

location of emergency, and contact phone number; 

¶ Complete an Incident Report Form, other applicable report forms (WV&H, Hazard), as required and 

document incident in clientôs ICR and Communication Book. 

 

In the event of a health emergency involving the death of a client: 

¶ Follow steps 1-3 above; 

¶ Do not clean or rearrange premises; 

¶ Immediately notify appropriate Supervisor or Designate using the Emergency Notification System (if 

after business hours). Include name of person calling, time, nature of the emergency affecting client, 

location of emergency and contact phone number; 

¶ Supervisor or Designate will contact the Incident Management Team (IMT), (Refer to the Employerôs 

Emergency Plan) and the clientôs emergency contacts; 

¶ Supervisor or Designate will provide support and relief to the Employees, as required; 

¶ Employee to complete an Incident Report Form, other applicable report forms (WV&H, Hazard), as 

required, and document incident in clientôs ICR and Communication Book; 

¶ Supervisor or Designate will ensure all Employees are notified. 
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Employee: 

In the event of a serious illness/injury to Employee: 

¶ Follow steps 1-3 above; 

¶ Begin first aid and CPR, as required; 

¶ Support and reassure the Employee and monitor any changes to the Employeeôs condition, until EMS 

has arrived; 

¶ Immediately notify appropriate Supervisor or Designate. If after business hours, use the Emergency 

Notification System. Include name of person calling, time, nature of the emergency affecting Employee, 

location of emergency and contact phone number; 

¶ As soon as possible, fill out an Incident Report and other applicable report forms (WV&H, Hazard/Near 

Miss), as required; 

¶ Document hazard on Hazard Board, if required; 

¶ Injured Employee to take a SAW/RTW package to health care professional to complete and return 

SAW/RTW forms to Supervisor or Designate; 

¶ Supervisor or Designate to immediately submit SAW/RTW forms  to Manager, Human Resources or 

Designate; 

¶ Supervisor will contact Employeeôs emergency contacts, as required. 

 

Tenant (238 Willow Road tenants) 

In the event of a serious illness/injury to a tenant: 

¶ Follow steps 1-3 above; 

¶ Begin first aid and CPR, as required; 

¶ Do not enter tenantôs unit unless accompanied by Police/Fire department personal; 

¶ Provide EMS with a detailed account of circumstances (if known); 

¶ Immediately notify Property Manager or Designate. Include name of person calling, time, nature of the 

emergency affecting tenant, location of emergency and contact phone number; 

¶ Property Manager, Live-In Superintendent and/or building Worker(s) to complete an Incident Report 

Form. 

 

In the event of a health emergency involving the death of a tenant: 

¶ Follow steps 1-3 above; 

¶ Do not enter tenantôs unit unless accompanied by Police/Fire department personal; 

¶ Do not clean or rearrange premises; 

¶ Immediately notify Property Manager or Designate;  

¶ Property Manager will contact the IMT and the tenantôs emergency contacts; 

¶ Property Manager will provide support and relief to the Worker(s), as required; 

¶ Property Manager, Live-In Superintendent and/or building Worker(s) to complete an Incident Report 

Form. 
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Fire Procedure 
 

Upon discovery of a fire: 

¶ Leave the fire area, ensuring that doors are closed behind you; 

¶ Activate the fire alarm system by pulling the nearest pull station; 

¶ Attempt to notify building occupants in nearby units by yelling and banging on doors, only if it does not 

present a risk to your safety; 

¶ Proceed to the nearest exit and leave the building. Remain at a safe distance and do not re-enter until 

advised that you may do so by the Senior Fire Official on site; 

¶ Do not use the elevators; 

¶ If with a client:  make sure they are safe, assist ambulatory client to exit the building using the nearest 

exit, as possible; 

¶ Call the GUELPH FIRE AND EMERGENCY SERVICES, from a safe location, by dialing 911; give 

the correct address, access to building, location of the fire and your name; 

¶ If after business hours: immediately call the appropriate Supervisor using the Emergency Notification 

System; 

¶ Supervisor to immediately contact the Incident Management Team (IMT). 

 

Upon hearing a fire alarm: 

¶ Leave your area immediately.  Touch the door and knob from the inside of the room to test for heat. If it 

is hot, remain in the room where you are and follow the instructions for ñIf You Are Trappedò; 

¶ If smoke does not seep in, leave the room, close but do not lock doors behind you, and proceed to the 

nearest exit;  

¶ Do not use the elevators; 

¶ If with a client : make sure they are safe, assist ambulatory client to exit the building using the nearest 

exit, as possible;  

¶ Call the GUELPH FIRE AND EMERGENCY SERVICES, from a safe location, by dialing 911; give 

the correct address, access to building, location of the fire and your name;  

¶ If after business hours: immediately call the appropriate Supervisor using the Emergency Notification 

System; 

¶ Supervisor to immediately contact the IMT. 

 

Before Entering the Stairway: 

¶ Open the door carefully; 

¶ If there is no smoke, use the stairway to leave the building; 

¶ Do not proceed to roof; 

¶ If there is smoke do not enter the stairway, close the stairway door.  Go to alternate exit and again open 

the door carefully; 

¶ If there is no smoke, use the stairway to leave the building; 

¶ If there is smoke, return to your work area and protect yourself from smoke. 
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Once Inside the Stairway: 

¶ If you encounter smoke on your way down the stairs, do not continue! 

¶ Leave the stairway onto the closest available floor area, and proceed to an alternate stairway. Open the 

door carefully and if there is no smoke, continue down the stairway and leave the building; 

¶ If you cannot use any stairway to exit the building, return to apartment or Staff Office (if possible), or 

enter an available floor area and bang on suite doors until you are able to take shelter; 

¶ Never go to the roof, smoke rises! Door to the roof are locked and you could become trapped; 

¶ Remember, stay low to the ground if you are in a smoke filled environment.  The air is cleaner near floor 

level. 

 

If You Are Trapped Within Your Work Area : 

¶ Call 911, ask for the Guelph Fire and Emergency Services, and inform the emergency operator that you 

are trapped in your work area/building and require assistance.  Inform the operator of your name, the 

building address, your location in the building, and the telephone number.  If there is no access to a 

telephone, within your area create as much noise and sound as possible to indicate your whereabouts; 

¶ Seal all cracks where smoke can enter by placing a wet towel at the bottom of the closure (door) or tape 

around the doorframe to prevent smoke seepage into your area of refuge.  Seal mail slots and any air 

circulation openings as necessary; 

¶ Remain calm and wait to be rescued.  Keep in mind that it may take a long time for fire fighters to reach 

your area; 

¶ Listen to instructions or information given by authorized personnel; 

¶ Move to balcony or most protected room and partially open the window for air.  Signal to fire fighters 

by waving a sheet/towel.  Close window if smoke starts to enter your area. 
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HAZARD REPORTING POLICY  
Purpose: 

The Employerôs Hazard Reporting Policy will define a hazard and establish clear and consistent procedures for 

hazard reporting, assessment and resolution.  This policy is to be used when a potential or actual hazardous 

condition or act is identified in the workplace. 

 

Scope: 

Applies to all Employees in the workplace 

Applicable Policies/Programs: 

¶ Occupational Health and Safety Roles and Responsibilities of Workplace Parties 

¶ Stay at Work/Return to Work (SAW/RTW) 

¶ First Aid 

¶ Workplace Inspection 

¶ Incident/Injury Investigation 

¶ Health and Safety Accountability 

¶ Health and Safety Orientation 

¶ Work Refusal/Work Stoppage 

¶ Needlestick/Sharps Injury Prevention and Treatment 

¶ Housekeeping 

 

Definitions: 

Hazard: a practice, behaviour, condition or situation that can contribute to and/or cause injury, illness or 

property damage 

There are three types of hazards: health, safety and workplace violence & harassment 

 

1. Health 

¶ Chemical ï solids, liquids, vapours, gas, dust, fume, mists 

¶ Biological ï bacteria, viruses, fungi, parasites, plants 

¶ Physical ï noise, vibration, temperature, radiation 

¶ Ergonomic/Work Design ï improper design of the workspace, Musculoskeletal Disorders (MSDs) 

¶ Client Action 

 

2. Safety 

¶ Mechanical ï moving parts, lifting devices, other machines 

¶ Environmental ï floors, walls, air quality 

¶ Energy ï electricity, steam, heat, chemical 

¶ Material Handling ï manual, mechanical, hazardous materials 

¶ Work Practices ï failure to perform work safely, failure to adhere to Health and Safety 

policies/programs 

¶ Client Action 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date: September 21, 2007 

Subject:  Hazard Reporting Policy Revision Date: November 23, 2016 
Page:     1  of  5 



Page | 31 

 

 

 

3. Workplace Violence & Harassment (refer to Workplace Violence & Harassment Policy/Program for 

details) 

¶ Type I: External Perpetrator 

¶ Type II: Client or Customer 

¶ Type III: Worker-to-Worker 

¶ Type IV: Personal Relationship  

 

Roles and Responsibilities: 
Employer: 

¶ Follow Employerôs duties as outlined in the applicable policies/programs listed above; 

¶ Provide information about potential hazards within the workplace and take every reasonable precaution 

to protect Employees in the workplace; 

¶ Ensure this policy is reviewed annually. 

 

Manager, Human Resources/ED or Designates: 

¶ Follow Manager Human Resourcesô/EDôs duties as outlined in the applicable policies/programs listed 

above; 

¶ If hazard results in a health care or lost-time incident/injury, critical injury or fatality of an Employee, 

follow the Manager, Human Resourceôs duties, as outlined in these policies: First Aid, SAW/RTW, 

Incident/Injury Investigation, Workplace Violence and Harassment, Work Refusal/Stoppage and 

Needlestick/Sharps Injury Prevention and Treatment; 

¶ Participate in the hazard assessment and control process to eliminate potential and/or actual hazards, as 

required; 

¶ Ensure a copy of the Hazard/Near Miss Report form is reviewed at the next JHSC meeting; 

¶ Participate in the annual review of this policy, as required. 

 

Supervisor or Designate: 

¶ Follow Supervisorôs duties as outlined in the applicable policies/programs listed above; 

¶ If hazard results in a health care or lost-time incident/injury, critical injury or fatality of an Employee, 

follow the Supervisorôs duties as outlined in these policies: First Aid, SAW/RTW, Incident/Injury 

Investigation, Workplace Violence and Harassment; 

¶ Ensure Employees in a new job receive training on hazard controls and procedures for their assigned 

activities; 

¶ Look for potential and/or actual hazards while performing health and safety observations and workplace 

inspections at applicable program offices; 

¶ Ensure Employees have completed a Hazard/Near Miss Report form and ensure the hazard is recorded 

on the Hazard Board and is documented in Communication Book and clientôs ICR, as required; 

¶ Ensure potential and/or actual hazards in the workplace are assessed and rated as either óseriousô or 

óminorô follow Hazard Reporting Flow Chart below to determine óseriousô vs óminorô; 

¶ Implement an effective control measure to eliminate the hazard on a timely basis (Refer to the 

Notification Requirements Chart in the Incident/Injury Investigation Practice), and follow the Hazard 

Reporting Flow Chart and Hazard Control Procedures, outlined below; 
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¶ Follow up on the effectiveness of the control measure that was implemented, to ensure hazard is 

eliminated;  

¶ If hazard is not satisfactorily eliminated, provide further investigation and control measures to eliminate 

the hazard; 

¶ Forward Hazard/Near Miss Report form to ED or Designate;  

¶ Participate in the annual review of this practice, as required. 

 

Employee: 

¶ Follow Employeeôs duties as outlined in the applicable policies/programs listed above; 

¶ Immediately report a potential and/or actual workplace hazard to the Supervisor/Designate by 

completing a Hazard/Near Miss Report form and document hazard on the Hazard Board, in the 

Communication Book, and in the clientôs ICR, as required. Follow the Hazard Reporting Flow Chart 

below; 

¶ If the control measure implemented has not effectively eliminated a hazard,  complete a Hazard/Near 

Miss report, document hazard on the Hazard Board, in the Communication Book, and in the clientôs 

ICR, as required and submit to Supervisor/Designate; 

¶ Participate in the hazard assessment and control process, to eliminate potential and/or actual hazards, as 

required.  

 

Joint Health and Safety Committee (JHSC): 

¶ Follow JHSCôs duties as outlined in the applicable policies/programs listed above; 

¶ If hazard results in a health care or lost-time incident/injury, critical injury or fatality of an Employee, 

follow the JHSC duties, as outlined in these practices: First Aid, SAW/RTW, Incident/Injury 

Investigation, Workplace Violence and Harassment; 

¶ Participate in monthly workplace inspections to identify potential and/or actual hazards in the 

workplace, and follow JHSC duties as outlined in the Workplace Inspection practice; 

¶ Review Hazard/Near Miss Report forms at JHSC meetings and make written recommendations, as 

required; 

¶ Act as a resource for identifying hazards in the workplace, as required; 

¶ Participate in the annual review of this practice. 
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Hazard Control Procedures: 
Categorize hazard as óseriousô or óminorô, follow Hazard Reporting Flow Chart procedures below. 

Controls May include the following: 

¶ Repairing the hazard 

¶ Substituting a safer alternative 

¶ Isolating the source 

¶ Using good housekeeping practices (refer to Housekeeping Policy) 

¶ Reinforcing safe work practices through  recurrent Health and Safety training and orientation, as 

required 

¶ Reducing/limit ing exposure 

¶ Using Personal Protective Equipment (PPE) 

¶ Thorough inspection and/or testing of hazard 

¶ Investigating near misses 

¶ Reviewing first aid records and JHSC meetings minutes 

¶ Interviewing Employees 

¶ Monthly workplace inspections 

 

Communication: 

This practice will be communicated to Employees using the following methods: 

¶ Health and Safety Orientation Program given to newly hired Employees during their probationary period 

and current Employees, as required 

¶ Team Meetings, Team Meeting Minutes 

¶ Town Hall Meetings 

¶ Health and Safety Policy Manual 

¶ Staff Newsletter, when applicable 

¶ Minutes of JHSC meetings posted on Health and Safety bulletin board in workplace offices 

 

Training:  

¶ Health and Safety Orientation Program for newly hired Employees and current Employees, as required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required  

¶ Senior Leadership Meetings, as required 

¶ Agency Meetings 

¶ On-line learning 

 

Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 
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Relevant Forms: 

¶ Hazard/Near Miss Report 

¶ Injury Report 

¶ Workplace Violence and Harassment Report 

 

References: 

¶ Occupational Health and Safety Act R.S.O. 1990, Chapter 0.1 

¶ A Guide to the Occupational Health and Safety Act, Rev. 05/11 www.serviceontario.ca/publications 
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¶ ×If at any time a minor hazard becomes serious, immediately flip to serious column. If it is difficult to 

determine whether a hazard is serious or minor, assess how likely it is to happen.  

Assess Hazard 

S ï Serious 

¶ Immediate danger to personal 

Health & Safety 

¶ Significant damage to property 

or environment 

¶ Contravenes/violates 

legislation 

M ï Minor  

¶ Danger is not imminent, but has the 

potential for future harm to person, 

property or environment 

Procedure for Serious Hazard: 

¶ Call 911, as required 

¶ Alert co-workers to presence of 

a hazard, as required 

¶ Immediately report hazard to 

Supervisor/Designate 

¶ Use Emergency Notification 

System, if after business hours 

Express concern to individual involved 

Hazard is not resolved Hazard is 

controlled or 

corrected 

Employee to: 

¶ Immediately report hazard to 

Supervisor/Designate 

¶ Complete Hazard/Near Miss Report Form 

¶ Record hazard on Hazard Board and/or 

Communication Book, Clientôs ICR, as required 

Hazard is 

controlled or 

corrected 

Supervisor/Designate to: 

¶ Ensure current status on Hazard Board 

¶ Implement control measures to eliminate hazard 

¶ Submit Hazard/Near Miss Report to 

ED/Designate 

¶ Ensure hazard is eliminated and remove from 

Hazard Board 

When able to do so safely: 

¶ Complete Hazard Report form 

¶ Submit Hazard Report form to 

Supervisor/Designate 

¶ Record hazard on Hazard Board 

and/or Communication Book, 

Clientôs ICR, as required 

Manager, HR/Designate to: 

¶ Bring Hazard/Near Miss Report to next JHSC 

meeting for review 

JHSC to: 

¶ Make further written recommendations to 

control/correct hazard, as appropriate 

Supervisor/Designate to: 

¶ Implement additional control measures to reduce 

risk of future hazards in the workplace 

Hazard is 

controlled or 

corrected 
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HAZARDOUS WASTE POLICY  
 

Purpose: 

The Employer is committed to controlling the hazardous waste that is generated within our workplace. Where 

hazardous waste is unavoidable, the Employer will ensure Workers have the necessary products, services, 

training and equipment to protect their Health and Safety during the performance of job tasks. 

 

Scope: 

Applies to Workers, clients, and health care professionals, as required.  

Procedures outlined in this policy, comply with the City of Guelphôs Waste Collection Program. 

Applicable Policies/Programs: 

¶ Occupational Health and Safety Roles and Responsibilities of Workplace Parties 

¶ Hazard Reporting  

¶ Personal Protective Equipment (PPE) 

¶ Housekeeping 

¶ Health and Safety Accountability 

¶ Health and Safety Orientation 

 

Definitions: 

The following definitions are from the Provincial Infectious Diseases Advisory Committee (PIDAC), Best 

Practice Manuals 

 

Cleaning: the physical removal of foreign material (e.g., dust, soil) and organic material (e.g., blood, secretions, 

excretions, microorganisms). Cleaning physically removes rather than kills microorganisms. It is accomplished 

with water, detergents and mechanical action. 

 

Disinfection: the inactivation of disease-producing microorganisms. Disinfection does not destroy bacterial 

spores. Medical equipment/devices must be cleaned thoroughly before effective disinfection can take place. 

 

Disinfectant: a product used on medical equipment/devises that result in the disinfection of the 

equipment/device 

 

The City of Guelphôs s Solid Waste Collection Program: 

The City of Guelph uses a three-stream curbside Waste Collection Program: Organics (green 

bags/carts), Recyclables (blue bags/carts) and Garbage for landfill (clear bags/grey carts). Household 

hazardous waste must be delivered to the Household Hazardous Waste Depot at 110 Dunlop Drive (Gate 

2) in Guelph. 

For detailed waste management information for the City of Guelph please see: http://www.guelph.ca/living 
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GREEN BAG/CART (ORGANICS): 

¶ Food scraps 

¶ Fruit 

¶ Dairy products  

¶ Vegetables 

¶ Meat and fish including: bones, fat, shellfish, skin 

¶ Grain products: bread, cereal, flour, pasta, rice 

¶ Kleenex 

¶ Paper towels 

¶ Paper soiled with food 

¶ Pet waste: litter, bedding, feathers, hair, pet food 

¶ Houseplants and flowers 

V Ensure plastic is removed from above items 

 

BLUE BAG/CART (RECYCLABLES): 

¶ Cartons and drink boxes: polycoat/Tetra Paks 

¶ Glass: bottles and jars all colours 

¶ Metal: aluminum (foil &  pie plates), pop cans, steel cans, paint cans (cleaned and dried) 

¶ Paper: newspapers/flyers/magazines/envelopes/gift wrap/gift bags(rope removed)/cardboard/bristle 

board/egg cartons/toilet paper roll/books(hard cover removed) 

¶ Plastic: bottles and containers (all numbers)/medicine bottles (non-prescription)/tubs and lids from 

plastic containers/plant pots, trays and flats 

V All containers must be rinsed 

 

CLEAR BAG/CART (GARBAGE FOR LANDFILL): 

¶ Washroom: baby wipes, wet wipes, bandages and gauze, condoms and condom catheters, cosmetics, 

cotton swaps, cotton balls, diapers, dental floss, deodorant sticks (empty), incontinence products, 

medicine bottles (empty), razors, sanitary napkins, soap bars, tampons, toothbrush, toothpaste tubes 

¶ Household items: aerosol cans, floor sweepings, matches, plastic bags, plastic tubing, spray bottle 

tops, straws, styrofoam containers and packing materials, meat containers, vacuum contents and bag 

etc. 

¶ Kitchen items: coffee cups and lids, chip and microwave popcorn bags, dish clothes, gloves, grocery 

bags, plastic film and bags, rubber bands, scouring pads, soiled plastic food containers, twist ties, 

waxed paper, wrappers, yogurt foil seals etc. 

¶ Office supplies: binders, book covers, carbon paper, crayons, markers, pens, pencils, stickers, tape, 

ribbons and bows 

¶ Other: blister wrap, gum wrap, ribbons and bows, dryer lint and sheets, wooden orange crates, sports 

equipment, foil, plastic or cloth gift wrap   
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HOUSEHOLD HAZARDOUS WASTE: 

¶ Anti-freeze 

¶ Bleach 

¶ Cleaning products 

¶ Drain cleaners 

¶ Oven cleaners 

¶ Needles and other sharps 

¶ Broken Glass 

¶ Medications (over-the-counter/prescription) 

¶ Nail polish remover 

¶ Cosmetics 

¶ Fluorescent light bulbs 

¶ CFL (Compact Fluorescent Lamp) light bulbs 

¶ Cooking oil 

¶ Lighters 

¶ Batteries (household/car) 

¶ Thermometers 

¶ Paint (full or partially full can) 

 

Roles and Responsibilities: 

Employer: 

¶ Comply with Employer duties as outlined in the applicable policies listed in óScopeô; 

¶ Provide all necessary equipment, materials and protective devices for Workers handling hazardous 

waste in the workplace; 

¶ Ensure Workers follow procedures for handling hazardous waste, as outlined below; 

¶ Ensure this policy is reviewed annually. 

 

Supervisor or Designate: 

¶ Comply with Supervisorôs duties as outlined in the applicable policies listed in óScopeô; 

¶ Ensure Workers work in the manner and with the protective devices, measures and procedures required 

by the Occupational Health and Safety Act (OHSA) and the regulations; 

¶ Ensure Workers wear the required protective devices for handling hazardous waste and follow the 

Employerôs procedures for handling hazardous waste, as outlined in óProceduresô below; 

¶ Forward reports of defective equipment or protective devices or clothing, to Manager, Human 

Resources, and immediately schedule repairs for equipment and initiate necessary corrective action; 

¶ Comply with Supervisorôs duties as outlined in the Employerôs Health and Safety Accountability Policy; 

when aware of Workers who are not working in compliance with this policy and/or with the OHSA; 

¶ Participate in the annual review of this policy, as required. 
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Worker: 

¶ Comply with Workersô duties as outlined in the applicable policies listed in óScopeô; 

¶ Follow the Employerôs Handling Hazardous Waste procedures, use or wear any equipment, protective 

devices or clothing required to safely handle hazardous waste, as outlined below; 

¶ Report to the Supervisor/designate any known missing or defective equipment or protective device that 

may be dangerous to you or Co-workers. 

 

Joint Health and Safety Committee (JHSC): 

¶ Comply with JHSCôs duties as outlined in the applicable policies listed in óScopeô; 

¶ Participate in the annual review of this policy. 

 

Procedures for Handling Hazardous Waste: 

Hazardous Waste in the workplace is categorized by: 

1. Soiled linen/laundry or other household equipment/furniture 

2. Household Garbage 

3. Medical Type Garbage 

4. Sharps 

5. Medications and medical supplies 

 

*Please review the Employerôs PPE Policy for guidelines on required PPE use in the workplace, hand-washing 

techniques and donning/doffing PPE technique. 

 

1. Soiled Linen/Laundry (this includes any laundry soiled with bodily fluids/excrement such as feces, 

blood, urine, vomit, etc.). 

Before handling soiled laundry: 

¶ Perform hand hygiene 

¶ Put on appropriate PPE 

¶ Remove large amounts of solid feces, blood clots or other excrements from linen with toilet tissue and 

place into a bedpan or toilet for flushing. Excrement should not be removed by spraying with water 

(e.g. from clothing, reusable incontinence pads, etc.)  

¶ Do not rinse 

¶ Place soiled linen/laundry in a single leak proof bag to prevent contamination or soaking through at the 

site of collection. The only time a second bag is necessary, is if the inner bag has a leak 

¶ Laundry carts or hampers used to collect or transport linen/laundry do not need to be covered 

¶ Workers to wear appropriate PPE such as gloves and gowns to protect themselves from potential cross 

contamination when handling soiled linen/laundry 

¶ Workers must be aware of the possibility of sharps when handling soiled linens/laundry and using 

laundry facilities 

After handing soiled laundry: 

¶ Remove PPE 

¶ Perform hand hygiene 
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Handling soiled linen/laundry for client with active antibiotic -resistant organisms (ARO) i.e., MRSA 

¶ Perform hand hygiene; 

¶ Put on gloves and *gowns; 

¶ Hold the laundry basket away from your body so it does not touch your clothing and/or use a wheeled 

cart (as available) to transport soiled laundry to washing machine; * If unable to prevent soiled laundry 

from touching your clothing, a gown must be worn; 

¶ Wash one clientôs clothes in a load ï when contaminated and non-contaminated items are included in 

the same laundry cycle, contamination can pass to the uncontaminated items; 

¶ Wash at a high temperature ï not a cold water cycle, as research shows that the number of organisms 

surviving the laundry process increases as the laundry temperature decreases; 

¶ Use a standard wash cycle ï not a quick wash or eco cycle, as clothes need friction and time for 

bacteria to detach during the cycle; 

¶ Use appropriate amount of detergent combined with a hot temperature ï check manufacturersô 

instructions to ensure the adequate amount of detergent is used/load; 

¶ Remove clothing right after the laundering process and dry in dryer; 

¶ Do not leave clothing damp for long periods of time, as this will increase the risk of bacterial growth. 

¶ Remove gloves; 

¶ Remove gown (if Worker was unable to prevent soiled laundry from touching clothes); 

¶ Perform hand hygiene. 

 

2. Household Garbage 

¶ Household garbage must be sorted according to the City of Guelphôs Waste Collection Program 

(outlined above) or according to specific building arrangements; please check with property 

management for details; 

¶ Put on PPE when appropriate; 

¶ Perform hand hygiene after handling garbage and removing PPE. 

 

3. Medical Type Garbage [see ówashroomô in Clear Bag/Cart (Garbage for Landfill)] 

¶ Put on appropriate PPE; 

¶ Medical type garbage must be sorted according to the City of Guelphôs Waste Collection Program 

(outlined above) or according to specific building arrangements; please check with property 

management for details and follow the Employerôs Clean-Up Procedures outlined below; 

¶ Perform hand hygiene after handling medical type garbage and removing PPE. 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date: August 19, 2005 

Subject:  Hazardous Waste Policy Revision Date: November 23, 2016 
Page:     5  of  8 



Page | 41 

 

 

 

 

 

4. Sharps (refer to Needlestick/Sharps Injury Prevention & Treatment Policy for more details) 

¶ Sharps containers are available from most pharmacies. The Employer will also maintain a supply of 

sharps containers in the First Aid Stations in program Staff Offices; 

¶ Items that should be placed in the approved container include, but are not limited to: 

o Broken glass; 

o Needles; 

o Syringes; 

o Lancets; (for checking blood glucose levels) 

o Anything sharp enough to cut/puncture skin; 

¶ Place the sharps container on a flat surface as close as possible to the ñsharpò item and remove the lid. 

Do not hold the container; 

¶ Put on gloves to pick up the sharp; 

¶ Hold the sharp down and away from your body (if a needle, hold the tip down and away from your 

body), and put the sharp in the container for disposal; 

¶ Never bend or re-cap needles; 

¶ Remove gloves and dispose in the appropriate garbage; 

¶ Perform hand hygiene immediately following the removal of PPE; 

¶ When containers are ¾ full, secure the lid and inform Supervisor or Designate; 

¶ Supervisor or Designate to return sharps container to the pharmacy or dispose of at the Household 

Hazardous Waste depot at 110 Dunlop Drive in Guelph;  

¶ If Worker finds a sharps hazard, follow the Employerôs Hazard Reporting Policy, including 

documenting on Hazard Board, filling out a Hazard/Near Miss Report form, and submitting report form 

to Supervisor or Designate. 

 

5. Medications/Drugs; (refer to the Employerôs Medication Policy) 

¶ Out-of-date or unused medications cannot be placed in the garbage or down the toilet or sink;  

¶ Client is responsible to take unused medications to a pharmacy (check that the specific pharmacy has a 

disposal service for expired medications) and/or the Household Hazardous Waste depot at 110 Dunlop 

Drive in Guelph; 

¶ Supervisor or Designate will remind clients at the time of Service Agreement Renewal, to discard their 

old medications using the procedures outlined above. 
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Clean-Up Procedures: 
To clean blood spills (floors, equipment, etc.) 

¶ Put on appropriate PPE; 

¶ Gloves should be worn during the cleaning and disinfecting procedures; 

¶ Using disposable towels, clean up the excess spill area of obvious organic material; 

¶ Disinfect the area using a common supermarket disinfectant, wipe up with paper towels; 

¶ Follow manufacturersô recommendations for dilution, temperature, water hardness and use on the 
disinfectant product. The treated area should then be wiped with paper towels soaked in tap water and 

air dried; 

¶ Dispose paper towels and  gloves in plastic garbage bag; 

¶ Perform hand hygiene after handling garbage and removing PPE. 

 

To clean other body substances from equipment (wheelchairs, commodes, slings, bedpans, urinals, etc.): 

¶ Follow the manufacturersô guidelines for detailed directions for effective cleaning of equipment, when 

available; 

¶ Wear appropriate PPE; 

¶ Remove organic material using paper towels with water and/or a detergent solution;  

¶ Disinfect equipment using a common supermarket disinfectant when cleaning processes alone do not 

render an item safe for its intended use; 

¶ A thorough rinsing is necessary to remove all the soil and cleaning agent from the items to avoid 

spotting and to ensure thorough cleanliness; 

¶ Dispose PPE and paper towels in plastic garbage bag; 

¶ Perform hand hygiene after handling garbage and removing PPE. 

 

Bleach Use:  

Bleach is on the Employerôs Prohibited Product List, refer to Housekeeping Policy for more details.  

¶ The Employer prohibits the use of bleach; 

¶ Bleach may only be used in an emergency situation where disinfecting is required and Cavicide or other 

common disinfectant is not available; 

¶ Use caution when using with other chemicals due to possible fumes and interactions; 

¶ Follow the manufacturersô recommendations for dilution, temperature, water hardness and use; 

¶ Must be used according to the productôs Material Data Safety Sheet (MSDS). MSDS Binders are located 

in program Staff Offices. 

 

For example: Clorox brand Bleach recommended directions for use for cleaning nonporous food contact 

surface sanitizing (refrigerators, freezers, plastic cutting boards, stainless cutlery, dishes, glassware, 

countertops, pots/pans, stainless utensils) ï 1 tablespoon of Clorox® Regular Bleach per gallon of water, 

wash, wipe or rinse items with detergent and water then apply sanitizing solution. Let stand 2 minutes and 

air dry. This kills staphylococcus aureus and Escherichia coli 0157:H7 
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Communication: 

This policy will be communicated to Workers using the following methods: 

¶ Health and Safety Orientation Program given to newly hired Workers during their probationary period 

and current Workers, as required 

¶ Team Meetings, Team Meeting Minutes 

¶ Town Hall Meetings 

¶ Health and Safety Policy Manual 

¶ Staff Newsletter, when applicable 

¶ Minutes of JHSC meetings posted on Health and Safety bulletin board in workplace offices 

 

Training:  

¶ Health and Safety Orientation Program for newly hired Workers and current Workers, as required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required 

¶ Senior Leadership Meetings, as required 

¶ Agency Meetings 

¶ On-line learning 

 

Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 

 

Relevant Forms: 

¶ Hazard/Near Miss Report 

¶ Incident Report 

¶ Injury Report 

 

References: 

¶ ñBest Practices for Environmental Cleaning for Prevention and Control of Infections in All Health Care 
Settingsò, Provincial Infectious Diseases Advisory Committee (PIDAC), December, 8 2009  

¶ Wellington-Dufferin-Guelph Public Health, March 19, 2012 

¶ City of Guelph website; http://guelph.ca/living/garbage-and-recycling/ 
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HEALTH and SAFETY ACCOUNTABILITY POLICY  
Purpose: 

The Employer is committed to promoting, strengthening and improving the Health and Safety culture within the 

workplace by providing Employees opportunities to continuously develop their Health and Safety knowledge 

and skills through upgrading, coaching, and instruction. 

 

The intention of the Health and Safety Accountability Policy is to promote, strengthen and improve the 

Employerôs Health and Safety policies and programs, to reduce incidents that lead to workplace injuries and 

create a safer and healthier workplace for Employees and the Clients served. If repeated contraventions of 

Health and Safety policies, programs and legislation persist, disciplinary actions will result. Disciplinary actions 

are outlined below, and are consistent with Human Resources Policies C-4.1 and C-4.2. (Refer to Appendix 3 & 

4). 

 

Scope: 

Applies to all Employees 

Applicable Policies: 

¶ All of the Employerôs applicable Health and Safety policies and programs. 

 

Roles and Responsibilities: 

Board of Directors: 

¶ Comply with Board of Directorôs/Ownerôs duties, as outlined in the Occupational Health and Safety 

Roles and Responsibilities of Workplace Parties Policy 

¶ Take appropriate action when Executive Director contravenes Health and Safety policies, and programs. 

This may entail the provision of a corrective plan, training/retraining or taking disciplinary action, as 

required, as outlined in Human Resources Policies C-4.1 and C-4.2 (Refer to Appendix 3). 

¶ Provide Executive Director with follow-up Health and Safety Disciplinary Meeting(s), as required, to 

ensure compliance with corrective plan. 

 

Employer: 

¶ Comply with Employer duties, as outlined in the Occupational Health and Safety Roles and 

Responsibilities of Workplace Parties Policy.  The duties of Employers fall under five main areas: 

Occupational Health and Safety Policy and Program, People, Equipment and Materials, Physical 

Environment, Health and Safety Processes 

¶ Take appropriate action when a Manager or Supervisor contravenes Health and Safety policies, and 

programs. This may entail the provision of a corrective plan, training/retraining or taking disciplinary 

action, as required, as outlined in the Human Resources Policies C-4.1 and C-4.2 (Refer to Appendix 3) 

¶ Provide follow-up Health and Safety Disciplinary Meeting(s) with Manager or Supervisor, as required, 

to ensure compliance with corrective plan 

¶ Ensure this policy is reviewed annually 
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Manager or Designate: 

¶ Comply with Managerôs duties as outlined in the Occupational Health and Safety Roles and 

Responsibilities of Workplace Parties Policy 

¶ Take appropriate action when an Employee contravenes Health and Safety policies, and programs. This 

may entail the provision of a corrective plan, and/or sending an Employee for additional 

training/retraining, as required, as outlined in the Human Resources Policies C-4.1 and C-4.2 (Refer to 

Appendix 3) 

¶ Ensure an Employee, who has received discipline or a disciplinary corrective plan for a Health and 

Safety policy/program contravention, has rectified and improved their performance 

¶ Provide follow-up meeting(s) with an Employee, as required, to ensure compliance with corrective plan 

¶ Commend Employees for demonstrating good health and safety performance 

¶ Participate in the annual review of this policy, as required 

 

Supervisor or Designate: 

¶ Comply with Supervisorsô duties as outlined in the Occupational Health and Safety Roles and 
Responsibilities of Workplace Parties Policy. A Supervisor under the OHSA is ña person who is in 

charge of a workplace or has authority over any workerò 

¶ Take appropriate action when an Employee contravenes Health and Safety policies and programs. This 

may entail the provision of a corrective plan, and/or sending an Employee for additional 

training/retraining, as required, as outlined in the Human Resources Policies C-4.1 and C-4.2 (Refer to 

Appendix 3) 

¶ Ensure an Employee, who has received discipline or a disciplinary corrective plan for a Health and 

Safety policy/program contravention, has rectified and improved their performance 

¶ Provide follow-up meeting(s) with an Employee, as required, to ensure compliance with corrective plan. 

¶ Commend Employees for demonstrating good health and safety performance 

¶ Participate in the annual review of this policy, as required 

 

Employee: 

¶ Comply with Employeesô duties as outlined in the Occupational Health and Safety Roles and 

Responsibilities of Workplace Parties Policy 

¶ Attend a disciplinary meeting with the Supervisor and/or Manager or Designates, as required, when 

Employee has contravened any Health and Safety policy or programs. A Union Steward may 

accompany a Worker to the meeting 

¶ Comply with any required corrective plan and/or training/retraining that Supervisor and/or Manager or 

Designates assigns, as outlined in Human Resources Policies C-4.1 and C4.2.  (Refer to Appendix 3) 

¶ Attend follow-up Health and Safety disciplinary meeting, as required, by the Supervisor and/or Manager 

or Designates. A Union Steward may accompany a Worker to the follow-up meeting 
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Joint Health and Safety Committee (JHSC): 

¶ Comply with JHSCôs duties as outlined in the Occupational Health and Safety Roles and 
Responsibilities of Workplace Parties Policy 

¶ Review incidents regarding contraventions of Health and Safety policy,  and programs and make 

recommendations, as required 

¶ Participate in the annual review of this policy 

 

Communication: 

The Health and Safety Accountability Policy procedures will be communicated to Employees using the 

following methods: 

¶ Health and Safety Orientation Program for newly hired Employees during their probationary period and 

current Employees 

¶ Team Meetings, Team Meeting Minutes, Agency Meetings 

¶ Town Hall Meetings 

¶ Supervisor Meetings, Administration Meetings 

¶ Health and Safety Policy Manual 

¶ Senior Leadership Meetings 

¶ Annual Employee Performance Review 

¶ Staff Newsletter and New Directions Newsletters 

 

Training:  

¶ Health and Safety Orientation Program for newly hired Employees and to current Employees, as 

required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required 

¶ Senior Leadership Meetings, as required 

¶ Annual Agency Meeting 

¶ Health and Safety Orientation Session for Board of Directors 

¶ On-line training 
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Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 

¶ Disciplinary Corrective Action Plan follow-up by Supervisors or Managers/Designates 

¶ Data collected in Annual History of WSIB Good Catch/Near Miss Chart and Injury/Incident Analysis 

Chart 

 

Relevant Forms: 

¶ Incident Report 

¶ Injury Report 

¶ Hazard/Near Miss Report 

¶ Workplace Violence and Harassment Report 

¶ Incident/Injury Investigation Report 
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Employee Discipline 
 

Purpose: 

To communicate a process to identify and address unacceptable Employee behaviour. 

 

Policy: 

1. If policies and/or expected standards of behaviour are violated, the Employee may be subject to 

disciplinary action, up to and including termination.   

 

2. When an Employee deviates from these policies and standards, the Employeeôs supervisor is 

expected to take disciplinary corrective action. Disciplinary action may include: 

a) a verbal warning with a corrective plan of action and/or 

b) a written warning with a corrective plan of action and/or 

c) suspension with or without pay with a corrective plan of action and/or 

d) termination 

 

3. The form of discipline imposed will depend on the nature of the infraction and the Employeeôs 

disciplinary record. 

 

4. When discipline is being imposed, a unionized Employee is entitled to be represented by a Union 

steward  

 

5. Discipline of unionized Employees will be provided in writing, a copy forwarded to the union 

president, and a copy placed in the Employeeôs personnel file.  

 

6. Discipline notices of unionized Employees will be removed from the Employeeôs personnel file 

after a twenty-four (24) month period free of related discipline 
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Termination of Employment 

 
Purpose: 

To explain the causes and implications for the termination of the employer/Employee relationship, 

including lay-offs.  

 

Policy: 

1. Voluntary Resignation: The Employee resigns or retires.  

 

2. Involuntary Termination: The employer terminates the employment relationship, usually due to one of 

the following: 

a) ñWith Causeò: The employer may immediately terminate the employment  relationship:  

1. when previous documented attempts to correct the performance or behaviour of the 

Employee fails to produce the desired outcomes   

2. for serious wilful misconduct, disobedience or wilful neglect of duty 

3. for refusal of reasonable alternative work with the employer 

4. for failure to return from a layoff or leave within a reasonable time when asked by the 

employer 

 The employer is not required to provide any notice or pay in lieu of notice to an Employee who 

is terminated ñwith causeò. 

b)  ñWithout Causeò: The employer may terminate the employment relationship for any reason, but 

some of the most common reasons are:  

(i) inability of the Employee to achieve the expected outcomes of the position 

(ii)  job redundancy 

(iii)  organizational restructuring 

If an Employee is terminated ñwithout causeò, the employer will provide reason-able notice or 

pay in lieu of notice, depending on the length of employment, to meet the requirements of the 

Employment Standards Act. Employee health benefits and insurance will continue during the 

notice period, where applicable. 

 

3. During the probationary period of employment, the Employee may be terminated by the respective 

manager or the Executive Director at any time without written notice of termination or payment in 

lieu of notice of termination.  The standard of just cause for probationary Employees will not apply 

to their discharge during the probationary period. 

 

4. Additional details for unionized Employees in the Loss of Seniority and Termination of 

Employment article of the Collective Agreement. 
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5. Temporary Lay-off: 

 The employer will attempt to avoid layoffs through attrition. If attrition is not a feasible option, the 

Employee may be given notice of a temporary lay-off. 

 a) Employee health benefits and insurance, where applicable, will continue throughout the lay-off 

period. 

b) If the lay-off is for 1 (one) week or longer, the employer will provide a Record of Employment, 

enabling the Employee to apply for Employment Insurance benefits for the term of the lay-off.  

c) The Employee will not accumulate seniority hours during a lay-off. 

d) If the lay-off exceeds 13 (thirteen) weeks in any period of 20 (twenty) consecutive weeks or 35 

(thirty-five) weeks in any period of 52 (fifty-two) consecutive weeks, the lay-off will be 

considered permanent and the Employee will be terminated.  The Employee will be provided 

with termination pay in accordance with the requirements of the Employment Standards Act. 

 

6. Layoffs of unionized Employees will be in accordance with the Job Security ï Layoff and Recall article 

of the Collective Agreement 
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HEALTH A ND SAFETY ORIENTATION  
 

Purpose: 

The Employer is committed to ensuring that Employees are knowledgeable about Health and Safety and the 

orientation process will be the first step in relaying that knowledge. 

 

Scope: 

Health and Safety Orientation will be provided to the following Employees: 

¶ All new hires, within the probationary period or as soon as possible thereafter 

¶ Existing or previous Employees, returning after an absence of 6 months or more 

¶ New supervisors, with or without prior experience (hired internally or externally) 

¶ Employees requiring training in new or revised Health and Safety policies and programs 

 

The Employerôs Health and Safety Orientation includes some of the following policies, procedures and/or 

training: 

 

Health & Safety Legislation     

Health and Safety Policy     Transfers, Lifts and Carries 

Health & Safety Resources    Slips, Trips and Falls 

Obligations & Rights of Employees   Footwear 

Musculoskeletal Awareness & Prevention   Hazardous Waste  

Roles and Responsibilities    Emergency Notification System  

Health & Safety Accountability    Emergency Procedures 

Workplace Wellbeing     Fire Procedures 

Joint Health and Safety Committee   First Aid Policy and Stations 

Workplace Inspections     Forms/Reporting 

Hazards and Reporting Hazards    Incident/Injury Investigation  

Types of Hazards at GIL     Stay at Work/Return to Work (SAW/RTW) 

Bed Bugs       Use of Personal Vehicles 

Hazard Controls      Alcohol and Drug Use 

Conflict of Interest     Scent Reduction 

Smoking Policy      Pandemic Plan 

Personal Protective Equipment    Workplace Violence and Harassment  

Best Practices (Universal Precautions)   Contact Precautions including MRSA 

Hand Washing      Work Refusal & Work Stoppage 

Emergency Plan      Housekeeping 

Needlestick/Sharps Injury Prevention & Treatment  

Workplace Hazardous Materials Information System (WHMIS) 
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Roles and Responsibilities: 

Employer: 

¶ Provide Employees with Health and Safety information/orientation pertaining to the Occupational 

Health and Safety Act (OHSA), organizationôs policies and procedures and the Employeeôs specific job 

functions; 

¶ Confirm Employeesô understanding of the OHSA and the Employerôs Health and Safety policies and 

programs by conducting probationary and annual agency Health and Safety testing and establishing an 

achievement standard applicable to all Employees; 

¶ Provide Employees opportunities to upgrade their Health and Safety test scores to meet achievement 

standards and/or requiring Employees to repeat Health and Safety Orientation sessions to upgrade their 

Health and Safety knowledge; 

¶ Ensure this policy is reviewed annually. 

 

Supervisor or Designate: 

¶ Attend Health and Safety Orientation Program for Managers and Supervisors, as required; 

¶ Affirm participation and understanding of the Health and Safety Orientation materials by signing the job 

description, employment contract, and meeting the Employerôs achievement standard on annual Health 

and Safety test; 

¶ Ensure required Employees have completed the Health and Safety Orientation Program within required 

time periods; 

¶ Provide Health and Safety Orientation review and upgrading for Employees who have failed to meet the 

Employerôs achievement standards on the probationary and annual Health and Safety testing, as 

required; 

¶ Participate in the annual review of this policy, as required. 

 

Employee: 

¶ Newly hired Employees, attend Health and Safety Orientation Program during probationary period; 

¶ Successfully complete probationary and annual Health and Safety testing within required time periods, 

meeting the Employerôs achievement standards; 

¶ Meet with Supervisor/Designate to repeat the Health and Safety Orientation Program or test, as required; 

¶ Be familiar with Occupational Health and Safety legislation and the Employerôs policies and programs. 

 

Joint Health and Safety Committee: 

¶ Review the annual Health and Safety test, as required and make recommendations for improvement; 

¶ Review the Employerôs statistical data gathered on Employeesô Health and Safety test scores, and make 
recommendations for improving Employeesô knowledge/understanding of Health and Safety in the 

workplace;  

¶ Participate in the annual review of this policy. 
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Communication: 

This policy will be communicated to Employees using the following methods: 

¶ During probationary orientation with Supervisors/Designates and/or Assisted Living/Special Projects 

Assistant/Designate and whenever Supervisor/Designate deems it necessary for Employees.  

 

Training:  

¶ Health and Safety Orientation Program for newly hired Employees during their probationary period and 

Employees, as required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required 

¶ Senior Leadership Meetings, as required 

¶ Agency Meetings 

¶ On-line learning 

 

Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 
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HOUSEKEEPING POLICY  
 

Purpose: to establish healthy and safe housekeeping standards, procedures and policies for Workers and Clients 

in all Programs. To ensure housekeeping activities comply with WHMIS, Occupational Health and Safety Act 

(OHSA) and the Employerôs Health and Safety policies and programs. 

 

Scope: 

Applies to Workers and Clients. 

Applicable Policies/Programs: 

¶ First Aid 

¶ Hazard Reporting 

¶ Hazardous Waste 

¶ Health and Safety Accountability  

¶ Musculoskeletal Disorders (MSD) Awareness Prevention 

¶ Occupational Health and Safety Roles and Responsibilities of Workplace Parties 

¶ Personal Protective Equipment (PPE) 

¶ Stay at Work/Return to Work (SAW/RTW) 

¶ Slips, Trips and Falls (STF) 

¶ Scent Reduction Policy 

¶ The Workplace Hazardous Materials Information System (WHMIS) 

¶ Transfers, Lifts and Carries (TLC) 

 

Definitions: 

From Best Practices for Environmental Cleaning for Prevention and Control of Infections, In all Health Care 

Settings ï 2
nd

 Edition. Provincial Infectious Diseases Advisory Committee (PIDAC). 

 

Cleaning: The physical removal of foreign material (e.g., dust, soil) and organic material (e.g., blood, 

secretions, excretions, microorganisms). Cleaning physically removes rather than kills microorganisms. It is 

accomplished with water, detergents and mechanical action.  

 

Disinfectant: A product that is used on surfaces or medical equipment/devices which results in disinfection of 

the equipment/device. Disinfectants are applied only to inanimate objects. Some products combine a cleaner 

with a disinfectant.  

 

Disinfection: The inactivation of disease-producing microorganisms. Disinfection does not destroy bacterial 

spores. Medical equipment/devices must be cleaned thoroughly before effective disinfection can take place. See 

also, Disinfectant. 

 

Guest: Anyone who does not permanently reside in the clientôs home. 

 

Hand Hygiene: A general term referring to any action of hand cleaning. Hand hygiene relates to the removal of 

visible soil and removal or killing of transient microorganisms from the hands. Hand hygiene may be 

accomplished using soap and running water or an alcohol-based hand rub (ABHR). 
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High-Touch Surfaces: High-touch surfaces are those that have frequent contact with hands. Examples include 

doorknobs, lifeline call buttons, bedrails, light switches, toilet handle, grab bars, wheel chair/scooter controller, 

arm rests and brake levers, walker/cane handles, telephone and television controllers.  

 

Home Environment: Inside the four walls of a clientôs house or apartment. 

 

Housekeeping: The Employer defines housekeeping as the cleaning performed by a Worker in a clientôs home 

environment and staff office. A Worker will provide cleaning for a Client based on the clientôs assessed needs 

and as negotiated by the Client and Supervisor or Designate. Individualized housekeeping tasks will be outlined 

in the Clientôs Individual Service Plan (ISP). 

 

Low-Touch Surfaces: Surfaces that have minimal contact with hands. Examples include walls, ceilings, mirrors 

and window sills.  

 

Manufacturer: Any person, partnership or incorporated association that manufactures and sells 

equipment/devices under its own name or under a trade mark, design, trade name or other name or mark owned 

or controlled by it.  

 

Material Safety Data Sheet (MSDS): A document that contains information on the potential hazards (health, 

fire, reactivity and environmental) and how to work safely with a chemical product. It also contains information 

on the use, storage, handling and emergency procedures all related to the hazards of the material. MSDSs are 

prepared by the supplier or manufacturer of the material.  

 

Workplace Hazardous Materials Information System (WHMIS): Canada's national hazard communication 

standard. The key elements of the system are cautionary labelling of containers of WHMIS ócontrolled 

productsô, the provision of Material Safety Data Sheets (MSDSs) and staff education and training programs.  

 

Roles and Responsibilities: 

Employer: 

¶ Comply with Employer duties, as outlined in óScopeô; 

¶ Provide Back Safety Training and other applicable training to new Workers and current Workers, as 

required; 

¶ Ensure this policy is reviewed annually. 

 

Manager, Human Resources or Designate: 

¶ Comply with Manager, Human Resources duties, as outlined in óScopeô; 

¶ Review this policy annually, as required. 
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Supervisor or Designate: 

¶ Comply with Supervisor duties, as outlined in óScopeô; 

¶ Review and update Housekeeping Service Plan (Appendix 5) with Clients during annual ISP review and 

ensure the Housekeeping Service Plan is located in Clientsô ICR; 

¶ Encourage Clients to contact them regarding changes to their housekeeping task list and record changes 

in their ICR; 

¶ Ensure Clients provide the appropriate housekeeping cleaning products and supplies, as required;  

¶ Ensure Clients and Workers comply with the Employerôs prohibited products list; 

¶ Review and consider Clientsô request for seasonal housekeeping, as scheduling availability and funding 

allows, and ensure task(s) are viable, safe and will not involve potential hazards for Worker(s); 

¶ Ensure non-priority housekeeping tasks are rescheduled during weather advisories such as, humidex, 

heat waves or snow/ice storms advisories which may result in staffing shortages; 

¶ Ensure Workers and GIL are not held liable for the unintentional damage to a Clientôs personal 

possessions during housekeeping activities and that responsibility is acknowledged; 

¶ Review this policy annually, as required. 

 

Worker: 

¶ Comply with Worker duties as outlined in óScopeô; 

¶ Follow Housekeeping Service Plan (Appendix 5) and follow Client direction during their housekeeping 

booking; 

¶ Initial the Clientôs Housekeeping Task List upon completion of the housekeeping booking, as required;  

¶ Attend Back Safety Training and other applicable training, as required;  

¶ Use proper body mechanics while performing housekeeping tasks; 

¶ Wear approved footwear; 

¶ Report actual or potential housekeeping hazards to Client and Supervisor/Designate; complete a Near 

Miss/Hazard form; document on the Hazard Board and submit form to Supervisor/Designate; 

¶ Ensure gloves are used when cleaning areas that may be contaminated with blood or body fluids; 

perform hand hygiene immediately after removing gloves; 

¶ Perform hand hygiene after completing housekeeping tasks; 

¶ Do not use products on the Employerôs prohibited products list;  

¶ Ensure cleaning products have manufacturerôs label intact and legible; 

¶ Follow manufacturerôs safe handling instructions on cleaning products; 

¶ Check product labels and MSDSs to know the potential hazards and safe work practices for all 

cleaning/disinfecting products used; 

¶ Clean and wash surfaces/areas thoroughly before disinfecting them; follow Cleaning/Disinfecting 

Techniques outlined below; 

¶ Inform Clients when housekeeping supplies are getting low and equipment needs to be replaced; 

¶ Close all cleaning/disinfecting product containers immediately after use; 
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¶ Washing Floors: 

o Ensure Client and Co-workers are finished using an area before washing floors in the same area; 

o Ensure ambulatory Client is in a safe position before starting or inform Client of the area to be 

washed before starting; 

o Wash floors at the end of the housekeeping booking when possible to reduce time spent walking on 

wet floors; 

¶ When returning to Clientôs home/apartment with a large grocery order, divide quantity into smaller 

manageable loads and/or use push carts available in program Staff Offices, as applicable 

¶ Inform the Client/acknowledge/apologize for any unintentional damage to personal possessions during 

housekeeping activities and document the incident in the ICR. 

 

Client: 

¶ Review Housekeeping Service Plan with Supervisor/Designate during annual ISP Review; 

¶ Contact Supervisor/Designate to revise the Housekeeping Service Plan and Task List, as required; 

¶ Be present in their home environment during housekeeping bookings; 

¶ Follow Housekeeping Service Plan; identify priorities within allotted housekeeping booking time and 

provide direction for Workers; 

¶ Reschedule housekeeping booking if guests will be present at time of scheduled booking; 

¶ Provide the necessary cleaning/disinfecting products, supplies and equipment for all housekeeping tasks;  

¶ Do not ask Workers to use products on the Employerôs prohibited product list, as outlined below;  

¶ Ensure manufacturerôs labels are present and legible on all cleaning products; 

¶ Use cleaning products from the Employerôs Preferred Housekeeping Products List, if possible;  

¶ Provide Workers with wheeled grocery carts/push carts for shopping assistance, as required; 

¶ Cancel non-essential housekeeping bookings and reduce the number of grocery items requested per trip 

during weather advisories such as, humidex, heat waves or snow/ice storms advisories which may result 

in staffing shortages; 

¶ Reschedule housekeeping booking when weather conditions improve, as scheduling allows; 

¶ Ensure work areas in home environment are clear of excessive clutter i.e. stairs to laundry facilities; 

¶ Ensure pets/service animals are secure during housekeeping booking i.e., to prevent slip, trip, and fall 

hazards (Refer to Pet/Service Animal Policy); 

¶ Will not hold Workers or GIL liable for the unintentional damage to personal possessions during 

housekeeping activities. 

 

Joint Health and Safety Committee (JHSC): 

¶ Comply with JHSC duties as outlined in óScopeô  

¶ Review actual or potential housekeeping hazards and make recommendations 

¶ Review this policy annually, as required. 
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Approved Areas for Housekeeping in Clientsô Home Environment: 

¶ Kitchen 

¶ Bathroom 

¶ Living Room 

¶ Bedroom(s) 

¶ Hallways and Entry Ways 

¶ Storage Room(s) 

¶ Balcony 

Note: housekeeping tasks may be conducted on balcony areas only when they do not pose a hazard to 

Workers and weather permitting. 

 

Housekeeping Activities Include: 

¶ Floors: sweeping, vacuuming, washing (with a mop); 

¶ Surfaces: cleaning, dusting and disinfecting of: 

¶ Kitchen: sink, counter tops, table top, kitchen island, exterior surface of cabinets, refrigerator and stove, 

outside/inside microwave, stove hood, dishes, light switch; 

¶ Bathroom: sink, counter top, mirror, exterior surface of vanity cabinet, toilet, bathtub, shower stall, light 

switch; 

¶ Living room: furniture. shelving units, lamps, light switches; 

¶ Dining Room: tables, chairs, side board/buffet/hutch; 

¶ Bedroom: bedside table(s), bedrails, chest of drawers, wardrobe;  

¶ Entrance/Exit doors/handles, closet doors/handles, light switches; 

¶ Vacuuming: carpets, area rugs;  

¶ Vacuuming upholstered furniture, as negotiated with Supervisor/Designate; 

¶ Garbage disposal: please refer to Hazardous Material Policy for City of Guelph garbage sorting; 

¶ Laundry: using washing machine(s) and dryer(s) or line drying items;  

¶ Hand washing laundry not soiled with hazards such as human waste, as negotiated with 

Supervisor/Designate;  

¶ Ironing and mending;  

¶ Spot cleaning wheelchair (not tires); 

¶ Other housekeeping tasks as negotiated between Supervisor and Client. 

 

Housekeeping Activities not Performed by Workers: 

¶ Moving heavy furniture (inquiries regarding the definition of óheavyô to be reported to 

Supervisor/Designate for further discussion); 

¶ Cleaning windows inside and outside of clientôs home environment; 

¶ Cleaning pet waste/feces i.e. scooping kitty litter, cleaning litter box, picking up/bagging dog feces, 

handling puppy training pads, aquarium tank or pet cage cleaning/maintenance; 

¶ Cleaning/organizing storage lockers; 

¶ Retrieving/delivering items to/from storage lockers; 

¶ Hand washing laundry soiled with hazards such as human waste; 

¶ Emptying central vacuum canisters; 

¶ Cleaning wheelchair tires. 
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Seasonal Housekeeping Activities  
A Client may request seasonal housekeeping activities in their home environment. The Supervisor or Designate 

will approve seasonal housekeeping tasks based on funding, feasibility and safety of the task, (i.e., risk of injury 

or hazard performing the task) and scheduling availability. Seasonal activities may include: 

¶ Washing walls;  

¶ Cleaning inside of refrigerator, freezer or oven; 

¶ Cleaning and reorganizing inside kitchen cupboards, bedroom closets, linen closets, storage closets;  

¶ Washing shelving units and dusting contents i.e. decorative items, pictures, books; 

¶ Seasonal wheelchair cleaning;  

¶ Washing and re-hanging window coverings, washing and dusting blinds. 

 

Cleaning Supplies and Equipment: 

Clients are required to provide the necessary housekeeping cleaning supplies and equipment for all tasks listed 

above, as per the Employerôs Attendant Services Agreement: 

 

Cleaning/Disinfecting Products: 

¶ All cleaning/disinfecting products must adhere to WHMIS legislation and requirements; 

¶ All cleaning/disinfecting products must have an intact and legible manufacturersô label on 

bottle/container/package; 

¶ Workers are required to follow manufacturerôs safe handling information when using cleaning products; 

¶ Workers may not use cleaning/disinfecting products that are on the Employerôs prohibited product list. 

 

Cleaning Supplies and Equipment: 

¶ Mop with an attached wringer or wring pail 

¶ Bucket/pail 

¶ Rubber gloves 

¶ Broom and dust pan 

¶ Vacuum and vacuum refill bags (the Employer recommends that Workers wear masks when changing 

bags or emptying canisters) 

¶ Toilet cleaning brush and holder 

¶ Paper towels 

¶ Cloths for cleaning/disinfecting surfaces, dusting 

¶ Leak proof plastic garbage bags 

¶ Laundry basket or cart, 

¶ Wheeled shopping cart, as required 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date: August 6, 2014 

Subject:   Housekeeping Policy                     Revision Date: November 23, 2016 
Page:     6  of  9  



Page | 60 

 

 

 

 

 

Employerôs Prohibited Product List 

Bleach: 

¶ The Employer prohibits the use of bleach; 

¶ As per the Hazardous Waste Policy, bleach will only be used in an emergency where disinfecting is 

required and Cavicide or other common disinfectant is not available. Please see Bleach Use in the 

Hazardous Waste Policy for further details.  

 

Drain Opening Products: 

The Employer prohibits the use of drain cleaners by Attendant Services Workers for the following reasons: 

¶ Drain opening products may be classified as acids, oxidizers, caustic and enzymatic and are potentially 

dangerous to use; 

¶ May react with other household cleaners to produce hazardous gases; 

¶ Are reactive to human tissue; 

 

Preventative and safe methods to reduce drain clogs should be used, such as: 

¶ Avoiding pouring grease down drains 

¶ Using a strainer on drains to trap food, hair and other articles 

¶ Pouring hot water down the drain weekly to keep drains free flowing 
 

Employerôs Preferred Cleaning Product List: 

¶ Bleach free 

¶ No/low scented 

¶ Gentle on skin 

¶ Microfiber cloths 

¶ Certified Environmentally ñGreenò products may include the following: 

 

Ecologo is North Americaôs oldest and most widely known environmental leadership 

standard.  

 

Ingredients are biodegradable and do not contain phthalates, heavy metals, or optical 

brighteners. 

 

o Natural Cleaning Products include baking soda, borax, cornstarch, cream of tartar, hydrogen peroxide, 

lemons, liquid castile soap, washing soda, white vinegar  

o If Clients choose to use natural cleaning products, Workers are required to mix the product at the time of 

cleaning for one-time use; 

o Client must have safe mixing and handling information and instructions for all natural products.   
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Other (Non-Client) Household Members: 

Clients may reside with other family members, friends or roommates. 

¶ Housekeeping assistance for other household members (spouse, child etc.) will be negotiated with the 

Supervisor/Designate and be included in the Clientôs ISP, as required  

¶ Other household members are responsible for maintaining a reasonable level of housekeeping activities 

in the shared spaces of the home environment to ensure a healthy standard of cleanliness free of hazards 

for the Client and Workers; 

¶ Other household members are responsible for their belongings and their own personal spaces within the 

home environment; 

 

Housekeeping Safety Guidelines: 

For additional information on safety please see the Slips, Trips and Falls Policy and the Principles for Safe 

Lifting in the GIL Health and Safety Manual. 

 

Communication: 

This policy will be communicated to Employees using the following methods: 

¶ Health and Safety Orientation Program given to newly hired Employees during their probationary period 

and current Employees, as required 

¶ Team Meetings, Team Meeting Minutes 

¶ Town Hall Meetings 

¶ Staff Newsletter, when applicable 

¶ Minutes of JHSC meetings posted on Health and Safety bulletin board in workplace offices 

¶ Health & Safety Policy Manual 

 

Training:  

¶ Health and Safety Orientation Program for newly hired Employees and current Employees, as required 

¶ Back Safety Training, as required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required 

¶ Senior Leadership Meetings, as required 

¶ Agency Meetings 

¶ On-line training 

 

Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed (80% to pass) during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 
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Relevant Forms: 

¶ Hazard/Near Miss Report 

¶ Incident Report 

¶ Injury Report 

¶ First Aid 

¶ Return to Work Package 

 

References: 

¶ Best Practices for Environmental Cleaning for Prevention and Control of Infections, In all Health Care 

Settings ï 2
nd

 Edition. Provincial Infectious Diseases Advisory Committee (PIDAC). 
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APPENDIX 5: 

HOUSEKEEPING SERVICE PLAN 
 

Name of Client: _____________________________  Program: ____________________________ 

 

Date: ______________________________________ 

 

Housekeeping Booking Schedule: _______________________________________________________ 

Laundry Booking Schedule: ____________________________________________________________ 

Meal Preparation/Planning: ______________________________________________________________ 

Shopping Assistance Booking Schedule: __________________________________________________ 

Housekeeping Task: Independence Summary: 

(What the Client/Family/Other 

cleaning service can do) 

Summary of Support Required: 

Bathroom:    

Vanity and sink   

Mirror   

Toilet   

Shower stall   

Bathtub   

Floors   

Door handles/knobs   

Empty Garbage   

Other:   

Kitchen:   

Sink and counter tops   

Table top   

Cupboards: outer surfaces   

Refrigerator: outer surface   

Dishes   

Microwave & Coffee maker   

Floors   

Empty Garbage   

Door handles/knobs   

Other:   

Living Room:   

Furniture   

Table/side tables   

Floors/carpet/area rug(s)   

Lamp(s)/lighting/switches   

TV cabinet/stand/converter   

Shelving unit   
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Other:   

Bedroom:   

Furniture/bed frame   

Side table(s)   

Chest of drawers/wardrobe 

outer surface 

  

Mirror(s)   

Lamps/lighting/switches   

Door handles/knobs   

Floors/carpet/area rug(s)   

Other:   

Laundry    

Special instructions:   

Ironing   

Mending/sewing   

Other:   

Non-client house hold 

members: 

  

   

Arrangements for guests, 

as per Supervisor 

approval 

  

   

Pet care: emergency only   

   

Other:    

 

Additional Information :  

Personal possessions not to be handled by the Attendant Services Worker during housekeeping: 

1) 

2) 

3) 

4) 
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Seasonal Housekeeping Activities: 

Clients may request seasonal housekeeping activities in their home environment with the Supervisor/Designate.  

Supervisor/Designate will approve request based on funding, feasibility, safety of task and scheduling 

availability. 

 

Seasonal Housekeeping Booking Date(s): _____________________________________________________ 

 

Seasonal Housekeeping Task List: 

 

1) 

2) 

3) 

4) 

5) 

6) 
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HOW DISEASES ARE SPREAD 
 

Knowing the methods in which a disease is transmitted is important for implementing proper infection control 

measures.  Routes of transmission of infectious agents are classified as contact, droplet, airborne, common 

vehicle and vector borne.  Of these, contact transmission is the most common. 

 

1. Contact Transmission 

Contact transmission is the most common method of transmission and includes direct contact, indirect 

contact and droplet transmission.  Although droplet transmission is a type of contact transmission, it is 

considered separately as it requires different precautions.  Examples of diseases that are transmitted by 

contact include herpes, MRSA, scabies, influenza, rubella, mumps and ringworm. 

 

a. Direct Contact 

Direct contact transmission requires physical contact between an infected person and a susceptible 

person and the physical transfer of germs (microorganisms).  This type of 

transmission requires close contact with an infected individual such as 

kissing, sexual contact, contact with oral secretions, or contact with body 

lesions.  Diseases spread exclusively by direct contact are unable to 

survive for significant periods of time away from a host. 

 

b. Indirect Contact 

Indirect contact transmission refers to situations where a susceptible 

person is infected from contact with a contaminated surface.  Some 

organisms, such as Norwalk Virus, are capable of surviving on surfaces 

for an extended period of time.  

 

Routine practices should prevent most transmission by direct/indirect contact.  However, to reduce 

transmission by indirect contact, frequently touched surfaces should be properly disinfected.  

Frequently touched surfaces include: 

¶ Door knobs, door handles, handrails, elevator buttons 

¶ Tables, beds, chairs 

¶ Washroom surfaces 

¶ Cups, dishes, cutlery 

¶ Assistive devices such as wheelchairs and commodes 

¶ Telephones, TV controllers, cell phones, computer keyboards, mice 

¶ Pens, pencils 

 
  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date:  May 22, 2002 

Subject:   How Diseases are Spread                     Revision Date: November 23, 2016 
Page:     1 of  3 



Page | 67 

 
 
 
 

 

c. Droplet Transmission 

Some diseases are transferred by droplet transmission.  This occurs when 

infected droplets make contact with the surface of the eye, nose or mouth.  

Droplets containing germs can be generated when an infected person coughs, 

sneezes, talks or during certain medical procedures.  Droplets are too large to be 

airborne for long periods and quickly settle out of the air. 

 

Droplet transmission can be reduced with the use of personal protective equipment such as 

facemasks and goggles.  Diphtheria, mumps, rubella, SARS are examples of a disease capable of 

droplet contact transmission. 

 

2. Airborne transmission 

Airborne transmission refers to situations where droplet nuclei (the small 

airborne particles that result from evaporation of large droplets) or dust 

particles containing germs can remain suspended in air for long periods.  

These germs are capable of surviving for long periods outside the body and 

are inhaled by susceptible hosts who may be some distance away from the 

source.  Airborne transmission allows organisms to enter the upper and 

lower respiratory tracts. 

 

Examples of diseases capable of airborne transmission include: common 

cold, chicken pox, pneumonia, tuberculosis, measles and smallpox. 

 

3. Common vehicle transmission 
Common vehicle transmission refers to a single contaminated source such as food, 

water, vaccines, blood, medication, intravenous fluid, sharps, etc. which serve to 

transmit infection to multiple hosts.  HIV/AIDS and Hepatitis B/C/A are examples of 

diseases that are transmitted by this method.  Transmission can be reduced by: 

¶ Proper storage of food at proper temperatures 

¶ Thorough cooking of food 

¶ Proper hand hygiene 

¶ PPE use, when required (refer to PPE Policy) 

¶ Proper sharps handling, (refer to Needlestick/Sharps Injury Prevention & 

Treatment Policy) 

¶ Disinfection of frequently touched surfaces and equipment 
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4. Vector-borne transmission 
Vectors are animals that are capable of transmitting diseases. Examples of vectors are 

flies, mites, fleas, ticks, rats and dogs.  The most common vector for disease is the 

mosquito.  Mosquitoes transfer disease through the saliva that is exposed to their hosts 

when they are withdrawing blood.  Mosquitoes are vectors for malaria, West Nile virus 

and yellow fever.  The major vector-borne diseases of public health importance in 

Ontario are West Nile virus, Lyme disease and eastern equine encephalitis virus. 

 

Biting is not the only way vectors can transmit diseases.  Diseases may be spread through the feces of a 

vector.  Germs could also be located on the outside surface of a vector (such as a fly) and spread through 

physical contact with food, a common tough surface or a susceptible individual.   

Vector borne transmission is prevented by closed or screened windows, proper housekeeping, reporting 

suspected vector-borne outbreaks to the local public health unit and Public Health Ontario and by 

checking (PHO) weekly surveillance reports regularly during the summer and fall seasons. 
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INCIDENT /INJURY  INVESTIGATION POLICY  
 

Purpose: 

The Employer is committed to investigating incidents/injuries that occur in the workplace in a timely and 

comprehensive manner. The investigation process will help to determine immediate and root causes of an 

incident/injury, review current workplace policies and programs and make the necessary recommendations and 

corrective actions to prevent incidents/injuries from reoccurring in the workplace. Critical incidents/injuries and 

fatalities that occur in the workplace will be investigated under the direction of the Incident Management Team 

(IMT) in accordance with Ontario Health and Safety Act (OHSA) and Ministry of Labour (MOL) regulations. 

 

The purpose of this Policy is to outline the steps involved in the investigation process of critical and non-critical 

incidents/injuries, outline the responsibilities of workplace parties and indicate the notification procedures that 

are required, given the severity of the incident/injury. 

 

Scope: 

Applies to all Employees 

The Employer will investigate workplace incident/injury types that involve, but are not limited to, any of the 

following Health and Safety Policies/Programs: 

¶ Stay at Work/Return to Work (SAW/RTW): Near Misses, Health Care Incidents, Lost-Time Injuries, 

Critical Injuries and Fatalities 

¶ Hazard Reporting: Serious and Minor Hazards 

¶ Workplace Violence and Harassment Policy and Prevention Program (WVHPP) 

¶ First Aid : First Aid Event 

¶ Slips, Trips and Falls (STF) 

¶ Musculoskeletal Disorders (MSD) 

¶ Emergency Plan: Incidents of fire, explosion, environmental damage/releases, property damage, etc. 

¶ Needlestick/Sharps Injury Prevention and Treatment 

¶ Work Refusal/Work Stoppage 

¶ Lockout/Tag out (LOTO) 

 

For the purposes of this policy, incidents/injuries are categorized as either Non-Critical  or Critical . 
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Non-Critical Incidents/Injuries  

Incidents/injuries that require notification of Supervisor or Designate, Workplace Safety and Insurance 

Board (WSIB), Joint Health and Safety Committee (JHSC) and Union President, as required: 

 

Definitions: 
Incident: an event that results in injury to a person(s) and/or damage to environment, equipment, property 

and/or material. (WSIB Workwell Core Health and Safety Audit June, 2011). 

 

Hazard: any condition, practice or substance with the potential for causing loss, injury or harm to life, health or 

property. (WSIB Workwell Core Health and Safety Audit June, 2011). 

The Employer categorizes hazards as Minor or Serious. 

óMinorô hazard, as defined by the Employer: danger is not imminent, but has potential for future harm to 

person, property or environment. 

 

Near Miss: an event that under different circumstances could have resulted in harm to an individual or damage 

to the environment, equipment, property and/or material. These should be investigated to prevent future 

occurrences. Typical near-miss incidents occur when someone interacts with a hazard but does not require any 

medical intervention. (WSIB Workwell Core Health and Safety Audit June, 2011). 

 

First Aid Event: a non-life threatening injury that does not require a visit to a medical professional. 

 

Health Care Incident: an incident resulting in a visit to a health care professional for the purposes of diagnosing 

and prescribing medical care as a result of an injury at work, but that does not result in time away from 

scheduled work or a wage loss. 

Notify WSIB, forward to JHSC and Union President, as required upon receipt of Injury Report. 

 

Lost-Time Incident: an incident/injury in which a worker loses time from work after the day of incident/injury, 

and/or loses wages as a result of temporary or permanent work-related impairment.  (WSIB Workwell Core 

Health and Safety Audit June, 2011). 

Notify WSIB, forward to JHSC and Union President, as required upon receipt of Injury Report. 

 

Property Damage: an event where contact is made between two objects resulting in alteration to one or both of 

the objects. 
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Non-Critical Incidents/Injuries  and Lost-Time Incidents 

 

Roles and Responsibilities: 

Employees: 

¶ Follow Employee responsibilities, as outlined in the applicable policies/programs listed in óScopeô; 

¶ For non-critical  workplace incidents, injuries, hazards/near misses, first aid events, and property 

damage: 

o Complete an Incident or Hazard/Near Miss report form, document on Hazard Board, as required. 

Provide a detailed and accurate account of all facts.  (Refer to Appendix 6: Notification 

Requirements Chart);  

o Immediately submit Incident or Hazard/ Near Miss report to Supervisor/Designate; 

o Comply with all corrective actions that have been implemented and provide the 

Supervisor/Designate with feedback regarding the effectiveness of corrective actions. 

¶ For health care and/or lost-time incidents: 

o Immediately report to Supervisor/Designate. Use the Emergency Notification System to notify 

Supervisor/Designate if outside of office hours; 

Take a SAW/RTW package (top drawer of first aid station) to the first appointment with a regulated 

health care professional (RHCP); 

o Return all completed forms in SAW/RTW package and Health Professionals Report (Form 8) ï 

Return to Work Information from RHCP  to Supervisor/Designate, as soon as possible; 

o Participate in developing the SAW/RTW plan; 

o Adhere to the recommendations and medical restrictions as outlined by the RHCP; 

o Participate in and cooperate with the investigation process, as required; 

o Participate in the corrective action recommendation process, as required; 

o Comply with all corrective actions that have been implemented and provide the 

Supervisor/Designate with feedback regarding the effectiveness of corrective actions. 

 

Supervisor or Designate: 

¶ Follow Supervisorôs responsibilities, as outlined in the applicable policies/programs listed in scope. 

¶ Ensure Employees have completed all necessary report forms timely, accurately and thoroughly; 

¶ Ensure Employees receive the appropriate medical care and take a SAW/RTW package to their first 

RHCP appointment; 

¶ Immediately forward Employeeôs completed SAW/RTW forms and Health Professionals Report (Form 

8) ï Return to Work Information to Manager, Human Resources or Designate for health care and/or lost-

time incidents; 

¶ Conduct an incident/injury investigation to determine immediate and root causes of the incident/injury; 

¶ Participate in the development of a corrective actions implementation plan, by getting feedback from 

Employees, JHSC, relevant professionals (i.e., Occupational Therapist, Physiotherapist etc.) and client, 

as required; 

¶ Ensure corrective actions are implemented and are being followed; 

¶ Evaluate the effectiveness of the corrective actions that have been implemented for ongoing 

improvement; 

¶ Participate in the annual review of this policy, as required. 
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Manager, Human Resources or Designate: 

¶ Follow Manager, Human Resources responsibilities, as outlined in the applicable policies/programs 

listed in scope; 

¶ Complete Form 7 including payroll component for health care and lost-time incidents, submit to WSIB 

within 3 calendar days of learning about occurrence; 

¶ Liaise with Employee, Supervisor, WSIB personnel and other applicable personnel; 

¶ Submit Functional Abilities Form to WSIB, as required; 

¶ Immediately notify JHSC and Union President in writing within four days of a health care and/or lost-

time incident. (Refer to Appendix 6: Notification Requirements Chart); 

¶ Forward applicable report form (Incident, Injury, Hazard, WV&H, Work Refusal etc. to the JHSCôs next 
meeting; 

¶ Participate in the annual review of this policy. 

 
Joint Health and Safety Committee (JHSC): 

¶ Follow JHSCôs responsibilities as outlined in the applicable policies/programs listed in scope; 

¶ Review applicable report forms (Incident, Injury, Hazard/Near Miss) forwarded by the Manager, Human 

Resources; 

¶ Make recommendations for the improvement of any applicable work practice, equipment, and/or hazard 

that lead to the workplace incident/injury; 

¶ Participate in the annual review of this policy. 

 

Critical Incidents/Injuries and Fatalities  

The following categories of incidents/injuries require immediate notification of Program 

Supervisor/Designate, immediate external notification of appropriate authorities and investigation process, 

as they may produce a loss to people, equipment, material, and/or environment. 

 

×Immediate notification indicates Supervisor/Designate must be notified within the shift that the critical 

incident/injury and/or fatality occurred. 

 

Definitions: 

 

Critical Injury [Ontario Regulation 834 under the OHSA]:a critical injury is an event that:                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    

1. Places life in jeopardy 

2. Produces unconsciousness 

3. Results in a substantial loss of blood 

4. Involves the fracture of an arm or leg (not a finger or toe) 

5. Results in the amputation of an arm, leg, hand or foot (not a finger or toe) 

6. Involves burns to a major portion of the body 

7. Causes the loss of sight in an eye 

Notify MOL, JHSC, and Union President 

 

Fatality: An injury that results in loss of life. 

Notify MOL, JHSC, and Union President, as required 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date:   May 18, 2011 

Subject:   Incident/Injury Investigation Policy             Revision Date:  November 23, 2016 
Page:     3  of  12 



Page | 73 

 

 

 

 

 

Hazard: any condition, practice or substance with the potential for causing loss, injury or harm to life, health or 

property. (WSIB Workwell Core Health and Safety Audit June, 2011). 

The Employer categorizes hazards as Minor or Serious. 

óSeriousô Hazard as defined by the Employer: immediate danger to personal Health and Safety, significant 

damage to property or environment, or contravenes/violates legislation 

Notify MOL, JHSC, and Union President, as required 

 

Occupational Illness [OHSA S.1(1)]: a condition that results from exposure in a workplace to a physical, 

chemical biological or ergonomic agent to the extent that normal physiological mechanisms are affected and the 

health of the worker is impaired thereby and includes an occupational disease for which a worker is entitled to 

benefits under the Workplace Safety and Insurance Act, 1997. 

Notify MOL, JHSC, and Union President, as required. 

 

Environmental Release: An accidental discharge of a physical, biological, or chemical substance into the 

workplace and/or community. 

Notify Ministry of the Environment (MOE), JHSC, and Union President, as required. 

 

Fire/Explosion: An event where undesired combustion occurs. 

Notify MOL, JHSC, and Union President, as required.  

 

Critical Incidents/Injuries  and Fatalities 

× GIL Emergency Plan procedures will be followed for critical incidents/injuries and fatalities.  

× GIL Emergency Plan is located in the red Health and Safety binder in program Staff Offices. 

 

Roles and Responsibilities: 

Employees: 

¶ Follow the GIL Emergency Plan (Appendix 3): Response Procedures for Specific Emergencies; 

¶ Participate in and cooperate with incident/injury investigation process, as required 

¶ Participate in the corrective action recommendation process, as required 

¶ Comply with all corrective actions that have been implemented and provide the Supervisor or Designate 

with feedback regarding the effectiveness of corrective actions 

¶ Emergency Response Procedures may be applied to other persons in the workplace. Please refer to the 

Employerôs 
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Supervisor or Designate: 

¶ Ensure 911 has been called 

¶ Ensure injured Employee(s) receive appropriate medical care and notify Employeeôs emergency 

contacts 

¶ Immediately notify Incident Management Team (IMT) 

¶ Secure the scene where the critical injury/fatality occurred, pending a formal investigation by the MOL.  

Only a MOL inspector can give permission to disturb the scene except in the following cases: purpose of 

saving life, relieving any suffering, maintaining an essential service or utility or preventing unnecessary 

damage to equipment or property 

¶ Participate in the incident/injury investigation process to determine immediate and root causes of the 

incident/injury 

¶ Participate in the development of a corrective actions implementation plan, by getting feedback from 

Employees, Incident Management Team, JHSC, relevant professionals (i.e., Occupational Therapist 

(OT), Physiotherapist (PT) etc.) and client, as required 

¶ Ensure corrective actions have been implemented and are being followed 

¶ Evaluate the effectiveness of the corrective actions that have been implemented for ongoing 

improvement 

¶ Participate in the annual review of this policy, as required 

 

Incident Management Team (IMT): (For further IMT details, please refer to GIL Emergency Plan) 

¶ Immediately advise MOL, MOE, JHSC, and Union President, as required (by telephone or other direct 

method), of a Critical Injury or Fatality involving Employee(s). (Refer to Appendix 6: Notification 

Requirements Chart) 

¶ Confirm whether MOL and/or MOE Inspector will be arriving at the scene and their estimated time of 

arrival 

¶ Secure the scene where the critical injury/fatality occurred, pending a formal investigation by the MOL.  

Only a MOL inspector can give permission to disturb the scene except in the following cases: purpose of 

saving life, relieving any suffering, maintaining an essential service or utility or preventing unnecessary 

damage to equipment or property 

¶ Note: external agencies such as the MOL, Guelph Police Services, Coroner, etc. may take charge of the 

scene and conduct their own independent investigation 

¶ Cooperate with all MOL/MOE requirements 

¶ Select a Lead Investigator from the IMT to conduct incident/injury investigation and manage 

incident/injury investigation process 

¶ Contact a JHSC Worker Representative to assist Lead Investigator to inspect the incident/injury site and 

any machinery or equipment involved, and conduct the incident/injury investigation 

¶ Lead Investigator and JHSC Worker Representative complete and sign the Incident/Injury Investigation 

Report form within 24 hours of the incident/injury occurrence, and submit Incident/Injury Investigation 

Report to Manager, Human Resources 

¶ Request assistance from Supervisors, Senior Leadership Team (SLT), Employees and any other source 

that may be available for the incident/injury investigation process to determine immediate and root 

causes of the incident/injury 
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¶ Develop a plan outlining the corrective actions to be implemented and complete Corrective Action 

Report form 

 

Manager, Human Resources, Executive Director or Designates: 

¶ Within forty-eight 48 hours of the occurrence, complete and send a written investigation report to the 

MOL Director and any other appropriate authorities containing such information and particulars 

[OHSA, S.51.(1)]. (Refer to Appendix 6: Notification Requirements Chart) 

¶ Participate in the annual review of this policy, as required 

 

Joint Health & Safety Committee (JHSC): 

¶ Immediately be notified of critical injury or fatality (by telephone or other direct method) 

¶ A Worker Representative selected by the Worker members of the JHSC will inspect the incident/injury 

site, and any machine or equipment involved  

¶ Worker Representative together with the Lead Investigator will conduct the incident/injury 

investigation, assist in completing the report, sign the completed report, and forward Incident/Injury 

Investigation Report to Manager, Human Resources or Designate, JHSC and Union President 

¶ Be provided with a copy of the Incident/Injury Investigation Report and all other applicable 

documentation for review and evaluation 

¶ Make recommendations to the Employer regarding corrective actions for the improvement of the Health 

and Safety of Employees 

¶ Participate in the annual review of this policy 

 

Incident/Injury Investigation Procedure: (Under direction of MOL Inspector, as applicable) 

 

Lead Investigator and JHSC Worker Member Responsibilities: 

Step 1: Collect Information  

A. Collect information from people 

o Interview Employees involved 

o Interview all witnesses 

o Interview outside experts, if applicable.  For example: suppliers, equipment designers, OT 

o Ensure interviews are conducted, as soon as, reasonably possible 

o Conduct interviews in a quiet place, one on one, using objectivity and using effective questions 

o Ensure Employees are asked if they have any ideas about how to control or eliminate the hazard 

o Ensure the interviews are documented 
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B. Scene Assessment 

o Make observations and use the Scene Assessment form to document the scene (site, equipment, 

material, environmental conditions) 

o Use photographs/sketches/drawings etc. 

o Take measurements 

o Collect and itemize foreign objects, materials or broken equipment, if possible 

o Check written work processes and procedures 

o Ensure enough evidence has been gathered and the evidence makes sense, i.e. each event 

interacts with at least one other incident event 

o Create an objective written narrative of what happened, include witness statements 

 

Step 2: Identify Contributing Factors  

¶ Factors to consider and the role each played: 

o People 

o Equipment 

o Material 

o Environment 

o Process 

 

Step 3: Analyze Information:  

¶ Analyze all the evidence gathered and identify why the incident occurred.  The ñwhysò are the safety 
problems that must have existed for the incident to occur. Incidents occur because of a combination 

of ñimmediateò and ñrootò safety problems. 

o Immediate safety problems: include immediately recognizable problems such as slippery floors, not 

recapping needles, etc. 

o Root safety problems: often include management responsibilities such as lack of/poor policy, 

procedures, training, supervision, accountability and adequate resources 

 

Step 4: Write Report  

¶ Use the Incident/Injury Investigation Report form to identify contributing factors, immediate and 

root causes through a review of items such as JHSC inspection records, training records, time of day, 

Employeeôs length of employment, Employeeôs previous Health and Safety disciplinary actions, 

scene layout, etc.  Consideration is given to lack of safety equipment, enforcement and/or the need 

for safety equipment. 

¶ The Incident/Injury Investigation Report form must capture all the requirements contained in the 

investigation procedure.  In some cases, additional forms or documentation may be needed.  This 

might include additional Witness Statement and/or Scene Assessment forms, police reports, etc. 

¶ Distribute copies of the completed and signed Incident/Injury Investigation Report to appropriate 

personnel: Manager, Human Resources or Designate, JHSC, Incident Management Team, Union 

President, as required within appropriate time frames (Refer to Appendix 6 Notification 

Requirements Chart) 
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Step 5: Recommend Corrective Actions 

¶ Responsibilities must be assigned for implementation of the recommended actions 

¶ Recommendations are documented on the Corrective Action Report form 

¶ Recommendations must focus on corrective action(s) to all the contributing factors, immediate and 

root safety problems identified. 

 

Recommendations should specify: 

¶ What needs to be done 

¶ Why it needs to be done 

¶ Include timelines for when it should be completed 

 

Recommendations should be: 

¶ Effective and sound ï fix problem without creating any new safety problems 

¶ Practical ï they will work and are not ñpie in the skyò 

¶ Ranked according to priority ï if not all recommendations can be carried out at once, identify which 

are most important 

¶ Based on consultation ï Employee expertise can be helpful in achieving these goals 

 

Recommendations are implemented: 

¶ Responsibility must be assigned to implement the recommendations 

¶ The actions must be recorded on the Corrective Actions Report form, it must include: 

o What has been done 

o Who has completed the actions 

o When the actions were completed 

 

Step 6: Follow Up on Corrective Action: 

¶ Supervisor or Designate ensures that the implemented corrective actions are effective in resolving 

the hazard/safety problem 

¶ All documentation is forwarded to the JHSC for review and evaluation 

 

Communication: 

The results of an incident/injury investigation and corrective actions that are implemented will be 

communicated to Employees using the following methods: 

¶ Documented in Communication Book and Individual Client Record (ICR), as required 

¶ Posted on Hazard Board in applicable workplace office(s) 

¶ Team Meetings, Team Meeting minutes and Agency Meetings 

¶ Minutes of JHSC meetings posted on Health and Safety Board in workplace offices 

¶ Via phone calls and emails, as required 
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Training  

¶ Supervisors, Managers and JHSC Worker Representatives who are required to conduct investigations 

will receive formal incident investigation training. Ongoing training will occur, as required 

¶ Health and Safety Orientation Program for new Employees and current Employees 

 

Evaluation 

¶ Manager, Human Resources and Executive Director or Designates will track, review and analyze 

Hazard/Near Miss, Injury and WV&H  Reports and applicable Incident Reports on an annual basis. This 

data is contained in the Annual History of WSIB Good Catch/Near Miss Chart and Injury/Incident 

Analysis Chart. The analysis of this data will indicate the Health and Safety policies, programs and 

procedures that need to be revised. 

¶ Incident/Injury Investigation Policy will be reviewed by the JHSC on an annual basis, or if an 

investigation identifies revisions are required 

 

Relevant Forms: 

¶ Incident Report 

¶ Injury Report 

¶ Hazard/Near Miss Report 

¶ Workplace Violence and Harassment Report 

¶ SAW/RTW Package 

¶ Health Care Professional Form 8 page(3) 

¶ Work Refusal/Stoppage Form 

¶ Incident/Injury Investigation Report 

¶ WSIB Form 7 

 

References: 

Occupational Health and Safety Act (Section 51, 52) 

Regulation 834/90: Definition of Critical Injury 

OSACH Fast Fact ï How to investigate an incident 

http://osach.ca/products/ffacts_e/lap_132.pdf 

First Aid, http://osach.ca/products/ffacts_e/FastFactsFirstAid1.pdf 

Occupational Illness: Requirements to report to the Ministry of Labour, 

http://osach.ca/products/ffacts_e/FastFactsOccupationalIllnessReport2.pdf  
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APPENDIX 6: NOTIFICATION REQUIREMENTS CHART  
 

Incident/Injury 

type 

Employees 

To Notify 
Timeframe 

Supervisor To 

Notify 
Timeframe 

Reporting Requirements 

Employees 
Supervisor/Manager 

HR//Designates 

First Aid Event 
Supervisor/ 

Designate 
Next Work Day ED/Designate 

Next Work 

Day 

First Aid Log, Injury or Minor 

Hazard/Near Miss Report, 

Hazard Board as required 
 

Minor Hazard 
Supervisor/ 

Designate 
Next Work Day ED/Designate 

Next Work 

Day 

Hazard/Near Miss Report, 

Hazard Board or Incident 

Report,  

¶ Hazard Board, Report outcomes to JHSC 

at next meeting and any affected 

Employees 

Serious Hazard 
Supervisor/ 

Designate 
Immediately 

ED, Co-chair JHSC, 

Manager HR/ 

Designate (if injury 

occurs), WSIB, 

JHSC, Union 

President, as 

required 

Immediately 

Hazard/Near Miss Report, 

Hazard Board, WV&H, Report 

and/or Injury Report, 

SAW/RTW package, as 

required 

¶ Hazard Board, Report outcomes to JHSC, 

Union President and any affected 

Employees 

¶ WSIB Form 7 completed within 3 

calendar days of learning about the 

occurance. WSIB must receive Form 7 

within 7 business days, as required 

Work Refusal 
Supervisor/ 

Designate 
Immediately 

ED, JHSC certified 

Worker Rep, 

Manager 

HR/Designate, 

Union President, 

MOL, as required 

Immediately 

Hazard/Near Miss Report, 

Hazard Board, Work Refusal 

Form, 

¶ Hazard Board, Work Refusal Form, 

Incident/Injury Investigation Report, 

report outcomes to JHSC 

Near Miss 
Supervisor/ 

Designate 
Next Work Day  ED/Designate 

Next Work 

Day 

Hazard/Near Miss Report, 

Hazard Board, Incident Report, 

Injury Report, as required 

¶ Report outcomes to JHSC at next meeting 

and any affected Employees 

Health Care 
Supervisor/ 

Designate 

Next Work Day or 

Immediately if 

injury is severe 

ED, Manager 

HR/Designate, 

WSIB, JHSC, Union 

President, as 

required 

Immediately 

Hazard/Near Miss Report, 

Hazard Board, Injury Report, 

SAW/RTW Package, as 

required 

¶ Written notice within 4 days of 

occurrence to JHSC and Union President 

¶ WSIB Form 7 completed within 3 

calendar days of learning about 

occurrence, WSIB must receive Form 7 

within 7 business days. 
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Incident/Injury 

type 

Employees 

To Notify 
Timeframe 

Supervisor To 

Notify 
Timeframe 

Reporting Requirements 

Employees Manger, HR/IMT /Designates 

Lost-time Injury 
Supervisor/ 

Designate 

Next Work Day 

or Immediately if 

injury is severe 

ED, Manager 

HR/Designate, 

WSIB, JHSC, Union 

President, as 

required 

Immediately 

Hazard/Near Miss Report, 

Hazard Board, WV&H, Injury 

Report, SAW/RTW Package, 

as required 

¶ Written notice within 4 days of occurrence 

to JHSC and Union President 

¶ Form 7 completed within 3 calendar days of 

learning about occurrence, WSIB must 

receive Form 7 within 7 business days. 

Critical and Fatal 

Injuries 

Supervisor or 

Designate 
Immediately 

IMT, MOL, JHSC, 

Union President & 

BoD, as required 

Immediately, 

by telephone or 

other direct 

method 

Serious Hazard Report, 

Hazard Board, Incident 

Report, WV&H Report, 

and/or Injury Report, 

SAW/RTW package, as 

required 

¶ Immediately call MOL 

¶ Written Incident Investigation Report to 

MOL Director within 48 hours of 

occurrence. 

¶ Report to contain information prescribed in 

section 5(1) of the Industrial Establishments 

Regulation. 

¶ WSIB Form 7 completed within 3 calendar 

days of learning about occurrence. WSIB 

must receive Form 7 within 7 business days  

Fire/Explosion                  
Supervisor or 

Designate 
Immediately 

IMT, MOL, JHSC, 

Union President & 

BoD, as required 

Written notice 

within 4 days 

or 

Immediately, if 

injury results 

Serious Hazard Report, 

Hazard Board, Incident 

Report, WV&H Report, 

and/or Injury Report, 

SAW/RTW package, as 

required 

¶ Written investigation report must be sent 

within 4 days to MOL, JHSC, and Union 

President 

Occupational Illness 
Supervisor, or 

Designate 

Next Work Day 

or Immediately, 

if injury is severe 

ED, Manager, 

HR/Designates, 

MOL, JHSC, Union 

President 

Written notice 

within 4 days 

of being 

advised 

Serious Hazard Report, 

Hazard Board, Incident 

Report and/or Injury Report, 

SAW/RTW Package, as 

required 

¶ Written notice within 4 days of occurrence 

to MOL Director, JHSC & Union President. 

¶ WSIB Form 7 completed within 3 calendar 

days of learning about occurrence. WSIB 

must receive Form 7 within 7 business days. 

Chemical Release 
Supervisor or 

Designate 
Immediately 

IMT, MOE, JHSC, 

Union President & 

BoD, as required 

Immediately 

Serious Hazard Report, 

Hazard Board, Incident 

Report, and/or Injury Report, 

SAW/RTW package, as 

required 

¶ Written investigation report must be sent 

within 4 days to MOE, JHSC, and Union 

President 

Source: Public Services Health & Safety Association: Effective Leadership in Organizational Health, Safety, and Wellness Incident/Event Causation and 

Investigation 
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JOINT HEALTH AND SAFETY COMMITTEE (JHSC)  

TERMS OF REFERENCE 
 

Purpose: 

Establishing a Joint Health and Safety Committee (JHSC) is a legal requirement under the Occupational 

Health and Safety Act (OHSA) where 20 or more workers are regularly employed.  The following terms 

of reference as outlined in this policy, will guide the Employerôs JHSC and ensure the committee is 

effective, accountable and acts responsibly and consistently. 

 

Scope: 

Applies to JHSC members 

Applicable Policies: 

¶ Occupational Health and Safety Roles and Responsibilities of Workplace Parties  

¶ Workplace Inspection 

¶ Work Refusal & Work Stoppage 

¶ Health and Safety Orientation 

 

Roles and Responsibilities: 

Employer: 

¶ Follow Employerôs roles and responsibilities as outlined in the policies listed in scopees 

¶ Provide the information and assistance required to carry out the inspection of the workplace 

¶ Ensure all JHSC members and applicable Supervisors or Designates are trained in planned health 

and safety workplace inspections 

¶ Pay JHSC members at his/her regular rate of pay when: 

o Attending JHSC meetings 

o Preparing for meeting (paid one hour) 

o Carrying out workplace inspections 

o Fulfilling the requirements for becoming a certified member of the JHSC 

¶ In consultation with the JHSC, develop, establish and put in effect policies and programs for the 

Health and Safety of Employees 

¶ Ensure this policy is reviewed annually 

 

Joint Health and Safety Committee: 

¶ Follow JHSCôs roles and responsibilities as outlined in the policies listed in scope 

¶ Receive training in the roles, responsibilities and functions of Joint Health and Safety Committee 

participation 

¶ Receive training in planned health and safety workplace inspections 

¶ Conduct workplace inspections  

¶ Commit to participating in JHSC meetings 

¶ Participate in the annual review of this policy 
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JHSC Composition: 

Membership 

¶ The Employerôs workplace at 238 Willow Road containing the Willow Place Assisted Living, 

Outreach Program, and Willow Place Management has 20 or more regularly employed Workers, 

and will have a Joint Health and Safety Committee with at least six members, as per the OHSA 

and the Collective Agreement (CA). At least half of the members must be Workers who represent 

the union and who do not exercise any managerial function. The Employer is required to select the 

remaining members from persons who exercise managerial functions. 

¶ To meet the Employerôs Health and Safety goals; one Worker representative from all other 

program workplaces that have 6-19 Employees, (87 Neeve Street Assisted Living, 85 Neeve Street 

Seniors Assisted Living, and 255 Woodlawn Road Administrative Office) will sit on the Joint 

Health and Safety Committee, as health and safety representatives, as per the OHSA. 

¶ Two co-chairs 

¶ One worker member as selected by the union 

¶ One management member as selected by the Employer 

¶ Will share the responsibilities 

¶ At least two certified members: one worker member and one management member. (Certification 

will include Basic Certification, Sector Specific Training and Workplace Specific Hazard 

Training.) 

 

Selection 

¶ Worker members will be selected by the union/peers 

¶ Management members will be selected by the Employer 

 

Term 

¶ Worker members to serve three year terms to a maximum of three consecutive terms 

 

Quorum 

¶ Minimum of two management representatives and two worker representatives 

¶ The number of worker reps must be more than or equal to the number of management reps 

 

Frequency: 

¶ Meetings will be held at least once every three months 

¶ When required to meet by order of the Minister of Labour (MOL) 

Meetings will be held as soon, as possible, after a workplace incident involving violence/sexual 

violence/trauma to review Employerôs response and control measures and make further recommendations, 

as required  
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Agenda: 

¶ Additions to the Agenda 

¶ Review of Previous Minutes 

¶ Business Arising from Minutes 

¶ Workplace Inspections 

¶ WSIB Updates, Injury, Incident, Hazard, Workplace Violence and Harassment (WV&H) 

¶ Training Updates 

¶ Health and Safety Policy Review and Business 

¶ New Business/Updated Issues 

¶ Next Meeting 

 

Meetings: 

¶ Members are required to attend at least 80% of meetings 

¶ Members to forward regrets within 72 hours of a scheduled meeting 

 

Document Retention 

¶ Minutes will be signed by co-chairs 

¶ Original minutes will be kept at the Administration Office 

¶ Minutes will be distributed to committee members for approval prior to meeting 

¶ Approved and signed minutes will be posted on Health and Safety bulletin boards in all program 

offices. 

¶ Previous minutes will be kept in the Health and Safety binders and be available for examination 

and review by an MOL inspector 

 

Decision Making Process 

¶ All issues, decisions and recommendations will be made by consensus, as follows: 

o Ensure each membersô point of view is voiced 

o Discuss solutions, itemizing advantages and disadvantages 

o Members are not expected to change their minds for the sake of harmony 

o Discard the most objectionable solutions by voting 

o Discuss alternatives with the least objections 

o Combine or amend alternatives so all concerns are dealt with 

¶ Co-Chair(s) will make the final decision if consensus has not been reached among members 

¶ Co-Chair(s) are able to make decisions on behalf of committee members between scheduled JHSC 

meetings, if further revisions are needed to Employerôs actions/control measures/protocols/safety 

plans implemented to control hazard/risks in an incident involving workplace violence and 

harassment. 

¶ Review Employerôs actions/control measures/protocols/safety plans implemented to control 

hazard/risks in an incident involving workplace violence and harassment and notify (via email) all 

committee members for feedback/further recommendations, with ónext business dayô timeline 

¶ Co-Chairs meet to sign-off the Employerôs control measures/protocols/safety plans implemented 

to control hazard/risks have been implemented and are effective 
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Process for Recommendations: 

¶ Health and Safety Concerns: 

o The JHSC will forward written Health and Safety recommendations to the Employer 

o The Employer will respond in writing within twenty-one days 

o The response will contain a timetable for implementing the recommendations that the 

Employer agrees with, as well as, a written explanation for any recommendations not 

accepted 

o Written Recommendation Form will be used for potentially contentious recommendations 

¶ Procedural/Other 

o The JHSC will forward policies and programs to the Executive Director/Employer for 

response 

o A specific timeline will be indicated at the time of forwarding 

 

Work Refusals: 

See the OHSA Part V, Right to Refuse or to Stop Work Where Health or Safety in Danger, 

Section 43-49. Refer to the Employerôs Work Refusal & Work Stoppage Policy. 

 

JHSC Representatives: 
Current JHSC membership will be posted on the Health and Safety Bulletin Boards in all workplace Staff 

and Administration Offices 

 

Communication: 

This policy will be communicated to Employees using the following methods: 

¶ Health and Safety Orientation Program given to newly hired Employees during their probationary 

period and current Employees, as  

¶ Team Meetings, Team Meeting Minutes 

¶ Town Hall Meetings 

¶ Health and Safety Policy Manual 

¶ Staff Newsletter, when applicable 

¶ Minutes of JHSC meetings posted on Health and Safety bulletin board in workplace offices 

 

Training:  

¶ Health and Safety Orientation Program for newly hired Employees and current Employees, as 

required 

¶ Team Meetings, as required 

¶ Supervisor Meetings, as required 

¶ Senior Leadership Meetings, as required 

¶ Agency Meetings 

¶ On-line Learning 

¶ Health and Safety Orientation Session for Board of Directors, provide training to new Board 

Members, as required 
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Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 

 

Relevant Forms: 

¶ JHSC Recommendation Form 

¶ Monthly Workplace Inspection Checklist 

 

References: 

¶ Occupational Health and Safety Act R.S.O. 1990, Chapter 0.1 

¶ A Guide to the Occupational Health and Safety Act, Rev. 05/11 

www.serviceontario.ca/publications 

¶ Effective Joint Health and Safety Committees, Third Edition; Public Services Health and Safety 

Association (PSHSA), May 2013 
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LOCKOUT/TAG OUT (LOTO) POLICY  
 

Purpose: 

The Employer is committed to protecting the safety of Workers and contractors/subcontractors servicing 

the machines, devices and/or equipment that utilize energy at the Employerôs building. This policy 

establishes the procedural guidelines for safely isolating potentially hazardous energy sources before 

performing maintenance, repair, and/or adjustments on energized machines/devices/equipment, as per 

Occupational Health and Safety Act [OHSA O. Reg. 213/91, ss. 190(1- 9)] and O. Reg. 851, R.R.O. 1990, 

Industrial Establishments Section 42, 75, 76. 

 

Scope:  

Applies to Workers and contractors/subcontractors hired for the maintenance, repair and/or adjustment of 

machinery/devices/equipment that utilize energy at the Employerôs building. 

Applicable Policies/Programs: 

¶ Contractor, Subcontractor and Supplier 

¶ Stay at Work/Return to Work (SAW/RTW) 

¶ Incident/Injury Investigation 

¶ Hazard Reporting 

¶ First Aid 

¶ Health and Safety Accountability 

¶ Occupational Health and Safety Roles and Responsibilities of Workplace Parties 

 

Definitions: 

Lockout: to physically neutralize all energies in a piece of equipment before beginning any maintenance 

or repair work. Lockouts generally involve: 

¶ Stopping all energy flows (for example, by turning off switches, or valves on supply lines 

which are called energy-isolating devices) 

¶ Locking switches and valves (i.e., putting a lock on those energy-isolating devices) 

¶ Securing the machine, device, or power transmission line in a de-energized state (for 

example, by applying blocks or blanks, or bleeding hydraulic or pneumatic pressure from 

lines). 

Often power sources are inadvertently turned on, or valves opened mistakenly before the work is 

completed, resulting in serious injuries and fatalities. Therefore, it is important not only to ensure that all 

energies are properly locked out, but that they remain locked out until the work is completed.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        

HealthandSafetyOntario.ca 

(Note: push buttons, selection switches and other circuit control switches are not considered energy-

isolating devices). Canadian Centre for Occupational Health and Safety (CCOHS).  

 

Specific Lockout: is the use of separate (i.e., non-generic), detailed, written lockout procedure for each 

identified machine/device/equipment that may require to be locked out. Specific lockout shall include the 

following: 

¶ Identify tradesperson(s) responsible for performing the lockout (i.e., operator, millwright, and 

electrician etc.)  
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¶ Person responsible for ensuring that the lockout is properly performed (Maintenance 

Supervisor/Site Supervisor) 

¶ The energy sources to be controlled by the lockout 

¶ Location of control panels, power sources, including electrical power boxes, switches, interlocks, 

valves, blocking points, relief valves and/or blanking and bleeding points 

¶ Special hazards, (i.e., a flywheel that spins for minutes after power is removed or electrical 

capacitors) 

¶ The personal protective devices (PPE) that must be used or worn 

¶ The step-by-step lockout procedure (who does what/when) 

¶ The testing procedures to ensure all energy sources are controlled (including possible stored 

energy) 

¶ The step-by-step procedure for removing the lockout 

www.health&safetyontario.ca 

*Note: additional Locks are required for each additional worker servicing the equipment. 

 

Tag out: is a labelling process that is always used when lockout is required. The process of tagging out a 

system involves attaching or using an indicator (usually a standardized label). CCOHS. 

As per OHSA S. 190(6) the following rules apply to the tagging of a power supply under subsection (4):  

1. The tag shall be made of non-conducting material and shall be installed so as not to become 

energized 

2. The tag shall be placed in a conspicuous location and shall be secured to prevent its inadvertent 

removal 

3. The tag shall indicate: 

i. Why the equipment, installation or conductor is disconnected 

ii.  The name of the person who disconnected the equipment, installation or conductor 

iii.  The name of the personôs employer and 

iv. The date on which the equipment, installation or conductor was disconnected 

4. The tag shall not be removed unless it is safe to do so 

*Note: additional tags are required for each additional worker servicing the equipment. 

 

Energy Source: any source that could cause harm to an individual by generating or transferring electrical 

energy or potential (voltage); hydraulic, pneumatic, gas or steam pressure; high temperature; cryogenic 

temperature or stored mechanical energy; energy stored in springs; and potential energy from suspended 

parts (gravity). Ministry of Labour (MOL). 

 

De-energization: is a process that is used to disconnect and isolate a system from a source of energy in 

order to prevent the release of that energy. By de-energizing the system, you are eliminating the chance 

that the system could inadvertently, accidentally or unintentionally cause harm to a person through 

movement, or the release of heat, light, or sound. CCOHS. 

 

Energy Isolating Device: a disconnect switch, circuit breaker, manually operated valve, blind flange, or 

other device used to ensure that power or energy cannot flow to a piece of machinery or equipment. 

MOL. 
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Affected Person: is an employee whose job requires them to operate a system or work in an area in which 

servicing or maintenance is being performed under LOTO. CCOHS. 

 

Authorized Person: is an individual who is qualified to control hazardous energy sources because of their 

knowledge, training, and experience, and has been assigned to engage in such control. CCOHS. (Refers to 

the Employerôs Housing Personnel). 

 

Supervisor(s): may refer to Property Manager and/or Executive Director, (Note: Property Manager and 

Executive Director are listed under ñProject Coordinatorò in the Contractor, Subcontractor and Supplier 

Policy). 

 

Workers: refers to housing personnel (Superintendent, Key Tenant). 

 

The Employerôs Building: 238 Willow Road, Guelph ON. 

 

Roles and Responsibilities: 

Employer: 

¶ Follow Employerôs duties, as outlined in the applicable policies/programs listed in óScopeô 

¶ Ensure that Supervisor(s) or Designate(s), Workers and contractors/subcontractors follow lockout 

procedures on building machines/devices/equipment, as per OHSA, Industrial Regulations and the 

Employerôs LOTO procedures, outlined below 

¶ Ensure LOTO training is provided for appropriate Supervisor(s)/Designate(s) and Workers, as 

required 

¶ Ensure the required PPE(s), equipment and materials are provided for LOTO procedures  

¶ Ensure that Supervisor(s)/Designate(s), Workers and contractor/subcontractor know which energy 

sources may need to be controlled on building machines/devices/equipment 

¶ Ensure this Policy is reviewed annually 

 

Supervisor(s) or Designate(s): 

¶ Follow Supervisorôs duties, as outlined in the applicable policies/programs listed in óScopeô 

¶ Ensure that Workers and contractors/subcontractors follow lockout procedures on building 

machines/devices/equipment, as per OHSA, Industrial Regulations and the Employerôs LOTO 

procedures, outlined below 

¶ Ensure Workers have received training in specific lockout/tagout procedures on the required 

building machines/devices/equipment that they are responsible to service, (refer to The 

Employerôs Building Equipment Requiring Lockout by Housing Personnel, below), and maintain 

training records 

¶ Ensure that Workers and contractor/subcontractor know which machines/devices/equipment in the 

building may need energy controlling LOTO procedures prior to service  

¶ Provide all required PPE, equipment and materials to Workers performing LOTO on building 

machines/devices/equipment, (refer to Lockout/Tagout Materials and Equipment List, below) 

¶ Monitor and restock PPE/equipment/materials, as required  

¶ Be notified of the date and time that a lockout on specific machines/devices/equipment is 

scheduled to occur and/or occurring 
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¶ Ensure appropriate Workers are responsible for LOTO and only authorized Workers are 

performing LOTO on building machines/devices/equipment 

¶ Ensure Workers thoroughly record lockout details in the Housing Communication Logbook  

¶ Ensure contractors/subcontractors follow their employerôs lockout/tagout policies and procedures 
when servicing any of the Employerôs building machines/devices/equipment, and follow the 

Employerôs Contractor, Subcontractor and Supplier Policy 

¶ Ensure written step-by-step instructions for Specific LOTO is available for building 

machines/devices/equipment, (refer to Housing Personnel Specific Lockout, below) 

¶ Ensure Workers follow the proper lockout/tagout procedures at the end of a shift and between shift 

changes 

¶ Be notified if lock(s)/tag(s) must be removed by someone other than the authorized person who 

applied the lock/tag, and follow Emergency Lock/Tag Removal procedures, outlined below 

¶ In the event of injury to Worker while servicing building machines/devises/equipment requiring 

lockout; ensure Worker receives medical attention, as required, takes a SAW/RTW package to 

health care professional/hospital, completes and returns all forms, including Health Professionals 

Report (Form 8) RTW Information to Supervisor(s)/Designate(s), as soon as possible 

¶ Immediately forward Injury Report and  Health Professionalôs Health Professionals Report (Form 

8) Return To Work Information to Manager, Human Resources/Designates and participate in an 

Incident/Injury Investigation, as required 

¶ Participate in the annual review of this Policy, as required 

 

Workers: 

¶ Follow Workerôs duties, as outlined in the applicable policies/programs listed in óScopeô 

¶ Follow LOTO procedures on building machines/devices/equipment, as per OHSA and Industrial 

Regulations  

¶ Follow LOTO procedures outlined in Housing Personnel Specific Lockout, outlined below 

¶ Participate in relevant LOTO training, as required 

¶ Immediately report to Supervisor(s)/Designate(s) any hazards associated with building 

machines/devices/equipment and/or LOTO procedures, complete Hazard Report form, and submit 

to Supervisor(s)/Designate(s) 

¶ If injured while performing LOTO on building equipment, immediately report injury to 

Supervisor(s)/Designate(s), take SAW/RTW package to health care professional/hospital, and 

submit completed forms, including  Health Professionals (Form 8) RTW Information to 

Supervisor(s)/Designate(s), as soon as possible 

¶ Notify all affected person(s), i.e., Property Manager, housing personnel and/or 

contractor/subcontractor when lockout on building equipment is about to occur and when lockout 

is finished 

¶ Do not share or loan out your lock(s) with other Workers and/or contractors/subcontractors 

servicing building machines/devices/equipment 

¶ Remove only the lock and tag that you have placed on a machine/device/equipment during LOTO. 

Under no circumstance is a Worker to remove lock(s)/tag(s) belonging to another Worker 

and/or contractor/subcontractor, (unless authorized to do so by Supervisor(s)/Designate(s)) 

¶ Record LOTO details in the Housing Communication Log Book 

¶ Follow Shift Work and Emergency Lock/Tag Removal procedures, outlined below, as required 

¶ Notify Supervisor(s)/Designate(s) when PPEôs and LOTO materials and equipment need to be 

restocked  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date:   September  4, 2013 

Subject:   Lockout/Tag Out (LOTO) Policy         Revision Date: November 23, 2016 
Page:     4 of  11 



Page | 90 

 

 

 

 

 

 

Contractor/Subcontractor: 

¶ Follow contractor/subcontractor duties, as outlined in the Contractor, Subcontractor and Supplier 

Policy 

¶ Follow lockout procedures on building machines/devices/equipment, as per OHSA and Industrial 

Regulations  

¶ Follow their employerôs lockout/tagout policies and procedures when servicing any of the 
Employerôs building equipment, e.g., providing the proper locks, hasps, tags for specific 

machines/devices/equipment 

¶ Notify affected person(s) (Property Manager, Housing Personnel and/or contractor/subcontractor) 

when LOTO on machines/devices/equipment in building is about to occur and when lockout is 

finished 

¶ Do not share or loan out your lock(s) with other Workers and/or contractors/subcontractors 

servicing building machines/devices/equipment 

¶ Remove only the lock and tag that you have placed on a machine/device/equipment during LOTO 

 

The Employerôs Building Equipment Requiring Lockout by Housing Personnel: 

1. Garbage Compactor System 

¶ Lockout is required when the operator has a reason to be within the confines of the Garbage 

Compactor to remove blockages, jammed garbage ram, or to service and/or replace parts. 

2. Gas fired Make Up Air Units (MUAU) (located on roof of building, north and south side) 

¶ Lockout is required when the operator has a reason to be within the confines of the MUAU 

to adjust/lubricate vents, replace a belt on the motor, or replace filters on the system. 

 

The Employerôs Building Equipment Requiring Lockout by Contractor/Subcontractor: 

1. Electrical Panels/Switching within the Electrical Room 

2. Circulating Pumps for the Boiler System 

3. Electrical Panels/Switching ï Ramp Heat system 

4. Elevators 

5. Garbage Compactor System 

6. Make Up Air Units 
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Housing Personnel Lockout Materials and Equipment: 

The kit used at 238 Willow Rd. consists of the following: 

1. Red carry case 

2. 3 red padlocks ï 1 distinct key for each lock 

3. 1 multiple lock hasp 

4. Lockout tags and tie straps 

 
 

Housing Personnel Specific Lockout: 

Garbage Compactor System LOTO Procedure: 

¶ The Garbage Compactor Equipment is powered by electrical current; 

¶ Only Authorized Person(s) who has knowledge of the type and magnitude of the energy to be 

controlled, the hazards of the energy, and the means to control the energy will perform the 

following procedures. 

 

1. Notify all affected person(s): 

¶ that a lockout is required on the Garbage Compactor System; 

¶ the reason for the lockout; 

¶ approximately how long Garbage Compactor System will be unavailable; 

¶ the Worker(s) responsible for the LOTO; 

¶ who to contact for more information. 

 

2. Equipment Shutdown and Isolation:  

¶ If equipment is operating, shut it down by the normal stopping procedure; 

¶ Close the main disconnect switch: located on the electrical panel beside the Garbage Compactor. It 

is to be placed in the off position and ensure that the garbage chute trap door is closed; 

¶ Verify that all moving parts of the system have come to a complete stop; 

¶ Operate the energy-isolating device(s) so that all energy sources are disconnected or isolated from 

the equipment. 
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3. Apply the Lockout/Tag out Device: 

¶ Worker(s) to place their OWN assigned lock through the switch handle and the retaining loop on 

the panel; 

¶ Worker will secure lock, remove and retain the key, (each lock will only have one key ï no master 

keys are allowed); 

¶ Worker(s) to clearly fill out tag and attach tag to their individual lock; 

¶ Tag to include: the name of the Worker who is servicing the equipment, service date/time, reason 

for the lockout, expected completion date/time, and phone and/or cell number of service person, is 

recommended; 

¶ If more than one Worker is servicing the Garbage Compactor System at the same time, each 

worker must lock out the equipment using their own individual lock/tag on the hasp device when 

starting work, and should remove their individual lock/tag from the hasp, when work is completed. 

 

4. Verify Isolation : 

Before working on the equipment test the system to ensure that all power sources are properly shut off 

and locked out. 

¶ Test the main disconnect switch and make sure it cannot be moved to the óONô position; 

¶ Try to turn start the equipment using the normal operation controls/point of operation switches to 

make sure that the power has been disconnected. 

 

5. Perform Maintenance or Service Activity 
 

6. Lockout/Tag out Removal:  

Before locks and tags are removed and energy is restored to the Garbage Compactor System: 

¶ inspect the work area to ensure that all tools and items have been removed and that equipment 

components are operationally intact; 

¶ Ensure Worker(s) are a safe distance from any potential hazard; 

¶ Notify affected person(s) that locks and tags are being removed ; 

¶ Remove your OWN lock and tag from each energy-isolating device; 

¶ If more than one Worker is servicing the Garbage Compactor System, ensure that all Workers 

have removed their own locks and are a safe distance from any potential hazard before proceeding 

to the next step; 

¶ Reactivate the Garbage Compactor System, the same set of procedures ï only in reverse ï shall be 

followed to energize and activate the equipment. The following check list shall be used as a guide: 

o Are guards in place? 

o Have all braces, pins, chains, blocks been removed? 

o Are all tools that have been used accounted for? 

o Are all valves closed in the correct position? 

o Have all tags and locks been removed by authorized person(s)? 

o Are all persons accounted for? 

o Have all affected person(s) been notified? 

¶ Report service and/or LOTO details in Housing Communication Log Book. 
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North/South Make Up Air Units (MUAU): 

¶ The North/South Make Up Air Units, located on the roof are powered by electrical current (they 

are gas fired for heat as well);  

¶ Only Authorized Person(s) who have knowledge of the type and magnitude of the energy to be 

controlled, the hazards of the energy, and the means to control the energy will perform the 

following procedures. 

 

1. Notify all affected person(s): 

¶ that a lockout is required on the North/South MUAUs; 

¶ the reason for the lockout; 

¶ approximately how long North/South MUAUs will be unavailable; 

¶ the Worker(s) responsible for the LOTO; 

¶ who to contact for more information. 

 

2. Equipment Shutdown and Isolation:  

¶ If equipment is operating, shut it down by the normal stopping procedure; 

¶ Close the main disconnect switch: At the electrical panel box, located on the side of the MUAU, 

the switch is to be placed at the off position; 

¶ Verify that all moving parts of the system have come to a complete stop; 

¶ Operate the energy-isolating device(s)  so that all energy sources are disconnected or isolated from 

the equipment; 

 

3. Apply the Lockout/Tag out Device: 

¶ Worker(s) to place their OWN assigned lock through the switch handle and the retaining loop on 

the panel; 

¶ Worker will secure lock, remove and retain the key. (each lock will only have one key ï no master 

keys are allowed); 

¶ Worker(s) to clearly fill out tag and attach tag to their individual lock; 

¶ Tag to include: the name of the Worker who is servicing the equipment, service date/time, reason 

for the lockout, expected completion date/time, and phone and/or cell number of service person, is 

recommended; 

¶ If more than one Worker is servicing the North/South MUAUs at the same time, each worker must 

lock out the equipment using their own individual lock/tag on the hasp device when starting work, 

and should remove their individual lock/tag from the hasp, when work is completed. 
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4. Verify Isolation : 

Before working on the equipment, test the system to ensure that all power sources are properly shut off 

and locked out. 

¶ Test the main disconnect switch and make sure it cannot be moved to the óONô position; 

¶ Try to turn start the equipment using the normal operation controls/point of operation switches to 

make sure that the power has been disconnected. 

 

5. Perform Maintenance or Service Activity to the North/South MUAUs 
 

6. Lockout/Tag out Removal:  

Before locks and tags are removed and energy is restored to the North/South MUAUs the following 

procedures will be take taken: 

¶ Inspect the work area to ensure that all tools and items have been removed and that equipment 

components are operationally intact; 

¶ Ensure Worker(s) are a safe distance from any potential hazard; 

¶ Worker will notify affected person(s) that locks and tags are being removed; 

¶ Remove your OWN lock and tag from each energy-isolating device; 

¶ If more than one Worker is servicing the MUAU, ensure that all Workers have removed their own 

locks and are a safe distance from any potential hazard before proceeding to the next step; 

¶ Reactivate the North/South MUAUs, the same set of procedures ï only in reverse ï shall be 

followed to energize and activate the equipment; 

¶ The following check list shall be used as a guide: 

o Are guards in place? 

o Have all braces, pins, chains, blocks been removed? 

o Are all tools that have been used accounted for? 

o Are all valves closed in the correct position? 

o Have all tags and locks been removed by authorized person(s)? 

o Are all persons accounted for? 

o Have all affected person(s) been notified? 

¶ Report service and/or LOTO details in Housing Communication Log Book. 
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Shift Work Procedure: 

If Housing Personnel has not completed servicing building machines/devises/equipment at the end of a 

shift, the following procedure will be used: 

¶ The Worker (authorized person) will report the status of the work in the Housing Communication 

Log Book and to the incoming Worker (authorized person) reporting for the next shift, before 

proceeding with the LOTO removal procedures, as outlined above; 

¶ The incoming Worker will place their own lock/tag on the building equipment requiring service to 

be continued, following the procedures outlined above; 

¶ The outgoing Worker will remove their own lock/tag, following the procedures outlined above; 

¶ Prior to commencing service on the building equipment on the next shift, the Worker will verify 

isolation on the equipment, and proceed with the LOTO procedures, as outlined above. 

 

Emergency Lock/Tag Removal: 

Should there be a need to remove a lock and/or tag from building machines/devices/equipment, by 

someone other than the authorized person who applied the lock/tag, the procedure is as follows: 

1. Supervisor(s)/Designate(s) and/or Housing Personnel will contact the authorized person(s) whose 

name is on the lock/tag, to assure they are not actively servicing the equipment or within the body 

of the machine/device. Housing Personnel will immediately contact  the 

Supervisor(s)/Designate(s) if they are off site; 

2. If the authorized person(s) cannot be contacted, Supervisor(s)/Designate(s) and/or Housing 

Personnel will notify the authorized person(s)ôemployer, to have a qualified service person remove 

the lock/tag; 

3. Supervisor(s)/Designate(s) and/or Housing Personnel will complete an Incident Report and 

Housing Personnel will submit report to Supervisor(s)/Designate(s); 

4. Supervisor(s)/Designate(s) and/or Housing Personnel will ensure the qualified service person 

physically inspects the equipment to ensure there is no person within the body of it, and that it is 

safe to re-energize; 

5. When determined safe, the Supervisor(s)/Designate will authorized that the lock/tag be cut off and 

removed from the equipment; 

6. A qualified service person will reenergize the equipment following their employerôs  procedures 

and following the OHSA requirements; 

7. Supervisor(s)/Designate(s) and/or Housing Personnel will record details in the Housing 

Communication Log Book, i.e., date/ time of lock/tag removal and reason, contact details of 

authorized person and/or employer. 

 

Communication and Training: 

This policy will be communicated and trained to applicable Employees using the following methods: 

¶ Training session specifically intended for Property Manager, Live-in Superintendent, Property 

Committee, applicable SLT members and Key Tenant, as required prior to the commencement of 

any qualified contract, as required; 

 

Evaluation: 

¶ Part of the annual Health and Safety Testing for applicable Employees; 

¶ Reviewed on an annual basis by JHSC. 

  

Section: Terms and Rules of Employment Policy Number: D-4.1 

Sub-section:  Health and Safety Effective Date:   September  4, 2013 

Subject:   Lockout/Tag Out (LOTO) Policy         Revision Date: November 23, 2016 
Page:     10 of  11  



Page | 96 

 

 

 

 

Relevant Forms: 

¶ Hazard Report 

¶ Incident Report 

¶ SAW/RTW Package 

¶ Incident/Injury Investigation 

 

References: 

¶ Canadian Centre for Occupational Health and Safety: ñLockout/Tag outò, March 7, 2013, 
www.ccohs.ca/oshanswers/hsprograms/lockout.html 

¶ Health and Safety Ontario: ñLockoutò, 2011,  www.wsps.ca 

¶ Occupational Health and Safety Act R.S.O. 1990 

¶ Occupational Health and Safety Act R.R.O. 1990, Regulation 851, Industrial Establishments  

¶ Ontario Ministry of Labour: ñSection 6: Lockout Procedures: Occupational Health and Safety 
Guidelines for Farming Operations in Ontarioò, June 2009, 

www.labour.gov.on.ca/english/hs/farming/gl_lockout.php#preparation 
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MUSCULOSKELETAL DISORDER (MSD) AWARENESS 

& PREVENTION POLICY  
 

Purpose: 

The Employer is committed to ensuring that all Employees understand and are aware of the risk factors 

associated with MSDs. By recognizing, assessing, and addressing MSD hazards in the workplace, the 

Employer will establish a foundation for successful MSD prevention. For information on MSD prevention 

with respect to client handling, please see Appendix 1: Physical Demands Analysis (PDA) for Attendant 

Services Workers.  

 

Scope: 

Applies to all Employees in the workplace 

Applicable Policies/Programs:  

¶ Transfers, Lifts and Carries 

¶ Hazard Reporting 

¶ Occupational Health and Safety Roles and Responsibilities of Workplace Parties 

¶ Stay at Work/Return to Work (SAW/RTW) 

¶ Incident/Injury Investigation 

¶ Health and Safety Orientation 

¶ Health and Safety Accountability 

¶ Slips, Trips, Falls 

¶ Housekeeping 

¶ Workplace Refusal/Stoppage  

 

Definitions: (Refer to references listed below) 

Musculoskeletal Disorders (MSD): MSDs are injuries and disorders of the musculoskeletal system that 

cause pain or other symptoms. They may be caused or aggravated by various hazards and/or risk factors 

in the workplace.  

 

The musculoskeletal system includes: 

¶ Muscles, tendons and tendon sheaths 

¶ Nerves 

¶ Bursa (the small fluid-filled sac usually found or formed in areas subject to friction (e.g., at the 

point where a muscle or tendon crosses bone); bursae  reduce friction between the two moving 

surfaces) 

¶ Blood vessels 

¶ Joints/spinal discus (the place where two bones meet that enable the body to move and grasp) 

¶ Ligaments (fibrous tissue that connects bones to other bones) 

 

MSDs are not the result of a sudden, single event involving an external source (e.g. fall, vehicle collision, 

violence, etc.) 

 

MSDs are the number one type of work-related lost-time claim reported to the Workplace Safety and 

Insurance Board (WSIB) in Ontario. 
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Force: refers to the amount of effort made by the muscles and the amount of pressure on body parts as a 

result of different job demands. All work tasks require workers to use their muscles to exert some level of 

force. However, when a task requires them to exert a level of force that is too high for any particular 

muscle, it can damage the muscle or related tendons, joint and other soft tissue.  

 

Repetition: a task that uses the same muscles repeatedly.  Repetition may be measured in terms of 

minutes, hours or workday (e.g. 3 per minute, 25 per hour, 30 times per shift).  The level of risk depends 

on frequency of repetition, time for rest/recovery, speed of motion, postures required and amount of force 

required. 

 

Awkward Posture: any fixed or constrained body position that overloads muscles, tendons or joints.  

Generally, the more a joint deviates from the neutral position, the more the posture is considered 

óawkwardô and the risk of injury increases. 

 

Neutral Posture: postures in which the muscles, tendons and joints function optimally and require the 

least amount of effort to maintain. 

 

Static Posture: a body position that requires sustained physical effort, without joint movement. 

 

Physical Demands Analysis (PDA): a process to document the overall various physical attributes of a job.  

A well-documented PDA identifies force, posture, repetition and duration of tasks. Please refer to 

Appendix 7: Attendant Services Worker PDA. 

 

Ergonomics: is ñthe science of fitting the task to the worker by balancing the job demands with the 

capabilities of the human.  The profession applies theory, principles, data, methods and analysis to design 

in order to optimize human well-being and overall system performanceò. (Association of Canadian 

Ergonomists, 2006). 

 

Kinesiology: assesses the entire spectrum of human movement and function by applying knowledge from 

the areas of biomechanics, physiology, anatomy and psychomotor behaviour. 

 

Physiotherapy: specializes in the treatment of physical injuries using a number of therapeutic modalities 

that will attempt to restore normative function.  A physiotherapist will also have knowledge of basic 

ergonomic principles. 
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Roles and Responsibilities: 

Employer: 

¶ Follow Employerôs duties, as outlined in the applicable policies/programs listed in óScope; 

¶ Ensure the MSD policy and procedures are carried out in the workplace; 

¶ Ensure Back Safety training is provided to probationary Employees within their probationary 

period and to current Employees, as necessary ; 

¶ Ensure Back Safety Mentor support is provided to new Employees within their probationary 

period and current Employees, as necessary; 

¶ Provide administration work station assessments from an Occupational Therapist (OT); 

¶ Ensure ergonomic equipment at work stations is maintained; 

¶ Ensure this policy is reviewed annually. 

 

Manager, Human Resources or Designate: 

¶ Follow Manager, Human Resourcesô duties, as outlined in the applicable policies/programs listed 

in óScopeô; 

¶ Track, monitor and record Employeesô MSD related near misses, health care and lost-time 

incidents; 

¶ For health care and lost-time incidents, follow Manager, Human Resourceôs duties, as outlined in 

the First Aid, SAW/RTW and Incident/Injury Investigation policies/programs; 

¶ Bring MSD related Incident, Injury and/or Hazard/Near Miss Report to the next JHSC meeting for 

review; 

¶ Bring WSIB-NEER data related to MSD hazards to JHSC meetings, as required; 

¶ Participate in the annual review of this policy, as required. 

 

Supervisor or Designate: 

¶ Follow Supervisorôs duties as outlined in the applicable policies/programs listed in óScopeô; 

¶ Ensure new Employees receive Back Safety training within their probationary period and current 

Employees receive Back Safety re-training every five years; 

¶ Ensure new Employees and current Employees receive Back Safety Mentor support, as required; 

¶ Ensure all Employees are following clientsô approved transfers and using equipment properly; 

¶ Encourage Employees to immediately report symptoms of MSD on applicable report forms i.e. 

Injury, Incident, Hazard/Near Miss Report; 

¶ Investigate and respond to all reports of MSD concerns, hazards, symptoms, injuries or near miss 

incidents; 

¶ Forward all reports to Executive Director(ED)/Designate; 

¶ Consult the applicable professional (OT/PT/PSHSA) to provide assistance in implementing MSD 

controls when solutions are not immediately identified; 

¶ Take every reasonable precaution for the protection of the Employee; 

¶ Participate in the annual review of this policy, as required. 
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Employee: 

¶ Follow Employeesô duties as outlined in the applicable policies/programs listed in óScopeô; 

¶ Immediately report to Supervisor/Designate any MSD hazards or concerns, symptoms, injuries or 

near misses and document on applicable report forms: Injury, Incident, Hazard/Near Miss and 

document on Hazard Board, as required; 

¶ Complete Probationary Health and Safety Orientation and Back Safety training within 

probationary period; 

¶ Complete Back Safety re-training every five years; 

¶ Receive Back Safety Mentor support within the probationary period and ongoing, as required; 

¶ Make suggestions for effective solutions to manage and control MSD hazards in the workplace, as 

required; 

¶ Only use approved transfers and authorized equipment for client handling tasks. 

 

Joint Health and Safety Committee (JHSC):  

¶ Follow JHSC duties, as outlined in the applicable policies/programs listed in óScope; 

¶ Review Incident, Injury and Hazard/Near Miss reports related to MSD hazards and make written 

recommendations for the elimination, reduction and/or control of MSD hazards in the workplace; 

¶ Review WSIB-NEER data related to MSD hazards; 

¶ Participate in the annual review of this policy. 

 

Communication: 

This policy will be communicated to Employees using the following methods: 

¶ Health and Safety Orientation Program given to newly hired Employees during their probationary 

period and current Employees, as required; 

¶ Team Meetings, Team Meeting Minutes; 

¶ Town Hall Meetings; 

¶ Health and Safety Policy Manual; 

¶ Staff Newsletter, as applicable; 

¶ Minutes of JHSC meetings posted on Health and Safety bulletin board in workplace offices. 

 

Training:  

¶ Health and Safety Orientation Program for newly hired Employees and current Employees, as 

required; 

¶ Team Meetings, as required; 

¶ Supervisor Meetings, as required; 

¶ Senior Leadership Meetings, as required; 

¶ Agency Meetings; 

¶ On-line learning. 
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Evaluation: 

¶ Annual Health and Safety Testing (80% to pass) 

¶ Probationary Health and Safety Test successfully completed during probationary period 

¶ Probationary Performance Reviews and Performance Management System 1:1 Meetings 

 

Relevant Forms: 

¶ Incident 

¶ Hazard/Near Miss 

¶ Injury 

¶ SAW/RTW Package 

¶ Back Safety Mentor Checklist 
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APPENDIX 7: 

ATTENDANT SERVICES WORKER PHYSICAL DEMANDS ANAYSIS (PDA) 
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