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ABHR:
AODA::
BOD:
CCOHS:
CIAP
CSA:
EMS:
FAF:
GIL:
HR:
ICR:
ILI:
IMT:
ISP:
JHSC:
MOE:
MOHLTC.
MOL:
MRSA:
MSD;
MSDS
NEER
OHSA
OT:
PDA:
PPE
PSHSA
PT:
RHCP:

SAW/RTW

SLT
SO
TLC:
WHMIS
WHG,
WR
WSIA
WSIB
WT:
WV&H:
WVHPP
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GLOSSARY

Alcohol Based Hand Rub

Accessibility forOntarians with Disabilities Act
Board of Directors

Canadian Centre for Occupational Health and Safety
Continual Improvement Action Plan
Canadian Standards Association

Emergency Medical Service

Functional AbilitiesForm

Guelph Independent Living

Human Resources

Individual Client Record

Influenza like lliness

Incident Management Team

Individual Service Plan

Joint Health and Safety Committee

Ministry of theEnvironment

Ministry of Health and Long Term Care
Ministry of Labour

Methicillin Resistant Staphylococcus aureus
Musculoskeletal Disorder

Material Safety Data Sheets

New Experimental Experience Rating
Occuyational Health and Safety Act
Occupational Therapist

Physical Demands Analysis

Personal Protective Equipment

Public Services Health and Safety Association
Physical Therapist

RequlatedHealth Care Professional

Stay at WorkReturn to Work

Senior Leadership Team

Suitable Occupation

Transfers, Lifts and Carries

Workplace Hazardous Materials Information System
World Health Organization

Work Reintegration

Workplace Safety and Insurance Act
Workplace Safety and Insurance Board

Work Transition

Workplace Violence and Harassment
Workplace Violence and Harassment Prevention Plan
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date September, 2012
Subject: Glossary/Definitions Revision Date:November 23, 2016
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DEFINITIONS

The Employerrefers to Guelph Independdaving (GIL).
Worker(s) referst o t h e E mp Atendent Service\(Vaskerd. )
Employeés) r ef er s t o the Employerds Administrative St s

Supervisofs) r ef er s to the Employerdéds Employee(s) with
Executive Director (ED), Manager, Human Resources, Manager, Finance & Administration, Assisted Living
Coordinator, Outreach Coordinator, Seesior Co mmu n inatyr. Coor d i

Client(9:r ef ers t o anyone receiving the Employerds pr

Home Environmeni nsi de t he four wall s of a clientdés hous

Occupational Health and Safety Atthe Pr ovi nce of Ontari odsomMl®M®Okpl a

It outlines the rights, duties and accountability of all workplace parties who have a role in workplace health ar
safety. It establishes procedures for dealing with workplace hazards, and it provides for enforcement of the |a
where complianclas not beewoluntarily achieved. The OHSAontinue toevolve and improve workplace

health and safetyegulationsRefer to Occupational Health and Safety Roles and Responsibilities of Workplace

PartiesPolicy for more detalils.

Incident Management Team (IMT)he Empl oyer 6s management empl oyee
Manager, Finance &Administration, Supervisors and Designate(s), as required] responsible for coordinating t
agencyO6s emer gency r m@assprooheseEntiahsceises meeessarata mininmize the gifects
of an emergency. ErefgencyPtawm t he Empl oyer 6s

Internal Responsibility SystefiiRS) is part of the OHSA, and refers to the shared responsibility of everyone
wi t hi n t he oriplece(Semigrdanagement, Supervisors, Joint Health and Safety Committee
(JHSC) and Employegdo ensurehe workplace is healthy and safe for all Employees.

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

Workplace Safety and lnsance Board (WSIBa d mi ni st e r gaultQuorkpéace iinsutasce foro
employers and theamployees WSIB provides disability benefits, monitors the quality of health care, and
assists both employers aatiployeesn safe return to work foemployeesnjured on the job or who contract
an occupational disease. WSIB is entirely funded by employer premiums. WSIB provifdest mollective
liability insurance and access to indusspecific health and safety information for employers.drmployees
WSIB provides loss of earning benefits and health care coverage.

Public Service Health and Safety Association (PSHSAr ves Ontari obés public seEe
colleges, school boards, municipalities, health and community care organizations, emergency services and F
Nations. PSHSA assists organizationgintify and reduce workplace risks and haz#odgchieve safer and
healthier workplace environments.
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date September, 2012
Subject: Glossary/Definitions Revision Date:November 232016
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Antibiotic-Resistant Organism (ARCH 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
organismEx amp |l es of A Reaidtant Staphglactecus auteds (MRSA), Vancomgesnstant
Staphylococcus aureus (VRSA).

Joint Health and Safety Committee (JHS®@¥ Employer is responsible for establishing a JHSC under the
OHSA. A JHSC is composed of Worker and EmplaggresentativesTogether, they are committed to
improving health and safety conditions in the workplace. The JHSC identifies potential hdatfety
problems and brings them to the Employerds atten
safety developments in the workplace. The JHSC holds regular meetings and conducts regular workplace
inspections. Refer to the JHSC Term®Reference for more details.

Stay at Work/Return to Work (SAW/RTWHkollaborative 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 occug#onal or noroccupational. 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, tc
facilitate a safe and early return to work due to injurygccordance with the OHSA and Ontario Human Rights
Code. An Employeeds SAW RTW plan may involve tem
job duties or workplace arrangements in orbyter t o
health care profession®efer to theSAW/RTW Policy and Pegramfor more details.

Personal Protective Equipment (PPBny device worn by a Worker to protect against hazards in the
workplace. The Employer provides the following PPE for Workesse in the workplace: gloves,
gowns/aprons and face protection. Refer to the Personal Protective Equioietor more details.

ReallatedHealth Care ProfessiondRHCP) mayrefer toa regulategohysician, physiotherapist, chiropractor,
nurse practitioneregistered nurse extended class (RH,EBCtupational therapist, .
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective DateMay 22, 2002
Subject: Best Practices Revision Date:November 232016
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BEST PRACTICES/ROUTINE PRACTICES

Theterns6 Bés b r 6 Raxtices foous @n the routine care ofGlikents and includes information
previouslyk nown as oO0Uni v.er sal Precautions?o

Best Practices are based on the premiseathatients argotentiallyinfectious, even when asymptomatic and
that the same safe standards of practice should beagately with allclients to prevent exposure to blood,
body fluids, secretions, excrehs, mucous membranes, Rowact skin or soiled items to prevent the spread of
microorganisms.

Health care provider@.e., Workersmust assess the risk of exposure to blood, body fluids, anthtaarn skin
and idently the strategies that will decremexposure risk and prevent the transmission of microorganisms from
client to client, client to Worker, Worker to client and Worker to Worker.

BestRoutinePractices include:
1. Risk assessmef@®erformed each time you see a client)
1 Assess the risk of tramsssion
1 Take action based on potential risks
1 (PPE)at point of care
2. Hand hygiendrefer to Hazardous Waste Policy)
3. PPE(refer to PPE Policy)
1 Gloves
1 Face protection
1 Gowns/aprons
4. Environmental controls:
1 Sharps handling
1 Cleaning of lealth care equipment
1 Cleaning of the environment (including safe handling of soiled linens and waste)
5. Administrative controls:
1 Health and Safety PoliciesxdPrograms
1 Educationand training
1 Respiratory etiquette for both Employees and clients

Ref er t o t Hazardaus\WdsteanaPerSosal Protective Equipment (PPE) Bliciesfor details on
Best Practice

Page p



Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective DateMay 22, 2002
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Risk Assessment Questions

= =4 =4 -8 -4 A

Will there be contamination of skin/clothing by microorganisms?
Will there be exposure to nantact skin?

What is the task you are going to be doing?

Could your hands come in contaath body fluid?

Could you be splashed or sprayed with body fluid?

Will there be aerosolization of droplets?

Hand Hygiene

)l
)l
)l
)l
)l

T

Handwashing is the single most eftere way to prevent infections

By practicing good hand hygiene, we can also prevent thadsgranfections

Keep the skin on your hands healthy and intact because skireiscellent physical barrier

If you have open areas or cuts in your skin, cover twéma BandAid and wear gloves

Sweat collects in the creases of your hands, providing aflentcenvironment fobacteria 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 lcatheter
enter the bldder, and aase a urinary tract infection.

Hands must be washed:

)l
)l

=4 =4 =4 -8 -8 _48_9_°5_--°

Whenentering&l i ent 6 s home
Before and after personal care procedures such as
o Toileting
o0 Menstrual care
o Oral hygiene
Before putting on andfter taking off PPE
After care involvingbody 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 &lient
After empying garbage
After anyoccasion where hands have become soiled
After personal body function®.g, using the toileandb | o wi n goseett)e 0 s
Anytime there is a possibility of the presence of infecdimaterial
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Technique fothorough hand washing (lasting at least 15 seconds):

Remove jewellery

Apply liquid pump soap

PwpdPE

Use lotion frequently

©oNOO

Rinsehands under warm running water

If using anAlcohol Based Hand RufABHR):

1 Apply product to palm of hand

Do not use fingernail polish or artificial nails ag$le may increase bacterial load

Lather soap and use friction to cover all surfaces for a minimum of 5 seconds (clean between finge
palms, back of hands, 8ts, forearms and under nails)

Rinsehands under warm running water
Dry hand with a singleuse paper towel
Turn off taps with paper towéb prevent contaminating hands

1 Rub vigorously over all surfaces of hands for a minimum of 15 seconds or until hands are dry
1 Do not use on hands that are visibly soiled

Clients are responsible for providing liquid soap dispensers, soap, paper towels, papsoltetgland plastic

bags.Refer to HouskeepingPolicy.

References:

1. Routine Practices and Additional Precautibmall Health Care Setting®rovincial Infectious Diseases
Advisory Committee (PIDAC)November, 2012
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Section:Terms and Rules ofEmployment Policy NumberD-4.1
Subsection: Health and Safety Effective DateMay 22, 2002
Subject: Emergency Notification System Revision DateNovember 23, 2016
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EMERGENCY NOTIFICATION SYSTEM

The Emergency Notification System should be accessed when emergency procedures are implemented outs
of regular office hours. If emergencies occur Monday to Friday during the hours from 8:30 a.m. to 4:30 p.m.,
contact youiSupervisoor Executive Direar at519-836-1812.

This system will not be used for issues with scheduling.

This procedure isto be used only in emergenciedflonday i Friday from 4:30 p.m. to 8:30 a.m., and
weekends

o Call your Supervisomt his/hehhomephonenumber

Willow Place & 87 Neeve
Cheryl 519-836-3981(home)
5198354253(cell)

85 Neeve
Staceyi 519-830-2247(cell)

Outreach Program
Catharine 519836:0726(home)
226-821-1585(cell)

- leave a short message
- if no response igeceived within 10 minutes then

o Callyour Executive Director at his/her home phone number

Janet Redmani 519-684-7633(home)
519569-1425(cell)

- leave a message
- if no response is received within 10 minutes then

o Call Supervisofs) of othemprograms.

Use your discretion, if you need a response quickly; do not wait the 10 minutes before contacting the next
person.
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Subject: Emergency Notification System Revision Date:November 23, 2016
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In Cases of Accident/Medical Emergencies

Procedure for Emergency Involving Client

1.

2.

5.

All workers are obligated to perforemergency first aid, call 91dnd perform CPR aany other

lifesaving proceduren the event that the client is in a lifiereatening situation.

Workers are also responsible for assisting the client in obtaining the medical assistance hefgise requ
as per his/her direction.

Notify your Supervisoland leave a message if all necessary procedures have been implemented and n
follow up is required(i.e. client transferred and admitted to hospital

If follow up is required (i.e. client unwilling to go to the hospital and still in wadiistress, need
assistance witballing family members, etc.andthe Supervisor has not responded to your phone call,
access th&mergency Notification System.

Complete anrcidentForm and submit tthe Supervisor

In the instance of a death, Supesar, andExecutive 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:

ONoOGORWNE

9.

Any death of a client.

Any serious injury to a client, especially thdkat occur while they are receiving service.

Any injury to a client caused by theorker.

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

Any complaint made by or about a client that is considereddsi¢ersto be of aserious nature.

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

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

All non-accidental injuries to clients, including suspectedisdlitted, or unexplained accidents, and
which require treatment by a medigabfessionglincluding a nurse or dentist.

Any hazard consideréi Sriou® under the Hazard Reportifplicy.

10.All allegations and accusations of abuse or mistreatment of cligaisstworkers

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.
2.

Have other workex cover shift or call client(s) and ma&kernative arrangements.
Obtain the medical intervention required (if possible, see own doctor).
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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).

If follow up is requiredand your Supervisor has not responded to your phone call, acc&sadhgency
Notification System.Management must be notified immediately for occupational illness/accident
requiring medical attention (leaving a message is fine).

Completelnjury Report lorm and/or SAW/RTWpackage

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 involvinga worker is one or any combination of the following:

1.

Injury

2. Accident

3.

Seriots and immediate threat to health and safety

Procedure in Case of Incident

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

1.
2.

3.
4.

Follow direction given by client.

Contact external resources upon direction by cli€nes,w/c repair, landlord, family and take action
as directed.

Record in Individual Client RecordCR).

Complete an InciderReportForm.

Submit toSupervisor
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Subsection: Health and Safety Effective DateMarch 16, 2006
Subject: First Aid Policy Revision Date:November 23, 2016
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FIRST AID POLICY

Purpose:

To ensureaall Employeesn need of emergendyrst aid treatment will receive such treatment promptly and
efficiently from a ertified and qualified persoim addition, theEmployer will comply with all regulations as
identified in the WorkplaceSafety andnsuranceBoard (WSIB)First Aid Requirements (Regulation 1101)

Scope:

Applies to all Employees
ApplicablePolides/Programs

Occupational Health and Safety Roles and Responsibilities of Workplace Parties
Stay at WorkReturn to WorkK SAW/RTW)
Workplace Inspection

IncidentInjury Investigation

Health and Safety Accountability
Health and Safety Orientation
Housekeeping

Work Refusal & Work Stoppage

=4 =4 =8 -4 _-4_-9_-5_-2

Definitions:

First Aid: First Aid includes, but is not limited toleaning minor cuts, scrapes or scratches; treating minor
burns; applying bandages, dressings, cold compresses, cold packs, i@edsgijsits Public Services Health
and Safety Association (PSHSA), Fast Facts

Health care:Includes any service provided byegulatechealth cargrofessiona(RHCP) including a
physician nursepractitioner chiropractor, physiotherapjsegistered nursand sevices provided at a hospital
or healthcare facility/clinic.

Health Care Incidentan incident resulting in a visit to agidatedhealth care professional for the purposes of
diagnosing and prescribing medical care, as a result of an injury at wotkabdbes not result in time away
from scheduled work or a wage loss.

LostTime Incidentan incidenbr injury resulting in time away from work beyond the initial regular scheduled
shift.

Roles and Responsibilities
Employer
T Foll ow Empl oy er dngheapplitablepdiciespsogramdisted iabowe d
1 Keep posted, in conspicuous places, the WISIBase of Injury at Workoster (Form 82)
1 Providefirst ad suppliesand ensure they are maintained in all Administrative and Program Offices, in
accordance with the Occupational Health and Safety Act (OHSA) and WSIB Regulatign 1101
1 Provide and fund Standard First Aid/CPR training for Employees needing certification and/o
recertification, as required
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Subsection: Health and Safety Effective DateMarch 16, 2006
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[ Page: 2 of 6

1 Ensurevalid First Aid certificates of traineBmployee on dutyare posted on the Health and Safety
bulletin board in all Administration and Program Offices

1 Designate First Aid Station supply duties to an administration Employee who has current Standard Fir:
Aid/CPR Level C certification

1 Ensure thigolicy is reviewed annually

Manager, Human Resources or Designates:
1T Foll ow Manager, Hu man Reheapplicablepaiciespdogramdisted alzowe; o0 u
1 Intheevent of an injury to an Employee, follow Manager, Human Resources duties, as outlined in the
SAW/RTW, Incidentinjury Investigation, and Health and Safety AccountabHbficy;
Ensure required Employees have current Standard First Aid/CPR Level C datifica
Postvalid First Aid certificates of traineBmployeea on the Health and Safety bulletin board in
Administration Office
1 Participate in the annual review of tipglicy, as required

)l
)l

Supervisor or Designate:

T Foll ow Super vi s ointbesppltablepolieiespragamdisted abavey e d

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

1 Ensure Employees are recording thist aid supplies that they use during a shif the First Aid Report
form (redduo-tang in the First Aid Station)

1 Postvalid First Aid certificates of trainefimployea on the Health and Safety bulletin board in
applicable Program Offices

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

1 Intheeventofaninuiyo an Empl oyee, foll ow SuPAWVNRIW,sor 6s
Injury/Incident Investigation, and Health and Safety Accountalidicy;,

1 Participate in the annual review of tipslicy, as required

Employee
Foll ow Empl oy e e snitheapplitablepdiciedpmogramdistédialvoeep

1

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

1 Know thatfirst aid supplies are available akdow where the First Aid Stations in therkplaceare
located

Record first aid supplies used in the First Aid Report form (redtalg 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;

1 Seek the appromte medical attention if injured at a worksite whigrst aid supplies or qualified First
Aiders are not available

Be familiar withtheEmp | oyer 6 s Emer;gency Procedures
Wheninjured f ol |l ow Empl oyeesd duti es Iwestigaton, Healthe d i
and Safety Accountability Policies and the First Aid Procedure, outlined below.

)l
1

= =4
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Joint Health and Safety Committee (JHSC)
1 Inspect the First Aid tations and their contents during monthly workplace inspections
1 Fill out theRecord of First Aidspection sheet with the datetbé most recent inspection and the
signature(s) of the person(s) making the inspegtion
1 ForwardWorkplacelnspectiorRecordforms to Assisted Living/Special Projects Assistaiter
monthly workplace inspections
1 Participate in the annual review of tipglicy.

Assisted Living/Special Projects Assistant
1 Fill first aid supplies needed on workplace inspection forms, and give supplies to applicable Superviso
to restock First Aid Station in their Program Office
1 Ensure a fouweek inventory of first aid sufips is maintained at the Administration Office

First Aid Station Requirements:
The First Aid $ation will contain, as a minimum:
1 The irstaid items required b¥rirst Aid Requirements (Regulation 1101)
1 Personal Protective Equipment (PPE) including:
o Gloves
CPR masks
Surgical masks
Goggles/safety glasses
Gowns/aprons
Sleeves

O O O0OO0Oo

First Aid Procedure:
1. For afirst aid incidentX non-life threatening injury that does not require a visit to a health care
professiongt
1 Employeewill immmediately seekKirst aid;
1 Employeewill record any first aid equipment removed/used from the FirstStationon the
First Aid Recordorm;
1 Employee will complete a Hazard/Near Miss Report, as required and submit to their
SupervisotDesignate.

2. For a Health Care and/or Lestme Incidents: (Refer to the SAW/RTW and Incident/InjBolices for
more details)

1 Employeewill immediately inform Supervis@idesignateof the injury Employeewill use the
Emergency Notification System procedure, if after business hours

1 Employeewill obtain a SAW/RTWpackagdrom First Aid Station and bring to the initial
appointment with the RHCP;

1 TheEmployer will provideinjured Employee with transportation assistatcceRHCP or
hospital if required. (Refer to Transportation Assistance Procadui@pendix Ifor more
details);
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1 Employeewill 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 Resour¢Bgsignatewill complete a WSIBForm 7ZEmp | oyer 6 s Rep

Injury/Diseaseand forward to WSIB

1 Employeeto comply with health care treatment and recommendatamtsimmediately inform
SupervisotDesignate if any changes to their condition ogcur

1 Manager, Human Resources and Superiisesignate(syvill keep a reord of all circumstances
regardingthe injury;

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

= =4

First Aid/CPR Training:
The Employer will provide First Aid/CPR certification training for Employees requoergfication
throughout the year, as required.

Procedure for Transportation Assistance:

The Employer will provide transportatidor an Enployeewho has suffered a health care and/or-twse
incident in the workplace, and needs to seekemergency nical care from &HCPor hospital If the
injured Employee isinable tause their normal means of transportatioget to ERHCPor hospital butthey
do not require the services of an ambulatice Employer will use the following procedure to provide
transportation for the injured Employee:

)l
)l
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Employeewill immediately inform Supervistidesignateof the injury Employeewill use the

Emergency Notification System procedure, if after business hours

The Supervisor or Designate, injured Employee, and/or Aidstr on shift, as applicable, will

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

Supervisor or Designateill c ont act t he i njured Empl oyeeds e me
theEmployee at th&@HCPor hospital, as required

Supervsor or Designate will approve transport of injured EmployeRH&P or hospital using the

Empl oyer 6s designated taxi; service account nu
First Aider on shift, as applicable, will ensudhe 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\GsquéDesignate

First Aid Procedure for health care/ldshe incidents will be followed, as outlined abpve

Il n the event that the injured Empl oyRHCParef use
hospital, the injured Employee will signthenl | oy e r 6and \Ragvér toraTsaasportation Refusal
(Appendix 1)

The injured Employee will submit the waiver to Supervidesignate

SupervisatDesignate to submit the waiver to Manager, Human Resources or Designate
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Communication:
This policy will be communicated t&mployeesusing the following methods:

T

E I

Health and Safety Orientatid®rogramgiven to newly hireEmployeesluring their probatioary period
and given to current Employeess required

Team Meetings, Team MeegjiMinutes

Town Hall Meetings

Health and Safeti?olicy Manual

Staff Newslettey when applicable

Minutes of JHSC meetings postedtéealth and Safetgulletin board in workplace offices

Training:

)l
)l
)l
)l
)l

T

Health and Safety Orientatid®rogramfor newly hired Employees and current Employees, as required
Team Meetings,sarequired

Supervisor Meetings, as required

Senior Leadership Meetings, as required

Agency Meetings

Ontline learning

Evaluation:

)l
)l
)l

Annual Health and Safety Testi(80% to pass)
Probationary Health and Safety Test successfully completed during probapenan;
Probationary Performance Reviews and Performance Management System 1:1 Meetings

Relevant Forms:

= =4 =8 -8 8 -9 -8 -9

First Aid Report(Red duo tang located in First Aid Stations)
Workplace Inspection Record

Record of First Aid Inspections

Injury Report

Hazard/Near Mis®Report

Workplace Violence and Harassm&weport

Release and Waiver for Transportation Refusal

WSIB Forms
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Release of Information for Employee Health and Safety

Release and Waiver: Refusal of Transportation

| am signing this Releasad 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 sustainirepeengency health

care and/or lostime care incident in the workplace. | amaae 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
transportation offered by the Employer. | waive and release GIL from any and all claimses ofaction in

law or liability which might arise from this situation.

Employee Name (please print)

Employee Signature

Date

Manager, Human Resources

Date

ExecutiveDirector

Date

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 youtflyody.shoes do

not provide the necessary support for the arches and heels, they prevent essential range of motion in the foo
When your feet are not able to function properly, other parts of your body must overcompensate. When your
body overcompensatgsis 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, Mainteoakees W
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 Fall6STF)

Transfers, Lifts and Carries (TLC)

Workplace Inspection

Injury/Incident Investigation

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

Housekeeping

Health and Safety Accountability

=4 =2 =8 -8 _98_9_95_45_4°_-°9._-2-

Mandatory Footwear Requirements:
1 Soft, flat, slipresistant soles;
1 Closedtoed/heeled;
T Extra pair of Aindoorod work shoes to be used
requirements;

Page p1



Section:Terms and Rules of Employment Policy NumberD 3.2
Subsection: Health and Safety Effective Date:July 16, 2006
Subject: Footwear Policy Revision DateMarch 16, 2016
| Page: 20f 5

In addition to the above, the following are recommended footwear requirements:

= =4 -4 _a_-a_98_-2

Comfortable;

Stability;

Cushioning;

Flexibility;

Ankle support;

Chevron patterned treads 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

= =8 -4 -_8_8_48_9_°_-2
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Sandals that have open toes/heels;
Sport sandals;

Flip flops;

Ballet style flats;

AToms 0 s tfingtlpieturesbelong s
ACrocso,;

Slippers;

High heel shoes;

Bare feet/sock feet.

Roles and Responsibilities:

Employer
T Foll ow Employerdés duties as outlined in the O
1 Ensure thigolicy is reviewed annually.
Supervisor/Designate:
T Foll ow Supervisordéds duties as outlined in the
1 Ensure Employees are following mandatory footwear requirements during all paid employment, i.e.,
scheduld shift, shift pick up, team meeting, meeting with Supervisor/Designate/Administration
Employee(s), training, car travel, leisure activities and volunteer capacity representing the Employer;
1 Ensure Workers exposed to the hazard of slipping on a work swigar footwear with slipesistant
soles;
1 Participate in the annual review of this policy annually, as required.
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Attendant Services Workers, Seniors Support Workers and Leisure Attendants

T Foll ow Empl oyeeds/ Workero6s duties as outlined
above;

1 Wearmandatory 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;

1 Wearfootwear with slipresistant solesdeally with chevron patterned treagthen exposed to a
potential slip hazard in the workplace, i.e., showering client

1 Consider impact of weather conditions, i.e., snow, rain, causing muddy conditions etc. on footwear
bef ore entering clientsd home environment ;

T Ensure Aindooro work shoes are worn inside cl

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

1 Report to Supervisor if unable to adhere to policg ttuspecial circumstances.

Maintenance Workers:

1 CSA certified steetoed boots are worn when the task requires this added safety measure, such as
moving garbage bins, and working with heavy materials, etc.

Administration Employees:

1 AdministrationEmployees must have appropriate footwear as outlined above, available at their
worksite, in case of emergencies.

Joint Health and Safety Committee (JHSC)
T Foll ow JHSCO6s duties as outlined in the OHSA
1 Wear madatory footwear during Workplace Inspections;

1 Ensure Workers are wearing mandatory footwear and Administrative Employees have appropriate
footwear available at worksite during Workplace Inspection;

1 Participate in the annual review of this policy.

Communication:
This policy will be communicated to Employees using the following methods:
1 Health and Safety Orientation Program given to newly hired Emplaegéasy 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

E JE I
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Training:

1 Health and Safety Orientatid®rogramfor newly hired Employees and current Employees, as required
Team Meetingsas required

Supervisor Meetings, as required

Senior Leadership Meetings, as required

Agency Meetings

1 Online learning

T
T
T
T

Evaluation:
1 Annual Health and Safety Testing (80% to pass)
91 Probationary Health and Safety Test successfully completed during probafpenac;
1 Probationary Performance Reviearsd Performance Management SystienMeetings

Relevant Forms:
1 Workplace Inspection Record
1 Record of First Aid Inspections
1 Incident Report
1 Injury Report
1 Hazard/Near Miss Report
References:
Canadian Podiatric Medat Associationwww.podiatrycanada.org
Stephen M. Pribut, Podiatric Medicine and Surgery, Washington i@y, 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.

= =4 -_48_a_-49_-9_9a_-2°a_-2

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 halhch 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, gifing or uncomfortable in any way.

Simple Foot Care Guidelines Include

)l
)l
)l
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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 perforgsunch as hiking shoes for hiking;
running shoes for running)

Break new footwear in gradually;

Replace footwear when it loses its shadlsorbing ability. Check the midsole the layer that provides
shock absorption (between the outer sole and the uppsghnputd 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 inEhep | & Emergéncy Plamefer to thecompletedocument for further
details

RESPONSE PROCEDURES FOR SPECIFIC EMERGENCIES& FIRE PROCEDURE

First Response for any Emergency:
1. Employes to remain calmassess the level of emergency
2. Call911asrequired
3. Call on dutyEmployes for backup assistanasrequired

Client:

In the event of a serious illness/injury to a client:
1 Follow steps 13 above
1 Begin first aid and CPR, asquired

1 Support and reassure the cl i enidtn,uatihEghergaocMiedicalr a
Services (EMShas arrived
T Assembl e cl| i engivédte EMSnnfedicatioreotr dureent list of medicationgealth card

orwhere applicabl e, filetvill ef life[inside neftigérator §ialeoconge&igecatpr
door(file)] etc,

Provide EMS with a detailed account of circumstances (if knpwn)

Immediately notify appropriate Supervisor@esignatelf after business hourase the Emergency
Notification SystemInclude name of person calling, tinmature of the emgency affecting client
locationof emergencyand contact phone number

1 Completean Incident Report Fornother applicable report forms (WV&H, Hazard$, requirecnd

A

document i nci dent in clientds I CR and Communi

= =4

In the event of a health emergency involving the death of a client:
1 Follow steps 13 above
1 Do not clean or rearrange premises
1 Immediately notifyappropriate Supervisor @esignate using the Emergency Notification Sysfgm
after business hourshdlude name of person calling, time, nature of the emergency affetiéng
locationof emergencynd contact phone number
1 Supervisoior Designatevill contact the hcidentManagementeam (IMT), (Refertoth& mp | oy er 6
Emergency Plamld n d t hsemerdency aqudcts
Supervisoor Designateavill provide support and relief to tHemployeesas requirep
Employeeto complete an Incident Report Forather applicable report forms (WV&H, Hazardy
requredand document i nci CemmunicationBodki ent 6s | CR and
1 Supervisoor Designatevill ensure alEmployeesare notified

= =4
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Employee
In the event of a serious illness/injury t&Employee
1 Follow steps 13 above
1 Begin first aid and CPR, asquired
1 Support and reassure tBenployeeand monitor any changes to tBmploye® s ¢ o numtiiEM$ o n
has arrived
1 Immediately notify appropriate Supervisor@esignatelf after business hourase the Emergency
Notification Systeminclude name of person calling, time, nature of the emergency afféstiptpyee
locationof emergencynd contat phone number
1 As soon apossiblefill out an Incident Repoind other applicable report forms (WV&H, Hazddar
Miss), as required
1 Document hazard ddazard Boardif required
1 Injured Employee to take a SAW/RTWéackageo health care professional completeand return
SAW/RTW forms toSupervisor or Designgte
1 Supervisor or Designate to immediately submit SAW/RTW forms to Manager, Human Resources or
Designate
f Supervisor will contact Empl.oyeebs emergency

Tenant (238 WillowRoad tenants)
In the event of a serious illness/injury to a tenant:

)l
)l
)l
)l
)l

T

Follow steps 13 above

Begin first aid and CPR, asquired

Do not enter tenantds unit unless; accompanied
Provide EMS with a detailed accountaifcumstances (if known)

Immediately notify Property Manager Designatelnclude name of person calling, time, nature of the
emergency affecting tenant, locatiohemergencynd contact phone number

Property Manager, Livén Superintendent and/or bdihg Worker(s) to complete an Incident Report

Form

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

= =4 =4 -8 _-48_-9_-9

Follow steps 13 above

Do not enter tenantds unit unless; accompanied
Do not clean or rearrange pneses

Immediately notify Property Manager Designate

Property Manager wi l |l contact t;he | MT and the
Property Manager will provide support and relief toWerker(s), as required

Property Manager, Livén Superintenderdnd/or building Workeds) to completean Incident Report

Form.
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Fire Procedure

Upon discovery of a fire:

T
T
T

T

E

)l
)l

Leave the fire area, ensurirftat doors are closed behind you;

Activate the fire alarm system bwling the nearest pull station;

Attempt to notify building occupants in nearby units by yellamgl banging on doors, only if it doestno
present a risk to your safety;

Proceed to the nearest exit and leave the building. Remain at a safe distance and-éotapturdil
advised that you may do so hetSenior Fire Official on site;

Do not use theelevators

If with a client: make sure they are safe, asaisbulatoryclient to exit the building using the nearest
exit, as possible

Call the GUELPH FIRE AND EMERGENCY SERVICES, from a safe location, by di@liriygive

the correct address, accesstilding, location of the fire and your nam

If after business hours: immediately call the appropriate Supervisor usigrtrgency Notification
System,;

Superviso to immediately contact the Incident Management Team (IMT).

Upon hearing a fire alarm:

T

= =4

)l
)l

Leave your area immediately. Touch the door and knob from the inside of the room to test for heat. If
is hot, remain in the room where you are and follow theiostri ons f or Alof You At
If smoke does not seep in, leave the room, close bubdock doors behind you, and proceed to the
nearest exijt

Do not use the elevators

If with a client: make sure they are saéssist ambulatory cliemd exit the building using the nearest

exit, as possible

Call the GUELPH FIRE AND EMERGENCY SERVICE8om a safe location, by dialirfifL1; give

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

If after business hours: immediately call the appropriate Supervisor usigrtrgency Notification
System;

Supervisor to immediafecontact the IMT

Before Entering the Stairway:

)l
T
T
T

= =

Open the door carefully;
If there is no smoke, use te&irway to leave the building;
Do not proceed to roof;

If there is smoke do not enter the stairway, close the stairway door. Go to alternatd ag@iamnopen
the door carefully;

If there is no smokayse 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

1
1

)l

1
1

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

Leave the stairway onto the closestilable floor area, and proceed to an alternate stairway. Open the
door carefully and if there is no smoke, continue down the stairway aredtleabuilding;

If you cannot use any stairway to exit the building, return to apartment or Staff Offiaessibfe), or
enter an available floor area and bang on suite doaitsyantare able to take shelter;

Never go to the roof, smoke rises! Door to the roof aredd@nd you could become trapped;

Remember, stay low to the ground if you are in a smokel fdlevironment. The air is cleaner near floor
level.

If You Are Trapped Within Your Work Area :

T

E

Call 911, ask for the Guelph Fire and Emergency Services, and inform the emergency operator that \
are trapped in your work area/building and regaissistance. Inform the operator of your name, the
building address, your location in the building, and the telephone number. If there is no access tc
telephone, within your area create as much noise and sound aseptussildicate your whereabouts;

Seal all cracks where smoke can enter by placing a wet towel at the bottom of the closure (door) or te
around the doorframe to prevent smoke seepage into your area of refuge. Seal mail slots and any
circulation openings as necessary;

Remain calm andiait to be rescued. Keep in mind that it may take a long timeréofighters to reach
your area;

Listen to instructions or information given by autized personnel,

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

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

Purpose:

TheE mp | o MazardiReportingolicy will define a hazard and establiskeal and consistent procedures for
hazard reporting, assessmantl resolution. Thipolicy is to be used when a potential or actual hazardous
condition or act is identifieth the workplace

Scope:
Appliesto all Employes in the workplace
ApplicablePolides/Programs

=4 =4 -4_-9_49_9_95_42_-2._-2-

Occupational Health and Safety Roles and Responsibitiégorkplace 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 an@éatment

Housekeeping

Definitions:

Hazard apractice, behaviour, condition or situation that can contribute to and/or causeillmass or
property damage

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

1. Health

N
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Chemicali solids, liquids, vapours, gas, dust, fume, mists

Biological1 bacteria, viruses, fungi, parasites, plants

Physicali noise, vibration, temperature, radiation

Ergonomic/Work Desigii improper design of the workspace, Musculoskeletal Disorders §Y1ISD
Client Action

afety

Mechanical moving parts, lifting devices, other machines

Environmental floors, walls, air quality

Energyi electricity, steam, heat, chemical

Material Handling manual, mechanical, hazardous materials

Work Practice$ failureto performwork safely, failure to adhere tdealth andSafety
policiedprograms

Client Action
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3. Workplace Violence & Harassment(refer to Workplace Violence & Harassment Policy/Program for
details)
1 Type I: ExternalPerpetrator
1 Type II: Clientor Customer
1 Type lll: Workerto-Worker
1 Type IV: Personal Relationship

Roles and Responsibilities
Employet
T Foll ow Empl oyer 0s applitablepdiciegpsogramdistédiaboeed i n t he
1 Provide information about potential hazardghin the workplaceand tale every reasonable precaution
to protectEmployees in the workplage
1 Ensure thigolicy is reviewed annually

Manager, Human Resour¢e® or Designate

1 Follow Manager Human Resousc® /6D dut i es aapplicabld pliciesipeogramdistedt h e
abowe;

1 If hazard results in health care olost-time incidentinjury, critical injury or fatality of arEmployee
follow the Manager Human Resourds dutiesas outlined in thesgolicies First Aid, SAW/RTW,
Incident/Injury Investigation, Workplacdéiolence and HarassmeWork Refusal/Stoppage and
Needlestick/Sharps Injury Prevention and Treatment

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

required
Ensure a copy of thdazard/Near MisReport formis reviewed at the netHSCmeeting
Participate in the annual review of tipglicy, as required

)l
)l

Supervisowor Designate

T Foll ow Supervi sor 6 sppltable plieiesdpragamdisted abavey ed i n t he

1 If hazard results in laealt care otost-time incident/injury, critical injury or fatality of an Employee,
foll ow the Super vi s o pdides: BisttAid, SAW/RTW, locdeantInjuryed i n
Investigation, Workplace Violence and Harassment

1 Ensure Employees in a neabjreceive training on hazard controls and procedures for their assigned
activities;

1 Look for potential and/or actual hazards while performing health and safety observations and workplac
inspections at applicable program offices;

1 Ensure Employedsaveconpleted aHazard/Near Miss Report forand ensure thieazard igecorded

onthe HazardBoardand i s documented in Communication Boc
1 Ensurepotential and/or actudlazard in the workplacareassessed and rated as eitiseriou$or
Gminow f ol l ow Hazard Reporting Flow Chart below

1 Implement an effective control measure to eliminate the hareadtinely basigRefer to the
Notification Requirements Chart in the Incident/Injury Investa@aPractice), and follow the Hazard
Reporting Flow Chart and Hazard Control Procedures, outlined below;
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1 Follow up on the effectiveness thie control measuréhat wasmplemented, t@nsurehazard is
eliminated

1 If hazard is not satisfactoriliminated provide further investigatioand control measures to eliminate
the hazard

1 ForwardHazard/Near Miss Report forta ED or Designatg

1 Participate in the annual review of this practice, as required

Employee
T Foll ow Empl oyeeds amnlicableepsliciegsogramdistédialoeed i n t he
1 Immediately report a potential and/or actual workplace hazard to the Sup@&e@gnatdy
compleing a Hazard/Near Miss Report form and document hazard on the Hazard Board, in the

Communication Book, andinthed ent 6s | CR, as required. Foll o
below;

1 If the control measure implementeds not effectivelgliminateda hazard complete a Hazard/Near
Miss report, documeritazard on the Hazard Board, in the Communication Book, anchire c | i en't

ICR, as requirednd submit to Supervisor/Designate
1 Participate in the hazard assessment and control precetisninate potential and/or actual hazards, as
required

Joint Health and Safety Committé#HSC)

T Foll ow JHSCO®6 sedid thdappleable poiciefpragtarndisted above;

1 If hazard results in health care olost-time incidentinjury, critical injury or fatality of arEmployee
follow the JHSCduties as outlined in these practicésrst Aid, SAW/RTW, Incident/Injury
Investigation, Workplace Violence and Harassment

1 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;

1 Review Hazard/Near Miss Reft forms at JHSC meetinggndmake written recommendatiores

required;
Act as a resource for identifying hazamdshe workplaceasrequired,;
Participate in the annual review of this practice.

= =4
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Hazard Control Procedures:

Categorie hazard a® exiouor dninorg follow HazardReporting Flow Chart procedures below
ControlsMay include the following:

Repaiing the hazard

Substituing a safer alternative

Isolaing the source

Usinggood housekeeping practsigefer to Housekeeping Policy)

Reinforang safe work practices througtecurrentHealth and Safety training and orientatias
required

Reducindlimiting exposure

Using Personal Protective Equipment (PPE)

Thorough inspection and/or testing of hazard

Investigating near misses

Reviewing first aid records and JHSC meetingsutes

Interviewing Employees

Monthly workplaceinspections

= =4 =4 -4 -9
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Communication:
This practicewill be communicated t&mployeesusing the following methods:
1 Health and Safety Orientation Program given to newly hired Emplaleesy their probatioary period
and current Employees, as required
Team Meetings, Team MeegjiMinutes
Town Hall Meetings
Health and Safetiolicy Manual
Staff Newsletter when applicable
Minutes of JHSC meetings postediéealth and Safetiulletin board in workplace offices

= =4 =4 -8 -4

Training:
1 Health and Safety Orientation Progrémn newly hired Employees and current Employeesrequired
Team Meetings, as required
Supervisor Meetings, as required
Senior Leadership Meetings, as required
Agency Meetings
1 Online learning

)l
)l
)l
)l

Evaluation:
1 AnnualHealth and Safety Testi{§0% to pass)
1 Probationary Health and Safety Test successfully completed during probationary period
1 Probationary Performance Reviews and Performance Management System 1:1 Meetings
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Relevant Forms:
1 Hazard/Near Miss Report
1 Injury Report
1 Workplace Violence anHlarassment Report

References:
1 Occupational Health and Safety Act R.S.0. 1990, Chapter 0.1
1 A Guide to the Occupational Health and Safety Act, Rev. 05/11 www.serviceontario.ca/publications
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ST Serious
1 Immediate danger to personal
Health & Safety
1 Significant damage to property
or environment
1 Contravenes/violates

legislation

Procedure for Serious Hazard:

1 Call 911, as required

9 Alert co-workers to presence of
a hazard, as required

9 Immediately report hazard to
SupervisofDesigrate

9 Use Emergency Notification
System, if after business hours

l

When able to do so safely:

9 CompleteHazard Report form

9 Submit Hazard Report form to
Supervisor/Designate

9 Record hazard on Hazard Boal——»

and/or Communication Book,
Clientds | CR,

Hazard Reporting Flow Chart

Assess Hazard

\

M T Minor

property or environment

9 Danger is not imminent, but has th
potential for future harm to person

A 4

Expressconcern to individual involved

/\

Hazard is not resolved

Employee to:

9 Immediately report hazard to
Supervisor/Designate

9 Complete Hazard/Near Miss Report Form

1 Recordhazard on Hazard Boagthd/or
Communication Book,

!

Supervisor/Designate to:

1 Ensure current status étazard Board
9 Implement control measures to eliminate haz:
9 Submit Hazard/Near Missdportto

ED/Designate —>

1 Ensure hazard is eliminated and remove from

Hazard Board

Manager, HR/Designate to:
9 Bring HazardNear Miss Report to nextHSC
meeting for review

JHSC to:
1 Make further written recommendations to
control/correct hazard, as appropriate

A\ 4

Supervisor/Designate to:

1 Implementadditional control measures to redu{______|

risk of future hazards in the workplace

Hazard is
controlled or
corrected

Hazard is
controlled or
corrected

Hazard is
controlled or
corrected

1 x If at any time a minor hazard becomes serious, immediately fiprtouscolumn. If it is difficult to
determine whether a hazard is serious or minor, assess how likely it is to happen.
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HAZARDOUS WASTE POLICY

Purpose:

TheEmployer is committd to controlling the hazardousste that is gnerated within our workplac#/here
hazardous waste is unavoidable, Bmeployer will ensuréeNorkers have the necessary products, services,
training and equipment to protect theiealth and &fety during the performance of job tasks.

Scope:

Applies to Workers, clients, arkalth cae professionals, as required.

Procedures outlined in thpolicy, comply with the City of Guelph©os
ApplicablePolides/Programs

Occupational Health and Safety Roles and Responsibilities of Workplace Parties

Hazard Reporting

Pessonal Protective Equipment (PPE)

Housekeeping

Health and Safety Accountability

Health and Safety Orientation

= =4 =4 -8 48 -9

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, secretion
excretions, microorganisms). Cleaning physically removes rather than kills microorganisms. It is accomplishe
with water, detergents and mechaniaalan.

Disinfection the inactivation of diseaggroducing microorganisms. Disinfection does not destroy bacterial
spores. Medical equipment/devices must be cleaned thoroughly before effective disinfection can take place.

Disinfectant aproduct used on medical equipment/devises that result in the disinfection of the
equipment/devie

The City o6olidMasd Colleadan Program:

The City of Guelphuses a@hreestream curbsid@VasteCollection ProgramOrganics (green

bagdcarts), Recyclables (blue bagsarts) andGarbage for landfill (clear bagdgrey carts). Household
hazardous wastemust be delivered to the Household Hazardous Waste Depot at 110 Dunlop Drive (Gate
2) in Guelph.

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

=4 =2 =48 _8_9_9_°_24_-49._-2-

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 wastetitter, bedding, feathers, hair, pet food
Houseplants and flowers

V Ensure plastic is removed froaboveitems

BLUE BAG/CART (RECYCLABLES):

1
1
1
1

T

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

Plastic: bottles and contaisefall numbers)/medicine bottles (nprescription)/tubs and lids from
plastic containers/plant pots, trays and flats

V All containers must bensed

CLEAR BAG/CART (GARBAGE FOR LANDFILLY

T

Washroom: baby wipes, wet wipegralages and gauzeondoms andondom 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 tub
Household items: aerosahms, floor sweepings, matches, plastic bags, plastic tubing, spray bottle
tops, strawsstyrofoamcontainers and packing materials, meat containers, vacuum contents and ba
etc.

Kitchen items: coffee cups and lids, chip and microwave popcorn bags, disssclgloves, 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, stek@ls, tape,
ribbons and bows

Other: blister wrap, gum wrap, ribbons and bows, dryer lint and sheets, wooden orange crates, spc
equipment, foil, plastic or cloth gift wrap
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HOUSEHOLD HAZARDOUS WASTE

1 Anti-freeze
1 Bleach
1 Clearnng products
1 Drain cleaners
1 Oven cleaners
1 Needles and other sharps
1 Broken Glass
1 Medicationg(overthe-counter/prescription)
1 Nail polish remover
1 Cosmetics
1 Fluorescent light bulbs
1 CFL (Compact Fluorescent Lamp) light bulbs
1 Cooking oll
1 Lighters
1 Batteries (household/car)
1 Thermometers
1 Paint (full or patially full can)
Roles and Responsibilities:
Employer
1 Comply with Employer duties as outlined in dygplicable policies listed n 6 Scop e 6
1 Provide allnecessary equipment, materials and protective defoc&gorkers handling hazardous
waste in the workplage
1 Ensure Workers follow procedures for handling hazardous waste, as outlined below
1 Ensure thigolicy is reviewed annually
Supervisoor Designate
T Comply with Super vi s oapgicabledolitics bsted ra s6 Sadpgaedhed i
1 EnsureWorkers work in the manner and with the protective devices, measures and procedures require
by theOccupational Health and Safety Act (OHS#d the regulations
1 Ensure Workers wear the required protectiveias/for handling hazardous waste and follow the
Empl oyerds procedures f or hann dolPirndgeletdauzr aersddo u s
1 Forward reports of defective equipment or protective devices or clothing, to Manager, Human
Resources, and immediatelghedule repairs for equipment and initiate necessary corrective;action
T Comply with Supervisorés duties as out | Poigsd i
whenaware ofWorkers who are not working compliance with thipolicy and/or wth the OHSA
1 Participate in the annual review of tipslicy, as required
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Worker.
T Comply with Wor ker s @pplicabte paices ligtesd no uotSliciornpeedd i n t h
T Foll ow the Employer 6s Han dkeaonwear By eqaipnem, preteciVa s t
devices or clothing required safely handle hazardous waste, as outlined helow
1 Report to theSupervisofdesignateany known missing or defective equipment or protective device that
may be dangerous t@u or Co-workers.

Joint Health and Safety Committee (JHSC)
T Comply with JHSCOs applidablegpslicies kstebrutd $ mepled n t he
1 Participate in the annual review of tipslicy.

Procedures for Handling Hazardous Waste:

Hazardous Wast@ the workplaces categorized by:

Soiled linen/laundry or other household equipment/furniture
Household Garbage

Medical Type Garbage

Sharps

Medications and medical supplies

arwnE

*Pl ease revi ew tdieyforguigelinesypyrereqbired PPP Use in the workplace, faaasthing
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:
1 Perform hand hygiene
1 Put onappropriate PPE
1 Remove &rge amounts of solid feces, blood clots or other excrements from linen with toilet tissue and
place into a bedm or toilet for flushingExcrement should not be removed by spraying with water
(e.g. from clothing, reusable incontience pads, etc.)
Do not rinse
Placesoiled linen/laundryn a single leak proof bag to prevent contamination or soaking through at the
site of collection. The only time a second bag is necessafyhe inner badnas a leak
Laundry carts or hampersagto collect or transport lindaundrydo notneedto be covered
Workersto wear appropriatBePEsuch as gloves and gownspmtect themselves from potential cross
contaminatiorwhen handlingoiled linelaundry
1 Workers must be aware of the possibilityof sharps when handling soiled linens/laundry and using
laundry facilities
After handing soiled laundry:
T Remove PPE
1 Perform hand hygiene

)l
)l

1
1
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Handling soiledlinen/laundry for client with active antibiotic-resistant organisms (ARO) i.e., MRSA

T
T
T

= =4 =4 -4 A

Perform hand hygiene;

Put on gloves antgjowns

Hold the laundry basketway from your body so it does rtouichyour clothing and/or use a wheeled
cart (as available) to transporiled laundry to washing machin€lf unable to prevent soiled laundry
from touching youclothing, a gown must be worn;

Wash one cl i enti @menocortamindted and menntaminated iteiohs are included in
the same laundry cycle, contamination casspto the uncontaminated items;

Wash at a high temperaturenot acold watercycle,as research shows that thémber of organisms
surviving the laundry process increases as the laundry teneedatteases;

Use a standard wash cyél@ot a quick wash or eco cycle, dsthes need friction and time for
baceria to detach during the cycle;

Use appropriate amount detergent combined withhot temperaturé check manufacture 6
instructions to ensure the adequateoant of detergent is used/load;

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

Do not leave clothing damp for long periods ofdims this will increase the risk of bacterial growth.
Removegloves;

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

Perform hand hygree.

2. Household Garbage

T

)l
)l

Householdyarbagamust be sorted according to the City®t e | Waste Sollection gram
(outlined abovedr according to specific building arrangements; please check with property
management for detajls

Put onPPEwhen appropriate

Perform hand hygienafter handling garbage and removiPBE

3. Medical TypeGarbage[s ee 6éwashroombé in Clear Bag/ Cart (Ga:

)l
)l

Put on appropriatePE

Medical type garbagsmu st be sorted accor\Waste Gollectonfdglam Ci t y
(outlined abovedr according to specific building arrangements; plefsek with property

management fordetagsn d f ol | ow t h eUpProgeduesyoetlinédselgdl e a n

Perform hand hygienafter handling medical type garbage and remoAR&
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4. Sharps(refer to Needlestick/Sharps Injury Prevention & Treatment Policy for more details)
1 Sharps containers are available from most pharmacie€mptyer will also maintain a supply of
sharps containein the First Aid Stations in program Staff Offices
1 Items that should be placed in the approved container include, but are not limited to:

Broken glass
Needles
Syringes

O 0O O0OO0Oo

T Place the sharps
Do not hold the container;
Put ongloves to pick up the sharp

E

Lancets (for checking blood glucose levels)
Anything sharp enough to cut/puncture skin

cont ai

ner

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

Never bend or recap needles

= =4 =4 -8 4

Removegloves and disp@sn the appropriate garbage
Perform hand hygienenmediately followingthe removalof PPE

When containers are % full, secure the lid srfidrm Supervisor or Designate

Supervisoor Designateo return sharps containgy the pharmacyr dispose of athte Household

Hazardous Waste depot at 110 Dunlop Drive in Guelph

1 If Workerfindsa sharps hazard, follow tlienp | oy er 6 s

onhar gd aitt esmrd md er e

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

H aPRolicy, idclutRrgp or t i ng

documenting on Hazard Boafiling out aHazard/Near Miss Report form, and submitting report form

to Supervisor or Designate

5. Medications/Drugs (r ef er

to the Employerds Medication F
1 Outof-date or unused medicatiooannotbe placed in the garbage or down the toilet or;sink

1 Clientis responsible to tak&wused medications ®pharmacy (check that the specific pharmacy has a
disposal service for expired medications) antiierHousehold Hazardous Waste depot at 110 Dunlop

Drive in Guéph;

1 Supervisor or Designateill remind clients athe time of Service AgreementRewal, tadiscard their

old medicationsising the procedure

s outlined above.
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Clean-Up Procedures
To cleanblood spills (floors, equipment, etc.)

T

T
T
T
T

)l
)l

Put onappropriatd®PE

Gloves should be worn during the cleaning and disinfecting procedures

Using disposable towels, clean up the excess spill ar@lavajus organic material

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

Foll ow manufacturersodé recommendations for dil
disinfectant producfThe treated area shoulcetinbe wiped with paper towels soaked in tap wetelr

air dried;

Disposepaper towels andjloves inplasticgarbagebag

Perform hand hygiene after handling garbage and rem&mRg

To cleanother body substances from equipmengwheelchairs, commodedirgs, bedpans, urinals, etc.)

)l
)l
)l
)l
)l

)l
)l

Follow the manufactured gui del i nes for detailed direction
available

Wear appropriatePE

Remove organic materiaking paper towelwith water and/or a detergent solutjion

Disinfectequipment usig a common supermarket disinfectaten 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 ensutborough cleanliness

DisposePPEand paper towels in plastic garbage;bag

Perform hand hygienafter handling garbage and removiPBE

Bleach Use

Bl

E |

=a =4 -4

each is on the Empl oy eferGosHouBekeeping Palidy fordmore detaitsu c t L

The Employer prohibits the usé bleach;

Bleach may only be used 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 aratiions

Foll ow the manufacturersdéd recommendations for
Must be used according to the productds Mater
in program Staff Offices

For example: Clorox branBleach 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}ablespoon of Clorox® Relgu Bleach per gallon of water,

wash, wipe or rinse items with detergent and water then apply sanitizing solution. Let stand 2 minutes anc
air dry. This kills staphylococcus aureus and Escherichia coli 0157:H7
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Communication:
This policy will be communicated t@orkersusing the following methods:
1 Health and Safety Orientatid®rogramgiven to newly hiredVorkersduring their probationary period
and currenWorkers as required
Team Meetings, Team MeegjiMinutes
Town Hall Meetings
Health and Safeti?olicy Manual
Staff Newslettey when applicable
Minutes of JHSC meetings postedtéealth and Safetgulletin board in workplace offices

E I

Training:
1 Health and Safety Orientatid®rogramfor newly hired Workerand currentWorkers as required
Team Meetings, as required
Supervisor Meetings, as required
Senior Leadership Meetings, as required
Agency Meetings
1 Online learning

)l
)l
)l
)l

Evaluation:
1 Annual Health and Safety Testi(80% to pass)
1 Probationary Health and Safety Test successfully completed during probationary period
1 Prokationary Performance Reviews and Performance Management System 1:1 Meetings

Relevant Forms:
1 Hazard/Near Miss Report
1 Incident Report
1 Injury Report

References:
T ABest Practices for Environment al Cleaning fo
Settingso, Provinci al | nfectious Diseases Adv

1 WellingtonDufferin-Guelph Public Health, March 19, 2012
1 City of Guelph websitehttp://guelph.ca/living/garbaggndrecycling/
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HEALTH and SAFETY ACCOUNTABILITY POLICY
Purpose
The Employer is committed to promoting, strengthening and improving the Healt8afety culture within the
workplace by providing Employees opportunities to continuodeleloptheir Health and Safety knowledge
and skills through upgrading, coaching, and instruction.

The intention of the Health and Safety AccountabRblicyis to promote, strengthen and improve the

Empl oyer s Heal t h agrainst8 @dueetngideqsaHat lead t@veorkmacednjugied o
creae a safer and healthier workplace for Employees an@lieats served. If repeated contraventions of
Health and Safety policies, g@amsand legislation persist, disciplinary actions will result. Disciplinary actions
are outlined below, and are consistent with Human Resources Pohdiésa@d C4.2. Refer to Appendi8 &

4).

Scope:
Applies to all Empbyees
ApplicablePolides:

T Al'l of the Empl oyer 0spolxipspidproggaimd e Heal t h and S

Roles andResponsibilities:
Board of Directors
1 Comply with Board of Direct@g/Owneiés duties as outlined in the Occupational Health and Safety
Roles and Responsibilities Workplace PartieBolicy
1 Take appropriate actiomhen Executive Director contravesiHealth and Safety policiemd prgrams
This may entail the provision af corrective @n, training/retraining or taking disciplinary actioss
required, as outlined in Human Resources PolicidslGind G4.2 (Refer to Appendix3).
1 ProvideExecutive Director witHollow-up Health and SafetisciplinaryMeetinds), asrequiredto
ensure ompliance with corrective plan.

Employer
1 Comply with Employer dutiess outlined in the Occupational Health and Safety Roles and

Responsibilitieof Workplace PartieRolicy. The duties oEmployers fall under five main areas:
Occupational Health andagty Policy and Program, People, Equipment and Materials, Physical
Environment, Health and Safety Processes

1 Take appropriate action when a ManageSupervisor contravenétealth and Safetgolicies,and
programs This may entail the provision ofcarrective plan, training/retraining or taking disciplinary
action, as required, as outlinedtie Human Resources Padks C-4.1andC-4.2 (Refer to Appendix)

1 Providefollow-up Health and SafetRisciplinaryMeetinds) with Manager or Supervis@asrequired,
to ensure compliance with corrective plan

1 Ensure thigolicy is reviewed annually
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Manager or Designate

T
T

T

)l
)l
)l

Comply withManageés duties as outlined in the Occupational Health and Safety Roles and
Responsibilitieof Workplace PartieRBolicy

Take appropriate actionhen an Employee contravenes Health and Safsigigs andprograms This
may entail the provision of a corrective plangd/orsendingan Employedor additioral
training/retraining, as requireds otlined intheHuman Resources PaksC-4.1andC-4.2 (Refer to
Appendix 3

Ensure an Employee, who has received discipline or a disciplinary corrective plan for a Health and
Safety policyprogramcontravention, has rectified and improved their performance
Providefollow-up meeting(syvith an Employeeasrequiredto ensure compliance with corrective plan
Commend Employees for demonstrating good health and safety performance

Participate in the amral review of thigolicy, as required

Supervisor or Designate

T

Comply with Supervisorsodé duties as outlined i
Responsibilitie®f Workplace PartieRolicy. A Supervisor under th®HSAIi s fa person w
charge of a workplace oras authority overamywo r k er 0

Take appropriate actionhen an Employee contravenes Health and Safdigigsand prgrams This

may entail the provision of a corrective pland/orsendingan Employedor additioral

training/retraning, as requiredas outlined irtheHuman Resources PaksC-4.1andC-4.2 (Refer to
Appendix 3

1 Ensure an Employee, who has received discipline or a disciplinary corrective plan for a Health and
Safety policyprogramcontravention, has rectified amdproved their performance

1 Providefollow-up meeting(syvith an Employeeasrequired,to ensure compliance with corrective plan.

1 Commend Employees for demonstrating good health and safety performance

1 Participate in the annual review of tipslicy, as regired

Employee

1 Comply withEmployes 6 duti es as outlined in the Occupat
Responsibilitieof Workplace PartieRolicy

1 Attend a disciplinary meeting witlthe Supervisor andr Manager oiDesignats, as requiredywhen
Employeehas contravened amjealth and Safetygdicy or programs A Union Stewad may
accompany a Worker tthe meeting

1 Comply with any required corrective plan and/or training/retraining that Supervisor and/or Manager or
Designates assigns, as outlinedHuman Resources PoliciesACl and C4.2(Refer to Appendix B

1 Attend followrup Health and Safetyistiplinarymeeting as required, by the Supervisor and/or Manager

or DesignatesA Union Stewad may acompany a Worker tthe follow-up meeting
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Joint Healthand Safety Committee (JHSC)
T Comply with JHSCO6s duties as outlined in the
Responsibilities of Workplace PartiEslicy
1 Review incidents regarding contraventions of Health and Safety policy, agdmsand make
recommendations, as required
1 Participate in the annual review of tipslicy

Communication:
The Health and Safety Accountabil®plicy procedures will be communicatedEmployes using the
following methods
1 Health and Safety Orientatid*rogramfor newly hired Employees during their probationary peaad
current Employees
Team Meetings, Team Meeting Minutes, Agency Mesating
Town Hall Meetings
Supervisor Meetings, Administration Meetings
Health and Safetiolicy Manual
Senior Leadership Meetings
Annual Employee Performance Review
Staff Newsletter and New Directions Newsletters

=4 =4 =8 -8 -8 _-9 -9

Training:
1 Health and Safety Orientatid®rogramfor 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
Ontline training

= =4 =8 8 -4 -9
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Evaluation:

1 Annual Health and Safety Testi(80% to pass)

Probationary Health and Safety Test successfully comptietiendg probationary period
Probationary Performance Reviews and Performance Management System 1:1 Meetings
Disciplinary Corrective Action Plan followp by Supervisors dlanages/Designats

Data collected in Annual History of WSIB Good Catch/Near MissriCirad Injury/Incident Analysis
Chart

T
T
T
T

RelevantForms:
1 Incident Report
Injury Report
Hazard/Near Miss Report
Workplace Violence and Harassment Report
Incident/Injury Investigation Report

)l
)l
)l
)l
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APPENDIX 3:

Section: Employment Policy Number:C-4.1
Subsection: Discipline, Layoff and Termination | Effective Date April 11, 2007
Subject: EmployeeDiscipline Revision Date:April 21, 2011
[ Page: 1o0f1

EmployeeDiscipline

Purpose:
To communicate a process to identify and address unaccetapleyeebehaviour.

Policy:
1. If policies and/or expected standards of behaviour are violateBntpiyeemay be subject to
disciplinary action, up to and including termination.

2. When arEmployeedeviates from these policies and standardsEthgoyeed s s uper vi sol
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 withoutay with a corrective plan of action and/or
d) termination

3. The form of discipline imposed will depend on the nature of the infraction arithtpoye® s
disciplinary record.

4.  When discipline is being imposed, a unioniEgdployees entitled to be represented by a Union
steward

5. Discipline of unionizedEmployea will be provided in writing, a copy forwarded to the union
president, and a copy placed in mploye®d s per sonnel fil e.

6. Discipline notices of unionizemployees will be removed from thEmploye&é s per sonne|l
after a twentyfour (24) month period free of related discipline
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APPENDIX 4:

Section: Employment

Policy Number:C-4.1

Subsection: Discipline, Layoff and Termination

Effective Date April 11, 2007

Subject: Termination of Employment

Revision Date:April 21, 2011

Termination of Employment

Purpose:

| Page: 1of 2

To explain the causes and implications for the termination of the emtoyelidyeerelationship,

including layoffs.

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 AWith Causeo:

The empl oyer

may

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

Employeefails to produce the desired outcomes

2. for serious wilful misconduct, disobedience or wilful neglect of duty
3. forrefusal of reasonable alternative work with émeployer
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 noticeEmployeewho
is terminated Awith causeo.

b) AWi t hout Craplogeremay termihate the employment relationship for any reason, but

some of the most common reasons are:
(i) inability of theEmployeeto achieve the expected outcomes of the position

(i) job redundancy

(i) organizational restructuring
IfanEmployees s t er mi nat ed

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

i wi

t hout

C a u-abk oqtice brh e

Employment Standards AdEmployeehealth benefits and insurance will continueinigithe
notice period, where applicable.

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

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

lieu of notice oftermination. The standard of just cause for probatioBamployea will not apply
to their discharge during the probationary period.

4.  Additional details for unionizeEmployea in the Loss of Seniority and Termination of
Employment article of th€ollective Agreement.
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Section: Employment Policy Number:C-4.2

Subsection: Discipline, Layoff, and Termination | Effective Date April 11, 2007

Subject: Termination of Employment Revision Date:April 21, 2011

| Page: 20

5. TemporaryLay-off:

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

Employeemay be given notice of a temporary-af.

a) Employeehealth benefits and insurance, where applicable, will continue throughout tbié lay
period.

b) If the lay-off is for 1 (one) week or longer, the employer will provide a Record of Employment,
enabling theemployeeto apply for Employment Insurance betefor the term of the lagff.

c) TheEmployeewill not accumulate seniority hours during a-afy.

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 (fiftijvo) cansecutive weeks, the laoff will be
considered permanent and tamployeewill be terminated. Th&mployeewill be provided
with termination pay in accordance with the requirements of the Employment Standards Act.

6. Layoffs of unionizedEmployeas will bein accordance with the Job Secuiitizayoff and Recall article
of the Collective Agreement
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Section:Terms and Rules of Employment Policy NumberD-4.1

Subsection: Health and Safety Effective Date:June 28, 2006

Subject: Health and SafetyOrientation Revision DateNovember 23, 2016

[ Page: 1 of 3

HEALTH A ND SAFETY ORIENTATION

Purpose:
TheEmployer is committed to ensuring thamployes are knowledgeable abddéalth andsafety and the
orientation process will bime first step in relaying that knowledge.

Scope:
Health and Safet@rientation will be provided to the followingmployes:
1 All new hires, within the probationary period or as soon as possible thereafter
1 Existing or previou&€mployeesreturning after ma absence of 6 months or more
1 New supervisors, with or without prior experience (hired internally or externally)
1 Employeegequiring training in new or revised Health and Safeilciesand programs

The Empl oyerds Heal t h andof@efdlevinypolCesipmaedueand/arn i nc
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 Procedtes

Joint Health and Safety Committee First Aid Policy and Stations
Workplace Inspections Forms/Reporting

Hazards and Reporting Hazards IncidentInjury 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

SmokingPolicy Pandemic Plan

Personal Protective Equipment Workplace Violence and Harassment
Best Practices (Universal Precautions) Confact 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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Section:Terms and Rules ofEmployment Policy NumberD-4.1
Subsection: Health and Safety Effective Date:June 28, 2006
Subject: Health and SafetyOrientation Revision DateNovember 23, 2016
[ Page: 20of 3

Roles and Responsibilities:

Employer
1 ProvideEmployees with Health and Safety information/orientation pertaining to the Occupational

Health and Safety Act (OHSA), orfgmplojye@ st spadisf |
functions;

T Confirm Employeesd understayeirmwng ddfealt hd @QHIAS
programsby conducting pbationary and annual agency Health and Safety testing and establishing an
achievement staadd applicable to all Employees;

1 Provide Employees opportunities to upgrade their Health and $es$ttycores to meet achievement
standards and/or requiring Employees to repeat Health and Safety Orientation sessions to upgrade th
Health and Safety knowledge

1 Ensure thigolicy is reviewed annually

Supervisor oDesignate

1 Attend Health and Safety Orientati®nogramfor Managers and Supervispes required

1 Affirm participation and understanding of the Health and Safety Orientation materials by signing the jol
description, empl oyment c o rievermenttstandadod annual élealithn g
and Safety test

1 Ensure required Employees have completed the Health and Safety Orieatatjcamwithin required
time periods

1 Provide Health and Safety Orientation review and upgrading for Employees who haveofaileet the
E mp | & wnchievément standards on thelationary and annual Health and Safety testing, as
required

1 Participate in the annual review of tipslicy, as required

Employee

1 Newly hired Employees ti@nd Health and Safety OrientatiBnogramduring probationarperiod

1 Successfully completerpbationary and annual Health and Safety testing within required time periods,
meeting the Employeros achievement standards

1 Meet with Supervisdbesignate to repeat the Health and Safety Orient®iogiamor test, as required

T Be familiar with Occupational Heal t h groglamSaf e

Joint Health and Safety Committee

1 Review the annual Health and Safety test, as required and make recommendations for imgrovemen

T Review the Employerdés statistical data gather
recommendations for i mproving Employeesd know
workplace

1 Participate in the annual review of tipglicy.
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date:June 28, 2006
Subject: Health and SafetyOrientation Revision DateNovember 23, 2016
[ Page: 3 of 3

Communication:
This policy will be communicated t&mployeesaising the following methods:

T

During probationary orientation with Supervistbesignateand/or Assisted Living/Special Projects

AssistantDesignate and whenever SuperviBasignateleems it necessary for Employees

Training:

T

= =4 =4 -8 A

Health and Safety Orientatid®rogramfor newly hired Employees during their probationary period and
Employees, as required

Team Meetings, as required

Supervisor Meetings, as required

Senior Leadership Meetisgas required

Agency Meetings

Online learning

Evaluation:

)l
)l
)l

Annual Health and Safety Testi(80% to pass)
Probationary Health and Safety Test successfully completed during probationary period
Probationary Performance Reviews and Performance ManagenstainSl.1 Meetings
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date: August 6, 2014
Subject: Housekeeping Policy Revision DateNovember 23, 2016

[ Page: 1 oM

HOUSEKEEPING POLICY

Purpose:to establish healthy and safe housekeeping standards, procedures and policies for Workers and Clie
in all Programs. To ensure housekeeping activities comply with WHMIS, Occupational Health and Safety Act
(OHSA)andtheEnlpoy er 6 s He apblitigsand ppgramS af et y

Scope:

Applies toWorkers and Clients

Applicable PliciesPrograms

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 Informati®ystem (WHMIS)
Transfers, Lifts and Carries (TLC)

=4 =448 -4_5_49_9_9_°5_2°_-2._-2-

Definitions:
From Best Practices for Environmental Cleaning for Prevention and Control of Infections, In all Health Care
Settings 2" 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 anatinamical 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 diseaggroducing microorganisms. Disinfection does not destroy bacterial
spores. Medical equipment/devices must be cleaned thoroughly before effective disinfection can take place. !
also,Disinfectant

Guest Anyone who does not permanently reside intlemt® s h o me .

Hand HygieneA general term referring to any action of hand cleaning. Hand hygiene relates to the removal o

visible soil and removal or killing of transient microorganisms from the hands. ijaiehe may be
accomplished using soap and running water aleohotbased hand rub (ABHR).
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date’August 6, 2014
Subject: Housekeeping Policy Revision Date: November 23, 2016

| Page: 2 of 9

High-Touch SurfacesHigh-touch surfaces are those that have frequent contact with hands. Examples include
doorknobslifeline call buttons, bedrails, light switchemjlet handle, grab bars, wheel chair/scooter controller,
arm rests and brake levers, walker/cane handles, telephone and television controllers.

Home Environment | nsi de t he four walls of a clientds hoi

HousekeepingThe Employer defines housekeepmg t he <c¢cl eaning per fomomed b

environmenaend staff office. A Worker wild/l provide cl e
and as negotiated by the Client and Suiger or Designate. Individualized housekeeping tasks will be outlined
in the Clientds Individual Service Plan (I SP).

Low-Touch SurfacesSurfaces that have minimal contact with hands. Examples include walls, ceilings, mirrors
and window sills.

Manufadurer: 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 ow
or controlled by it.

Material Safety Data Sheet (MSD$) 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 informatior
on the use, storage, handling and emergency procedures all related atlde b&the material. MSDSs are
prepared by the supplier or manufacturer of the material.

Workplace Hazardous Materials Information System (WHMI@hada's national hazard communication
standard. The key elements of the system are cautionary lalelfingc ont ai ner s of WHMI S
products6é, the provision of Material Safety Data

Roles and Responsibilities:
Employer
1 Comply with Employer dutieas outined n 6 Scopeb
1 Provide Back Safetyraining and other applicable training to new Workers and current Workers, as
required;
1 Ensure this policy is reviewed annually.

Manager Human Resourcas Designate
1 Comply withManager, Human Resourcesties as outlinediro Sc o pe 6
1 Review this policyannually as required
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date’August 6, 2014
Subject: Housekeeping Policy Revision DateNovember 23 2016

| Page: 3of 9

Supervisor or Designate

1 Comply withSupervisoduties as outlinedird Sc o p e 6

1 Review and update Housekeeping Service PA@péndix5) with Clients during annual ISP review and
ensure the Housekeeping Service Plan is |l ocat

1 Encourage Clients to contact them regarding changes to their housekeeping task list and record chan
in their ICR;

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

1 Ensure Clients and Workers comply witeth Emp | oyer 6 s prohi bited pr oo

1 Reviewandconsidé&€| i ent s0 request for seasonahbndudng e k ¢
allows and ensure task(s) are viable, safe and will not involve potential hazards for Worker(s);

1 Ensure nofpriority housekeeping tasks are rescheduled during weathvesoriessuch ashumidex,
heat waves asnow/ice stormadvisories which may result in staffing shortagges

T Ensure Workers and GIL are not held | iaabl e fo
possessions during housekeeping activities and that responsibility is acknowledged;

1 Review this policy annuallyas required

Worker.

1 Comply withWorkerdutiesas outlinedird Sc ¢ pe 6

1 Follow Housekeeping Service Pléippendix 5)and follow Client diretion during their housekeeping
booking;

T I'nitial the Clientds Housekeeping Tasdsrequiressit u

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

1 Use proper body mechanics while perfarghhousekeeping tasks;

1 Wear approved footwear;

1 Report actual or potential housekeeping hazards to Client and Supervisor/Designate; complete a Neal
Miss/Hazard form; document on the Hazard Board and submit form to Supervisor/Designate;

1 Ensure gloves are ed when cleaning areas that may be contaminated with blood or body fluids;
perform hand hygiene immediately after removing gloves;

1 Perform hand hygiene after completing housekeeping tasks;

1T Do not wuse products on the Employerds prohibi

T Ensure cleaning products have manufacturerdos |

T Foll ow manufacturerdés safe handling instructdi

1 Check product labels and MSDSs to know the potential hazards and saferactides for all
cleaningdisinfectingproducts use;

1 Clean and wash surfaces/areas thoroughly before disinfecting them; @#awing/Disinfecting
Techniques outlined below;

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

91 Close all cleaning/disfiecting product containers immediately after use;
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date’August 6, 2014
Subject: Housekeeping Policy Revision DateNovember 23,2016
| Page: 4 of 9
1 Washing Floors

@)
=
)

E R = =4 =8 -4
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Tt

o Ensure Client and Gaorkers are finished using an area before washing floors in the same area;
o Ensure ambulatory Client is in a safe position before stastilgform Client of the area to be
washed before starting;
o Wash floors at the end of the housekeeping booking when possiiglduce time spent walking on
wet floors;
When returning to Clientbés home/ apar tamalert wit
manageable loads and/or use push carts available in program Staff Offices, as applicable
Inform theClient/acknowledge/apologiZer any unintentional damage to personal possessions during
housekeeping activities and document the incident inGRe |

Review Housekeeping Service Plan with SuperVidesignate during annual ISP Review;

Contact SuperviséiDesignate to revise the Housekeeping Service Plan and Task List, as required;

Be present in their home environment during housekedymogings;

Follow Housekeepin&ervice Planidentify priorities within allotted housekeeping booking time and
provide direction for Workers;

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

Providethe necessary eanng/disinfectingproducts, supplies and equipment for all housekeeping tasks;
Do not ask Workers to use products on the Emp
Ensure manufacturerds | abels are present and
Use cleaning products from the Employerds Pre
Provide Workers with wheeled grocery carts/push carts for shopping assistance, as required;

Cancel noressential housekeeping bookings and reduce the numbercefgitems requested per trip
during weather advisories such as, humidex, heat waves or snow/ice storms advisories which may res
in staffing shortages;

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

Ensure work Beas in home environment are clear of excessive clutter i.e. stairs to laundry facilities;
Ensure pefservice animalare secure during housekeeping booking i.e., to prevent slip, trip, and fall
hazardgRefer to Pet/Service Animal Poligy)

Will not hold Workers or GIL liable for the unintentional damage to personal possessions during
housekeeping activities.

Joint Health and Safety Committee (JHSC)

T
T
1

Comply withJHSCduties as outlinedia Sc op e 6
Review actual or potential housekeeping hazards and ree@mmendations
Review this policy annuallyas required
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Section:Terms and Rules of Employment

Policy NumberD-4.1

Subsection: Health and Safety

Effective Date’August 6, 2014

Subject: Housekeeping Policy

Revision DateNovember 23, 2016

Approved Areas for
Kitchen

Bathroom

Living Room

Bedroongs)

Hallways and Entry Ways
Storage Room(s)

Balcony

= =4 =4 -8 -4 -9 -9

Housekeeping

[ Page: 5 of 9

in Clientso®d Home

Note housekeeping tasks may be conducted on balcony aoefswhen they do not pose a hazard to

Workers and weather permitting.

HouseeepingActivities Include:

1 Floors:sweepingvacuuming washing (with a mop);

1 Surfaces: keaning dustingand disinfectingf:

1 Kitchen sink, counter tops, table top, kitcherarsdl, exterior surface of cabinets, refrigerator and stove,
outside/inside microwavestove hood, dishes, light switch;

=

switch;

Vacuuming: carpets, area rugs;

=4 =4 -8 -8 _48_9_9_°2_-2

Supervisor/Designate;
Ironing and mending;
Spot cleaning wheelchainot tires)

= =4 =4

Housekeeping Activities not Performed by Workers:

1 Moving heavy furnitureil n qui r i es

Supervisor/Designate for further discussjon)

Cl eaning windows

= =4

i nsi de

Living room: furniure. 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;

regarding

and

Vacuuming upholstered furniture, as negotiated with Supervisor/Designate;
Garbage disposal: please refer to Hazardous Matwlaly for City of Guelph garbage sorting;
Laundry: using washing machine(s) and dryer(s) ordirying items
Hand washing laundnyot soiled with hazards such as human wastaegotiated with

Other housekeeping tasks as negotiated between Supervisor and Client

out si de

handlingpuppy training padsquarium tank or pet cage cleaning/maintenance;

= =4 =4 -4 -9

Cleaning wheelchair tires.

Cleaning/organizing storage lockers;

Retrieving/delivering items to/from storatgekers;
Hand washindaundry soiled with hazards such as human waste;
Emptying central vacuum canisters;

of

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

tepogtedtbe f i ni t i on

client¢

Cleanng pet wastkecesi.e. scoopingkitty litter, cleaning litter box, picking up/bagging dog feces,
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date’August 6,2014
Subject: Housekeeping Policy Revision DateNovember 23 2016
| Page: 6 o

SeasonaHousekeeping Activities

A Client may request seasonal housekeeping activities in their home environment. The Supddasmnaite
will approve seasonal housekeeping tasks based on fyhetsgpility and safety of the task, (i.e., risk of injury
or hazard performing the task) and scheduling availab8#asonal activities may include:

Washing walls

Cleaninginside ofrefrigerator, freezer or oven;

Cleaningand reorganizing inside kitcheapboardsbedroonrclosets linen closets, storage closets;
Washing shelving units and dusting contents i.e. decorative items, pictures, books;

Seasonal wheelchair cleaning;

Washingand rehanging window coveringsvashing and dusting blinds

= =4 =4 -8 8 9

Cleaning Supplies and Equipment
Clients are required to provide the necessary housekeeping cleaning supplies and equipment for all tasks list
above, as per the Emiglecemert:r 6s Attendant Services

Cleaning/Disinfecting Products
1 All cleaning/disinfecting products must adhere to WHMIS legislation and requirements;

1 All cleaning/disinfecting products must have an intaad legiblenanuf act ur er s 6 | abe
bottle/container/package;

1 Workersae required to follow manufacturerds safe

1 Workers may not usdeaning/disinfecting productsthataven t he Empl oyer 6s. pro

Cleaning Supplies and Equipment

Mop with an attachedringer or wring palil
Bucket/pall

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 forcleaning/disinfecting surfaces, dusting
Leak proof plastic garbage bags

Laundry baskeor cart,

Wheeled shopping cars required

= =4 =4 -8 -9
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date:August 6, 204
Subject: Housekeeping Policy Revision DateNovember 23 2016
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Empl oyerds Prohibited Product List
Bleach
1 The Employer prohibits the usé bleach;
1 As per the Hazardous WasRelicy, bleach will only be useth an emergency where disinfecting is
required and Cavicide or other common disinfectant is not availldase see Bleach Use in the
Hazardous Wasteolicy for further details.

Drain Opening Products
The Employer prohibits the use of drain clearsréttendant Services Workers for the following reasons:
1 Drain opening products may be classified as acids, oxidizers, caustic and enzymatiqatehsiedly
dangerous to use;
1 May react with other household cleaners to produce hazardous gases
1 Arereactive to human tisspe

Preventative and safe methods to reduce drain clogs should be used, such as:
1 Avoiding pouring grease down drains
1 Usingastraineron draingo trap food, hair and other articles
1 Pouring hot water down the drain weekly to keegins free flowing

Employer 6s Preferred Cl eaning Product List
1 Bleach free

1 No/low sceng¢d
1 Gentle on skin
1 Microfiber clotls
T Certified Envir on meaytinaludé the faflowing en o6 product s
7 Ecologo is North Amer i c aénsronménthleadershifnd mo
- Standard.
Ecologo
g‘“‘\s N Ingredients are biodegradable and do not contain phthalates, heavy metals, or optical
f brighteners.

o Natural Cleaning Producisclude baking soda, borax, cornstarch, cream of tartar, hydrogen peroxide,
lemons, liquidcastile soap, washing soda, white vinegar

o If Clients choose to use natural cleaning proditsrkers are required to mix the product at the time of
cleanng for onetime use;

o Client must have safe mixing and handling information and instructions foatallal products.
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date’August 6, 2014
Subject: Housekeeping Policy Revision DateNovember 23, 2016

[ Page: 8 of 9

Other (Non-Client) Household Members:
Clients may reside with other family members, friends or roommates

T
T

Housekeepingssistance for othéouseholdnembergspouse, child etcwill be negotiated with the
SupervisolDesignate anfleincluded inthe Clet 6 s | SP, as required

Other household members are responsible for maintaining a reasonable level of housekeeping activiti
in the shared spaces of the home environment to ensure a healthy standard of cleanliness free of haz:
for the Client and Workers

Other household membeaseresponsible fotheir belongings antheir own personal spacesthin the

home environment;

Housekeeping Safety Guidelines:
For additional information on safety please see the Slips, Trips and®bldlg and the Principles for Safe
Lifting in the GIL Health and Safety Manual.

Communication:
This policy will be communicated t&mployeesising the following methods:

T

= =4 =4 -4 A

Health and Safety Orientation Program given to newly hired Emplaeésy their probatioary 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 & SafetyPolicy Manual

Training:

= =4 =4 -4 -8 -9 -9

Health and Safety Orientatid®rogramfor 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 Meetigs

Ontline training

Evaluation:

T
T
T

Annual Health and Safety Testing (80% to pass)
Probationary Health and Safety Test successfully comp{868d to passjluring probationary period
Probationary Performance Reviews and Performance Management System IngydMeeti
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Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective DateMay 22, 2002
Subject: Housekeeping Policy Revision Date:November 23 2016
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Relevant Forms:
1 Hazard/Near Miss Report
1 Incident Report
1 Injury Report
1 First Aid
1 Return to Work Package
References:
1 Best Practices for Environmental Cleaning for Prevention and Control of Infections, In all Health Care
Settingsi 2" Edition. Provincial Infectious Diseases Advisory Committee (PIDAC).
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Section:Terms and Rules of Employment Policy NumberD-4.1

Subsection: Health and Safety

Effective DateMay 22, 2002

Subject: Housekeeping Policy

Revision Date:November 23 2016
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APPENDIX 5:

HOUSEKEEPING SERVICE PLAN
Name of Client: Program:
Date:
Housekeeping Bookin§chedule:
Laundry Booking Schedule:
Meal Preparation/Planning:
Shopping Asistance Booking Schedule:
Housekeeping Task Independence Summary Summary of Support Required:

(What the Client/Family/Other
cleaning servicecan do)

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 makel

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 nstructions:

Ironing

Mending/sewing

Other:

Non-client house hold
members:

Arrangements for guests,
as per Supervisor
approval

Pet care: emergency only

Other:

Additional Information :

Personal pssessionsot to be handled by the Attendant Services Worker during housekeeping:
1)

2)

3)

4)
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Seasoal Housekeeping Activities

Clients may request seasonal housekeeping activities in their home environment with the Supervisor/Designze
Supervisor/Designate will approve request based on funding, feasibility, safety of task and scheduling
availability.

Seaasonal Housekeeping Booking Date(s):

Seasonal Housekeeping Task List:

1)
2)
3)
4)
5)
6)

Page p5



Section:Terms and Rules of Employment Policy NumberD-4.1
Subsection: Health and Safety Effective Date:May 22, 2002
Subject: How Diseases are Spread Revision DateNovember 23 2016
[ Page: 10of 3

HOW DISEASES ARE SPREAD

Knowing the methods in which a disease is transmitted is important for implemerdpey infection control
measures. Routes of transmission of infectious agents are classified as contact, droplet, airborne, common
vehicle and vectdoorne. Of these, contact transmission is the most common.

1. Contact Transmission
Contact transmission tee 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. Examplissages 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 susceptibl
person and the physicaansfer 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 bggdy
lesions. Diseases spread exclusively by direct contactreable 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  Dpirect Indirect
organisms, such as Norwalk g, are capable of surviving on surfaces
for an extended period of time.

Routine practices should prevent most transmissiatiregt/indirect contact However, to reduce
transmissn by indirect contact, frequentiguched surfaces should be properlisthfected.
Frequeniy touchedsurfaces include:

Door knobs, door handles, handradtevator buttons

Tables, beds, chairs

Washroom surfaces

Cups, dishes, cutlery

Assistive devices such as wheelchairs and commodes

Telephones, TV controllers, cell phonesmputer keyboards, mice

Pens, pencils

=4 =42 =4 -8 -8 -9 -9
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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 containingierms can be generated when an infected person cough
sneezes, talks or during certain medical procedures. Droplets daeg®to be

< 1 metre

airborne for longperiods and quickly settle out of the air. Droplet

Droplet transmission can be reduced with the use gbpet protective equipment such as
facemasks and goggleBiphtheria, mumps, rubella, SARS ameamples of a disease capable of
droplet contact transmission.

2. Airborne transmission
Airborne transmission refers to situations where droplet nuclei (thé smal
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 theahddy
areinhaled by susceptible hieswho may be some distance away from the
source. Airbornéransmission allows organisms to enter the upper and
lower respiratory tracts. > 1 metre

Examples of diseases capable of airborne transmissitude: common AIRBORNE

cold, chicken pox, pneumoniaberculosis, masles and smallpox.

3. Common vehicle transmission
Common vehicle transmission refers to a single contaminated source such as food,
water, vaccines, blood, medication, intravenibwisl, sharps, etc. which serve

transmit infection to multiple hostg11V/AIDS and Hepatitis B/C/A are examples of
diseases thatretransmitted by this method. Transmission can be reduced by:

1
1
1
il
il

T

Proper storage of food at proper temperatures
Thorough cooking of food

Proper hand hygiene

PPE use, when requirécefer to PPE Paty) i
Proper sharps handlinfyefer to Needlestick/Sharps Injury Prevention & VEHICLE
Treatment Policy)

Disinfection of frequerty touched surfacesand equipment
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4. Vector-borne transmission
Vectors are animals that are capatfleransmitting diseases. Examplesvettors are Ny
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 hos
when they are withdrawing blood. Mosquitoes are vectors for maldeast Nile virus
and yellow fever.The major vecteborne diseases of public health importance in s
Ontario are West Nile virus, Lyme disease and eastern equine encephalitis virus. VECTORBORNE

Biting is not the only way vectors can transmit diseases. Diseases s@nehd through the feces of a
vector. Germs could also be located on the outside surface of a vector (such as a fly) and spread thrc
physical contact with food, a common tough surface or a susceptible individual.

Vectorborne transmission is prevedtby closed or screened windgysoper housekeepingeporting
suspected vectdyorne outbreaks to the local public health unit and Public Health Oatatiby
checking(PHO)weekly surveillance reportegularlyduring the summer and fall seasons
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INCIDENT /INJURY INVESTIGATION POLICY

Purpose:

The Employer is committedo investigating incidentsjuriesthat occur in the workplace in artely and
comprehensive manner. The investigapoocess will help to determine immediate and root causes of an
incidenfinjury, review current workplacpoliciesandprogramsand make thenecessaryecommendationand
corrective actionso prevent incidestinjuries from reoccurring in the workplace. Critical incidents/injuries and
fatalities that occur in the workplaeell 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 thiBolicyis tooutline the steps involved in the investigatpocess otritical andnon-critical
incident/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 Employewmill investigate workplace incident/injury types that involve, but are not limited to, any of the
following Health and Safetiolices/Programs
1 Stay at WorkiReturn to Work (SAW/RTW) Near Misses, Health Care Incidents, L@snhe Injuries
Critical Injuries and Fatalities
HazardReporting: Serious and Minor Hazards
Workplace Violence and Harassmé&ulicy andPreventiorProgram(WVHPP)
First Aid : First Aid Event
Slips, Trips and Fall6STF)
MusculoskeletaDisorders (MSD)
Emergency Plan: Incidents$ fire, explosion, environmental damage/releases, property damage, etc.
Needlestick/Sharps Injury Prevention and Treatment
Work Refusal/Work Stoppage
Lockout/Tag out (LOTO)

=4 =4 =4 -8 -8 _48_9_°5_--°

For the purposes of thlicy, incidents/injuries are categorized as eitden-Critical or Critical .
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Non-Critical Incidents/Injuries
Incidents/injuries that require notification of SupervispDesignate, Workplace Safety and Insurance
Board (WSIB), Joint Health and Safety Committee (JHSC) and Union President, as required

Definitions:
Incident: an event that results injury to a person(sand/or damage tenvironmentgquipmentproperty
and/ormaterial (WSIB Workwell Core Health and Safety Audit June, 2011).

Hazard any condition, practice or substance with the potential for cgleas, 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

0 Mor6é h a z defindd by thesEmployedangeris not imminent, but has potential for dué harm to
person, property or environment

Near Miss an eventhat 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 preeent fut
occurrences. Typical nearmiss 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 Eventa nonlife threatening injury that does not require a visit to a medical professional.

Health Care Incidentan incidentresuling in a visit to a healtlcareprofessionafor the purposes of diagnosing
and prescribing medical care as a result of amyratiwork but that does not result in time away from
scheduled work or a wage loss.

Notify WSIB, forward to JHSGind Union President, as required upon receipt of Injury Report.

LostTime Incidentan incidentinjury in which a worker loses time from woafter the day of incident/injury,
and/or loses wages asesultof temporary or permanent werklated impairment(WSIB Workwell Core
Health and Safety Audit June, 2011).

Notify WSIB, forward to JHSGnd Union President, as required upon receiptjafyrReport.

Property Damagean event where contact is made between two objects resulting in alteration to one or both o
the objects.
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Non-Critical Incidents/Injuries and Lost-Time Incidents

Roles and Responsibilities:

Employees
1 Follow Employee esponsi bilities, as outlined in the a
1 Fornon-critical workplace incidentgnjuries, hazards/near misses, first aid events, and property

T

damage:

o Complete an Incident or Hazard/Near Miss report form, docuorehtazard Board, as required.
Providea detailed andccurateaccount of all facts (Refer to Appendix 6: Notification
Requirements Chart);

o Immediately submitncident or Hazard/ Near Migeport to SupervisdDesignate;

o Comply with all ©@rrectiveactionsthat have been implementadd provide the
Supervisor/Designate with feedback regarding the effectiveness of corrective actions.

Forhealth careand/orlost-time incidents:

o Immediately report to Supervisor/Designatise the Emergency Notificatiddystem to notify
SupervisotDesignate 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 Bigélth Pofessionals ReporEprm § 1

Return to Work Informatiofrom RHCP to SupervisdDesignate, as soon as possible

Participate in developing the SAW/RTW plan;

Adhere to the recommendations and medical restrictions as outlined R €ie;

Participaten ard cooperate witlthe investigation procesas requiregd

Participate in the corrective action recommendation process, as required

Comply with all orrective actionshat have been implementadd provide the

SupervisotDesignate with feedback regarding tbffectiveness of corrective actions

O O O0OO0O0

Supervisoor Designate

)l
)l
)l

T

= =4

= =4

A

Foll ow Supervisords responsibilities,nsepe out I
EnsureEmployees have completed all necessary report forms timely, accurately and thqgroughly
Ensure Employees receive the appropriate medical care and take a SAW/RTW package to their first
RHCPappointment

Immediately forwarE mp | oyee ds ¢ ompl e anel HealsAdésskia/ Rdpartr(Forsn

8) 1 Return to Work Informatioto 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 inciagnt/inju
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 clien
as requirep

Ensure corrective actions are ilamented and are being followed

Evaluate the effectiveness of the corrective actions that have been implemented for ongoing
improvement

Participate in the annual review of tipslicy, as required

Page 1



Section:Terms and Rules of Employment Policy NumberD-4.1

Subsection: Health and Safety Effective Date: May 18, 2011

Subject: Incident/Injury Investigation Policy Revision Date:November 23, 2016

| Page: 3 of 12

Manager, Human ResourcessDesignate:
1 Follow Manager, Human Resources responsibilities, as outlined in the appfichdiles/programs
listedin scope
1 Complete Form 7 including payroll component for health care anditostincidentssubmit to WSIB
within 3 calendadays of learning@boutoccurrence
Liaise with Employee, Supervisor, WSIB personnel and other applicable personnel
Submit Functional Abilities Form to WSIB, as required
Immediately notify BSC andJUnion Presidentn writing within four days of dealth care and/dost-
timeincident.(Refer to Appendix 6: Notification Requirements Chart);
1T Forward applicable report form (I ncident, I nj
meeting
1 Participate in the annual review of tipaslicy.

= =4 =4

Joint Health and Safetyommittee (JHSC)
T Foll ow JHSCG6s responsi bi Ipdlided¥peogranaistedmacodei ned i n
1 Review applicable report forms (Incident, Injury, Hazilehr Mis3 forwarded by thélanager, Human
Resources

1 Make recomrendations for the improvement of any applicable work practice, equipment, and/or hazarc
that lead tdhe workplace incident/injury

1 Participate in the annual review of tipslicy.

Critical Incidents/Injuries and Fatalities
The following categories of imdentginjuriesrequireimmediate notification oProgram
SupervisotDesignateimmediate external notification of appropriate authorities and investigatomess,
as they may produce a loss to people, equipment, material, ansiimnment.

x Immediatenotification indicates SupervisdDesignate must be notified within the shift that the critical
incident/injury and/or fatalityoccurred

Definitions:

Critical Injury [Ontario Requlation 834 under the OHSAJcritical injury is an event that:
Places life in jeopardy

Produces unconsciousness

Results in a substantial loss of blood

Involves the facture of an arm or leg (not a finger or toe)

Results in the amputation of an arm, leg, hand or foot (not a finger or toe)
Involves burns to a major portion of the body

Causes the loss of sight in an eye

Notlfy MOL, JHSC, and Union President

NN E

Fatality: An injury that results in loss of life.
Notify MOL, JHSC, and Union President, as required
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Hazard any condition, practice or substance with the potential for causing loss, injury or harm to life, health o
property.(WSIB Workwell CoreHealth and Safety Audit June, 2011).

The Employer categorizes hazards as Minor or Serious.

Geriou®Hazardas defined by the Employ@mmediate danger to personal Health and Safety, significant
damage to property or environment, or contravenes/violkeggsidtion

Notify MOL, JHSC, and Union President, as required

Occupational llines$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 physiolagechianisms are affected and the
health of the worker is impaired thereby and includes an occupational disease for which a worker is entitled t
benefits under the Workplace Safety and Insurance Act, 1997.

Notify MOL, JHSC, and Union President, as required.

Environmental Releasé&n 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 undesid combustion occurs.
Notify MOL, JHSC, and Union President, as required.

Critical Incidents/Injuries and Fatalities
x  GIL Emergency Plan proceduredl be followedfor critical incidents/injuries and fatalities.
x GIL Emergency Plan is located in the tédalth and Safety binder in program Staff Offices.

Roles and Responsibilities:

Employees:

Follow theGIL Emergency PlafAppendix 3):Response Procedures for Specific Emergencies

Participate in and cooperate with incident/injury investigation processgased

Participate in the corrective action recommendation process, as required

Comply with all corrective actions that have been implemeanedprovide the Supervisor or Designate

with feedback regarding the effectiveness of corrective actions

1 Emergery Response Procedures may be applied to other persons in the workplace. Please refer to th
Empl oyer 6s

= =4 =4 =4
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Supervisor or Designate:

T
T

T
T

)l
)l

T

Ensured11 has been called

Ensureinjured Employeés) receive appropriate medical care and ndifyploye® s e mer gency
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 followingpoggsese 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 cliea$ 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 ofglpolicy, as required

Incident Management Team (IMT(for further IMT details, please refer@L Emergency Plan)

T

= =

Immediadely advise MOL, MOE, JHSC, and Union President, as req(mgtelephone or other direct
method) of a Critical Injury or Fatality involvindemploye¢s). (Refer to Appendix 6: Notification
Requirements Charf)

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
saving life, relieving any suffering, maintaig 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 tt
scene and conduct their own independent investigation

Coopeate with all MOL/MOE requirements

Select a Lead Investigator from thdT to conduct incident/injury investigation and manage
incident/injury investigation process

Contact a JHSC Worker Representative to assist Lead Investigator to inspecidia/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 Investigatiol
Report form within 24 hours of the incidentiny occurrence, and submit Incident/Injury Investigation
Report to Manager, Human Resources

Request assistance from Supervisors, Senior Leadership Team (SLT), Employees and any other sour
that may be available for the incident/injury investigation pretedetermine immediate and root

causes of the incident/injury
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1 Develop a plan outlining the corrective actions to be implemented and complete Corrective Action
Report form

Manager, Human Resourcésecutive Director or Designates:

1 Within forty-eight48 hoursof the occurrencegomplete andgenda written investigation report the
MOL Director and any other appropriate authoritieatainingsuch information and particulars
[OHSA, S.51.(1)] (Refer to Appendix 6: Notification Requirements Chart)

1 Participaten the annual review of ith policy, as required

Joint Health & Safety Committ§ddHSC):

1 Immediately be notified of critical injury or fatalipy telephone or other direct method)

1 A WorkerRepresentative selected by Werkermembers of the JHSC wilhgpect the incident/injury
site, and any machine or equipment involved

1 Worker Representative together with the Lead Investigator will conduct the incident/injury
investigation, assist in completing the repsign the completed report, and forward Incidimjury
Investigation Report to Manager, Human Resources or Designate, JH&@iandPresident

1 Be provided with a copy of tHacident/hjury Investigation Repodnd all other applicable
documentatiorfior reviewand evaluation

1 Make recommendations tbe BEnployerregarding corrective actions for the improvement of tealtth
andSafety ofEmployes

1 Participate in the annual review ofglipolicy

Incident/Injury Investigation Procedure: (Under direction of MOL Inspector, as applicable)

Lead Investigator and JHS@orkerMember Responsibilities
Step1: Collect Information

A. Collect information from people

o0 InterviewEmployes involved

Interviewall witnesses
Interview outside expertsf,applicable For example: sypliers, equipment desigree OT
Ensurenterviews are conducteds soon gseasonably possible
Conductinterviews in a quiet placene on one, usingbjectivity and usingffective questions
EnsureEmployee are asked if they have any ideas about how to control or elimindtaze
Ensue the interviews are documented

O O0OO0OO0OO0Oo
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0 Make observations and use the Scene Assessment form to document the scene (site, equipme
material, environmental conditions)

Use photographs/sketches/drawings etc.

Take measurements

Collectand itemize foreign objects, materials or broken equipment, if possible

Check written work processes and procedures

Ensureenough evidence has been gathered and the evidence makes sense, i.e. each event
interacts with aleast one other incident event

o Create an objective written narrative of what happened, include witness statements

O 0O O0OO0Oo

Step2: Identify Contributing Factors
1 Factors to consider and the role each played:

o People
Equipment
Material
Environment
Process

O O OO0

Step 3 Analyze Information:
1T Analyze all the evidence gathered and ident.i

problems that must have existed for the incident to occur. Incidents occur because of a combinatio
of fAi mmedi ateodo and Arooto safety probl ems
Immediatesdety problemsinclude immediately recognizable problems such as slippery floors, not
recapping needlesic.

Root safety problem®ften include management responsibilities such as lack of/poor policy,
procedures, training, supervision, accountability atequate resources

Step4: Write Report
1 Use thelncident/Injury Investigation Repofbrm to identify contributing factorémmediateand

root causes through a review of items such as JHSC inspection records, training records, time of d
Employeé s | eemmgp lhowyment, Empl oyeeds previous Hea
scene layoytetc. Consideration is given to lack of safety equiprremforcement and/or the need

for safety equipment.

The Incident/Injury Investigation Repddrm mug capture all the requirements containedhe
investigation procedureln some cases, additional forms or documentation may be needed. This
might includeadditionalWitnessStatement and/deceneAssessment forms, police repolt.

Distribute copie®f the completed and signed Incident/Injury Investigation Report to appropriate
personnel: Manager, Human Resources or Designate, JHSC, Incident Managemehini@am,
Presidentas required within appropriate time framBg{er to Appendix 6 Notification

Requirements Char)
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Step 5 Recommend @rrective Actions
1 Responsibilities must be assigned for implementation of the recommended actions
1 Recommendations are documented on the Corrective AReportform
1 Recommendations must focus on corrective action(s) to all the contributing fantoesjiateand
root safety problems identified.

Recommendations should specify:
T What needs to be done
1 Why it needs to be done
1 Include timelines for Wwen it should be compied

Recommendations should be:
1 Effective and sound fix problem without creating any new safety problems
1 Practicait hey wi | | wor k and are not Apie in the
1 Ranked according to prioritiyif not all recommendations can be carried out at adeatify which
are most important
1 Based on consultatidhEmployee expertise can be helpful in achieving these goals

Recommendations are implemented:
1 Responsibility must be assigned to implement the recommendations
1 The actions must be recordedtbe Corective Actions Report formt must include:
o0 What has been done
o0 Who has completed the actions
o0 When the actions were completed

Step 6 Follow Up on Corrective Action:
1 Supervisor or Designate ensures thatimplementedorrectiveactionsare effective irmesolving
thehazardgafety problem
1 All documentation is forwarded to the JHSC for review and evaluation

Communication:

The results of an incident/injuigvestigation and corrective actions that are implementtde
communicated t&mployeesising thefollowing methods:

Documented in Communication Boakd Individual Client Record (ICR), as required
Postedn Hazard Boarth applicable workplace office(s)

Team Meetings]eam Meeting minuteand Agency Meetings

Minutes of JHSC meetings postedid@althand Safety Boarth workplace offices

Via phone calls and emails, as required

= =4 -8 -4 A
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1 Supervisors, Managers and JH8Qrker Representativewho are required to conduct investigations
will receive formal iident investigation trainingdngoing taining will occur, asrequired
1 Health and Safety Orientatid?rogramfor new Employees and current Employees

Evaluation

1 Manager, Human Resources and Executive Director or Designates will track, review and analyze
HazardNearMiss, Injury andWV&H Repors and applicable Incident Reports on an annual basis. This
data is contained in the Annudistory of WSIB Good Catch/Near Miss Chart and Injury/Incident
Analysis ChartThe analysis of this data will indicate thedtth and Safetyolicies, programsand
procedures that need to be revised.

1 IncidenfInjury InvestigationPolicy will be reviewedby the JHS@n an annual basier if an
investigationidentifies revisions are required

Relevant Forms:

Incident Report

Injury Report
HazardNear MissReport

SAW/RTW Package

Work RefusalStoppage Form

=4 =4 =4 -8 _48_9_9_°5_--°

WSIB Form 7

References

Incident/Injury Investigation Report

Workplace Violence and Harassment Report

Health CardProfessionaForm 8 page(3)

Occupational Health and Safety A&ection 51, 52)
Regulation 834/90: Definition of Critical Injury
OSACH Fast Fadt 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 lliness: Requirements to report to the Ministry of Labour,
http://osach.ca/products/ffacts_e/FastFactsOccupationalllinessReport2.pdf
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APPENDIX 6: NOTIFICATION REQUIREMENTS CHART

Reporting Requirements

Incident/Injury Employees Timeframe Supervisor To Timeframe :
type To Notify Notify Supervisor/Manager
Employees !
HR//Designates
: First Aid Log, Injury or Minor
First Aid Event S;g;“ﬂ;?g Next Work Day ED/Designate Ne>|<3thork Hazard/Near Miss Report,
9 y Hazard Board as required
: HazardNear MissReport, Hazard Board, Report outcomes to JHS
Minor Hazard Supe_rwsof Next Work Day ED/Designate Next Work Hazard Boardr Incident at next meetingnd any affected
Designate Day
Report, Employees
ED, Co-chair JHSC Hazard Board, Report outcomes to JHS
Manager HR Hazard/Near Miss Report, Union President and any affected
Supervisor/ Designate (if injury Hazard BoardWV&H, Report Employees
Serious Hazard D(Esi nate Immediately occurs), WSIB, Immediately and/or Injury Report, WSIB Form 7 completed within 3
9 JHSC, Union SAW/RTW packageas calendar daysf learning about the
Presidentas required occuranceWSIB must receive Form 7
required within 7 business days, as required
ED, JHSC certified
Supervisor/ W&g‘f; Retip’ Hazard/Near Miss Report, Hazard Board, Work Refusal Form,
Work Refusal be Immediately 9 Immediately Hazard Board, Work Refusal Incident/Injury Investigation Report,
Designate HR/Designate, Form report outcometo JHSC
Union President, ' P
MOL, as required
. Hazard/Near Miss Report,
Near Miss S[;Jep;r\gzz Next Work Day ED/Designate Ne>g;Nork Hazard Boardincident Report, Eﬁg)zﬁ O:}?;CTeeESI;O Ii) Hgg at next meet
9 y Injury Report asrequired y ploy
ED. Manager Written notice within 4ays of
Next Work Dayor HR/besign%te Hazard/Near Miss Report, occurrence to JHSC and UniBmesident
Health Care Supervisof Immediatelyif WSIB, JHSG Union | Immediately Hazard Board, Injury Report, WSIB Form 7 completed within 3

Designate

injury is severe

President, as
required

SAW/RTW Package, as
required

calendar days of learning about
occurrence, WSIB must receive Form 7
within 7 business days.
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Incident/Injur Employees . Supervisor To : Reporting Requirements
: jury T ?\I 3{ Timeframe pN tif Timeframe i i :
ype o Notify O Employees Manger, HR/IMT /Designates
ED, Manager . 1 Written notice within 4 days of occurrence|
. Next Work Day HR/Designate, Hazard/NeaMiss Repor't, to JHSC and Union President
. . Supervisof : ; . . Hazard Board, WV&H, Injury -
Lost-time Injury : or Immediatelyif | WSIB,JHSG Union | Immediately 1 Form 7 completed within 3 calendar days
Designate A . Report SAW/RTW Package, )
injury is severe President, as : learning about occurrence, WSIB must
. asrequired . o )
required receive Form 7 within 7 buséss days.
1 Immediately call MOL
9 Written Incident Investigation Report to
Serious Hazard Report, MOL Director within 48 hours of
IMT. MOL. JHSC Immediately, Hazard Board, Incident occurrence.
Critical and Fatal Supervisoror immediatel Unic')n Preéident & by telephone o Report, WV&H Report, 1 Report to contain information prescribed i
Injuries Designate y BoD. as required other direct and/or Injury Report, section 5(1) of the Indusal Establishments
' q method SAW/RTW packageas Regulation.
required f WSIB Form 7 completed within 3 calenda
days of learning about occurrence. WSIB
must receive Form 7 within 7 business da:
witen ot | S2T0LS Hazela Repor
Supervisor or IMT, MOL, JHSCG within 4 days Report WV&H Report 1 Written investigation report must be sent
Fire/Explosion per Immediately Union President & or POTLIVY port, within 4 days to MOL, JHSC, aridnion
Designate BoD, as required | Immediately if andfor Injury Report, President
’ q iniur resu)I(ts SAW/RTW packageas
jury required
. . SeriousHazard Report 1 Written notice within 4 days of occurrence
. Next Work Day ED, Manager, Written notice Hazard Boardincident to MOL Director, JHSC & UniorPresident
. Supervisorpr : HR/Designates, within 4 days : L
Occupational lliness . or Immediately . . Report and/or Injury Repart| 1 WSIB Form 7 completed within 3 calenda
Designate | ... . " MOL, JHSC Union of being :
if injury is severe : . SAW/RTW Packageas days of learning about occurrence. WSIB
President advised . ; g .
required must receive Form 7 withi7 business daysg
Serious Hazard Report,
Supervisoor IMT, MOE, JHSC Hazard Board, Incident | § Writteninvestigation report must be sent
Chemical Release DF:esi nate Immediately Union President & Immediately | Report and/or Injury Report, within 4 days to MOE, JHSC, and Union
9 BoD, as required SAW/RTW packageas President
required

Source: Public Services Health & Safety Association: Effective Leadership in Organizational Health, Safety, and Wetleeg&Wecit Causation and

Investigation
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Section:Terms and Rules of Employment Policy NumberD-4.1

Subsection: Health and Safety Effective Date: September 21, 2007

Subject: Joint Health & Safety Committee Revision DateNovember 23, 2016
Terms of Reference
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JOINT HEALTH AND SAFETY COMMITTEE (JHSC)
TERMS OF REFERENCE

Purpose:

Establishing aoint Health andSafety @mmittee (JHSC) is a legal requirement underQbeupational
Health and Safety AGOHSA)where 20 or more workers are wgyly employed. The followingetms
of referenceas outlined in thipolicy, will guide theE mp | o JHSE @ndensure the committeis
effective,accountable and acts responsibly and consistently.

Scope:
Applies to JHSC members
ApplicablePolides:
1 Occupational Health and Safety Roles and Responsibilities of Workplace Parties
1 Workplace Inspection
1 Work Refusal & Work Stoppage
1 Healthand Safety Orientation

Roles and Responsibilities:
Employer
FollowEmpl oyer 6s rol es and r edigpeslstednbcodes t i es as
Provide the information and assistance required to carry out the inspection of the workplace
Ensure dlIJHSC members and applicable Supervisors or Designates are trained in planned health
and safety workplace inspections
1 Pay JHSC members at Hisr regular rate of pay when:

0 Attending JHSC meetings

o Preparing for meeting (paid one hour)

o Carrying out workplae inspections

o Fulfilling the requirements for becoming a certified member of the JHSC
1 In consultation with the JHSC, develop, establish and put in gitéiciesandprogramdor the

Health andSafety of Employees

1 Ensure thigolicy is reviewed annually

= =4 =

Joint Health andSafety Committee
1 Followl HSCbés rol es and r es ppolitissiligbednscopei es as out |
1 Receive training in the roles, responsibilities and functions of Joint Health and Safety Committee

participation

Receive training iplanned health and safety workplace inspections

Conduct workplace inspections

Commit to participating iIdHSC meetings

Participate in the annual review of tipglicy

= =4 -8 -9
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Section:Terms and Rules of Employment

Policy NumberD-4.1

Subsection: Health and Safety

Effective Date: September 21, 2007

Subject: Joint Health & Safety Committee
Terms of Reference

Revision DateNovember 23, 2016

JHSC Composition:
Membership

[ Page: 2 of 5

T The Empl oyer 6s Wilw Rdagdorgainimg tlze tWill@v3P&ace 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 Collectig 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.
1 TomeettheEnlpoyer 6s

Heal th and

Safety

goal s; one

program workplaces that havel® Employees, (87 Neeve Street Assisted Living, 85 Neeve Street
Seniors Assisted Living, and 255 Woodlawn Road Administrative Office) will sit orothe J
Health and Safety Committee, as health and safety representatives, as per the OHSA.

i Two cochairs

1 One worker member as selected byuh@n

1 One management memias selected by the Employer

1 Wil share the responsibilities

1 At leasttwo certified membes: one worker member and one mgerment membe(Certification
will include Basic Certification, Sector Specific Training and Workplace Specific Hazard

Training.)

Selection

1 Worker members will be selected by tin@on/peers
1 Management members will be seled by thé&amployer

Term

1 Worker members to serve three year terms to a maximum of three consecutive terms

Quorum

1 Minimum of two management representatives amd worker representatives

1 The number of worker reps must be more than or equal to the nofmhanagement reps

Frequency.

1 Meetings will be held at least once every three months

1 When required to meet by order of the Minister of LadM®©L)

Meetings will be held as soon, as possible, after a workpla@®ent involving violencesexual

violencefraumat o r evi ew Empl oyer ds response

as required

A

contr ol
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Subsection: Health and Safety Effective Date: September 21, 2007

Subject: Joint Health & Safety Committee Revision DateNovember 23, 2016
Terms of Reference
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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 Safetlolicy Review and Business

New BusinesfJpdated Issues

Next Meeting

=4 =4 =4 -8_9_9_9_°_-2

Meetings
1 Members are required to atteatleast 80%f meetings
1 Members to forward regrets withit2 hours of a scheduled meeting

DocumentRetention

Minutes will be signed by eohairs

Original minutes will be kept at the Administration Office

Minutes will be distributed to committee memb&rsapproval prior to megtg

= =4 -4 -9

offices.
1 Previous minutes will be kept in thé¢ealth andSafety binders and be available for examination
and review by aMOL inspector

Decision Making Progss

1 Allissues decisionsand recommendationsill be madeby consensus, as follows:

o Ensure each membersdé point of view is

Discuss solutions, itemizing advantages and disadvantages
Members are not expected to change their minds for the shleerobny
Discard the most objectionable solutions by voting
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 decisioos behalf of committee membdystween scheduled JHSC
meetingsjf further revisions are needédo E mp hcbonpseéontiolsmeasurégrotocols/safety
plans implemented to control hazard/rigkein incident involving workplaceiolenceand
harassment.
T Revi ew E magidonstgneol ndbeasurégrotocols/safety plans implemented to control

hazard/risksn an incident involving workplace violene&d harassmemind notify (via email) all

© O 0O

= =4

Approved and signed minutes will be posted on Health and Safety bulletin boards in all program

committeeme mber s for feedback/ further recommendat
1 CoChairsmeettosign f f t he Empl oy e/prdicsolstsaietytplans implemerded ur e ¢

to control hazard/risksave been implemented and are effective
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Subsection: Health and Safety Effective Date: September 21, 2007

Subject: Joint Health & Safety Committee Revision DateNovember 23, 2016
Terms of Reference
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Process for Recommendations
1 Health and Safety Concerns:
o The JHSC will forward writteidealth andSafety recommendations to teenployer
o TheEmployer will respond in writing within twentgne days
o0 The response will contain a timetable for implementing the recommendations that the
Employer agrees withas well asawritten explanation for any recommendations not
accepted
o0 Written Recommendation Form will be used for potentially contentious recomtiarsla
1 Procedural/Other
o The JHSC will forward pliciesand pogramsto the ExecutiveDirectofrEmployer for
response
o0 A specific timeline will be indicated at the time of forwarding

Work Refusals:.
See the OHSARart V,Right to Refuser to Stop Work Where Héth or Safety in Danger,
Section 434 9 . Refer to the Empl oyer®obcy Wor k Refusal &

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 t&mployeesising the following methods:
1 Health and Safety Orientatid®rogramgiven to newly hireEmployeesiuring their probatioary
period and current Employeess
Team Meetings, Team MeegjiMinutes
Town Hall Meetings
Health and Safeti?olicy Manual
Staff Newslettey when applicable
Minutes of JHSC meetings postedtéealth and Safetgulletin board in workplace offices

= =4 -8 A8 A

Training:
1 Health and Safety Orientatid®rogramfor newly hired Employees and current Employees
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 Directorsjg@draining to new Board
Members, as required

= =4 -8 8 -4 -9
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Evaluation:
1 Annual Health and Safety Testi\80% to pass)
1 Probationary Health and Safety Test successfully completed during probationary period
1 Probationary Performance Reviews and Performance Management System 1:1 Meetings

Relevant Forms:
1 JHSC Recommendation Form
1 Monthly Workplace Inspectio€hecklist

References:
1 Occupational Health and Safety Act R.S.0. 1990, Chapter 0.1
1 A Guide to the Occupamnal Health and Safety Act, Rev. 05/11
www.serviceontario.ca/publications
1 Effective Joint Health and Safety Committees, Third Edition; Public Services Health and Safety
Association (PSHSA), May 231
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Section:Terms and Rules of Employment Policy NumberD-4.1
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Subject: Lockout/Tag Out (LOTO) Policy Revision DateNovember 23, 2016
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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 equipntbatutilize energyat t he Empl oy ealidys bui | d
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. 2138s. 190(419)] and O. Reg. 851, R.R.O. 1990,
Industrial Establishments Section 42, 75, 76.

Scope:

Applies to Workers and contractors/subcontractors hired for the maingemapair and/or adjustment of
machinery/devices/equipmethiatutiizeenergyat t he Empl oyer 6s bui l di ng.
ApplicablePolides/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 Safd®ples and Responsibilities of Workplace Parties

= =4 =4 -8 -8 -9 -9

Definitions:
Lockout to physically neutralize all energies in a piece of equipment before beginning any maintenance
or repair work. Lockouts generally involve:

1 Stopping all energy flows (for example, byriing off switches, or valves on supply lines
which are called energgolating devices)
Locking switches and valves (i.e., puttiatpck on those energigolating devices)
Securing the machine, device, or power transmission line ircaelgized stat@or
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 fatalitieeré&fore, 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 buttonselection switches and other circuit control switches are not considered-energy
isolating devices)Canadian Centre for Occupational Health and Safety (CCOHS)

T
T

Specific Lockoutis the use of separate (i.e., rgeneric), detailed, written lockout proeed for each
identified machine/device/equipment that may require to be locked out. Specific lockout shall include the
following:
1 Identify tradesperson(s) responsible for performing the lockout (i.e., operator, millwright, and
electrician etc.)
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1 Person responsible fensuring 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, blockingpoints, relief valves and/or blanking and bleeding points
1 Special hazards, (i.e., a flywheel that spins for minutes after power is removed or electrical
capacitors)
1 The personal protective devices (PPE) that must be used or worn
1 The stepby-step lockout pcedure (who does what/when)
1 The testing procedures to ensure all energy sources are controlled (including possible stored
energy)
1 The stepby-step procedure for removing the lockout
www.healtt&safetyontario.ca
*Note additional Locks are required for each additional worker servicing the equipment.

= =4

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 stairddrlabel) 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 neonducting material and shall be installed so as not to become
energized
2. The tag shall be placed ircanspicuous 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. Thenameofte personés 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 Sorce: 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 storgatings; and potential energy from suspended
parts (gravity) Ministry of Labour (MOL).

De-energizationis 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. Bgriergizilg 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 so@@OHS.

Energy Isolating Devicea disconnect switch, circuit breaker, manually operated valve, blind flange, or
other device used to ensure that power or energy cannot flowdoeags machinery or equipment.
MOL.
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Affected Persaris an employee whose job requires them to operate a systeankoin an area in which
servicing or maintenance is being performed under LGOGOHS.

Authorized Persarnis an individual who is qualified to control hazardous energy sources because of their
knowledge, training, and experience, and has been assigaedage in such conttd COHS. (Refers to
the Employerds Housing Personnel ).

Supervisor(s)may refer to Property Manager and/or Executive Direcidote Property Manager and
Executive Director are | isted unSdbeantratitd?® and fuppdier Co
Policy).

Workers refers to housing personnel (Superintendent, Key Tenant).

The Empl oy e238WillovRoad, Guelph@®N.

Roles and Responsibilities
Employer
T Foll ow Empl oyer 6s dpplicablepslicied@agransuidtelil inn @& ciomp etdbh e
1 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
Empl oyer 6s L Odutinegpbelomc e dur e s,
1 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), Workerscanttactor/subcontractor know which energy
sources may need to be controlled on building machines/devices/equipment
1 Ensure thidolicyis reviewed annually

1
1

Supervisor(s) or Designate(s)
T Foll ow Supervi sor 6 sappticableip@igesipgaams listedt l i dhSecdo p end t
1 Ensure that Workers and contractors/subcontractors follow lockout procedures on building
machines/ devices/ equi pment, as per OHSA, Il nd
procedures, outlined below
1 Ensure Workers have recety training in specific lockout/tagout procedures on the required
building machines/devices/equipment that they are responsible to service, (refer to The
Empl oyer6s Building Equipment Requiring Lock
training reords
1 Ensure that Workers and contractor/subcontractor know which machines/devices/equipment in the
building may need energy controlling LOTO procedures prior to service
1 Provide all required PPE, equipment and materials to Workers performing LOB@Iding
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
scheduledo occur and/or occurring

= =4
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1 Ensure appropriate Workers are responsible for LOTO and only authorized Workers are

performing LOTO on building machines/devices/equipment

1 Ensure Workers thoroughly record lockout details in the Housing Communication Logbook

1T Ensure contractors/ subcontractors follow the
when servicing any of the Employeroés buildin
Empl oyerds ContractorPolicRubcontractor and Sup

1 Ensure writte stepby-step instructions for Specific LOTO is available for building
machines/devices/equipment, (refer to Housing Personnel Specific Lockout, below)

1 Ensure Workers follow the proper lockout/tagout procedures at the end of a shift and between shift
charges

1 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

1 Inthe event of injury to Worker while servicing building machines&is/equipment requiring
lockout; ensure Worker receives medical attention, as required, tS&/&RTW package to
health carg@rofessionahospital, completes and returns all forms, includiteglth Professionals
Report (Form 8) RW Informationto Supervsor(s)/Designate(s), as soonpassible

T I mmediately forward | nj ur HeafhePpiessionalaReport (Fbira a | t
8) Return To Work Informatioto ManagerHuman Resources/Designates and participate in an
Incident/Injury Investigationas required

1 Participate in the annual review of tislicy, as required

Workers

T Foll ow Wor ker 6 s d adplicable policesprogrants lisiedne d Sicro ptefoe

1 Follow LOTO procedures on building machines/devices/equipment, as per OHSA and Industrial
Regulations

1 Follow LOTO procedures outlined in Housing Personnel Specific Lockout, outlined below

1 Participate in relevant LOTO training, as required

1 Immediatelyreport 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)

1 If injured while performing LOTO on building equipment, immnegdly report injury to
Supervisor(s)/Designate(s), taBAW/RTW package to health capeofessionahospital, and
submit completed forms, including Health Professio(fatsm 8) RTW Informatiorio
Supervisor(s)/Designate(s), as soopassible

1 Notify all affected person(s).e.,Property Manager, housing personnel and/or
contractor/subcontractor when lockout on building equipment is about to occur and when lockout
is finished

1 Do not share or loan out your lock(s) with other Workers and/or contractmrsrdractors
servicing building machines/devices/equipment

1 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))

1 Record LOTO details in the Housing Communication Log Book

1 Follow Shift Work and Emergency Lock/Tag Removal procedures, outlined below, as required

1 Notify Supervisor(s)/Designate@h en PPE6s and LOTO material s

restocked
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Contractor/Subcontractor

T
)l

The

A

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

Foll ow their employerdés | ockout/tagout polic
Empl oyerds buil ding equi pksehasps,tageforgpecificpr ovi di
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 na 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

Empl oyer 6 s B ®Requirchg Loakouttby Houspgrersonnel:

. Garbage Compactor System

1 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.
Gas firedMake Up Air Units (MUAU) (located on roof of building, north and south side)
1 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.

Empl oyerdéds Building Equi pment Requiring Loc
Electrical Panels/Switching within the Electrical Room
Circulating Pumps for the Boiler System
Electrical Panels/SwitchingRamp Heat system
Elevators
Garbage Compactor Sgsn
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. 3red padlock$ 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

1 The Garbage Compactor Equipment is powered by electrical current;

1 Only Authorized Person(s) who has knowledge of the type and magnitude of the energy to be
controlled, the hazards of tk@ergy, and the means to control the energy will perform the
following procedures.

1.

pd

otify all affected person(s)

that a lockout is required on the Garbage Compactor System;

the reason for the lockout;

approximately how long Garbage Compactor Systembgillinavailable;
the Worker(s) responsible for the LOTO;

who to contact for more information.

= =4 -8 -4 -9

2. Equipment Shutdown and Isolation

1 If equipment is operating, shut it down by the normal stopping procedure;

1 Close the main disconnect switch: located oreleetrical 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 energgolating device(s) sthat all energy sources are disconnected or isolated from
the equipment.

l
l
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3. Apply the Lockout/Tag out Device

T

= =

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 kegcplock will only have one kéyno master

keys are allowex

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, expectecbmpletion 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 $ipedeaice 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.

1
1

Testt he main disconnect switch and make sure i
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:

T

= =4 =4 =4

inspect the work area to ensure that all tools and items have been removed and that equipment
components are operationaihtact;

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 enasgyating device;

If more than one Worker is servicing the Garbage Gamtgyr 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 pro¢echisem reversé shall be
followed to energize and activate the equipment. The following check list shall be used as a guide:
o Are guards in place?

Have all braces, pins, chains, blocks been removed?

Are all tools that have been used accounted for?

Are all valves closed in the corrgmbsition?

Have all tags and locks been removed by authorized person(s)?

Are all persons accounted for?

Have all affected person(s) been notified?

Report service and/or LOTO details in Housing Communication Log Book.

O O0OO0OO0OO0o0Oo
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North/South Make Up Air Units (MUAU)

1
1

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) whoveknowledge of the type and magnitude of the energy to be
controlled, the hazards of the engrgnd the means to control the energy will perform the
following procedures.

1. Notify all affected person(s)

1
1
1
1

T

that a lockout is required on the North/South MUAUS;

the reason for the lockout;

approximately how long North/South MUAUs will be unavailable;
theWorker(s) responsible for the LOTO;

who to contact for more information.

2. Equipment Shutdown and Isolation

1
1

il
il

If equipment is operating, shut it down by the normal stopping procedure;

Close the main disconnect switch: At the electrical panel box, looatdte 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 energgolating device(s) so that all energy sources are disconnected or isolated from
the equipnent;

3. Apply the Lockout/Tag out Device

T

= =

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 kewch lock will only have one kéyo master

keys are dbwed);

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 nahdegvice person, is
recommended,;

If more than one Worker is servicing the North/South MUAUSs 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 inddual 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.

T
T

Test the main disconnect switch and make sure it cannot be movedt®@thed posi t i on;
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 MUAUSs

6. Lockout/Tag out Removalt
Before locks and tags are removed and energy is restored to the North/South MUAUSs the following
procedures will be take taken:

l

= =4 =4 -4

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 enasgyating device;

If more than one Worker is servicing the MUAU, eresthat 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 MUAUSs, the same set of procedumely in reversé shall be
followed to energize and actite the equipment;

The following check list shall be used as a guide:

Are guards in place?

Have all braces, pins, chains, blocks been removed?

Are all tools that have been used accounted for?

Are all valves closed in the correct position?

Have all tags antbcks been removed by authorized person(s)?

Are all persons accounted for?

Have all affected person(s) been notified?

Report service and/or LOTO details in Housing Communication Log Book.

O O0OO0OO0OO0OO0Oo
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Shift Work Procedure:
If Housing Personnel has not completed servitindding machines/devises/equipment at the end of a
shift, the following procedure will be used:

T

= =4

The Worker (authorized person) will report the status of the work in the Housing Communication
Log Book and to the incoming Worker (authorized person) regpftinthe 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 outgoirg 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 oatlme

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(ahd/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)/Dgignate(s) if they are off site;

If the authorized person(s) cannot be contacted, Supervisor(s)/Designate(s) and/or Housing
Personnel wil/ notify the authorized person(
the lock/tag;

Supervisor(s)/Desitate(s) and/or Housing Personnel will complete an Incident Report and

Housing Personnel will submit report to Supervisor(s)/Designate(s);

Supervisor(s)/Designate(s) and/or Housing Personnel will ensure the qualified service person
physically inspects thegeipment to ensure there is no person within the body of it, and that it is
safe to reenergize;

When determined safe, the Supervisor(s)/Designate will authorized that the lock/tag be cut off and
removed from the equipment;

A qualified service personwitl e ener gi ze the equi pment foll owi
and following the OHSA requirements;

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 angbreacontact details of

authorized person and/or employer.

Communication and Training:
This policy will be communicated and trained to applicable Employees using the following methods:

T

Training session specifically intended for Property Manager -inNg&iperintendent, Property
Committee, applicable SLT members and Key Tenant, as required prior to the commencement of
any qualified contract, as required;

Evaluation:

1
T

Part of the annual Health and Safety Testing for applicable Employees;
Reviewed on aannual basis by JHSC.
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Relevant Forms

1 Hazard Report

1 Incident Report

1 SAW/RTW Package

1 Incident/Injury Investigation

References:

1 Canadi an Centre for Occupational Health and
www.ccohs.ca/oshanswers/hsprograms/lockout.html

T Health and Safety Quwwwspsca: ALockouto, 2011,

1 Occupational Health and Safety Act R.S.0O. 1990

1 Occupational Health and Safety Act R.R.O. 1990, Regulation 851, Industrial Establishments

T Ontario Ministry of Labour: fASection 6: Lock
Guidelines for Farming Operations in Ontario

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 Bihployeesunderstand andreaware of the risk factors
associated with MSDs. By recognizing, assessing, and addressing MSD ha#aedsorkplacethe
Employer will establish a foundation for successful MSD prevenkoninformation on MSD prevention
with respect to client handling, please s¢pendix 1:Physical Demands Analysis (PDA) for Attendant
Services Workers

Scope:

Applies to all Employeesiithe workplace
ApplicablePolides/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 Safet@rientation

Health and Safetpccountability

Slips, Trips, Falls

Housekeeping

Workplace Refusal/Stoppage

=4 =4 =48 -5_45_9_9_95_2°_-2

Definitions: (Refer to references listed below)

Musculoskeletal Disorders (MSTOYMSDs are mjuries and disorders of the musculoskal systenthat
cause pain or other symptoms. Timegty be caused or aggravated by various hazardlsr risk factors
in the workplace.

The musculoskeletal system includes:

1 Muscles, tendons and tendon sheaths

1 Nerves

1 Bursa (the small fluidilled sacusually found or formed in areas subject to friction (eafjthe
point where a mscle or tendon crosses bona)rdae reduce friction between the two moving
surfaces)

i1 Blood vessels

1 Joints/spinal discus (the place whes® bones meet that enable the bodytove and grasp)

1 Ligaments (fibrous tissue that connects bones to other bones)

MSDs arenot the result of a suddesingle event involving an external source (e.g. fall, vehicle collision,
violence, etc.)

MSDs are the number one type of waetatedlost-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 ex@&vel of force that is too high for any particular

muscle, it can damage the muscle or related tendons, joint and other saft tissue

Repetition atask that uses the same muscles repeat&#ypetition may be measured in terms of
minutes, hours or workday (e.g. 3 per minute, 25 per hour, 30 times per Sh#t)evel of risk depends
on frequency of repetition, time for rest/recovery, speed of motion, postureecegud amount of force
required.

Awkward Postureany fixed or constrained body position that overloads muscles, tendons or joints.
Generally, the more a joint deviates from the neutral positi@more the posture is considered
6awkwar dodé andintréases.r i sk of injury

Neutal Posture postures in which the muscles, tendons and joints function optimally and require the
least amount of effort to maintain.

Static Posturea body position that requires sustained physical effort, without joint movement.

Physical Demands Analigs(PDA} aprocess to document the overall various physical attributes of a job.
A well-documented PDA identifies force, posture, repetition and duration of Riskse refer to
Appendix7: Attendant Services Worker PDA

Ergonomicsi s it h e fiteng theetaslct@ theonvbrker 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 weleingadl o ver al | sy s (AssocatipneffCanadiama nc e 0 .
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.

Physiotherapyspecializes in théreatment 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

= =4 =

T
T
T

Foll ow Empl oy e r dirsthecdpplicable pojiciespsogramsfisiethn & ;Sc o p e
Ensurethe MSD policy andproceduresire carried out in the workplace

EnsureBack Safetytrainingis providedto probationary Employeesithin their probationary
periodandto current Employees, as necessary

EnsureBack Safety Mentor suppag provided to new Employees within their probationary
period and current Employees, as necessary

Provideadministration work station assessmentsf an Occupational Therapist (QT)

Ensure ergonomic equipment at work stations is maintained

Ensure thigolicy is reviewed annually

Manager Human Resourcaw Designate

1
1
1
1

1
il

Foll ow Manager, Hu ma n &retseapplicable policiegtagitamsdisted a s
in 6Scopebd

Track, monitor andecordE mp| oyees d MSD r elhaxcareandlosinar mi ss e
incidents;

For health care and lesti me i nci dents, foll ow Manager, Hu
the First Aid, SAW/RTW and Incident/Injury Investigatipalicies/programs

Bring MSD related Incident, Injury and/or Haz&Adéar MissReport 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 tipslicy, as required

Supervisowor Designate

il
il

= =4 =

= =

= =4

Foll ow Supervi sor 6 sapldablé poleiss/paograms listedni mesdt oipre 6t h
Ensure nevEmployeegeceiveBack Safety trainingvithin their probationary period and current
Employees receivBack Safetye-trainingevery five years;

Ensure new Employees and current Employees receive&deky Mentosupport as requirep

Ensure alEmployeesaref ol | owi ng c | i ent susingaquipmeonpvopedly t r an s f
Encourag&Employeego immediatelyreport symptoms of MSn applicable report forms i.e.

Injury, Incident, Hazard/Near MisseRort

Investigate and respond to all reports of MSD concerns, hazards, symptoms, injuries or near miss
incidents

Forward all epors toExecutive DirectofeD)/Designate

Consult the applicable professional (OT/PT/PSHSA) to proasséstance iimplementing MSD

controls when solutions are not immediately identified

Take every reasonable precaution for the protection ditngloyee

Participate in the annual review of tipslicy, as required
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Employee
1 FollowEmpl oyees 6 dut i apglicablesplioesiprograms bsttdd hn 6 Sbeped
1 Immediately eportto Supervisor/Designaeny MSD hazarder concernssynptoms, injuries or

near misses and document on applicable report forms: Injury, Incident, Fieardliss and
document on Hazard Board, as required

1 Comgdete Probationary Health and Safety OrientationBack Safetytraining within
probationary period

1 Complete Back Safety 1teaining every five years

1 Receive Back Safety Mentsupportwithin theprobationary period and ongoirags requiref

1 Make suggestions for effective solutions to manage and control MSD kazah# workplace, as
required;

1 Only use approved transfers and authorized equipment for client handling tasks

Joint Health and Safe@ommittee(JHSC):

1 Follow JHSC duties, as outlined in thpplicable plicies/programs listed n 6 Sc o p e ;

1 Review Incident,jury and Hazard/Near Miggportsrelated to MSD hazards and make written
recommendations for the elimination, reduction and/otrobof MSD hazards in the workplace
ReviewWSIB-NEER data related to MSD hazayrds
Participate in the annuagviewof thispolicy.

1
1

Communication:
This policy will be communicated t&mployeesaising the following methods:
1 Health and Safety Orientatid?rogramgiven to newly hireEmployeesiuring their probatioary
period and current Employeess required
Team Meetings, Team MeegjiMinutes
Town Hall Meetings
Health and Safeti?olicy Manual
Staff Newsletteyasapplicable
Minutes of JHSC meetingmsted orHealth and Safetjulletin board in workplace offices

= =4 =4 -8 9

Training:
1 Health and Safety Orientatidg?rogramfor newly hired Employeeand current Employeeas
required
Team Meetings, as required
Supervisor Meetings, as required
Senior Leadershipleetings, as required
Agency Meetings
Ontline learning

= =4 =4 -8 -9
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Evaluation:
1 Annual Health and Safety Testi\80% to pass)
1 Probationary Health and Safety Test successfully completed during probationary period
1 Probationary Performance Reviews and Performance Management System 1:1 Meetings

Relevant Forms:

1 Incident
Hazard/Near Miss
Injury
SAW/RTW Package

1
1
1
1 Back Safety Mentor Checklist
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APPENDIX 7:

ATTENDANT SERVICES WORKER PHYSICAL

WORK MATTERS Occupational Therapy Consultants

PDA for GSPD - Attendant Services Worker

25 August 2005
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Job Title: Attendant Services Worker Analysis Date: | 25 August 2005
Guelph Services for Persons

Employer: with Disabilities (GSPD) Report Date: 7 September 2005
Neeve Street & Willow Place:

Shift Hours: 8 hour shifts over 24 hrs. Completed Gabriele Wright, OT Reg. (Ont.)
Other shifts of 4, 5 and 6 hours. By:

Outreach Services:

6am to midnight. Two to 8 hour shifts

SuMMARY OF PHYsICAL DEMANDS ANALYSIS

Less than Dail
Rare — 0 to 10% of
shift FREQUENCY
Occasional — 10%
to 33% of shift
(1 rep every 15min)
PHYSICAL - COMMENTS
DEMANDS* Erequent-33%to | _ | £
66% of shift Tl =
(1 rep every 5min) £ & X =USUAL DEMAND
g ) X = POSSIBLE DEMAND/MAY ELECT TO USE
Constant — 66% to = = T ALTERNATE TECHNIQUE
100% of shift L HES 85| 5
(>1rep every =1 - I O O =
: S ol o o o
5min) nl|&| v &[8]l&]| S8
Intermittent static and dynamic standing while interacting
with consumers, housekeeping tasks, and for personal
Standing v |v X care such as grooming, un/dressing.
Surfaces are wood, linoleum tile, carpet, and rarely
concrete.
To access apartments, houses, laundry facilities, staff
. room, community sites.
Walking v X Surfaces are wood, linoleum tile, carpet and rarely
concrete.
X = Qutreach staff drive up to 20 minutes at a time; for
Sitting 0 b shift end reporting; during eating assistance.
0 = Rarely for apartments staff
Neck Forward Flexion v |V X
Neck movements are required in all planes due to
Extension X demands for visualizing items in front of, below, to the
side and above the employees.
Rotation v X Forward flexion and rotation observed to be a significant
demand.
Lateral Flexion X
Twistin While assisting consumers for personal care, to access
9 v X items in confined spaces (bathroom, bedroom, vehicle),
during mopping and cleaning tasks.
To access lower bodies or feet for un/dressing, low level
Stooping / Bending Lumbar Flexion v X reaching, retrieving items from floor.
May elect to crouch or kneel instead of stooping.
May elect to crouch to access low levels for housekeeping
: . and personal support tasks such as donning socks and
Crouching / Squatting 4 X shoes, fastening laces, to complete bowel care manual
stimulation tasks.
; May elect to kneel to access low levels for housekeeping
Kneeling g X and personal support tasks.

DEMANDS ANAYSIS (PDA)
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