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HEALTH & SAFETY POLICY STATEMENT
At Fieldgate Construction Management Limited, the safety of our workers, our
contract personnel and the continuing objective to provide safe work conditions and
practices on all of our worksites is of the highest priority. We recognize the right all
workers have to a safe and healthy work environment.
With our commitment and interest to comply with the Occupational Health and Safety
Act, our primary focus as an employer is to provide and be responsible for worker health
and safety.
All supervisors, whether working directly or under contract to Fieldgate Construction
Management Limited, will be held accountable for the health and safety of all workers
under their supervision. Along with our management team and all supervision, we will
consistently work to correct or eliminate workplace hazards that can cause accidents
and injuries. Managers and Supervisors are responsible to ensure that machinery and
equipment are safe and that all workers work in compliance with established safe work
practices and procedures.
All workers will receive adequate health and safety training in respect of work related
hazards and their specific work assignments to protect their health and safety.
All workers will be responsible and expected to protect their own health and safety by
working in compliance with the Occupational Health and Safety Act and applicable
Regulations, as well as the provisions of our corporate Health & Safety program.
It is in the best interest of all parties to consider health and safety in every activity. It is
our desire to protect our workers and contract personnel. We expect their commitment
to work with us to maintain and improve safety and health within our working
environment.
As Vice President of Fieldgate Construction Management Limited, I give you my
assurance that every reasonable precaution will be taken to provide a safe working
environment at all times.

Mr. Robert Alonso
Vice President, Fieldgate Construction Management Limited

Dated: January 1, 2018
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WORKPLACE HARASSMENT POLICY
Fieldgate Construction Management Limited is committed to providing a work
environment in which all individuals are treated with respect and dignity.
Workplace harassment will not be tolerated by anyone working for or affiliated with any
Fieldgate Construction Management Limited project or job site. Everyone in the
workplace will make every effort to prevent incidents of workplace harassment; and
every manager, supervisor, worker and contract worker will be held accountable for the
consistent implementation of this Policy.
Workplace harassment refers to engaging in a course of annoying and/or hurtful
comment or conduct against a worker in a workplace – a comment or conduct that is
known or ought reasonably to be known to be unwelcome.
Harassment may also relate to a form of discrimination defined in the Ontario Human
Rights Code, but nonetheless will not be tolerated by Fieldgate Construction
Management Limited.
This policy is not intended to limit or constrain the reasonable exercise of management
functions in the workplace, or the normal course of worker relations within a respectful,
progressive and responsible work environment.
Workers are encouraged to report any incidents of workplace harassment to their
Manager, Supervisor, or otherwise to the Vice President of the Company.
Fieldgate Construction Management Limited will investigate and deal with all
concerns, complaints, or incidents of workplace harassment in a fair and timely manner
while respecting workers’ privacy as much as possible.
Nothing in this policy prevents or discourages a worker from filing an application with
the Human Rights Tribunal of Ontario on a matter related to Ontario’s Human Rights
Code within one year of the last alleged incident. A worker also retains the right to
exercise any other legal avenues that may be available.

Mr. Robert Alonso
Vice President, Fieldgate Construction Management Limited

Dated: January 1, 2018
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WORKPLACE HARASSMENT PROGRAM
PURPOSE
The purpose of this program is to establish guidelines and procedures for preventive
measures to minimize the incidence and potential of workplace harassment.
Fieldgate Construction Management Limited recognizes workplace harassment as
an occupational hazard and will exercise a proactive approach to prevent workplace
harassment. This Program includes provisions for manager, supervisor and worker
training, as well as conducting investigations of any reported incidents of workplace
harassment.
POLICY
Fieldgate Construction Management Limited is committed to providing a work
environment in which all individuals are treated with respect and dignity.
Workplace harassment will not be tolerated from any person in the workplace. Everyone
in the workplace is expected to actively participate in preventing workplace harassment,
and managers, supervisors, workers and contract worker alike are expected to uphold
this policy and will be held accountable for their behaviour and participation.
Workplace harassment means engaging in a course of hurtful and/or annoying
comment or conduct against a worker in a workplace – a comment or conduct that is
known or ought reasonably to be known to be unwelcome.
RESPONSIBILITIES
It is the responsibility of each manager, supervisor and worker to ensure implementation
of the Fieldgate Construction Management Limited policy and procedure regarding
harassment in the workplace, and to immediately report any incident of harassment or
suspected harassment to their manager, supervisor, or to the Vice President.
Fieldgate Construction Management Limited will:
•

Provide support to all investigations of instances of harassment in the workplace

•

Provide training for all managers, supervisors and workers

•

Ensure compliance with the workplace Harassment Policy and Program
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Managers and Supervisors will:
•

Report all instances of workplace harassment

•

Assist workers in reporting workplace harassment

•

Assist in all investigations of workplace harassment

Workers will:
•

Report any acts of harassing behaviour to their manager or supervisor

•

Participate in, and cooperate with, any investigations of workplace harassment

•

Participate in required training regarding workplace harassment

DEFINITION
Workplace harassment means engaging in a course of hurtful or annoying comment or
conduct against a worker in a workplace – a comment or conduct that is known or ought
reasonably to be known to be unwelcome.
MEASURES & PROCEDURES FOR REPORTING INCIDENTS OF WORKPLACE
HARASSMENT
A worker who:
(1) is the victim of workplace harassment, or
(2) believes they have been harassed, or
(3) witnesses an act of harassment towards anyone else;
shall report the incident to his supervisor, manager, or the Vice President of the
Company as soon as possible, and will be asked to complete a Fieldgate
Construction Management Limited Workplace Harassment Incident Report Form.
Workers who have reason to believe they, or others, may be victimized by harassment
sometime in the future, at the workplace or as a direct result of their employment, shall
inform their supervisor, manager, or the Vice President of the Company immediately,
and will be asked to complete a Workplace Harassment Incident Report Form for
relevant information and accurate particulars, so appropriate action may be taken.
HANDLING & INVESTIGATING COMPLAINTS OR INCIDENTS OF WORKPLACE
HARASSMENT
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Acts of harassment will be investigated immediately by the respective Manager, Site
Supervisor or the Vice President of the Company, accompanied by such personnel as
they may deem appropriate for an accurate and effective investigation. Investigations
will be conducted promptly in a manner to protect employees from danger, unnecessary
anxiety and loss of productivity or income.

Procedures for investigating incidents of workplace harassment include:
•
•
•
•
•
•
•

Visiting the scene of an incident as soon as possible
Interviewing threatened workers and witnesses
Reviewing any reports of inappropriate behaviour by the perpetrator
Determining root causes of the incident
Determining if workplace rules/policies have been violated
Taking action to prevent the incident from recurring
Recording the findings and actions taken

In appropriate circumstances, Fieldgate Construction Management Limited will
inform the reporting individual of the results of the investigation. To the extent possible,
Fieldgate Construction Management Limited will maintain the confidentiality of the
reporting worker and the investigation; but may need to disclose results in appropriate
circumstances; for example, in order to protect individual safety.
DISCIPLINE
A worker who engages in prohibited behaviour will be subject to appropriate disciplinary
action, as determined by the findings of the investigation. Such discipline may include
warnings, demotion, suspension, or immediate dismissal, as determined by the
progressive disciplinary procedure established in our Company Rules.
RETALIATION
Episodes of workplace harassment can only be eliminated if workers are willing to
report threats and other unsafe conditions. To encourage workers to come forward
without the fear of retaliation, Fieldgate Construction Management Limited promises
to promptly investigate all complaints or perceived acts of retaliation, and impose
appropriate disciplinary action, up to and including dismissal.
TRAINING
All managers, supervisors and workers at Fieldgate Construction Management
Limited will receive training on the contents of the Workplace Harassment Policy and
Program, including the types of behaviour that constitute workplace harassment, how to
report workplace harassment and how the company will investigate and deal with
incidents of workplace harassment.
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WORKPLACE VIOLENCE POLICY
Fieldgate Construction Management Limited is committed to the prevention of
workplace violence and is ultimately responsible for worker health and safety on our job
sites and construction projects. We will take whatever steps are reasonable to protect
our workers from workplace violence from all sources.
Violent behaviour in the workplace is unacceptable from anyone. This policy applies to
all Fieldgate Construction Management Limited workers, contractors, clients,
suppliers, delivery personnel and visitors. Everyone is expected to abide by these
provisions to prevent workplace violence.
We have established a workplace violence program to implement this policy, which
includes measures and procedures to protect workers from workplace violence, a
means of summoning immediate assistance in case of an incident of violence, and a
process for workers to report any incidents, expected incidents, or to raise concerns.
Fieldgate Construction Management Limited will ensure that this policy and the
supporting program are implemented and maintained and that all workers and
supervisors have the appropriate information and instruction to protect them from
workplace violence.
Managers and supervisors will adhere to this policy and the supporting program and will
be responsible for ensuring that measures and procedures are followed, and that
workers have the information and instruction they need to protect themselves.
Every worker must work in compliance with this policy and the supporting program. All
workers are encouraged to raise any concerns about workplace violence and to report
any violent incidents or threats.
Fieldgate Construction Limited pledges to investigate and deal with all incidents and
complaints of workplace violence in a timely and fair manner, respecting the privacy of
all concerned to the extent possible.

Mr. Robert Alonso
Vice President, Fieldgate Construction Management Limited

Dated: January 1, 2018
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WORKPLACE VIOLENCE PROGRAM
PURPOSE
The purpose of this program is to establish guidelines and procedures for taking
preventive measures to minimize the potential of workplace violence.
Fieldgate Construction Management Limited recognizes that workplace violence is
an occupational hazard and we will take a proactive approach in preventing workplace
violence. This includes provisions for manager, supervisor and worker training, outlines
prohibited behaviour, and reporting and investigation procedures. This program also
provides for confidentiality, discipline and anti-retaliation components.
POLICY
Fieldgate Construction Management Limited is committed to the prevention of
workplace violence and is ultimately responsible for worker health and safety. We will
take whatever steps are reasonable to protect our workers from workplace violence
from all sources.
Violent behaviour in the workplace is unacceptable from anyone. This policy applies to
all Fieldgate Construction Management Limited workers, contractors, clients,
suppliers, delivery personnel and visitors.
RESPONSIBILITIES
It is the responsibility of each manager, supervisor, and worker to ensure the
implementation of this Program regarding violence in the workplace. It is also the
responsibility of each Fieldgate Construction Management Limited worker to report
any incident or expected incident of violence, immediately to his or her manager,
supervisor or to the Company Vice President.
Fieldgate Construction Management Limited will:
•

Provide support to all investigations of instances of violence in the workplace

•

Be responsible for identifying vulnerable locations and work activities most
susceptible to workplace violence

•

Provide training for all managers, supervisors, and workers

•

Ensure compliance with the workplace Violence Policy and Program
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Managers and Supervisors will:
•
•
•
•

Assist in the identification of vulnerable locations and work activities
Report all instances of workplace violence
Assist workers in reporting workplace violence
Assist in all investigations of workplace violence

Workers will:
•
•
•

Report any acts of violence or threatening behaviour to their immediate Manager
or Supervisor
Participate in and cooperate with, investigations of workplace violence
Participate in required training regarding workplace violence

DEFINITIONS
Workplace Violence: Behaviour in which a worker, former worker or visitor to a
workplace inflicts, or threatens to inflict, damage to property or serious harm, injury or
death to persons at the workplace.
Threat: The implication or expression of intent to inflict physical harm or actions that a
reasonable person would interpret as a threat to their physical safety or property.
Intimidation: Making others afraid or fearful through threatening behaviour.
Zero-tolerance: A standard that establishes that any behaviour, implied or actual, that
violates the policy will not be tolerated.
Court Order: An order by a court that specifies and/or restricts the behaviour of an
individual. Court Orders may be issued in matters involving domestic violence, stalking
or harassment, among other types of protective orders; including Temporary
Restraining Orders.
PROHIBITED BEHAVIOUR
Violence in the workplace may include, but is not limited to the following list of prohibited
behaviours directed at, or by a worker, supervisor, manager or member of the public:
•
•
•

•

Direct threats or physical intimidation.
Implications or suggestions of violence, or stalking.
Possession of weapons of any kind on company property, projects or job sites,
including parking lots, other exterior premises or while engaged in activities for
Fieldgate Construction Management Limited in other locations; or at
corporate sponsored events.
Physical or verbal assault, restraint, or confinement of any form.
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•
•
•
•

Loud, disruptive or angry behaviour or language that is clearly not part of the
typical workplace language or working environment.
Blatant or intentional disregard for the safety or well-being of others.
Commission of a violent felony or misdemeanour on company property.
Any act that a reasonable person would perceive as being a threat of violence.

DOMESTIC VIOLENCE
Domestic violence, while often originating in the home, can significantly impact
workplace safety and the productivity of victims as well as co-workers. For the purposes
of this document, “domestic violence” is defined as abuse committed against an adult or
fully emancipated minor. Abuse is the intentional reckless attempt to cause bodily injury,
sexual assault, threatening behaviour, harassment or stalking, or making annoying
phone calls to a person who is in any of the following relationships:
• spouse or former spouse, domestic partner or former domestic partner
• cohabitant or former cohabitant and or other household members
• person with whom the victim is having, or had a dating relationship
• a person with whom the victim has a child
Fieldgate Construction Management Limited recognizes that domestic violence may
occur in relationships regardless of the marital status, age, race or sexual orientation of
the parties. Where the company is made aware of an incident or potential of domestic
violence that may expose a worker to injury at the workplace, we will promptly initiate a
confidential investigation of the circumstances and take every precaution reasonable for
the protection of the employee at the workplace, as determined by the findings of the
investigation.
MEASURES AND PROCEDURES TO CONTROL THE RISK OF WORKPLACE
VIOLENCE
Although the Risk Assessment conducted for Fieldgate Construction Management
Limited concludes that this workplace is a “Low Risk” environment for workplace
violence, there are procedures and precautions in place to further minimize the risk.
All visitors or suppliers entering a job site or project where Fieldgate Construction
Management Limited undertakes work, must report through the Site Trailer and
declare their business relationship prior to entering the site. Unauthorized or unwanted
visitors will not be allowed on sites.
Where the potential for violence is perceived by another worker on site, the Site
Supervisor will be notified immediately, and the supervisor of the relevant trade or
employer of the relevant crew may be contacted for assistance and/or resolution.
Visitor’s policies implemented by constructors on projects, and by Fieldgate
Construction Management Limited on job sites under our control, do not allow visitors
without specific appointments or work-related functions on the site.
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MEASURES AND PROCEDURES FOR SUMMONING IMMEDIATE ASSISTANCE
In the instance of an unwanted visitor or the threat of violence or the perception of a
threat by an intruder on the site, any worker will immediately notify their trade / crew
supervisor as appropriate, and the Site Supervisor in an effort to have the unwanted
visitor escorted from the site. Police may be summoned if their assistance is perceived
to be necessary.
WORK REFUSALS
Under the Occupational Health & Safety Act, a worker may refuse to work if he or she
has reason to believe he or she may be endangered by workplace violence. [Sec.
43(3)(b.1)]
The Act sets out a specific procedure that must be followed in a work refusal. It is
important for workers, employers, joint health and safety committees and health and
safety representatives to understand and follow this procedure.
A worker must remain in a safe place as near as reasonably possible to his or her work
area while waiting for the employer to investigate [Sec. 43(5)] or subsequently for the
Ministry of Labour to investigate. [Sec. 43(10)]
MEASURES AND PROCEDURES FOR REPORTING INCIDENTS OF WORKPLACE
VIOLENCE
A worker who:
(1) is the victim of violence, or
(2) believes they have been threatened with violence, or
(3) witnesses an act or threat of violence towards anyone else
shall take the following steps:
•

•

If an emergency exists and the situation is one of immediate danger, the
worker shall contact the local police by dialing 9-1-1, and take whatever
action is available and appropriate to protect himself/herself from immediate
harm, such as leaving the area and then contacting a Manager or Supervisor.
If the situation is not one of immediate danger, the worker shall report the
incident to his Manager or Site Supervisor as soon as possible and will be
asked to complete the Fieldgate Construction Management Limited
Workplace Violence Incident Report Form.

Workplace Harassment Policy | Section 02
Page 9 of 11

Workers who have reason to believe they, or others, may be victimized by a violent act
at the workplace or as a direct result of their employment with Fieldgate Construction
Management Limited, shall inform their supervisor immediately, and shall complete a
Workplace Violence Incident Report Form, so appropriate action may be taken.
Depending on the circumstances and seriousness of the incident, it may be appropriate
to notify local Police.
If a worker has been injured and is disabled from performing his or her usual work or
requires medical attention; Section 52(1) of the Occupational Health and Safety Act will
apply, and written notice to the Health & Safety Rep. or the Joint Health & Safety
Committee and to the Ministry of Labour may be required.
If a worker is killed or critically injured; Section 51(1) of the Occupational Health &
Safety Act requires the employer to immediately notify the Health & Safety Rep, the
Joint H&S Committee, the Ministry of Labour and the Trade Union (if any.)
HANDLING
VIOLENCE

COMPLAINTS

AND/OR

INVESTIGATIONS

OF

WORKPLACE

Acts of violence or threats will be investigated immediately in order to protect
employees from danger, unnecessary anxiety and the loss of productivity and income.
Procedures for investigating incidents of workplace violence include:
•
•
•
•
•
•
•

Visiting the scene of an incident as soon as possible
Interviewing injured and threatened workers and witnesses
Examining the workplace for security risk factors associated with the incident,
including any reports of inappropriate behaviour by the perpetrator
Determining the cause of the incident
Determining if workplace rules/policies have been violated
Taking action to prevent the incident from recurring
Recording the findings and actions taken

In appropriate circumstances, Fieldgate Construction Management Limited will
inform the reporting individual of the results of the investigation. To the extent possible,
we will maintain the confidentiality of a reporting worker and the investigation but may
need to disclose results in relevant circumstances for the protection of individual safety.
DISCIPLINE
A worker who engages in prohibited behaviour will be subject to appropriate disciplinary
action, as determined by the findings of the investigation. Discipline may include
warnings, demotion, suspension, or immediate dismissal, as prescribed by Fieldgate
Construction Management Limited Company Rules. In addition, certain actions may
cause a worker exhibiting prohibited behaviour to be held liable under Provincial or
Federal law, and local Police authorities may be contacted.
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RETALIATION
Episodes of workplace violence can only be eliminated if workers are willing to report
threats, violent acts and other unsafe conditions. To encourage workers to come
forward without the fear of retaliation, Fieldgate Construction Management Limited
promises to promptly investigate all complaints or perceived acts of retaliation and
impose appropriate disciplinary action, up to and including dismissal.
TRAINING
All managers, supervisors and workers will receive training on the contents of the
Workplace Violence Policy and Program, including the types of behaviour that constitute
workplace violence, how to report workplace violence and how the company will
investigate and deal with workplace violence.
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WORKPLACE HARASSMENT INCIDENT REPORT
Date of Report:
Date of Incident:
Time of Incident:
Complainant:
Name:
Address:
Project Location:
Male or Female:
What were you doing at the time of the incident?

Respondent:
Name:
Address:
Project Location:
Male or Female:
Relationship between complainant and respondent (if any)
 Co- Worker
 Client
 other
(specify):

 Student
 Member of Public

Other details (e.g., use of drugs or alcohol, possession of a weapon):

Apparent Motive:
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Witnesses:
Name:
Address:
Name:
Address:
Details of Incident:
Type of Incident: (verbal abuse, threatening behaviour, verbal threat)

Location of Incident

Outcome: (time lost, emotional shock or distress, legal action initiated)

Other Relevant Information: (to be completed, as appropriate)

Possible Contributing Factors:

Relevant Events Which Preceded the Incident:

Suggested Preventative / Remedial Actions:

Report Prepared by:
Date:
Submitted To: (Vice President, File) on this Date:
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INTRODUCTION & OBJECTIVES
INTRODUCTION
This H&S Policy and Procedures Manual which contains the written components of our
corporate H&S Program, has been prepared as a valuable training asset to enhance the
basic knowledge of all Fieldgate Construction Management Limited personnel and
contractors on all job sites and work locations; not only respecting current applicable
H&S legislation, but more importantly regarding our safe-work specific measures and
policies developed and implemented for the well being of our workers. In addition to the
topics already documented, new sections may be added as the need is identified by the
Company and its’ health and safety program participants, or as may be required by
legislation.
Through the application of sound management principles and a cooperative approach to
occupational health and safety administration, we will strive to maintain a safe working
environment for our workers and contractors, and to avoid personal injury and property
damage accidents. This H&S Policy and Procedures Manual provides guidelines that:
i)

define appropriate rights, duties and responsibilities of the Owner, Employer,
Supervisors, Contractors, Workers, H&S Representatives & Committee members
within the framework of occupational health and safety legislation in Ontario;

ii) define requirements of the Occupational Health and Safety Act, Regulations,
and other relevant statutes of Ontario respecting health and safety and the
administration of occupational injuries and illness;
iii) establish consistent policies, processes and procedures for safe work,
including recording and reporting methods, to be implemented to ensure
our internal compliance with applicable legislation, and a safe workplace.
Although this manual refers to wording selected from Ontario’s Occupational Health and
Safety Act and applicable Regulations, official wording shall be determined by reference
to the current issue of the Act.
The contents of this Manual are not intended to absolve the employer, directors of the
corporation, a constructor, owners, supervisors, or workers of their responsibilities for
occupational health and safety. Rather, it is to assist our effective H&S Program
administration, and the training and knowledge of all personnel regarding its contents.
Our H&S Policy Statement, the contents of this Manual, and all included safe work
measures and procedures will be reviewed at least annually by the corporation in
consultation with our health and safety program participants, and improvements will be
made as they come to the attention of the corporation. Every effort will be made to keep
it current, as revisions and additions are issued.
Introduction and Objectives | Section 03
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PROGRAM OBJECTIVES & CONTINUOUS IMPROVEMENT PLAN
The primary objective of our health and safety program is to take responsible care for all
of our workers and contractors at all workplace and project locations, through
compliance with the applicable Regulations and our own safe work policies and
procedures. We wish to consistently improve our H&S Program through the involvement
of program participants in the accident prevention process; by consistent internal
communications; and by creating a heightened awareness of workplace safety through
hazard identification, worker training, and effective implementation and enforcement of
safe work procedures.
COMMUNICATION
We formalize our Health and Safety Program through the implementation of safe work
policies and procedures established and written into our Corporate H&S Manual and
communicated to our workers and contract personnel. We will maintain H&S vigilance
and communication through safety inspections and reports, written recommendations,
and progressive accident and injury investigations. As changes and improvements to
our program our identified and implemented, our management team will be responsible
to ensure that all workers and contractors are advised. We will communicate
improvement details by posting, training, and/or memorandums to staff and contract
personnel. Program improvements will be detailed in the minutes of regular site safety
talks, and be posted regularly at each workplace and project. Our plan for continuous
improvement will be reviewed annually in consultation with health and safety program
participants.
H&S PROGRAM AND PRIMARY COMPONENTS
We wish to monitor all direct and indirect health and safety issues and analyze their
effect upon our organization. Collecting and evaluating the data will be useful in
ensuring the continued safety of our workers, contractors, visitors and customers. Our
continued health and safety program administration will rely heavily on the following
areas to ensure identification and communication of H&S hazards and their resolution.
1) Health and Safety Hazard Reporting and Communication: As required by the
Occupational Health and Safety Act and Corporate H&S Policy, all workers are
instructed and encouraged to report any unsafe work conditions, or health and safety
concerns noted during the course of their duties, to their immediate Manager, or Site
Supervisor. All management staff are instructed to address and correct workplace
hazards and concerns, and to report to the Vice President regarding major corrections
that have been made, or those that require further approval. All management staff are
required to inform any worker who originally voiced a concern, what resolution has
taken place, and all management staff should be aware that health and safety
performance will be considered in all future performance evaluations.
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2) H&S Committees and H&S Representatives: Joint H&S Committees are established
at all Fieldgate Construction workplaces where twenty (20) or more workers are
regularly employed, and in the further interests of health and safety, each of our project
locations where five (5) or more workers are assigned, will have a worker H&S
Representative selected from amongst non-managerial personnel on site. H&S
Committees and Representatives are vital to the administration of our H&S program by
their identification of unsafe workplace conditions and practices through their regular
inspections and documentation; daily interaction with co-workers and contractors; and
through their discussions at Job Site meetings. Unsafe conditions will be identified and
recommendations for corrective action made in writing to the employer. We have
additionally established corporate Office H&S Representation that will be responsible to
ensure the continued and effective operation of the corporate Office aspect of the
Safety Program, including inspections, posting of materials, liaison with management,
administration and follow up of recommendations to the employer, and effective
accident investigations.
The Vice President is responsible to ensure that the project committees and H&S
representatives are consistently conducting their inspections and related duties, will
assist in the administration, evaluation and response to written recommendations, and
facilitate timely and appropriate responses. All inspection reports, recommendations
and responses shall be posted at the particular workplace or project location.
3) Management Team Workplace Inspections: Workplace inspections will be our
primary means of identifying both our shortcomings, and our successes with safe work
policy and procedure implementation. We take pride in our safety program and safe
work practices and instill this pride and value through all levels of the organization. All
Site Supervisors, Project Managers and Department Managers, are encouraged to
conduct monthly workplace safety related inspections, and to provide documentation of
the inspections to the Vice President. Inspection results and action taken should be
documented on Inspection Forms designed for that purpose and posted at the
workplace or project locations. The Vice President shall be responsible to ensure these
management inspections are conducted, and appropriate corrective actions taken.
4) Worker Training and Records: We acknowledge our responsibility as an employer to
provide appropriate training for all of our workers so they may consistently perform their
job-related duties in a safe and effective manner, and to ensure that every reasonable
precaution has been taken to prevent our employees from exposure to inadvertent
work-related risks. In tandem with the actual training, we recognize our need for
consistent record keeping for all workplace training conducted. Good training records
will enable our H&S program participants to routinely evaluate training needs
deficiencies as well as identifying improvements that may be related to particular
training initiatives. Each Department Manager and Project Manager will be responsible
for ensuring training consistency amongst their staff and will ensure that training records
are consistently maintained and available for review, at the workplace.
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5) Accident Investigations: Accidents and injuries at the workplace, in addition to
property damage occurrences and near misses, are a clear indication of an oversight or
failure of our current H&S program. For this reason, we propose to evaluate the
circumstances of each and every workplace accident, employee injury, property
damage incident or near miss that comes to our attention, to determine contributing
factors to the incident and the most practical means of preventing a recurrence. We
require all Department Managers and Site Supervisors to promptly investigate
workplace accidents, injuries, incidents and hazardous workplace conditions reported to
their attention, as defined by the procedures contained in the Accident/Injury
Investigation section of this Manual. All Managers and Site Supervisors will be held
accountable to initiate investigations and provide investigation reports that will help to
identify primary and secondary causes of any incident, as well as any direct hazardous
conditions that may have contributed to the situation. Investigative tools such as
photographs, witness statements/interviews, employee statements and sketches of the
scene, will assist to identify all of the issues involved. The appropriate Manager, or Site
Supervisor will ensure the initiation of preventative and/or corrective action. As noted in
our written accident investigation procedure, recommendations and corrective actions
implemented as a result of the investigations will be communicated to workers, by
posting at the workplace and/or project locations.
6) Implementing Recommendations: Project specific H&S Committees and H&S
Representatives are empowered to make recommendations for the correction of
potential H&S hazards noted at the workplace. Department Managers, Site Supervisors,
Project Managers, and the Vice President may all be required to respond in writing to
recommendations, be responsible to provide written responses within 21 days, and
ensure any corrective action determined is assigned, and implemented in a timely
fashion. Recommendations are to be provided pursuant to provisions of the Act, and
Section 13 of this H&S Manual.
9) Consistent Management & Supervision: Ensuring that health and safety is practiced
in the workplace is essential to minimizing workplace accidents. We advise all of our
Department Managers, Project Managers, and Site Supervisors of their legislative
responsibilities to provide “information, instruction and supervision” for the safety of
workers, and direct them to provide close supervision of safe work activities for all
individuals in the workplace, including contract personnel.
As we identify training requirements and provide worker training regarding these safework practices, we will initially assume that unsafe practices noticed, are not deliberate;
and will review the established safe work procedures with the worker(s) and/or
contractors on site. However, if the unsafe practice(s) continues, progressive discipline
will result for employees, up to and including termination; and contractors will be
handled according to the “Contractor” provisions of this Manual, which may include
removal from the site, or termination of the contract. We reserve the right to exercise
disciplinary action as appropriate prior to termination; but instances of gross negligence
or serious abuse of safety precautions, will result in immediate termination.
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DUE DILIGENCE
The words “due diligence” suggest “an appropriate or adequate degree of care and
caution expected” of an individual or a collective, which may include a supervisor,
worker, or employer.

This definition in law refers to the requirement of compliance with applicable statutes
and applies the concept to workplace health and safety legislation, as it pertains to
statutory liability.

The concept of “due diligence” in Ontario legislation was rendered by decision of the
supreme court of Canada in the mid 1970’s, where a corporation charged under a
particular provincial statute, was eventually found guilty of not taking “every precaution
reasonable in the circumstances” to prevent the incident.

Prior to this notion of taking “every precaution reasonable in the circumstances”, health
and safety legislation was considered as “absolute liability”. Simply put, that meant you
were presumed guilty of the offense, no matter what you had done to prevent it from
happening.

Due diligence has now been entrenched in occupational health and safety law and
translated into a concept requiring action on the part of employers and other responsible
parties in legislation, to ensure that the applicable policies, practices and standards are
present, applied, and complied with in the workplace.

Additionally, as of 2004, federal legislation (bill c-45) under the criminal code now
imposes a positive duty on employers and those who direct work, to take reasonable
measures to prevent bodily harm to employees or members of the public; or face a
charge of criminal negligence if the duty has been carelessly disregarded.

Accordingly, be it provincial or federal statutory accountability, proof that every
reasonable precaution in the circumstances was taken, may also be a defense in a
prosecution for failure to comply, or perceived criminal negligence.
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DUE DILIGENCE RESPONSIBILITY UNDER
THE NEW BILL C-45
INTRODUCTION
Bill C-45 is a recent and important amendment to the Criminal Code of Canada with
respect to the criminal liability of organizations that came into force March 31, 2004.
Besides our current provincial legislation under the Occupational Health & Safety Act,
we now have federal criminal legislation as well that will impact on penalties to an
organization or to persons within the organization. Currently, as this is new legislation at
this point in time, the provisions are under review by the provincial law authorities, the
courts and the various enforcement groups to determine their respective roles.
To summarize the amendments, the Criminal Code of Canada is amended to:
(a) establish rules for attributing to organizations, including corporations, criminal
liability for the acts of their representatives;
(b)

establish a legal duty for all persons directing work to take reasonable steps to
ensure the safety of workers and the public;

(c)

set out factors for courts to consider when sentencing an organization; and

(d)

provide optional conditions of probation that a court may impose on an
organization.

Section 732.1 of the Act is amended by adding the following after subsection (3):
(3.1) The court may prescribe, as additional conditions of a probation order made in
respect of an organization, that the offender do one or more of the following:
(a) make restitution to a person for any loss or damage that they suffered as a
result of the offence;
(b)

establish policies, standards and procedures to reduce the likelihood of
the organization committing a subsequent offence;

(c)

communicate those
representatives;

(d)

report to the court on the implementation of those policies, standards and
procedures;

(e)

identify the senior officer who is responsible for compliance with those
policies, standards and procedures.

(f)

provide, the manner specified by the court, the following information

policies,

standards

and

procedures

to

its
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to the public, namely,

(g)

(i)

the offence of which the organization was convicted,

(ii)

the sentence imposed by the court, and

(iii)

any measures that the organization is taking – including any
policies, standards and procedures established under
paragraph (b) – to reduce the likelihood of it committing a
subsequent offence; and

comply with any other reasonable conditions that the court considers
desirable to prevent the organization from committing subsequent
offences or to remedy the harm caused by the offence.

(3.2) Before making an order under paragraph (3.1) (b), a court shall consider
whether it would be more appropriate for another regulatory body to supervise
the development or implementation of the policies, standards and procedures
referred to in that paragraph.
Section 734 gives the power to a court that convicts a person, other than an
organization, of an offence to levy a fine. And in section 735 if the organization is
convicted of an offence is liable, in lieu of any imprisonment that is prescribed as
punishment for that offence, to be fined in an amount, except where otherwise provided
by law, not exceeding one hundred thousand dollars, where the offence is a summary
conviction offence.
DEFINITIONS UNDER THE OCCUPATIONAL HEALTH & SAFETY ACT
Workplace: A “workplace” means any land, premises, location or thing at, upon, in or
near which a worker works.
Employer: An “employer” means a person who employs one or more workers or
contracts the services of one or more workers, and includes a contractor or
subcontractor who performs work or supplies services...”
Owner: An “owner” includes a trustee, receiver, mortgagee in possession, tenant,
lessee, or occupier of any lands or premises used or to be used as a work place, and a
person who acts for or on behalf of an owner as his agent or delegate.
Supervisor: A “supervisor” means a person who has charge of a workplace or authority
over a worker.
Worker: A “worker” means a person who performs work or supplies services for
monetary compensation.
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DUTIES AND RESPONSIBILITIES
THE OCCUPATIONAL HEALTH AND SAFETY ACT:
The Occupational Health and Safety Act (the Act) was developed upon a concept
known as the Internal Responsibility System (IRS). The intent of this system is to
ensure that every person or party at a workplace shares responsibility for the
development, implementation and enforcement of an effective health and safety
program. The Act clearly defines responsibilities for Employers, Constructors, Owners,
Suppliers, Supervisors, and Workers at a workplace; as well as Health and Safety
Representatives, where committees are not required.
Although the Act does not provide methods or processes for compliance, it does clearly
require the establishment of certain procedures by the workplace parties. The Act does
provide a legislated procedure for a worker’s right to refuse unsafe work, and for the
investigation of prescribed accidents and workplace injuries.

REGULATIONS:
Regulations for Construction Projects and Regulations for Industrial Establishments,
incorporated into published editions of the Act, detail specific standards for compliance
intended to complement the general requirements of the Act. In the Construction
Regulations, clarity and direction on such areas as General Construction; Trenching;
Tunnels and Shafts; and Working in Compressed Air, are contained in the Regulations.
In the Industrial Regulations, direction on such specifics as Notice of Accidents; Lighting
Requirements; Fire Prevention; Material Handling; Lifting Devices; Machine Guarding;
Protective Devices & Equipment; Industrial Hygiene and Chemical Handling are
contained in the Regulations. Where the Act provides the statement “as prescribed” - it
refers to those standards established by any of the Regulations made under the Act.

PENALTIES:
All workplace parties referred to in the Act are responsible for compliance, and failure by
ANY person to comply with the Act or the Regulations could result in the imposition of a
severe penalty. Upon conviction, any individual in the workplace may be assessed a
fine of up to $25,000 or imprisonment for a term of up to 12 months. Any Corporation
that is convicted of an offence may be liable to a fine of up to $500,000.

Duties & Responsibilities | Section 05
Page 1 of 8

Definition of Construction: Includes “erection, alteration, repair, dismantling, demolition, structural
maintenance, painting, land clearing, …etc, and the installation of any machinery or plant, and any work
or undertaking in connection with a project.”

Definition of a Project: Means a “construction project” whether public or private.
Definition of Constructor: Anyone who undertakes a project for an owner and includes the owner
who undertakes all or part of a project by himself or by more than one employer.
Definition of Industrial Establishment: An “industrial establishment” means an office building,
factory, arena, shop or office, and any land, buildings and structures appertaining thereto.” Specific
regulations are prescribed to industrial workplaces.

Definition of Workplace: A “workplace” means any land, premises, location or thing at, upon, in or
near which a worker works.

Definition of Employer: An “employer” means a person who employs one or more workers or
contracts the services of one or more workers, and includes a contractor or subcontractor who performs
work or supplies services...”

FIELDGATE
CONSTRUCTION
RESPONSIBILITIES

-

CONSTRUCTOR

AND

EMPLOYER

On any project undertaken by us, we shall ensure that:
1. The measures and procedures prescribed the Act and the regulations are carried
out on the project.
2. Every employer and every worker performing work on the project complies with
the Act and the regulations.
3. The health and safety of workers on the project is protected.
As an employer, we acknowledge, recognize and comply with our responsibilities as
prescribed by Sections 25 and 26 of the Act. Our major responsibilities include:
- To acquaint supervisors and workers with any hazards in the workplace.
- To provide information, instruction and supervision to a worker to protect the health
and safety of the worker and post a copy of the Act at any project undertaken.
- To take every precaution reasonable for the protection of workers by establishing
policies and procedures to deal with potentially hazardous situations.
- To review, at least annually, the written Occupational Health and Safety Policy, and to
establish the programs and procedures to implement that policy in the workplace.
- To ensure equipment, materials and protective devices as prescribed are provided,
and maintained.
- To ensure that the equipment, materials and protective devices provided are used as
prescribed by the Act, or employer Policy.
- When appointing a supervisor, the employer must appoint a “competent” person.
Duties & Responsibilities | Section 05
Page 2 of 8

- Cooperate with a H&S Representative.
Supervisor: A “supervisor” means a person who has charge of a workplace or
authority over a worker.

FIELDGATE CONSTRUCTION - SUPERVISOR RESPONSIBILITIES
All Managers, Project Managers and Site Supervisors, regardless of the particular job
title, will be held accountable as supervisors, and acknowledge those legislative
responsibilities prescribed by Section 27 of the Act, which include:
- The supervisor must advise workers of the existence of hazards in the workplace.
- The supervisor must ensure that workers perform their work in a safe manner.
- The supervisor must take every precaution reasonable in the circumstances for the
protection of workers.
In addition to these responsibilities, Managers and Site Supervisors must ensure that
workers use or wear any equipment, materials and protective devices that the Act, or
the employer requires to be used or worn; and where prescribed, must provide a worker
with written instruction for the safe performance of the job.

Worker: A “worker” is a person who performs work or supplies services for monetary
compensation.

FIELDGATE CONSTRUCTION - WORKER RESPONSIBILITIES
We advise all of our employees and contract personnel (management and nonmanagement alike) of their legislative responsibilities as workers pursuant to Section 28
of the Act, and require that:
- Workers adhere to the requirements of the Act and all regulations.
- Workers use protective equipment in safe and proper manner, and use or wear the
protective devices as may be required.
- All workers comply with our Corporate Safety Rules, policies and procedures.
- All workers work in a safe and conscientious manner.
In addition to the above, no worker shall remove or by-pass any guard or safety device
required by the Act or the employer without providing an adequate temporary
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alternative; and no worker shall operate machinery or perform work in a manner that
may endanger themselves or any other worker.
Owner: An “owner” includes a trustee, receiver, mortgagee in possession, tenant,
lessee, or occupier of any lands or premises used, or to be used as a workplace, or any
person acting on behalf of an owner as an agent or delegate.
FIELDGATE CONSTRUCTION - OWNER RESPONSIBILITIES
As owners, we shall ensure that:
- Prescribed facilities are provided and maintained in good, safe, operating condition.
- The workplace complies with provisions of the Act and Regulations, and is not altered
or renovated except in compliance with the Regulations.
H&S COMMITTEES AND H&S REPRESENTATIVES RESPONSIBILITIES
The establishment of Joint H&S Committees and the selection of H&S Representatives
and their roles, rights and responsibilities are documented in the Act. Committees and
H&S Representatives are perceived by legislation as being “employer advisors” for
workplace health and safety and have been provided some specific duties and
entitlements to assist this function.
H&S Committees are required at all workplaces and construction projects where twenty
(20) or more workers are regularly employed, and the selection of committee members
and duties are prescribed by Section 9 of the Act. Worker Trades Committees are also
required on larger construction projects and are established to assist the Joint
Committee in the recognition and control of hazards on a project.
All H&S Representatives for projects regularly exceeding five (5) employees are to be
selected in accordance with Section 8 of the Act. Joint H&S Committees and H&S
Representatives have essentially the same responsibilities and duties:
- They have a primary duty to identify and evaluate workplace hazards.
- They are to be provided information regarding hazards associated with the work.
- They are required to make recommendations to the employer to correct unsafe
conditions at the workplace, and to eliminate work related hazards.
- They are to be provided workplace accident and injury information and reports.
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“Duties and Responsibilities”

ACCORDING TO THE O. H. & S. ACT
AN OWNER ...........................

AN EMPLOYER .....................

A CONSTRUCTOR.………….

A SUPERVISOR ....................

A WORKER ...........................

Includes trustees, receivers, tenants,
lessee or occupier of any lands or
premises used as a workplace, or a
person who acts on behalf of an owner
as his agent or delegate.

Means a person who employs one or
more workers, or contracts for the
services of one or more workers, to
perform work or supply services

Means a person who undertakes a
project for an owner, and includes an
owner who undertakes all or part of a
project by himself, or with others.

Means a person who has charge of a
workplace, or authority over a worker.

Means a person who performs work or
supplies services for monetary
compensation.
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What the law says about ...
TRAINING
EMPLOYER

SUPERVISOR

WORKER

Shall:
Provide information,
instruction, and
supervision to a worker
to protect the health and
safety of the worker.
When appointing a
supervisor, shall appoint
a competent person.

WORK PRACTICES
EMPLOYER

SUPERVISOR

WORKER

Shall ensure that:

Shall ensure that:

Shall:

The measures and procedures prescribed are
carried out in the workplace.

The worker works in the
manner and with the protective devices, measures
and procedures required
by the Act, & Regulations.

Work in compliance
with the provisions of
the Act and the
Regulations.

Where so prescribed:

Where so prescribed:

Provide a worker with
written instructions as
to the measures and
procedures to be taken
for the protection of a
worker.

Provide a worker with
written instructions as
to the measures and
procedures to be taken
for the protection of a
worker.

Duties & Responsibilities | Section 05
Page 6 of 8

HAZARDS

EMPLOYER

SUPERVISOR

WORKER

Shall: Acquaint a worker
or person in authority
over a worker with any
hazard in the workplace
and in the handling, use,
storage, disposal and
transport of any article,
device, equipment or
biological, chemical, or
physical agent.

Shall: Advise a worker
of the existence of any
potential or actual danger
to the health or safety of
the worker of which the
Supervisor is aware.

Shall: Report to his
employer or supervisor the absence of
or defect in any
equipment or protective devices of
which he is aware,
and which may
endanger himself or
another worker.
Shall not use any
equipment,
machine, device or
thing, which may
endanger himself or
another worker.

PROTECTIVE DEVICES

EMPLOYER

SUPERVISOR

WORKER

Ensure that: The
equipment, materials,
and protective devices
prescribed, are provided.

Ensure that: The worker
uses or wears the equipment, protective devices
or clothing that his
requires employer to be
used or worn.

Shall: Use or wear
the protective
equipment, devices
or clothing that his
employer requires
to be used or worn.
Shall not remove or make
ineffective any protective
device required by the Act
or Regulations, without
providing an adequate
temporary protective
device.
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GENERAL SAFETY

EMPLOYER

SUPERVISOR

WORKER

Shall: Take every
precaution reasonable
in the circumstances for
the protection of a
worker.

Shall: Take every
precaution reasonable
in the circumstances for
the protection of a
worker.

Shall not:
Engage in any
prank, feat of
strength,
unnecessary
running, or rough
and boisterous
conduct.
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INSPECTORS AND THE MINISTRY OF LABOUR
Ideally the role of the ministry of labour is to audit compliance with the act and the
regulations. When more restrictive action is initiated by the ministry, enforcement shall
be based on what is prudent, reason- able and appropriate in the circumstances.
A ministry of labour inspector has very broad authority that can be exercised at any
workplace, in carrying out of his/her duties.
Inspectors do not make appointments to conduct inspections and may enter a
workplace or construction project at any time without notice, in the performance of their
duties. Inspectors are also expected to attend workplaces for the purposes of
investigating complaints, attending and investigating work refusals, investigating
accidents and injuries, and responding to unresolved workplace health and safety
concerns, and disputes.
In the conduct of their duties, inspectors are authorized to seize evidence and shut
down machinery, work areas, or entire workplaces. They may require the production of
any drawing or report; take photographs, or interview anyone in the workplace. They
may require attendance at the workplace of engineers, consultants and other experts in
various fields, to review policies or programs and provide such assistance and
information as may be required for compliance with the occupational health and safety
act.
Inspectors may conduct tests of any equipment, machine, device, or article in or about a
workplace, and may take and carry away such samples as may be necessary for
testing.
Failure to allow entry to a workplace by an inspector - failure to allow an inspector to
perform their duties - or interfering with the performance of an inspector - are all serious
infractions and will be severely treated as an obstruction of justice.
Inspectors will require the attendance of an employer contact person upon arriving at
the workplace and will require the accompaniment of a selected worker member of the
joint health and safety committee or a H&S representative, on all inspections of the
facilities.
Inspector’s reports are to be posted conspicuously at the workplace, where likely to
come to the attention of the most workers.
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WORKER TRAINING POLICY
It is the policy of Fieldgate Construction Management Limited that all employees and
contract personnel are sufficiently trained to conduct the work they are employed to
perform, in a safe and competent manner.
This training policy is complemented by “safety rules”, “company rules”, and safe work
procedures included in our corporate H&S manual, developed to ensure safe, efficient
workplaces, projects and successful company operations.
Fieldgate Construction requires that training be provided to each worker, specific to
the safe performance of their individual jobs; and will be regularly monitored by our
managers and site supervisors. Any worker who is unsure of their work, or safe work
procedures, is instructed to consult with their immediate supervisor.
Continuous ongoing training is provided, including, but not limited to:


Fundamental H&S legislation training for workers during the course of their
normal duties, and WHMIS training is provided to all workers who may come into
contact with, or be exposed to, any potentially hazardous or controlled product.



New employees are provided general orientation and “on-the-job” training by
their immediate report manager, project manager or site supervisor, including
information about the occupational health and safety act and regulations, specific
hazards associated with the work, and information and training regarding the
wearing and use of work specific personal protective equipment.



First aid training will be provided to all site supervisors, assistant site supervisors
where assigned, and other select workers as may be appropriate to particular
locations and projects. The names of all first aid certificate holders will be posted
near the first aid stations in their particular workplace, and in the site trailer /
office for each project.



At least one (1) management member (site supervisors) and one (1) worker
member of each joint H&S committee will be trained and designated as “certified
members”. Basic workplace inspection & accident investigation training is
provided to core certification participants, and site-specific safety awareness
shall be included in phase two certification elements.

Additional ongoing worker health & safety training specific to individual work
requirements, shall include “fall arrest” training, proper lifting and back care, safe use
and handling of ladders & scaffolding, “power elevated lifting device training” and lift
truck certification, as may be required.
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This ‘worker training policy’ and written safe work procedures, confirm and support our
training commitment to all personnel employed at Fieldgate Construction projects,
properties or premises.
TRAINING DOCUMENTATION

Records of all worker training shall be maintained, particularly safety training required
by the act or employer policy. Corporate training initiatives shall be coordinated by the
particular department manager or project manager, and records shall be maintained by
the office manager. Construction site specific training conducted, shall be recorded and
documented by the site supervisor at each project, and referred to corporate filing upon
completion of the project.
To maintain consistent documentation of employee training, we may choose to utilize a
matrix format. When an employee is hired the name is added to the training list, and as
training is conducted to correlate with the column in the matrix, the date will be added
as confirmation of training. As an employee leaves, their names can be deleted from the
list, leaving a current record on hand of worker training.
TIME FRAME AND RESPONSIBILITY

1) “New employee orientation” should be conducted within two (2) days of hiring.
Managers and Site Supervisors shall ensure that new employees receive on-the-job
training as required, and that training data is recorded with the office manager.
2) Managers and Site Supervisors will ensure that new employees receive hazard
specific training required by the act and employer policy, and that documentation is
maintained. The vice president will ensure that job related competency training is
provided to any new management team member, and that all health and safety related
training is provided to new managers within three (3) months of hire.
WHMIS training will be provided to all new employees within the first month of hire, and
the appropriate manager or site supervisor will ensure the training is recorded with the
office manager. The office manager will monitor and coordinate first aid training and
other corporate required certifications and ensure that re-certification requirements are
handled in a timely manner.
The Vice-President may establish additional health and safety training criteria, not
provided at orientation or on-the-job training, and will monitor to ensure the training is
provided to appropriate staff within three (3) months of hire.
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Employee Training Record - (SAMPLE)
HB-NW
FAP
WHMIS
OJT
OHSA
T-C
1st Aid
HS Rep

H&S Handbook & New Worker Orientation (within 2 days of hire)
Fall Arrest & Fall Protection (within 3 months of hire)
Workplace Hazardous Materials Information System (within 1 week of hire)
On the Job Training (continuous first 3 months)
Occupational H&S Act / Legislative Requirements (within 3 months of hire)
Traffic Control
Standard First Aid Training (Site Supervisors & selected workers as required)
Introduced to H&S Representative or JHSC member (within 1 week of hire)

*Dates noted may be numerically indicated as DAY-MONTH-YEAR

NAME

John Doe
Paul Brown

HB-NW
21 Aug.
2006

FAP
06 Sept.
2005

WHMIS
05 Dec.
2007

OJT
Oct.
2000

OHSA
21 Aug.
2001

T-C
21 Aug.
2006

14 Feb.
2004

N/A

18 Feb.
2007

19 Feb.
2004

18 Feb.
2004

N/A

1st AID HS Rep
Mar.
2007
Y
N/A

Y

* Date of Training to be entered into the appropriate column.
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SAFETY RULES
1. All workers and contracted personnel shall work in compliance with the
Occupational Health and Safety Act and applicable Regulations as well as
Corporate Safety Rules, and all safe work policies, and procedures.
2. As required by the Act or employer policy, or as directed by your Site Supervisor
or Manager, a worker will be provided and will use personal protective equipment
as directed; in a safe and proper manner.
3. Appropriate safety footwear (CSA Approved - & minimum Class One Electrical
Shock Resistance) must be worn on every construction project, and as otherwise
directed by the employer or your Manager. Corporate Office personnel are
expected to wear footwear that is “appropriate in the circumstances”. Enclosed,
laced footwear with non-slip soles and low heels are considered appropriate.
4. Good housekeeping must be maintained at all times. Fire Exits must be
unobstructed and clearly identified, and all corridors, aisles, emergency
equipment and electrical sources, generators and panels must remain readily
accessible. Exposed rebar must be capped and protruding nails or sharp objects
must be likewise capped or covered. Spills must be cleaned up immediately, and
your work area must remain clean and organized
5. Tools & equipment must be stored securely and neatly so they can be accessed,
used and replaced in a safe manner.
6. Power controls and emergency stop buttons will be conspicuous and accessible
and will be maintained in that manner.
7. Controlled products will be labeled and MSDS sheets readily available.
Workplace labels will be applied where using controlled products in workplace
containers that are not otherwise labeled.
8. Exercise due caution when handling chemicals. Ensure that Material Safety Data
Sheets are on site and consulted, prior to using any new chemical that you are
not accustomed to.
9. Do not operate, adjust or repair any power-operated equipment unless you are
authorized to do so, and only if you thoroughly understand safe operating
procedures.
10. Safety applications or guards shall not be removed, and the controls or switches
shall not be by-passed or otherwise made ineffective.
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11. Unsafe conditions, equipment, or potential safety hazards related to your work
must be reported to your report Manager or project Site Supervisor, immediately.
12. Any workplace accident, injury or property damage must be reported to your
Manager immediately, no matter how minor it may appear to be. A worker who is
witness to; or is made aware of an injury involving a fellow worker or a contractor
that has not been reported, is required to notify their Manager immediately.
13. Clothing must be appropriate for the job. Shorts, tank tops or any manner of
sleeve-less shirts are unacceptable on a construction project. Refrain from
wearing loose fitting clothing, scarves or jewelry which may become entangled in
machinery or equipment.
14. Reflective fluorescent vests shall be worn at all times working outdoors on a
construction project where there is uncontrolled vehicular traffic, and while
conducting traffic control duties, or while operating powered equipment.
15. Wiring and electrical cords shall be placed and maintained in a manner that
poses no hazards to yourself or another worker.
16. Do not attempt to lift or move bulky or excessively heavy objects by yourself - ask
and wait for, assistance.
17. Only employees or contract personnel who have received special training and
authorization shall perform certain operations. These may include:






Assembly or dismantling of scaffolds.
Operating mobile cranes or hoists.
Working with electricity.
Operation of powered elevating lift vehicles, forklifts, or boom trucks.
Use of fall arrest harness and equipment.

These tasks shall be performed only by properly trained personnel, while wearing
the appropriate protective equipment.
18.Any platform, scaffolding or powered elevating lift devices must be thoroughly
checked and inspected prior to each use, or shift.
19.No employee shall perform work with defective tools or equipment, or perform
work in a manner that may cause property damage, or result in personal injury to
yourself or to another worker.
20.Rough or boisterous conduct will not be tolerated, and horseplay is strictly
prohibited at any Fieldgate Construction office, property, premises or job site.
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PROJECT AND WORKPLACE INSPECTIONS
INTRODUCTION
The Occupational Health and Safety Act places general responsibilities on an Employer
Constructor, and Supervisors to take every precaution reasonable in the circumstances
for the protection of workers.
The Act further emphasizes joint participation and cooperation between the employer
and employees to promote and encourage higher standards of workplace safety. To
meet these objectives, the Act requires the selection of a health and safety
representative where there are five (5) or more workers regularly employed on a project
and requires these representatives to conduct monthly job site inspections. Additionally,
where there are twenty (20) or more workers regularly employed at a workplace or
project, a Joint H&S Committee is to be established, and a worker member of the
committee is entitled to conduct an inspection of the workplace or project, each month.
Workplace inspections are a key element of any effective health and safety program and
internal responsibility system, actively involving the constructor, employer, supervision
and employees in the identification of potential occupational hazards.
The basic objective of a workplace inspection is to:
•

Identify and record potentially unsafe conditions associated with the work,
including processes, equipment, industrial hygiene and work practices;

•

Ensure that existing programs and controls are operative and sufficient;

•

Provide inspection information to supervision and the employer, and for the
worker participants for evaluation and recommendations for correction.

PURPOSE
This section is intended to provide Fieldgate Construction Management Limited
inspection participants with reasonable guidance that:
1. Defines the requirements for the conduct of workplace and job site inspections, in
accordance with the Occupational Health and Safety Act, and WSIB protocol;
2. Establishes the procedure for the workplace participants to conduct inspections;
3. Assigns responsibility for the completion and implementation of corrective
measures, and subsequent follow-up.
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THE LAW
The Act requires the selection of a H&S Representative or H&S Committee worker
member from amongst workers who do not serve a managerial function, to represent
workers’ health and safety interests. The selected H&S representative is entitled to
inspect the physical condition of a project or workplace, at least once a month.
If it is not practical to inspect the entire workplace each month, the H&S representative
is required to inspect at least a portion of the workplace monthly, including vehicles, and
ongoing projects with the full cooperation of the employer, and fellow workers. A
“schedule of inspections” may be mutually prepared to pre-determine what part of the
workplace or projects is inspected each month, and to ensure that the entire project or
workplace is inspected at least annually.
The employer, constructor, supervision, and all workers shall provide the H&S
representative with information and assistance needed to effectively carry out the
inspection.
The H&S representative shall inform the appropriate Manager or Site Supervisor of any
situation noted during an inspection that may be a source of danger or hazard to
workers and may provide written recommendations for corrective action to the employer,
or constructor. The employer or constructor will respond to all worker recommendations
in writing, within twenty-one (21) days; indicating a timeframe and responsibility for
correction, or reasons for disagreeing with the recommendation.
CONSTRUCTION PROJECT INSPECTION PROCEDURE
A monthly inspection shall be conducted of each ongoing project by the selected H&S
Representative, or by the Joint H&S Committee certified member if a Committee has
been established, at a pre-determined time that is mutually agreeable. It may be
desirable to have these inspections accompanied by various trades supervisors or H&S
participants periodically, since it contributes to a participative environment and increases
general workplace safety awareness.
It should be common practice to conduct the entire inspection in one session, but at the
discretion of the parties, an inspection may be conducted in shorter “area-focused”
sessions, provided the entire scheduled inspection is completed each month.
Prior to the beginning of each inspection, it is good practice for the “Inspection Team” to
review any previous inspection reports and any recent accident information, so that an
organized process may be pre-determined and followed.
Unsafe practices and conditions observed during the inspection (even if corrected
during the inspection) will be recorded on the “H&S Committee/H&S Representative
Inspection Report Form”. Hazard ratings (A-B-C) will be noted as directed on the
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Inspection Form. Good recording will ensure proper follow-up and review during
subsequent workplace inspections.
The Certified Member or H&S Representative conducting the inspection will ensure that
Report is provided to the Site Supervisor, who will provide copies to:
1. the Project Manager,
2. the Joint H&S Committee if one is established, and
3. Director(s) of Construction and the Vice President.
The Site Supervisor shall respond to all items noted on the Inspection Report, within
twenty-one (21) of the inspection. Responses shall be provided to the Certified Member
or H&S Representative on the “Manager / Site Supervisor Response to H&S Inspection
Items” forms provided for that purpose. Responses shall indicate what corrective action
shall take place for each item noted, along with a time frame for completion.
All Inspection Reports and Responses shall be provided to the Joint H&S Committee if
there is one established, and current copies shall be posted in the Site Construction
Trailer. The Site Supervisor shall be responsible to ensure that any corrective action
noted, takes place in a timely manner. Copies shall be maintained on file, on the site for
the duration of the project.
MANAGEMENT INSPECTIONS
PROJECT MANAGERS AND SITE SUPERVISOR MONTHLY INSPECTIONS:
Each month, the Project Manager and the Site Supervisor for each project shall jointly
conduct a site safety specific inspection of their assigned project(s) and area of
responsibility. These inspections are to ensure the consistent safe condition of each
workplace and will establish a supervisory standard of taking every reasonable
precaution to protect the safety and health of all workers on site. Site Supervisors and
Project Managers are expected to schedule their own monthly safety inspections of their
areas and will record the inspection results on the “Manager / Site Supervisor
Workplace Inspection Form”. They may choose to include the location H&S
Representative or Certified Worker Committee member in the inspection if available,
who will also sign the form. A sampling of workers should be contacted during these
inspections, soliciting advice and encouraging workplace health and safety participation.
The Project Manager and Site Supervisor will be responsible to oversee the correction
of any unsafe items noted and will document all corrective action taken. The Director(s)
of Construction and the Vice President shall be notified if safety issues noted cannot be
corrected on-site at the time of the inspection. A current copy of the completed
Inspection forms will be posted in the Site Construction Trailer, and a copy will be
provided to the appropriate Director and Vice President for information, follow-up and
review. Copies shall be maintained on file, on the site for the duration of the project.
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SENIOR MANAGEMENT WORKPLACE INSPECTIONS:
The Vice President and Director(s) of Construction may choose to periodically conduct
and record safety related inspections of workplaces and projects within their jurisdiction.
These senior management inspections will be recorded on the Senior Management
Workplace Inspection Form. Where safety concerns are noted during these
inspections, they shall be discussed with the Site Supervisor and Project Manager, and
corrective action and completion time frames will be decided and included on the
inspection form.
Conducting these inspections will demonstrate and promote a senior management
commitment to workplace health and safety and will enhance first-hand knowledge of
workplace practices and conditions which may be within their authority to alter or have
corrected. The inspection results should be posted in the Site Construction Trailer, and
maintained on file on the site, for the duration of the project.
These inspection forms may be discussed at Site Supervisor and Project Manager
performance evaluations conducted annually.
CORPORATE OFFICE INSPECTION PROCEDURE
H&S REPRESENTATIVE / JOINT H&S COMMITTEE MONTHLY INSPECTIONS:
Procedures identified and set out in this section, are included in the Joint Health and
Safety Committee Guidelines Sample provided to reflect the general structure and
function of the Joint Committee at our corporate Office location. The general guideline
can be found in the Committee section of this Corporate H&S Manual, and appendices
may be added upon agreeable completion and implementation.
Monthly inspections of the Corporate Office location shall be conducted by the H&S
Representative or Joint H&S Committee worker member selected for that purpose, (if a
Committee is established) accompanied by the Office Manager. Inspections shall be
conducted at a time that is mutually agreeable. It is always expected that worker
consultation will take place during these inspections, since it contributes to a
participative health and safety environment and increases general workplace safety
awareness. Completed inspection reports will be provided to the Office Manager for
distribution to the appropriate Department Manager, and for response. The Office
Manager will respond to the H&S Representative, or Certified Worker Committee
Member within twenty-one (21) days, using the “Manager / Site Supervisor Response to
H&S Inspection Items” forms provided for that purpose. Responses shall indicate what
corrective action shall take place for each item noted, along with a time frame for
completion.
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It should be common practice to conduct the corporate office inspection in one session,
but at the discretion of the participants, additional inspections may be conducted in
“area-focused” sessions, provided the entire scheduled inspection is completed each
month.
Prior to beginning each inspection, it is good practice to review previous inspection
reports and recent first aid records and accident information, so that an organized
process may be pre-determined and followed.
Using the “H&S Representative / Joint H&S Committee Inspection Form” for reference
(see appendices), any unsafe practices or conditions observed during the inspection are
to be recorded (even if corrected during the inspection) and assessed the appropriate AB-C hazard rating identified on the Form. Good recording will assist proper follow-up
and review by management and during subsequent workplace inspections.
The Office Manager will ensure that a copy of the Inspection Report is posted, and
provided to:
i) the Joint H&S Committee (if established), appropriate Department Manager(s) and
ii) the Vice President.
THE ROLE OF CORPORATE H&S DESIGNATE OR COORDINATOR
WSIB “Best Practise” protocol, (not enforceable by legislation) proposes that every
employer should select a “Corporate H&S Designate” to be responsible for corporate
health and safety coordination activities, in addition to assisting Managers and Site
Supervisors, with their workplace and project specific initiatives.
If appointed by the corporation, generally the H&S Designate / Coordinator
responsibilities shall include:
To receive copies and follow-up with management in a timely fashion as appropriate, to
all workplace inspection reports, and any external agency inspection reports.
Follow up with management regarding all H&S items noted and corrective measures.
Assist in ensuring that all inspection reports and responses are provided to the H&S
Committees and Representatives for review and are appropriately filed.
Provide assistance to the Health and Safety Committees and Representatives as may
be required, in order for them to properly:
- identify trends of unsafe or hazardous workplace practices and conditions, and to
recommend corrective actions and priorities;
- monitor existing Safety Program components, and their effectiveness;
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- highlight training and development requirements;
- gain insight into why accidents may be occurring, or recurring in certain areas; and
- ensure that appropriate health and safety items are brought to the employer’s
attention, and placed on the agenda for discussion as may be appropriate at Senior
Management Meetings.
- Generally, act as the primary liaison between workplace and site-specific managers,
workers and the senior management team, ensuring that H&S issues are identified,
addressed, and prioritized for corrective action as directed by the employer and senior
management team.

WORKPLACE INSPECTIONS & THE ROLE OF THE EMPLOYER AS
CONSTRUCTOR
The Employer will receive copies of all safety related workplace inspection reports, and
any external agency inspection reports.
The Employer is responsible to follow up with supervision regarding all inspection report
items noted and corrective measures taken, or to be taken.
The Employer will ensure that all inspection report responses are provided to the Health
& Safety Program participants, for information and evaluation.
The Employer will provide assistance to a Health & Safety Representative or Joint H&S
Committee member as required, so that they may properly:
- Identify unsafe practices and conditions and recommend corrective Program priorities.
- Monitor existing Safety Program components, and their effectiveness.
- Highlight training and development requirements.
- Gain insight into why unsafe conditions, accidents or injuries may be occurring, or
recurring in certain areas.
The Employer will assist and monitor the development and improvement of effective
safe-work standards and controls, where identified and required.
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MINISTRY OF LABOUR INSPECTIONS
Ministry of Labour Inspectors conduct random, unannounced inspections of workplaces,
and construction projects, and are authorized to enter any workplace or project, at any
time, without prior notice. Inspectors will also attend workplaces to conduct accident,
and critical or fatal injury investigations, and to investigate work refusals or safety
disputes.
When an Inspector announces their presence at a project, the Site Supervisor will be
notified of the Inspector’s presence and will notify and arrange for the Health and Safety
Representative or selected Joint H&S Committee worker member to attend the
inspection, wherever possible.
When an Inspector announces their presence at the Corporate Office, the Office
Manager will be notified of the Inspector’s presence and will notify and arrange for the
Health and Safety Representative or selected Joint H&S Committee worker member to
attend the inspection, wherever possible.
The Company will make every effort to accommodate Inspector requests to consult with
other management or workers, as may be required.
The Ministry Inspector will leave a Report, indicating the reason for the visit along with
recommendations, comments and Orders of Compliance. Orders may be accompanied
by Provincial Offences tickets, written directions to comply “forthwith” or accompanied
by dates of expected compliance, or possibly even “Stop Work Orders”. Inspector’s
orders must be complied with. Non-compliance may result in proportionately restrictive
action in respect of the contravention, including the assessment of fines; stop-work
orders may be issued; and prosecution may be initiated.
Copies of all Ministry of Labour reports must be posted in the Construction Site Trailer
or the corporate Office “in a conspicuous place where likely to come to the attention of
the most workers”, and the Management member contacted will ensure that copies are
issued to:
- the Health and Safety Representative or Joint H&S Committee, as appropriate,
- the Office Manager as corporate H&S Designate,
- the appropriate Director of Construction and the Vice President.
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MANAGER / SITE SUPERVISOR RESPONSES TO H&S
INSPECTION ITEMS
Area Inspected:

Inspection Date:

Item Description:
Hazard Rating:
Corrective Action:
Responsibility to Implement:

Completion Date:

Area Inspected:

Inspection Date:

Item Description:
Hazard Rating:
Corrective Action:
Responsibility to Implement:

Completion Date:

Area Inspected:

Inspection Date:

Item Description:
Hazard Rating:
Corrective Action:
Responsibility to Implement:

Completion Date:

Manager/Site Supervisor _________________ Signature ________________ Date__________
(Print)

* Responses Must be Provided to the H&S Representative Within 21 Days *
Distribution: 1 - H&S Committee / H&S Representative 2 - Office Manager 3 - Director / Vice President 4 - Posting Location
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H&S REPRESENTATIVE / JHSC SITE INSPECTION FORM
Inspection Date:
Site Inspected:
Hazard Rating:

Inspected by:
Inspected by:

A = Requires Immediate Correction

ITEM

A/B/C

B = Requires Attention ASAP

LOCATION

C = Not Urgent But Requires Attention

CORRECTIVE ACTION REQUIRED / TAKEN

SITE ACCESS
Clean, level ground
Adequate ramps / stairs
Stairs clear & well lit
Clear entrance & exits
Emergency exit marked
Other
HOUSEKEEPING
Clear walkways
Clean work areas
Waste receptacles used
Snow & ice removed
Other
P.P.E.
Foot protection
Head protection (hardhats)
Eye protection
Fall protection
Respiratory protection
Hearing protection
LADDERS
Rungs in good order
Ladders secured
Proper size and type
Proper angle (extension)
Safe usable condition
Properly used
Proper rails & landings
Stable non-slip footing
Other
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H&S REPRESENTATIVE / JHSC SITE INSPECTION FORM
Inspection Date:
Site Inspected:
Hazard Rating:

Inspected by:
Inspected by:

A = Requires Immediate Correction

ITEM

A/B/C

B = Requires Attention ASAP

LOCATION

C = Not Urgent But Requires Attention

CORRECTIVE ACTION REQUIRED / TAKEN

HAND / POWER TOOLS
General condition
Properly guarded
Cord & plug condition
CSA approved
Other
MATERIAL STORAGE
Properly located
Safely loaded/unloaded
WHMIS labeling
Other
VENTILATION
Adequate fresh air
Adequate exhaust
WORK SURFACES
Ramps & stairs clear
Sidewalks & access clear
Roof areas clear
Scaffolds / work platforms
ELEVATING PLATFORMS

Inspection log
Stored in down position
Not moving while raised
Guardrails in place

Fall arrest needed/used
Workers staying in area
Stabilizers needed/used
EXTENSION CORDS
General condition
Not overloaded
Ground plug & GFCI
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H&S REPRESENTATIVE / JHSC SITE INSPECTION FORM
Inspection Date:
Site Inspected:
Hazard Rating:

Inspected by:
Inspected by:

A = Requires Immediate Correction

ITEM

A/B/C

B = Requires Attention ASAP

LOCATION

C = Not Urgent But Requires Attention

CORRECTIVE ACTION REQUIRED / TAKEN

LOCKOUT PROCEDURE
In place and used
Workers trained
SCAFFOLDS
Properly erected
Properly secured
Properly planked
Guardrails & toe boards
Proper access to scaffold
Acceptable loading
Fall Arrest needed/used
Other
GUARDRAILS
Located as required
Properly constructed
Adequately secured
Other
FIRE PREVENTION
Emergency exit plan
Extinguishers in place
Charged and checked
Locations clearly marked
Other
TEMPORARY POWER
Clearly identified
Overhead lines secure
Cables protected
Other
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H&S REPRESENTATIVE / JHSC SITE INSPECTION FORM
Inspection Date:
Site Inspected:
Hazard Rating:

Inspected by:
Inspected by:

A = Requires Immediate Correction

ITEM

A/B/C

B = Requires Attention ASAP

LOCATION

C = Not Urgent But Requires Attention

CORRECTIVE ACTION REQUIRED / TAKEN

COMPRESSED GASES
Properly located
Properly secured
Properly moved / handled
Other
STAIRS AND RAMPS
Clear and dry
Proper cleats on ramps
Adequate lighting
Proper hand rails
Other
WELDING / CUTTING
Rods & cylinders labeled
MSDS’s available
Secured ground cables
Proper eye protection
Screens where required
Cylinders upright & secure
Fire watch & extinguisher
TRAINING
Whmis
Elevated Platform
Fall Arrest & Restraint
Propane Handling
Lift Truck Certification
First Aid
FALL ARREST
Proper harness & lanyard
All equipment Inspected
Proper tie-off points
Proper fall restraint lengths
Workers trained/documented
Fall Rescue Plan / trained
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H&S REPRESENTATIVE / JHSC SITE INSPECTION FORM
Inspection Date:
Site Inspected:
Hazard Rating:

Inspected by:
Inspected by:

A = Requires Immediate Correction

ITEM

A/B/C

B = Requires Attention ASAP

LOCATION

C = Not Urgent But Requires Attention

CORRECTIVE ACTION REQUIRED / TAKEN

WASHROOMS
Available
Regularly cleaned
Adequate supplies
Routinely checked
Other
MISCELLANEOUS

Inspections | Section 09
JHSC – H&S Representative Inspection Form | Appendix 2
Page 5 of 5

MANAGER / SITE SUPERVISOR WORKPLACE / PROJECT INSPECTION
FORM
Workplace / Project / Job Site

Date of Inspection

Workers Contacted During Inspection

Time of Inspection

#

Issue/Item and Location

Inspected By:

Hazard(s) Observed

Accompanied By:

Hazard
Rating
A-B-C

FOR FOLLOW-UP

Corrective Measures

Copies To:

A-B-C- Hazard Ratings: “A” Hazard: Requires Immediate Correction/Discontinue “B” Hazard: Urgent; Requires Attention A.S.A.P.

Action Taken

-

Date

Date:

“C” Hazard: Not an Emergency, But Requires Attention
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SENIOR MANAGEMENT WORKPLACE INSPECTION FORM
ITEM

HAZARD OBSERVED

A-B-C

ACTION NEEDED

Site Inspected _________________________________________________

WHO TO CORRECT

DUE DATE

Date of Inspection _________________________

Inspected by____________________ Position________________ Copied to____________________ Position_______________
A-B-C Hazard Rating: A - Major; Requires immediate correction/discontinue B - Serious; Requires attention C - Minor but needs attention
* Worker contact and discussion of H&S issues is encouraged for this workplace inspection.

Workers Contacted:
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THE RIGHT TO REFUSE UNSAFE WORK
INTRODUCTION
The Occupational Health and Safety Act promotes the active participation of workers in
the administration of occupational health and safety. In this respect, Section 43 of the
Act establishes provisions for any worker to refuse to perform work, which they feel,
may endanger themselves or another worker.
It is not the intent of the work refusal provision to elicit confrontation, or the frivolous
exercise of workers right of refusal; but rather it is designed to promote employee
awareness of work practices and workplace safety. Work refusal provisions are
designed and legislated as an absolute “last resort” mechanism for the resolution and
correction of imminently hazardous workplace conditions.
PURPOSE
The purpose of this section of the Manual is to enhance employee awareness of the
work refusal provisions and establish a process and procedure for the effective handling
of refusals to work, in a non-confrontational manner that complies with legislated
requirements.
Fieldgate Construction Management Limited intends to ensure the prompt
elimination of any known workplace hazards and unsafe conditions, thereby maintaining
a safe work environment for all employees and contractors. By implementing
cooperative safe work practices, we demonstrate our continued commitment to
workplace health and safety; and encourage full worker participation in our health and
safety program at all levels.
THE LAW
Section 43 of the Act provides a worker the right to refuse work, or to do particular work
where the worker has “reason to believe” that:
a) any equipment, machine, device or thing the worker is to use or operate, is likely
to endanger himself or another worker;
b) the physical condition of the workplace or the part in which he works, or is to
work, is likely to endanger himself;
c) any equipment, machine, device, or thing he is to use or operate, or the physical
condition of the workplace or part in which he works or is to work, is in
contravention of the Act or the regulations, and such contravention is likely to
endanger himself or another worker.
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WORK REFUSAL PROCEDURE
Work refusals are invariably associated with a failure to communicate concerns about
unsafe conditions to management or to workers. We encourage the reporting of any
unsafe work conditions or work locations, so that we may promptly investigate and take
remedial action, implementing the corrective measures that may be needed. However, if
these initiatives fail, the following work refusal procedures may be initiated, pursuant to
Section 43 of the Act.
PROCEDURE - FIRST STAGE
WORKER: When a worker has “reason to believe” that conditions of the work that he is
doing or is likely to do, may endanger himself or another worker; the worker will
promptly report the circumstances and the intent to refuse to work the Site Supervisor or
Department Manager (if not a construction site), who will attempt to resolve the issue.
SITE SUPERVISOR OR DEPARTMENT MANAGER: When informed of a worker’s
intent to refuse unsafe work, the Site Supervisor or Department Manager will confirm
the worker’s “reason to believe” and immediately notify the H&S representative or H&S
Committee certified worker member, who will “attend without delay”. The Site
Supervisor or Department Manager will then investigate the circumstances of the
refusal in the presence of the refusing worker, and the H&S representative or certified
committee worker member.
The Site Supervisor or Department is entitled to retain and acquire such assistance as
may be necessary for the effective investigation of the circumstances of the refusal; but
it is important to remember that a supervisor’s legislated duties during the course of a
work refusal, cannot be delegated.
If the circumstances or conditions that led to the refusal are resolved to the worker’s
satisfaction at this initial stage, the worker is expected to return to work and commence
the performance of normal duties. If the circumstances to the work refusal are not
agreeably resolved, then the worker may choose to continue to refuse to work but must
now provide “reasonable grounds” that the conditions remain likely to endanger himself,
or another worker.
In this case the Site Supervisor or Department Manager will initiate contact with the
Ministry of Labour to report the situation, and request that an Inspector be assigned to
attend and investigate the circumstances to the refusal. The Ministry Inspector may
arrive at the workplace, and/or may provide direction over the telephone for interim
action to be taken; either pending their arrival, or for internal resolution.
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PROCEDURE - SECOND STAGE
WORKER: When a worker continues to refuse work after the initial investigation by the
Site supervisor or Dept. Manager, the worker will provide “reasonable grounds” that the
machine, device, thing, workplace, or part thereof, is likely to continue to endanger. The
worker may be assigned reasonable alternative work pending the investigation and
decision by the Ministry of Labour or may be directed to remain in a safe place.
SITE SUPERVISOR OR DEPARTMENT MANAGER: In circumstances where a worker
continues to exercise their right to refuse based on “reasonable grounds”, the Site
Supervisor or Department Manager will make every effort to assign the refusing worker
reasonable alternative work, while waiting for the arrival or direction of the Ministry
Inspector. In the event that alternative work cannot be found, the worker will be
assigned to a safe place, to await further direction.
***IT IS IMPORTANT TO NOTE, AT THIS STAGE ANOTHER WORKER MAY BE
ASKED TO PERFORM THE WORK REFUSED BY THE REFUSING WORKER
(UNLESS DIRECTED OTHERWISE BY THE MINISTRY INSPECTOR) BUT; ONLY IF
THE WORKER BEING ASKED IS NOTIFIED OF THE INITIAL REFUSAL AND THE
REASONS FOR THE REFUSAL, IN THE PRESENCE OF THE HEALTH AND SAFETY
REPRESENTATIVE, OR CERTIFIED WORKER MEMBER OF THE COMMITTEE.
If the Site Supervisor or Department Manager can ensure that the work may be
undertaken safely, and that every precaution reasonable in the circumstances has been
taken to protect the worker(s), then he/she may ask another worker to perform the work
that was refused. This request will only be made in the presence of the H&S
Representative, or certified worker member of the Committee.
THE MINISTRY OF LABOUR INSPECTOR: If the Inspector attends the workplace,
upon arrival he or she will investigate the circumstances to the refusal in the presence
of the refusing worker, the Site Supervisor or Department Manager, and the H&S
representative, or certified worker member of the Committee.
Upon completion of the investigation, the Inspector will render a decision in writing as to
whether the machine, device, thing, workplace or part thereof in question, “is likely to”,
or “is not likely to” endanger the refusing worker, or any other worker. If the decision is
“likely to endanger” the Inspector will issue corresponding orders for compliance.
The Inspector will provide copies of his/her decision to the worker who refused; to the
Constructor; and to the H&S representative, or committee member. The Site Supervisor
or Department Manager will ensure that a copy is posted at the workplace or project,
and a copy provided to the Director of Construction or the Office Manager (if refusal
involved Head Office staff) who will ensure that a copy is provided to the Vice President.
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WORK REFUSAL POLICY - GENERAL
ADMINISTRATION
Where a worker has refused to perform work in accordance with Section 43 of the Act,
we will make every effort to resolve the refusal amicably, effectively, and promptly. We
will ensure a safe location for a refusing worker to remain during the course of the initial
investigation. In the instance of a second stage refusal, we will assign the refusing
worker to reasonable alternative work that will not be demeaning or disciplinary in
nature, pending the Ministry of Labour decision.
No employee involved in the conduct of a work refusal in accordance with the Act will
lose any pay for the time spent in the legislated involvement with the issue.
Other employees may be offered work that was refused by another worker, but only
with the utmost consideration for the safety and well being of all workers, and with a
detailed explanation of the work refusal and reasons for it. The certified worker H&S
Committee member or H&S representative will be in attendance when refused work is
offered to another employee(s).
No reprisals of any kind will be taken against any worker involved in a legitimate work
refusal conducted in accordance with the provisions of the Occupational Health and
Safety Act.
Work refusals are a serious indicator of a breakdown in the corporation’s Health and
Safety Program and Internal Responsibility System. Every instance of work refusal will
be investigated by the Project Manager or the Office Manager (for office personnel
refusals) and certified H&S Committee worker member or H&S Representative, to
determine the causes and failure of the system, and to establish corrective measures to
prevent recurrence. Corrective actions will be reported to the Vice President.
Work refusals are a very serious matter and can be extremely emotional and traumatic
for all employees, not just those directly involved. Any abuse of Corporate or legislated
provisions for the handling of work refusals, or the frivolous abuse of the right to refuse,
will result in immediate disciplinary action.
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FLOW CHART FOR WORK REFUSALS
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WORKPLACE SAFETY & INSURANCE BOARD
INTRODUCTION
Ontario workers’ compensation is governed by the Ontario Workplace Safety and
Insurance Act which governs workers’ entitlement to receive monetary compensation
during the period of recovery from the results of work related injuries and illnesses,
regardless of fault.
By agreeing to coverage of the Act and subsequent compensation, workers cannot sue
their employers for liability or fault, in respect to a workplace accident or injury.
Fieldgate Construction Management Limited provides accident/injury compensation
coverage for all of our employees, and we are required by statute to report all workrelated injuries to the Workplace Safety and Insurance Board.
PURPOSE
This section of the Manual is limited to providing compensation related guidance and
information regarding workers’ compensation claim processing. The guidelines will:
i)

define the accident report criteria established by the Workplace Safety and
Insurance Act, and in part by the Occupational Health and Safety Act; and

ii)

incorporate injury and accident investigation as an integral prerequisite to the
completion and submission of an accident report, ensuring that only work related
accidents are reported to the Board, for compensation purposes.

APPLICABILITY
These guidelines are applicable to all work-related injuries, illnesses or accidents that
result in lost time or medical aid, whether they occur on a construction project or at our
Head Office facility.

THE LAW
Every employer must notify the Board within three days of learning of an accident to a
worker in his employment, which disables the worker from earning full wages or
requires medical aid. The written notification shall include:
a)

the details and nature of the occurrence;

b)
c)

the time of the occurrence;
the name and address of the employee involved;
WSIB | Section 11
Page 1 of 7

d)

where the accident happened;

e)

the name and address of the attending physician or surgeon if any, who treated
the employee for the injury;

and, shall in any case, furnish such details and particulars regarding the accident or
claim that the Board may require.
Where injury by accident arising out of employment is caused to an employee, the
employer is to provide compensation, except where the injury:
a) does not disable the employee from earning full wages beyond the day of the
accident; or
b) is attributable solely to the serious and willful misconduct of the employee.
Every employer shall keep a record of all circumstances respecting an accident, as
described by the injured employee. The records shall include the date and time of
occurrence; the names of witnesses; the nature and exact location of the injuries to the
employee; and the date and time of each medical aid treatment given.
Where an accident causes injury to a worker at a workplace that disables the worker
from performing usual work or requires medical attention; the employer is required to
provide notice to the workplace Joint H&S Committee or the H&S Representative within
four (4) working days of the occurrence.
DEFINITIONS
Accident: Includes,
a) a willful or intentional act, not being the act of the employee;
b) a chance event occasioned by a physical or natural cause;
c) disability arising out of, and in the course of, employment.
First Aid: Treatment of an injury that can safely be administered on the premises that
does not require medical aid.
Medical Aid: Requires medical attention but does not disable the employee from
performing the usual work.
Lost Time: Disables the employee from performing normal duties beyond the day of the
accident, and results in a wage loss.
Serious and Willful Misconduct: Deliberate breach of an expressed order, law or rule.
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GENERAL INFORMATION
MEDICAL AID
An injured employee is entitled to receive all necessary medical aid as a result of a
work-related injury, free of charge. Unlike other forms of insurance or compensation,
there is no requirement that the employee be disabled or lose wages in order to qualify.
Medical aid can go beyond the obvious items such as doctor’s treatment, drugs and
hospital charges. If the Board sees fit, such things as prosthetic devices, wheelchairs,
and appropriate clothing allowance, may be considered necessary.
COMPENSATION
An employee who is injured and disabled beyond the day of the accident, is not only
eligible to receive full benefits of medical aid, but will also be compensated for wages
lost, or reduced. Compensation payments are based on a percentage of pre-accident
net earnings and are not taxed.
Should the injured employee require vocational or physical rehabilitation, these costs
are borne by the Board and provided at no cost to the employee.
If the injury is severe enough to cause permanent physical limitations, a pension may be
processed, irrespective of whether wages are affected.

IN ALL CASES OF ACCIDENT
THE EMPLOYER / CONSTRUCTOR SHALL:
1) Provide first aid in accordance with the regulations;
2) Record first aid attention provided;
3) Complete and provide worker a “treatment memorandum” if medical aid is required;
4) Provide immediate transportation to a hospital, doctor, or the worker’s home if
needed;
5) Provide the Board with an “Employer’s Report of Injury/Disease” (Form 7) and any
further reports or information that may be requested by the Board.
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THE WORKER SHALL:
1) Promptly obtain the necessary and proper first aid;
2) Notify his/her direct report Manager immediately of any injury; and if medical aid
is required, obtain a “treatment memorandum” from the employer to take to the
Doctor or hospital;
3) Have initial choice of Doctor, or other qualified practitioner with the understanding
that a change of doctor cannot be made without consent of the Board;
4) Complete, and promptly return all reports requested from the Board.
IN THE EVENT OF AN ACCIDENT REQUIRING FIRST AID
(Accidents requiring minor first aid only, just need to be recorded with appropriate
details.) The employer must:
1) Administer the appropriate first aid to the injured worker;
2) Complete a report detailing the injury and treatment administered;
3) Keep a copy of the report for Company files.
REPORTING A MEDICAL AID OR LOST TIME CLAIM
The Workplace Safety and Insurance Board requires notice of all worker accidents,
containing information prescribed by the Workplace Safety and Insurance Act. The
“Form 7”, as it is popularly known is provided for this purpose. Sometimes the Form 7
does not provide adequate space for a detailed explanation. In the event that more
space is required, a more detailed explanation should be prepared and sent to
accompany the Form 7.
The importance of a thorough, clear & concise report cannot be emphasized enough.
Initial consideration of the claim is based solely on information provided on that Form.
Prior to completing a notice of accident form 7) to be submitted to the Board, the Site
Supervisor or Department Manager of the injured worker, will investigate the
circumstances that led to, and resulted in the injury; as directed by our corporate
“Accident/Injury Investigations Procedure”, included in this Manual. The Site Supervisor
or Department Manager will complete a and may choose to use the “Accident
Investigation Checklist” (both provided in Section 15 of this Manual) to assist in the
preparation of a more detailed narrative investigation report, if appropriate or required at
a later date.
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The appropriate Site Supervisor or Department Manager will provide the completed
Fieldgate internal Investigation Form to the Office Manager, who shall be responsible to:
i) verify the information and complete the Form 7, if the claim is for lost time;
ii) forward the completed Form 7 to the Board, within three days of the accident;
iii) provide copies of the completed Form 7 and internal Investigation form to the
workers file, the appropriate Director(s) of Construction, Project Manager(s), and
the Vice President,
for review, follow-up and corrective action as may be appropriate.
A copy of the corporate “Workplace Injury / Illness Investigation Form” will be provided
to the H&S Representative or Joint H&S Committee, where there is one.
RECURRENT INJURIES
Recurrent injuries represent an area where accurate record keeping and regular
accident review is most imperative.
The quickest and easiest way to establish whether or not the employee’s injury is a
recurrence is to ask if it is the same injury / illness as last time, or if it has continued to
aggravate. Ideally, a notation should be made each time an employee complains of a
problem. The Board requires a record of continuity of symptoms in order to attribute the
problem to a previous claim.
The Board’s administrative workload includes processing thousands of claims for
medical aid or compensation benefits, routinely. With this magnitude of claims,
recurrent injuries may inadvertently be processed as new claims if not clearly identified
and brought to their attention as a recurrence.
Any subsequent information regarding an established claim after the initial report,
should be submitted to the Board by letter, or on a W.S.I.B. Form 9.
A copy of an “Employer’s Report of Injury/Illness” or “Form 7” is attached for review.
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ILLNESS / INJURY CLAIMS MANAGEMENT PROCEDURE
In every instance of a medical aid or lost time injury incurred by a worker, the employer
is responsible for approval and submission of the W.S.I.B. Report of Injury / Disease
(Form 7), after evaluating the corporate Investigation Report. The Office Manager shall
ensure completion of the Form 7 and will be responsible for ensuring its timely
submission to the Board, and subsequent management of the claim for follow-up.
Every submission of a Form 7 shall be treated as an “open claim”, until the affected
worker has returned to normal duties. Regular reports should be submitted for review
and discussion to the Project Manager & appropriate Director of Construction.
INJURY/ILLNESS FOLLOW-UP
Every “open claim” resulting from a workplace illness or injury, shall be consistently
monitored to ensure the injured worker has received appropriate rehabilitative treatment
to expedite a full and quick recovery, and healthy return to work. The Office Manager
assumes responsibility on behalf of the employer, for claims management and program
monitoring, which will include:


Initial and routine contact with the injured worker, to assure them of the
support and concern of the Company and offer any assistance and advice
that is appropriate to the worker’s quickest proper recovery. Contact
should be made at least weekly, and a report of every contact, and status
of the worker’s recovery shall be noted, filed, and may be discussed with
the Project Manager and Director of Construction.



Correspondence and documentation regarding the particular injury or
illness, including available medical documentation, correspondence from
W.S.I.B., injury/illness investigation reports, and all reports of recovery
status, shall be collected and maintained by the employer and assigned to
the injured worker’s file. Consistent records of contact with W.S.I.B. claims
management personnel is expected in instances of workplace injury
claims, and documentation is to be kept of each worker and W.S.I.B.
contact and made available to the Board upon request.



Where the injured worker’s recovery may be benefited either physically or
psychologically; return to work options should be discussed with the
injured worker. In those instances where the injured worker may not be
able to return to their normal duties, reasonable alternative work will be
arranged that can safely be performed by the worker; that will not deter
the normal course of their recovery. This work may consist of:
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1. Regular tasks which have been changed, re-designed or physically
modified;
2. A special job designed for an employee participating in the
program;
3. A reduction in time, change of shift or volume of certain work
performed.


In such instances, the worker will be offered the reasonable alternative
work after discussion with W.S.I.B. claims management, the injured
worker, the Project Manager, Site Supervisor or Department Manager,
and attending physician if appropriate; in an effort to encourage the
worker’s personal self-esteem and safe re-entry to the workplace. The
alternative work arrangement shall be under direct supervision and
monitored by the employer. A progress meeting shall be scheduled and
documented weekly with the injured worker to evaluate their progress. The
weekly meetings shall continue until such time as the injured worker, the
worker’s Site Supervisor or Department Manager, and the Office Manager
agree that the worker is sufficiently recovered to return to their normal
duties. Documentation of modified work arrangements shall be recorded
and filed by the Office Manager.



Progress of worker recovery and return to normal duties shall be
closely monitored by all involved, to ensure that the best interests of the
worker are consistently attended to. The Board shall be updated regularly
concerning the status of the recovery and shall be notified when the
worker has completed their modified work and returned to their regular
duties.

MODIFIED DUTIES - RETURN TO WORK POLICY
Fieldgate Construction Management Limited is committed to maintaining a safe and
healthy work environment.
In keeping with this goal, we will make every reasonable effort to have ill or injured
employees returned to their pre-injury positions as quickly as possible.
Where an injured employee is unable to perform his/her normal duties, we will offer
reasonable alternative work wherever possible, which matches their functional abilities.
Through early intervention and modified work, we commit ourselves to the successful
recovery of all injured employees to their normal duties, or to safe comparable duties
which are meaningful and productive.
This goal is confirmed and clarified in our “illness / injury Claims management
procedure”.
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FIRST AID
INTRODUCTION
First Aid Regulation #1101 of the Workplace Safety and Insurance Act, is based on the
premise that First Aid is a shared responsibility in the workplace. It is an employer’s
obligation to render necessary First Aid immediately, but the responsibility to seek
medical attention promptly, lies with the employee upon incurring an injury.
To ensure active involvement, the Regulation requires that all First Aid stations and
boxes be in the charge and care of workers who hold valid First Aid certificates.
The Regulation outlines the duties of the employer and the employee, as well as the
provisions required in First Aid stations and boxes, to encourage the success of this
shared responsibility.

PURPOSE
The purpose of this section of the manual is:
i)

To clarify the requirements of Regulations #1101 as it pertains to First Aid, and to
demonstrate the value of First Aid procedures to complement the overall Health
and Safety Program at Fieldgate Construction Management Limited.

ii)

To clearly define the responsibilities of the employer/constructor, and employees
who hold and maintain a valid First Aid certificate.

iii)

To outline the general provisions of First Aid stations and boxes.

APPLICABILITY
These Guidelines apply to all work-related accidents and medical aid requirements that
occur as a result of a worker’s employment, and which require the completion of a First
Aid Accident Record or WSIB “Injury/Illness Report” (Form 7).
THE LAW
Regulation #1101 requires that appropriate first aid be provided immediately in the case
of an injury to a worker; that a record be kept of the treatment or advice given to the
worker; and that immediate transportation to a hospital, doctor’s office, or the worker’s
home be provided if necessary.
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EMPLOYER RESPONSIBILITIES
As required by Regulation, Fieldgate Construction Management Limited must
provide a FIRST AID STATION at their workplace and at each job site that contains:
1) A First Aid Box that is clearly identified as such, and that is large enough for each
item to be in plain view, and easily accessible. On a construction project the First
Aid Box will usually be maintained in the Construction Trailer, on site.
2) A Notice Board that displays:
- Valid First Aid certificates of qualification for those workers trained.
- An inspection card to be signed by the inspector, recording inspection dates.
(The inspection card may be located within the First Aid Box, but must be
completed and up to date).
3) A maintained “Accident Record Book” recording all treatment provided by the
qualified First Aid attendant, and accident /injury information as described by the
injured worker. The information in this book must show:
- Date and time of accident.
- Names of witnesses.
- Nature and exact location of injuries to the worker.
- Date, time and nature of each First Aid treatment given.
THE EMPLOYER MUST ENSURE THAT EACH FIRST AID STATION IS IN THE
CHARGE OF A QUALIFIED FIRST AID CERTIFICATE HOLDER WHO WORKS
WITHIN REASONABLE PROXIMITY OF THE FIRST AID STATION, AT ALL TIMES.
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FIRST AID REQUIREMENTS (ONTARIO REGULATION 1101)
Section 10
1) Every employer employing more than fifteen (15) and fewer than two hundred (200)
workers in any one shift, shall provide and maintain at the place of employment one
stretcher, two blankets and a first aid station with a First Aid box containing as a
minimum,
a) A current edition of a standard St. John Ambulance First Aid Manual;

b) 24 safety pins;

c) 1 basin, preferably stainless steel, and

d) dressings consisting of,
i) 48 adhesive dressings, individually wrapped
ii) 2 rolls of adhesive tape, 1 inch wide
iii) 12 rolls of 1-inch gauze bandage
iv) 48 sterile gauze pads, 3 inches square
v) 8 rolls of two-inch gauze bandage
vi) 8 rolls of four-inch gauze bandage
vii) six sterile surgical pads, individually wrapped
viii) 12 triangular bandages
ix) splints of assorted sizes, and
x) 2 rolls of splint padding
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2) The Employer shall ensure that the First Aid Station is at all times in the charge of a
worker who:
i) Is the holder of a valid St. John Ambulance Standard
First Aid certificate, or its equivalent; and
ii) Works in the immediate vicinity of the First Aid Station.

3) the valid first aid certificate of the person in charge of a First aid station, is to be
prominently displayed near the first aid Station, where it is mostly likely to be seen by
workers.
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FIRST AID POLICY AND PROCEDURE
Fieldgate construction management limited is committed to all aspects of workplace
health and safety and will continue to provide every precaution reasonable for the safety
of all of our employees. Accordingly, we will ensure:
•

That our first aid facilities are always open and available; will be maintained to
the highest standard; and be properly equipped as required by specifics of the
workplace, particular construction projects, and legislation.

•

That employees holding a valid first aid certificate will be
prominent in the workplace, and available to provide prompt
and effective first aid care to any injured worker.

•

Where an injury to a worker requires medical attention, the
Injured worker’s immediate supervisor, in consultation with the first aid attendant,
will arrange transportation of the worker to the nearest hospital; to the office of
the worker’s personal physician; or to the employee’s home, whichever is
deemed most appropriate in the circumstances.

•

Where an injury appears to be life threatening or critical, an ambulance will be
called to take the injured worker to the nearest hospital. If the injury is not life
threatening and transportation is provided by the supervisor or taxi, the injured
worker will be accompanied by a first aid attendant, who will provide care for the
injured worker during transportation and will provide injury circumstances and
treatment details upon arrival at the hospital.

•

In the event that an injured worker refuses transportation, the supervisor will call
an ambulance and have professional attendants assess the situation and take
appropriate action.

Costs associated with the first aid certification and refresher courses, will be paid by the
company. Re-training requirements will be monitored & arranged by the employer.
Locations of all of our first aid stations will be clearly marked and names & work
locations of all current first aid certificate holders will be prominently posted. On
construction sites, the posting shall be clearly displayed in the construction
trailer.
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(To be posted at every workplace and project location)

First Aid training shall be a minimum of Standard First Aid certification

TRAINED FIRST AID PERSONNEL
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FIRST AID INSPECTIONS
A valid first aid certificate holder at our head office location and at each construction
project will conduct inspections of the First Aid Box, or boxes, at least quarterly. Each
first aid box will have an inspection card on which the date of the most recent inspection
is recorded, along with the signature of the First Aid Inspector, conducting the
inspection.
FIRST AID INSPECTOR
The first aid certificate holder responsible for each first aid box will ensure that
inspections of the first aid box are conducted. During the inspection, the inspector must
confirm all provisions required by regulation are provided. If supplies are required, a list
will be provided to the office manager or site supervisor (at a construction project), for
replacement of the supplies.
The inspector shall sign and date the inspection card only when the station’s supplies
have been replenished and meet the proper Regulation Standard.
TRAINED FIRST AID CERTIFICATE HOLDER
A trained first aid certificate holder must render first aid immediately as may be required.
Accidents requiring first aid only, still need to be reported to the H&S Representative,
and the First Aid Attendant will complete te accident record in the first aid box. Where
additional medical treatment may be required the First Aid Certificate holder will:
1) Administer the appropriate first aid to the injured worker;
2) Advise the employee of the appropriate forms to be filled out if medical treatment
is required;
3) Advise the worker’s supervisor if there may be lost-time due to the injury, and
that a WSIB. Form 7 (see WSIB. Section 10) should be completed and submitted
by the employer.
4) Record the circumstances and details in the accident report book located at the
first aid station, or in the first aid box.

Each First Aid Certificate holder responsible for a first aid box, will ensure the necessary
materials are contained, and have not exceeded their expiry dates. Included within each
box will be the inventory requirements, and the Certificate Holder will initiate
replacement of inventory, as required.
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FIRST AID KIT INSPECTION RECORD
(15 - 200 workers on any one shift)
* The First Aid Certificate Holder in charge of the First Aid Kit / Box is to inspect the
contents of the box at least quarterly, and initial in the appropriate month only when you
have ensured that all items are in stock, or when missing items have been replaced.

Contents (In addition to a stretcher and 2 blankets)

YES NO

Standard First Aid Manual
24 Safety Pins
1 Basin, Preferably Stainless Steel
Dressings Consisting of:
48 adhesive dressings, individually wrapped
2 rolls of adhesive tape, 1 inch wide
12 rolls of 1-inch gauze bandage
48 sterile gauze pads, 3 inches square
8 rolls of 2 -inch gauze bandage
8 rolls of 4-inch gauze bandage
6 sterile surgical pads, individually wrapped
12 triangular bandages
Splints of assorted sizes
2 rolls of splint padding
INSPECTION CONDUCTED BY: (Initial for the Month Inspected)
Jan.

Feb.

Mar.

Apr.

May

Jun.

Jul.

Aug.

Sept. Oct.

Nov.

Dec.

ANNUAL INSPECTION BY:
Inspected By (Print):

Signature:

Date:

Prepared by H.E.L.P. Safety Services

* Where items are noted to be missing or outdated, notice is to be provided immediately to the
Fieldgate Construction Office Manager or Site Supervisor (at a project) for replenishing of the
supplies. The Inspection Record is not to be signed until the missing or outdated items have
been provided and placed into the First Aid Box.
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ACCIDENT RECORD BOOK
INJURED
WORKER

NATURE &
LOCATION OF
INJURY

TREATMENT
GIVEN

TREATMENT
PROVIDER

DATE

TIME

WITNESSES
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WORKPLACE HAZARDOUS MATERIALS
INFORMATION SYSTEM

(WHMIS)
INTRODUCTION
In Canada, more working days are lost as a result of workplace accidents and illness,
than are lost due to strikes and lock-outs. Findings of a socio-economic impact analysis
estimated the social costs due to hazardous materials in the workplace to be in the
hundreds of millions of dollars. These costs included injuries, illnesses, fatalities, fires
and diseases, and represented approximately 35% of all work related compensation
payments made to injured workers in Canada.
In North America, about one quarter of all workers are exposed to one or more chemical
hazards associated with their daily work. Exposure to hazardous materials may cause
or contribute to numerous serious health disorders, including heart ailments; kidney and
lung damage; sterility; cancer and burns. Some hazardous materials may also have the
potential to cause fires, explosions, and other serious workplace accidents.
Due to the seriousness and escalating cost associated with these health and safety
problems, and the definite lack of information available to workers, action was taken.
Following a consensus proposal developed through extensive consultation with industry
and labour representation; the Federal, Provincial and Territorial Governments all
agreed to implement the Workplace Hazardous Materials Information System - what we
now know as WHMIS.

PURPOSE

WHMIS legislation is designed to reduce the incidence of illness and injury resulting
from the use of hazardous substances in the workplace.
WHMIS provides the legislated tools for all employers to receive up-to-date materials
information needed to educate workers regarding the inherent risks associated with
dangerous and toxic substance use, storage and handling in the workplace.
Fieldgate Construction Management Limited requires all of our personnel and
workers on our job sites to receive WHMIS training, and we encourage all of our
workers, contractors and contract employees, to seek materials information, to consult
data sheets and to participate in, and actively support these workplace precautionary
measures instituted in the interests of employee health and safety.
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THE LAW
AN EMPLOYER / CONSTRUCTOR SHALL:
• Make or cause to be made and shall maintain an inventory of all hazardous
materials and physical agents that are present in the workplace.
•

Ensure that every container in the workplace that contains hazardous material is,
and remains labeled in the prescribed manner.

•

Ensure that Material Safety Data Sheets containing such information as may be
pre-scribed, are obtained or prepared by the employer, and are not more than 3
years old.

•

Ensure that labels and MSDS labels are available in French and English.

•

Ensure that a copy of every MSDS is made available in the workplace in such a
manner that it is readily accessible by all workers who may be exposed to the
hazardous material.

•

Ensure that the workers exposed, or likely to be exposed to a hazardous material
receives instruction and training, and further ensures that the worker participates
in such training as prescribed.

Where an employer is required to disclose information on a label or MSDS that is a
trade secret, the employer may file a claim for exemption from the requirements for that
particular controlled product.
A controlled product may fall in one or more of the following classes:
Class A: Compressed Gas
Class B: Flammable and Combustible Material
Class C: Oxidizing Material
Class D: Poisonous and Infectious Material
1) Very Toxic Material
2) Toxic Material
3) Bio-hazardous Infectious Material
Class E: Corrosive Material
Class F: Dangerously Reactive Material
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The supplier is required to provide a label for each class that the product falls under.
The label has a unique border, and in addition to prominently displaying the prescribed
information, it must be legible, be written in both official languages, and reference the
Material Safety Data Sheet(s).
DEFINITIONS
WHMIS:
Workplace Hazardous Materials Information System
CONTROLLED PRODUCT:
Any product, material or substance specified by the regulations to be included in any of
the classes of the Act. (Bill 79)
SUPPLIER:
Is a manufacturer, processor or packager of a controlled product; or a person who, in
the course of business, imports or sells controlled products.
MSDS:
Material Safety Data Sheet: Contains information regarding controlled products as
prescribed by legislation.
LABEL:
Smaller form of MSDS that identifies the product, shows hazard symbols, risks,
precautions, first aid measures, and name and address of the supplier.
TRADE SECRET INFORMATION
“Confidential Business Information” is information that gives a company an economic
advantage over competitors who do not have access to it.
A supplier or employer may claim an exemption from disclosure of certain information
on a label or MSDS based upon confidential business grounds. However, hazard
information on the material cannot be claimed as confidential.
Reviews of claims for Trade Secret Protection encompass:
• The extent to which the information is known within, or outside the claimant’s
business.
•

The extent or measures taken by the claimant to guard the confidentiality of the
information.

•

The economic value of the information to the claimant or their competitors.

•

The amount of effort or money expended by the claimant in developing the
information.
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If these conditions are adequately satisfied, then the confidential information claim may
be accepted as being genuine, and confidentiality exemptions would be provided.
WHMIS strikes a balance between the need to protect exposed employees and the
need to protect the confidentiality of bona fide confidential information.

RELEASE OF INFORMATION - MEDICAL EMERGENCIES
In the case of medical emergencies, a supplier or employer must immediately disclose,
in confidence, confidential information about a controlled product in his or her
possession, to a treating physician or registered or licensed nurse, when the information
is needed for the medical diagnosis of treatment for employees in a workplace.
OUR STEPS TO ACHIEVING WHMIS COMPLIANCE
•

We keep all M.S.D. Sheets current, and readily available to workers.

•

We require all of our contractors to have their own MSDS’s on-site and available.

•

We work with our H&S Representatives to determine training requirements.

•

We require all of our suppliers to provide accurate labels and MSDS’s.

•

We will prepare our own labels and MSDS’s where appropriate.
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MATERIAL SAFETY DATA SHEETS
SUPPLIER

EMPLOYER

- Must prepare or obtain MSDS’s in both
both official languages for each controlled product they sell or impart.

- Must obtain an MSDS for each controlled product used in their workplace.

- Are required to provide the MSDS in
the official language or languages
requested by the purchaser.

- May use an MSDS developed inhouse provided it has the same contents as the supplier’s, and indicates
that a supplier MSDS is available.

- MSDS content requirements are:
Product Identity Information,
Hazardous Ingredients, Physical
Data, Explosion Data, Reactivity
Data, Toxicological Properties,
Name, Address, and Phone # of
Company Dept. Responsible for
Preparing MSDS, and Update of
MSDS at least every 3 years.

- Must provide MSDS’s for hazardous
materials produced in their own
workplaces.

- Employer may produce MSDS in
any language appropriate for their
workplace, but must be in addition
to English and French.

LABELS
SUPPLIER
• Must ensure that all products leaving their premises are labeled with a product
identifier indicating: Brand, code or chemical name - Appropriate hazard
symbols- Risk phrases - Precautionary measures - First Aid measures - Name
and address of Manufacturer. Labels must be Legible - In both English & French
– Prominently displayed on the container – and must reference the MSDS.
EMPLOYER
• Must ensure that supplier has provided containers for controlled products that are
labeled with a WHMIS supplier label.
•

Ensure that the supplier label remains on the container and is legible.

•

Where a product has been decanted, the employer is required to provide a
workplace label containing prescribed information and referencing the supplier
provided MSDS.
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WORKER EDUCATION AND TRAINING (WHMIS)
Fieldgate Construction Management Limited requires all employees and contract
personnel who may be exposed to hazardous substances or materials in the course of
their duties, to have WHMIS training and to be provided a certificate of course
completion.
We expect this training to result in all employees and contract personnel having, and
being able to apply, the information necessary to conduct their work duties in a safe and
productive manner. Our WHMIS Program will be maintained in consultation with our
Department Managers, Site Supervisors and Project Managers, as well as our H&S
Representatives. The Program provides for explanation of the MSDS’ s (Material
Safety Data Sheets) and labeling with respect to:
- Content,
- Purpose,
- Significance of information contained on the label and MSDS,
- Procedures for safe handling,
- Procedures for fugitive emissions,
- Emergency Procedures.
Fieldgate Construction Management Limited will review our WHMIS program and
policies in consultation with our H&S Program participants at least annually, (more
frequently if required due to a change in process or conditions) to ensure the adequate
provision of education and training regarding worker exposure to any hazardous
materials.
WHAT IS WHMIS?
Workplace Hazardous Materials Information System legislation came into effect in
October, 1988. The intent of the legislation was to ensure that workers know the
hazards associated with the use, handling and storage of controlled products such as
chemicals and biological substances; and the precautionary measures to prevent
worker injury or illness.
Controlled products under WHMIS legislation include six (6) classes, identified by
appropriate symbols.
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WHMIS gives workers the right to know about the chemical and/or biological hazards
associated with products they may come in contact with, by providing information in
three (3) ways:
1) Labels
2) Material Safety Data Sheets (M.S.D.S.’s)
3) Training

1. LABELS
Supplier labels are required to be affixed to containers of controlled products with a
volume of over 100 ml., and must include:
- Product identification
- Appropriate hazard symbols
- Risk phrases (such as “Dangerous if Inhaled”)
- Precautions (such as “Wear Protective Glasses”)
- First Aid measures
- Supplier identifier
- Reference to the MSDS
- All must be inside a WHMIS frame and in English and French
Workplace labels are required when controlled products are produced and used in a
workplace, or have been decanted or transferred from the original supplier-labeled
container to another container. A workplace label must include the following items:
- Product identifier
- Safe handling instructions
- Reference to the MSDS
2. MATERIAL SAFETY DATA SHEETS
Data sheets must provide the following items:
- Product identifier
- Hazardous ingredients
- Physical data
- Fire and explosive data
- Reactivity data
- Health hazards
- Preventative measures
- First Aid measures
- Name and phone # of person who prepared the MSDS and the
date of preparation.
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The MSDS must be re-evaluated and re-written when altering, changing, or modifying
the formula of the controlled product(s), or at least every three (3) years.

3. WORKER TRAINING
The employer must ensure that all workers who work with controlled products or in
proximity to controlled products, are trained regarding:
- WHMIS legislation and the purpose of labels and data sheets
- Procedure for safe handling, storage, use and disposal
- Emergency procedures

** NOTE: Material safety data sheets must be readily available at the workplace and
must be accessible to all workers.
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WHMIS - HAZARD IDENTIFICATION SYMBOLS

WHMIS Border
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WHMIS WORKPLACE LABEL
Workplace labels on a controlled product must include the following information:
•

Identify the product

•

List precautionary measures to be used through statements or pictograms
(symbols).

•

Make reference to the availability of a material safety data sheet.
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(WORKER) HEALTH AND SAFETY REPRESENTATIVES
INTRODUCTION
A central theme of the Occupational Health and Safety Act is the requirement for
everyone in a workplace to share the responsibilities for occupational health and safety.
Health and Safety Representatives are a legislated mechanism for maintaining this
cooperative effort.
The H&S Representative serves as an advisor to an employer or constructor who
regularly employs less than twenty (20) workers (or at a construction project of less than
three (3) months duration), by identifying health and safety hazards and concerns,
bringing them to the attention of supervision, and by making recommendations for the
satisfactory resolution of those concerns. The one primary goal that directs these efforts,
is to make the workplace safer for all employees.
FIELDGATE OBJECTIVES OF HEALTH AND SAFETY REPRESENTATIVES
Health and Safety Representatives work with the employer or constructor to ensure that
all health and safety concerns and hazards are identified are brought to the attention of
workplace supervision for discussion and resolution. At any Fieldgate Construction
workplace or project where there are more than five (5) workers, we will have a H&S
Representative selected from amongst the workers at that project, or workplace. H&S
Representatives ensure that worker concerns and safety hazards are brought to the
attention of appropriate supervision, and are not ignored or neglected. Health and safety
concerns or hazards that get discussed should be recorded on a form designed for that
purpose, and will assist in consistent communication and subsequent follow-up.

PURPOSE
The purpose of this section is:
1. to clarify and document the role of the Health and Safety Representative(s) within
the Fieldgate Construction Management Limited Health and Safety Program;
2. to define responsibilities of the Health & Safety Representative(s), and
3. to clarify management authority and responsibility for workplace health and
safety, and incorporate that authority into the activities of the Health and Safety
Representative(s).
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THE LAW
STRUCTURE
A Health and Safety Representative is required at every workplace and construction
project that regularly employs five (5) or more workers.
The health and safety representative shall be a worker who does not exercise any
managerial function at the workplace, and shall be selected from amongst the workers
they are to represent, or by the Trade Union, if there is one representing workers.

H&S REPRESENTATIVE FUNCTIONS
The H&S Representative has authority to identify situations that may be a source of
danger or hazard to workers, to report those findings to the employer, and to make
recommendations for the resolution or correction of those potential hazards.
H&S Representatives have several rights and duties which include:
1. to identify hazards;
2. to make recommendations to the employer or constructor regarding:
i) job site improvements for health and safety considerations, and worker training;
ii) establishing, maintaining, and monitoring health and safety programs;
iii) designated substance assessments, with employer consultation;
iv) designated substance control programs, with employer consultation;
3. to notify an inspector of the Ministry of Labour concerning health and safety disputes;
4. to notify the Ministry regarding workplace disputes concerning duties to establish a
committee, regulations for designated substances, and/or order compliance;
5. to be consulted by the employer re. WHMIS provisions and their implementation;
6. to be consulted by the employer regarding any workplace testing to be conducted,
and to be present at the commencement of any testing;
7. to be consulted by the employer regarding industrial hygiene testing, investigations,
and strategies.
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HEALTH AND SAFETY REPRESENTATIVES ARE ENTITLED TO REQUEST AND
OBTAIN
•

Information from the employer regarding potential workplace hazards.

•

An annual WSIB summary of worker accidents, illnesses, and medical aid.

•

Copies of designated substances and control programs, including air sampling
results.

•

Assistance and cooperation from the employer in carrying out his functions and
duties.

•

Copies of up-to-date hazardous materials inventory, and workplace M.S.D.S.’s.

•

Copies of biological or chemical agent assessments produced at the workplace.

•

Information and assistance necessary to conduct regular inspections.

•

Copies of any orders made or issued by a Ministry of Labour Inspector.

•

Notice of all lost time or medical aid accidents that happen at the workplace,
within four (4) days of the occurrence.

•

Responses from the employer to all recommendations made in writing, within
twenty-one (21) days of the employer receiving the recommendation.

•

Copies of, and revisions to the employer H&S Policy and safe work procedures.

•

Written instructions prescribed for the measures and procedures to be taken for
worker protection.

FUNCTIONS AND DUTIES OF INDIVIDUAL H&S REPRESENTATIVES


Conducting inspections of the workplace or project to identify sources of danger
or hazards to workers; reporting hazards to supervision; and providing written
recommendations for the employer’s response;



Accident investigations, including critical injuries and fatalities;



Accompanying Ministry of Labour Inspectors, and attending work refusal
investigations;
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Be present to ensure hygiene related testing procedures and results are valid.

EMPLOYER RESPONSIBILITIES REGARDING THE H&S REPRESENTATIVE
•

The employer will provide assistance to the H&S Representative in the carrying
out of any prescribed duties.

•

The employer shall afford a H&S Representative assistance in the conduct of
regular workplace inspections.

•

The employer shall post and keep posted in the workplace, the name and work
locations of the Health & Safety Representative(s), in a conspicuous place.

•

The employer shall provide the H&S Representative with copies of an order
made or issued by an Inspector of the Ministry of Labour, and shall notify the
Representative of compliance with the order, and action taken to comply.

•

The H&S Representative shall be informed by the employer where a person is
killed or critically injured at a project, and shall do so immediately by
telephone or telegram if necessary.

•

Where an accident, explosion or fire causes injury to a person disabling them
from performing their regular duties or requiring medical attention, the employer
shall notify the H&S Representative in writing within four days of the occurrence.
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HEALTH & SAFETY REPRESENTATIVE(S) FUNCTIONS
WORKPLACE INSPECTIONS
The H&S Representative has a responsibility to identify hazards and dangerous
situations at the project or workplace. The most effective method of identifying potential
hazards to workers is to conduct regular planned inspections of the project, or facility.
The H&S Representative is entitled to, and shall conduct inspections of their workplace
or job site, each month. It is recognized that the most effective inspections will usually
be those conducted by an “inspection team”, including the H&S Representative and a
management representative or the Site Supervisor, whenever possible.
It is often recommended that a person with authority to implement corrective measures
accompany the inspection. If potential hazards are not corrected, the H&S
Representative will be expected to make recommendations to the employer for
corrective action. Most recommendations will result from the inspection process.
MONTHLY INSPECTIONS
Monthly inspections will be conducted by a H&S Representative, accompanied by a
Department Manager, or by the Site Supervisor on a project, whenever possible.
Unsafe conditions and practices observed during the inspection, or concerns expressed
by workers during the course of the inspection, will be documented on the Corporate
“H&S Representative Workplace Inspection Form”, and assigned a Hazard Rating as
directed by the Inspection Form. Items that are complied with at the time of the
inspection will still be recorded on the Form, for follow up at future inspections.
Workplace inspection reports shall be provided to:
- the Site Supervisor and the Project Manager on construction projects,
- the Office Manager if the inspection is at the Fieldgate Office location,
- and a copy will posted at the jobsite, usually in the construction trailer.
MINISTRY OF LABOUR INSPECTIONS
The H&S representative will accompany the Ministry of Labour Inspector during any
visits, investigations, or inspections. The H&S Representative will be notified when an
Inspector arrives at the project or workplace to conduct official duties, and shall be
provided the necessary time from work to accompany the Inspector.
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INVESTIGATION OF WORKPLACE ACCIDENTS
The Office Manager or the Site Supervisor on a project, shall conduct investigations of
accidents and injury that occur at a workplace or on a job site, accompanied by the H&S
Representative whenever possible,
•

The most effective accident prevention system, is effective accident investigation.
In the continued interests of accident prevention, all lost-time workplace
accidents or near misses that could have resulted in a serious accident, shall be
investigated by an inspection team that includes the H&S Representative, the
appropriate Manager, or the Site Supervisor on a project.

•

The H&S Representative shall be advised immediately of any critical injury that
occurs at a workplace or on a job site. The H&S Representative will be provided
the opportunity to investigate the circumstances surrounding the accident,
assisted by the Manager or Site Supervisor, and will provide a report to the
employer including recommendations to prevent a recurrence.

•

Where a H&S Representative conducts an investigation of a critical or fatal injury,
the report of the findings including recommendations, is to be provided to the
Ministry of Labour, upon request.

RECOMMENDATIONS TO THE EMPLOYER
When a H&S Representative identifies an unsafe condition or potential hazard at the
workplace that has not been resolved in any other manner, the H&S Representative is
expected to provide a written recommendation for correction of the hazard, or unsafe
condition, to the Office Manager, or to the Director of Construction, on a project.
The recommendation shall be written on the “Health and Safety Recommendations to
the Employer” forms provided for that purpose, and given to the Director for a response.
Directors shall respond in writing to the H&S Representative within twenty-one (21) days
of the recommendation, indicating status of the issue, and a timeframe for completion of
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any corrective action. Construction Director’s responses shall be copied to the Vice
President, for information, and follow-up as may be necessary.
POTENTIAL HAZARDS AND WORKER HEALTH AND SAFETY CONCERNS
Workers may approach a H&S Representative with a H&S concern or potential health or
safety hazard. In such instances, the H&S Representative will inform the worker that it is
a duty under the Act for workers to report hazards to their Supervisor. The H&S
Representative will make every effort to ensure the worker reports the concern to
supervision, including accompanying the worker to speak to supervision, if necessary.
When Supervisors are informed of a worker safety concern or hazard, they shall
promptly and courteously address the issue with the worker. If the supervisor cannot
correct or resolve the issue at the time of reporting, he/she will notify the worker of an
approximate time frame for the concern to be resolved.
If the concern is not satisfactorily resolved and is not imminent, the worker may take the
concern to the H&S Representative and request that it be addressed at the earliest
opportunity, or by a written recommendation to the employer. When the employer has
addressed the concern and/or responded to the recommendation with a resolution of the
issue, the worker shall be notified; and shall be further informed when the concern is
resolved.
If the concern appears to pose an imminent hazard, and the extent of the hazard has
been explained to the Manager or Site Supervisor on a project, and remains
uncorrected; the worker is advised to exercise the right of refusal pursuant to Section 43
of the Act, if the circumstances of the concern are likely to endanger himself/herself, or
another worker.
In the case of a work refusal, reference should be made to the Work Refusal section of
this Manual.
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H&S REPRESENTATIVE – APPENDIX 1
Use the following as a guideline when performing an accident investigation to ensure
you are getting as complete a picture as possible of what happened. Have you clearly
identified:
WHO?
Who was involved in the accident?
What is their job?
What were they doing at the time of the accident?
Was he/she properly trained for the job?
Who else witnessed the accident?
What were they doing at the time of the accident?
Where were they at the time of the accident?
Who saw what happened?
Who heard what happened?
Who reported the accident?
WHAT?
What equipment was involved?
What was it being used for at the time?
Was it being used under normal circumstances?
What was its condition, use, maintenance, etc.?
Was the equipment properly guarded?
What materials were involved?
What were they being used for?
Was this a proper use of them?
What known hazards do these materials have? (i.e. toxicity, radiation, etc.)
If hazards exist were the materials being used/handled properly?
Were proper procedures in place and do the procedures need upgrading?
WHERE?
Where did the accident happen?
What was the layout?
What was the condition of the workplace/site at the time? (i.e. floor,
housekeeping,
traffic, lighting, noise, distractions, temperature etc.)
Could weather have been a factor in the accident?
Where did the accident happen in the flow of operations?
Where were people (identified in the “who” above) positioned relative to the
accident?
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WHEN?
When was the accident reported?
At what time during the working shift did it occur? (ie: early into the shift, or
late?)
On what day/time?
HOW?
How did the accident happen?
Do you need to re-interview witnesses?
Do you need to ask more questions?
Can you use the answers to these questions to produce a detailed
description

Investigated by:

Print Name

Sign
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FIELDGATE CONSTRUCTION - ACCIDENT INJURY /
ILLNESS INVESTIGATION REPORT
Name (Last)

(First)

(Middle Initial)

Address

(Apt. #)

City/Town

Telephone #: (Home)

(Work)

/
/
Date of Occurrence

Position

Job Site & Location

Postal Code
Project Foreman

Telephone #

Reported To

Date and Time Reported

am
pm
Time of Occurrence

Describe the Injury/Illness:

Describe How the Injury/Illness Occurred:

List Witnesses or Additional Persons Involved: (Witness statements should be recorded on a separate page)

List any Additional Pertinent Information Concerning the Incident: (i.e. Training Provided, Safety Equipment or Precautions
Taken)

What Corrective Measures, if any, Have Been Taken, or Will be Taken?

Has an assessment of the scene been conducted (Include diagrams, photos, etc.) and attached to this report?
Yes
No
Investigate By:
Name

Date

Phone Number

Name

Date

Phone Number

Name
Date
Phone Number
* A copy of this report is to be posted and a copy provided to the H&S Representative* Prepared by H.E.L.P. Safety Services
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H&S REPRESENTATIVE’S
RECOMMENDATIONS TO EMPLOYER
H&S Representative:

Recommendation Date:

Job Site & Project:
** Recommendations go to Director of Construction if a project and the Office Manager if not Construction **

Issue #1:
Discussion:

Recommendation:

Issue #2:
Discussion:

Recommendation:

Issue #3:
Discussion:

Recommendation:

H&S Representatives Name:
Print

Sign

Distribution: Director of Construction - Site Supervisor or Office Manager (Non-Const.’n) - Posting Board
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EMPLOYER RESPONSES TO H&S REPRESENTATIVE
RECOMMENDATIONS
Job Site & Project:

Recommendation Date:

Response To H&S Recommendation Regarding Issue #1:

Corrective Action:

Responsibility to Implement:

Completion Date:

Response To H&S Recommendation Regarding Issue #2:

Corrective Action:

Responsibility to Implement:

Completion Date:

Response To H&S Recommendation Regarding Issue #3:

Corrective Action:

Responsibility to Implement:

Completion Date:

On Behalf of the Employer
Title

Date

** Written Responses Must be Provided to Recommendations Within 21 Days **
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JOINT HEALTH AND SAFETY COMMITTEES
INTRODUCTION
A central theme of the Occupational Health and Safety Act is the requirement for
everyone in a workplace to share the responsibilities for occupational health and safety.
Joint Health and Safety Committees are a legislated mechanism for maintaining this
cooperative effort.
The Joint Committee serves as an advisor to the employer by identifying and evaluating
workplace health and safety concerns, and making recommendations for the
satisfactory resolution of those concerns. The one primary goal that directs the Joint
Committee efforts is to make the workplace safer for all employees.

JOINT COMMITTEE OBJECTIVES
Joint Health and Safety Committees work hard to ensure that workplace health and
safety hazards and concerns are identified and discussed in a cooperative forum. They
ensure that potential hazards are addressed, and that recommendations for resolution
of H&S issues are made to the employer, and responded to in twenty-one (21) days.

PURPOSE
The purpose of this section is:
a) to clarify and document the role of the Joint Health and Safety Committees in the
Fieldgate Construction Management Limited Health and Safety Program;
b) to define the responsibilities of the Joint H&S Committees and the members;
c) to clarify and document management authority and responsibility for workplace
safety, and to incorporate that authority into the activities of the Joint Committees
and their members.
This section will describe the expectations of our joint H&S Committees and their
members, and explain their roles and duties at workplaces and on construction sites as
may be required.
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THE LAW
COMMITTEE STRUCTURE
A Joint Health and Safety Committee is required at every workplace that regularly
employs twenty or more workers, or at a project with twenty or more workers, that is
expected to last more than three (3) months. It must consist of at least four persons if
the workplace or project employs fifty (50) or more workers; or a minimum of two
persons if the workplace employs less than fifty (50) workers.
At least half the members of the Committee shall be workers who do not exercise any
managerial function at the workplace, and shall be selected from amongst the workers
they are to represent, or by the Trade Union, if there is one representing workers.
The remaining members shall be selected from persons who exercise managerial
functions at the workplace, or construction project.

COMMITTEE FUNCTIONS
The Joint Committee shall meet at least once every three months at the workplace, or
as otherwise agreed, and they shall keep minutes of their proceedings and make them
available to a Ministry of Labour Inspector, upon request. Where a Committee is
required at a project and the site employs fifty (50) or more workers, there a Worker
Trades Committee shall be established.
Joint Committees have considerable rights and duties which include:
•
•

•
•
•
•
•

To identify hazards;
To make recommendations to the employer regarding:
1. workplace improvements for health and safety considerations, and worker
training;
2. establishing, maintaining, and monitoring health and safety programs;
3. designated substance assessments, with employer consultation;
4. designated substance control programs, with employer consultation;
To notify an inspector of the Ministry of Labour concerning health and safety
disputes;
To notify the Ministry regarding workplace disputes concerning duties to establish
a committee, regulations for designated substances, and/or order compliance;
To be consulted by the employer re. WHMIS provisions and their implementation;
To be consulted by the employer regarding any workplace testing to be
conducted, and to be present at the commencement of any testing;
To be consulted by the employer regarding hygiene testing, strategies and
results.
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JOINT COMMITTEES ARE ENTITLED TO REQUEST AND OBTAIN
•

Information from the employer regarding potential workplace hazards.

•

An annual WSIB summary respecting worker accidents, illnesses, and medical
aid.

•

Copies of designated substances and control programs, including all sampling
results.

•

Assistance and cooperation from the employer in carrying out its functions and
duties.

•

Copies of up-to-date hazardous materials inventory, and workplace M.S.D.S.’s.

•

Copies of biological or chemical agent assessments produced at the workplace.

•

Information and assistance as necessary to conduct regular inspections.

•

Copies of any orders made or issued by a Ministry of Labour Inspector.

•

Notice of all lost time or medical aid accidents that happen at the workplace,
within four days of the occurrence.

•

Responses from the employer to all recommendations made in writing, within 21
days of the employer receiving the recommendation.

•

Copies of, and revisions to the employer H&S Policy and program to implement
it.

•

Written instructions prescribed for the measures and procedures to be taken for
worker protection.

FUNCTIONS AND DUTIES OF INDIVIDUAL COMMITTEE MEMBERS
Joint Committees may appoint at least one of their members for:
•
•
•
•
•

Conducting workplace inspections, and reporting sources of danger to the
employer and to the committee;
Accident investigations, including critical injuries and fatalities;
Accompanying Ministry Inspectors, and attending work refusal investigations;
Becoming a “certified member”, and exercise the functions and duties thereof;
Co-Chair the Joint Committee meetings.
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EMPLOYER RESPONSIBILITIES REGARDING THE JOINT COMMITTEE
The employer will provide assistance to the Joint Committee and its members in the
carrying out of any of their prescribed duties.
The employer shall afford a member of a committee assistance in the conducting of
regular workplace inspections.
The employer shall post and keep posted in the workplace or project, the names and
work locations of the Joint Committee members, in a conspicuous place.
The employer shall provide the Committee with copies of an order made or issued by an
Inspector of the Ministry of Labour, and shall notify the Committee of compliance with
the order, and action taken to comply.
The Committee shall be informed by the employer where a person is killed or critically
injured at the workplace, and shall do so immediately by telephone or email if
necessary.
Where an accident, explosion or fire causes injury to a person disabling them from
performing their regular duties or requiring medical attention, the employer shall notify
the Committee and shall give notice in writing within four days of the occurrence.
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FIELDGATE CONSTRUCTION CORPORATION – JOINT
HEALTH & SAFETY COMMITTEES
STRUCTURE OF THE COMMITTEES
Fieldgate Construction Management Limited will establish a Joint H&S Committee at
every project with twenty (20) or more workers when the project duration is of more than
three (3) months. The 5400 Yonge Street Office will establish a Joint H&S Committee
when there are more than twenty (20) employees at that location. Each committee will
have at least one (1) Management representative who also acts as the Employer CoChair. On a project, the Site Supervisor will be the management Co-Chair, and at the
5400 Yonge St. location the Office Manager will be the Co-Chair. Worker members will
be selected from amongst the workers who do not have a managerial function at the
project, or the Yonge St. Office. Each committee will Co-Chaired by a worker member
selected by the worker members of the Committee at that location. All Joint H&S
Committee Co-Chairs (management and worker) shall receive Certification training.
Where a Site Assistant is assigned to a project, he/she shall be the Fieldgate H&S
worker member on the Joint H&S Committee. At least one other worker shall be
selected from amongst the trades on site.
MEETINGS OF THE COMMITTEES:
All Joint Committees will meet at least once every three (3) months at the workplace, on
a pre-determined day, week and location; and shall meet more frequently if the
employer and members deem it necessary. Regular committee meetings shall include:
a review of the minutes from the previous meeting
a review of unfinished business
review of workplace inspection reports (discussing only items not corrected)
review of quarterly accident and incident summary
review of any accident investigation reports (evaluation to prevent recurrence)
review of all Injury/Illness reports since last meeting
review of employer’s responses to previous meeting recommendations
consensus and drafting of recommendations to the employer
new business as identified on the agenda, and confirmation of the next meeting
Minutes of the meetings shall be recorded, and reviewed by the Co-Chairs at the
completion of each meeting to ensure an accurate reflection of the discussions and
consensus of the Committee. The Employer Co-Chair will ensure that the minutes are
typed, filed, and copied to:
JHSC members, the Project Manager(s), the Director(s) of Construction, the Site
Trailer for Posting and the Office Manager for internal distribution.
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Names shall not be used in the minutes, except to indicate attendance. A copy of the
minutes of meetings will be posted at each location, where they are likely to come to the
attention of the most workers.
FUNCTIONS OF THE COMMITTEE
WORKPLACE INSPECTIONS
Joint H&S Committees have the responsibility to identify hazards and dangerous
situations at the workplace. One of the best methods of identifying hazards is to conduct
regular planned inspections of each project or workplace location.
A worker member selected by the worker members of the Committee, are entitled to
conduct inspections of that workplace or project location. The most effective inspections
will occur when conducted jointly by the worker member and the Site Supervisor.
A “supervisor’s” responsibility for his/her work area cannot be delegated, and they shall
be responsible to resolve and respond to all H&S items noted in the worker inspection
reports. Responses should be in writing and copies shall be maintained in the
Construction Trailer for the duration of the project.
MONTHLY INSPECTIONS
Monthly inspections are conducted by a selected worker member of the Committee,
preferably the certified member; and shall be accompanied whenever possible by the
Site Supervisor or the Office Manager for 5400 Yonge Street inspections, in accordance
with a “schedule of inspections”, established by the Joint Committee.
Although workplace inspections are “worker driven” by legislation, the best inspections
are conducted in teams, and will include discussions with workers on site about H&S
practises and concerns.
Unsafe conditions and practices observed during the inspection, or concerns expressed
by workers during the course of the inspection, are documented on the Joint H&S
Committee “Safety Inspection” forms (See Sec.8 of this Manual). Items that are
complied with at the time of the inspection should still recorded on the Form, as a
reminder for follow-up at future inspections.
The worker conducting the inspection will provide the Inspection Report to the Site
Supervisor, who shall respond to the items on Inspection Response forms created for
that purpose. Responses will be provided to the worker Co-Chair and copies of the
Report and Responses provided to the Project Manager. The Project Manager will
ensure copies of the inspection forms and their responses are provided to:
•
•

the Office Manager for filing and distribution as may be appropriate; and
the Construction Trailer for posting.
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MINISTRY OF LABOUR INSPECTIONS
The certified worker member of the Committee shall accompany a Ministry of Labour
Inspector during any visits, investigations, or inspections of the workplace. The member
will be notified when an Inspector arrives at the workplace to conduct official duties, and
be provided the necessary time from work to accompany the Inspector.
INVESTIGATION OF WORKPLACE ACCIDENTS
The Site Supervisor on a project, or the Office Manager at the 5400 Yonge St. location,
shall investigate accidents or injuries that occur at their site or location. Wherever
possible, the H&S Representative or worker Co-Chair of the Committee if there is one,
shall be notified and assist the investigation.
The most effective accident prevention system is effective accident investigation. In the
interests of accident prevention, all lost-time workplace injuries or near miss incidents
that could have resulted in an accident, will be investigated by an inspection team that
includes the Site Supervisor, Office Manager (for non-construction) and the H&S
Representative or the worker Committee Co-Chair where there is a Committee.
A complete list of incidents & accidents to be investigated can be found in Section 15,
the Accident / Injury Investigations Sections of this Manual (See Section 15).
The H&S Representative or worker Co-Chair where there is a Committee, shall be
advised immediately of a critical injury that occurs, and shall investigate the accident
with the Site Supervisor or the Office Manager (non-construction); and they will provide
a report of their investigation to the Vice President. The report shall include the findings
and recommendations to prevent a recurrence. A copy of the investigation report shall
be provided to the Joint H&S Committee if there is one.
Where an investigation of a critical or fatal injury has been conducted, the report of the
findings including recommendations, is to be provided to the Ministry of Labour, upon
request.
WORKER ACCESS TO JOINT COMMITTEE INFORMATION
The names and work areas of all Joint Committee members shall be posted at the work
location in a conspicuous place likely to come to the attention of all workers. The list will
be updated as changes occur to the Committee’s membership.
A copy of the Act and any relevant explanatory material will be posted in the workplace,
where likely to come to the attention of workers.
A copy of all Ministry of Labour Inspection Reports, and any orders issued shall be
posted in the workplace, long enough to come to the attention of workers.
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WORKER HEALTH AND SAFETY CONCERNS AND WORKPLACE HAZARDS
Workers may approach a Joint Health and Safety Committee member with a concern
regarding safety or health, or a workplace hazard. In such instances, the member must
inform the worker that it is a duty under the Act for a worker to report hazards to their
Supervisor. The member will make every effort to have the worker report the concern to
the appropriate Manager of the Site Supervisor, and will accompany the worker to speak
to them, if appropriate.
When Supervisors or Managers are informed of a safety concern or potential hazard,
they shall promptly and courteously address the issue with the worker. If they cannot
correct or resolve the issue at the time of reporting, he/she will notify the worker of an
approximate time frame for the concern to be resolved.
If the concern is not satisfactorily resolved and is not imminent, the worker may discuss
the concern with a member of the Joint Committee and request that it be addressed by
the Committee at the earliest opportunity; in any case, not later than the next meeting.
When the Committee has evaluated the concern and/or made a recommendation for the
resolution of the issue, the worker shall be notified; and shall be further informed when
the correction has taken place.
If the concern appears to pose an imminent hazard, and the extent of the hazard has
been explained, and remains uncorrected; the worker may choose to exercise the right
of refusal pursuant to Section 43 of the Act, where the circumstances of the concern are
likely to endanger himself/herself, or another worker. The worker may also choose to
bring the hazard to the attention of a “Certified” Committee member who has the option
of exercising bilateral work stoppage alternatives, as prescribed by Section 45 (4) & (5)
of the Occupational Health and Safety Act.
EFFECTIVE JOINT HEALTH AND SAFETY COMMITTEES
CONSIDERATIONS
The most effective Joint Health and Safety Committees operate cooperatively as a
team, focusing their mutual efforts on workplace hazard identification and resolution.
Successful committees avoid confrontation in their meetings and functions, and follow
established procedures for conducting business that allow them to concentrate on their
workplace health and safety initiatives.
Some of the particulars to consider when establishing, or attempting to “revitalize” a
Joint Committee, may include the following:
•

An appropriate Committee structure that is truly representative of the workplace
and considers member availability to perform duties, their training, and the roles
of certified members.
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Effective Co-Chair selection and agreeable arrangements for alternating Chair
duties.
The selection of alternate members to the Committee, and when they should
attend.
Regular meeting schedule for committee meetings, established annually, setting
out meeting frequency, dates, locations and times.
The attendance of “resource” persons, or advisors to Committee meetings.
The role and number of “certified” members, and how they are best selected.
Establishing a workplace inspection schedule to encourage participation of all
committee members, and determine areas requiring the most inspection focus
Most efficient and timely method of providing accident information, statistics, and
other health and safety information to the Committee.
Conducting responsive and productive accident investigations, with pre-agreed
arrangements concerning the nature of accidents to be investigated, and by
whom.
The timely development and circulation of accident investigation reports, with
clear understandings of roles and responsibilities.
The selection of members to accompany Ministry of Labour Inspectors, and
notification
To the worker and their supervisor, and release of the worker from normal duties.
The selection and training of the worker member to attend work refusal
investigations.
Selection of the worker member entitled to be present at the commencement of
workplace health and safety related testing.
The taking of Committee minutes, including who actually does the note-taking,
and what is the most appropriate documentation format
How will the Co-Chairs edit and sign the minutes prior to circulation and posting,
and how will the recommendations be most effectively documented.
Establishing a quorum for members’ attendance to conduct committee meetings.
Implement consensus building as a basis for committee conduct and decisions.
A procedure for the referral and resolution of Committee disputes.
Regular reviews of Committee responsibilities, expectations, successes and
failures; and the necessary training or other means for consistent Committee
improvement.
Such other health and safety practices or procedures that may be effective or
relevant to the particular workplace.
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TERMS OF REFERENCE
Joint Committee Terms of Reference (Guidelines) should be established as a guide for
all Joint Committees and their members, to assist in the coordination, and effective
concern resolution activities confronting the Joint Committees.
Although the Act prescribes specific duties and responsibilities for Joint Committees at
the workplace, it does not define how best to conduct those duties.
Written Guidelines should be developed to meet the specific needs and considerations
of each workplace Joint H&S Committee.
Guidelines can act as an effective blueprint for cooperative and productive Joint
Committee operations, setting out exactly how the structure, functions, and duties
prescribed by the Act are carried out at.
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JOINT H&S COMMITTEE MEMBER CERTIFICATION
POLICY
To promote effective and cooperative Joint Health and Safety Committees and
productive members, we recognize the benefit of having our joint committee members
specially trained to conduct the responsibilities and duties prescribed by The
Occupational Health and Safety act.
All site supervisors and the office manager at our 5400 Yonge Street Office, shall
undergo “certification” training. We will also endeavor to train & maintain a resource pool
of certified non-managerial worker members. This effort is made to increase awareness
of legislation and workplace health and safety issues for committee members to
enhance their conduct of these important workplace responsibilities.
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JOINT HEALTH AND SAFETY COMMITTEE
MEETING MINUTES
Meeting Date:
Employer Co-Chair:

Year:
Worker Co-Chair:

IN ATTENDANCE
Employer Members

Yes

No

Yes

Worker Members

No

AGENDA ITEMS RESOLVED WITHOUT A RECOMMENDATION
#

Issue/Concern

Proposed Resolution

Completion
Date

1
2
3
4
5
6
7
8
9
10
Distribution

1 - JHSC

2 - Site Supervisor & Project Manager

3 - Office Manager

4 - Posting Board Location
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Agenda
Item #

Additional Safety Issues/Agenda Items Discussed

* Recommendation

Yes

No

In my opinion these minutes reflect the general discussions and deliberations:

Employer Co-Chair

Worker Co-Chair

* For Recommendations and Management Responses, Refer to Following Page(s)
Date of Next Meeting:

Distribution

1 - JHSC

Page

2 - Site Supervisor & Project Manager

3 - Office Manager

of

4 - Posting Board Location
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JOINT HEALTH AND SAFETY COMMITTEE
MEETING MINUTES
Meeting Location:

Meeting Date:

** Recommendations to the Director of Construction if a project and the Office Manager if not Construction**

Joint H&S Committee - Recommendations to the Employer
Issue #1:
Discussion:

Recommendation:

Issue #2:
Discussion:

Recommendation:

Issue #3:
Discussion:

Recommendation:

Page
Distribution

1 - JHSC

2 - Site Supervisor & Project Manager

3 - Office Manager

of
4 - Posting Board Location
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JOINT HEALTH AND SAFETY COMMITTEE
MEETING MINUTES
Meeting Location:

Meeting Date:

EMPLOYER RESPONSES TO JOINT H&S COMMITTEE RECOMMENDATIONS
Response To H&S Recommendation Regarding Issue #1:

Corrective Action:

Responsibility to Implement:

Completion Date:

Response To H&S Recommendation Regarding Issue #2:

Corrective Action:

Responsibility to Implement:

Completion Date:

Response To H&S Recommendation Regarding Issue #3:

Corrective Action:

Responsibility to Implement:

Completion Date:

On Behalf of the Employer
Title

Date

** Written Responses Must be Provided to Recommendations Within 21 Days **
Distribution

1 - JHSC

2 - Site Supervisor & Project Manager

3 - Office Manager

4 - Posting Board Location
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MANAGEMENT RESPONSES TO H&S COMMITTEE INSPECTION ITEMS
Area Inspected:

Inspection Date:

Item Description:
Corrective Action:

Responsibility to Implement:

Completion Date:

Item Description:
Corrective Action:

Responsibility to Implement:

Completion Date:

Item Description:
Corrective Action:

Responsibility to Implement:

Completion Date:

Item Description:
Corrective Action:

Responsibility to Implement:

Supervisor/Manager’s
Name:

Completion Date:

Sign

Date

** Responses Must be Provided to JHSC Within 21 Days & Prior to Next JHSC Meeting **
Distribution

1 - JHSC

2 - Site Supervisor & Project Manager

3 - Office Manager

4 - Posting Board Location
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HEALTH AND SAFETY HAZARDS
COMMUNICATION AND REPORTING
As required by the Occupational Health and Safety Act, and our Corporate Health and
Safety Policy, all workers employed at a Fieldgate Construction Management Limited
project or workplace, must report their health and safety hazards & concerns to their
immediate Manager, or to the Site Supervisor.
All levels of supervision are directed to address and respond to worker concerns in a
prompt and courteous manner. If not able, or authorized to handle or respond to a
concern, the issue shall be escalated to the next level of management and a response
provided to the worker, at the earliest opportunity.
All supervision will keep the worker informed of the status of the concern or hazard
inquiry, and will respond to the worker as soon as he/she is able.
If the appropriate supervisor has not satisfactorily responded to a concern, the worker
may then address the concern with a H&S Representative or Joint H&S Committee, who
may choose to discuss it with the Site Supervisor or other Manager in an effort to find a
resolution. Any management response to a health & safety concern must be provided to
the worker who initially raised the concern.
Failing resolution, a H&S Representative or Joint H&S Committee may refer the issue to
the Director of Construction or Office Manager where not a project, in the form of a
written recommendation for corrective action; indicating how the concern was brought to
their attention.
A written response to any written recommendations is required within twenty-one (21)
days in writing, and shall indicate what action is to be taken, and when. The H&S
Representative or Joint Committee will inform the worker of the response.
Where the Site Supervisor or other Manager responds negatively to a written
recommendation, reasons must be provided. When the recommendation is agreed with,
time frames for completion are to be provided, as well as naming who will be
responsible for implementation of the corrective action.
Failing all satisfactory responses, the worker should be informed by the H&S Committee
or representative of this status, and if the concern/hazard is imminent, then the worker
should be advised of his/her legal responsibilities pursuant to Section 28 of the Act, and
their right of refusal, pursuant to Section 43.
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COMMUNICATION OF HEALTH AND SAFETY
HAZARDS
1. All workers must report their health and safety concerns to their immediate
Supervisor / Manager.
2. Supervisors / Managers must respond to all worker concerns in a prompt and
courteous manner.
3. Where specific corrective action is required and taken, it shall be documented by
the appropriate Supervisor / Manager.

THE PROPER CHANNELS OF COMMUNICATION ARE:

Primary

Secondary

and failing satisfactory response

•
•
•
•

Worker
Site Supervisor
Project Manager
Director of Construction

•
•
•
•

H&S Representative
Site Supervisor
Recommendation - Director of Construction
Written Response within 21 days

** Note: All final responses and resolutions to be provided to the worker**

All workers should be aware of their obligations pursuant to Section 28 of the O.H.&
S. Act; and failing satisfactory response or resolution, of their right to refuse,
pursuant to Section 43 of the Act.
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ACCIDENT & INJURY INVESTIGATIONS
INTRODUCTION
The Occupational Health and Safety Act and Regulations places primary responsibility
on Employers, Constructors and Supervisors for accident prevention. When internal
responsibility measures fail and accidents occur; specific duties are legislatively applied,
including investigation and reports.
The Occupational Health and Safety Act requires that notification of most workplace
accidents and injuries be sent to the Ministry of Labour and provided to the Health and
Safety Committee or H&S Representative. Accident reports provided by an Employer
must include a summary of the circumstances leading to the accident, and indicate any
measures taken, or to be taken, to prevent a possible recurrence.
In the event of a critical or fatal injury at the workplace, the H&S Committee certified
worker member or H&S Representative selected by the workers, is entitled to such time
and assistance as may be necessary to investigate the circumstances of the accident,
and provide a report of the findings, to the employer, and to the Ministry of Labour.
Information obtained from an accident investigation can be of vital assistance to an
employer by ensuring precautionary steps are taken to eliminate similar circumstances,
and therefore similar accidents. The more extensive the information is, the more
effective the prevention measures can be.
The goal of accident investigation, is to discover any unsafe practices or conditions that
may have led to the accident in order to eliminate the cause, or to institute appropriate
precautionary measures to prevent similar occurrences. This can be accomplished by:
•

Detailed investigation of each individual accident to establish causes and factors
involved;

•

Analysis of any identified causes;

•

Recommendations for corrective action, based upon the investigation findings
and analysis of the causal factors;

•

Implementation of corrective measures.
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PURPOSE

The purpose of this section of the Manual is to provide workplace guidance that:
1. Defines legislation of the Occupational Health and Safety Act as it pertains to
accidents and injuries, and reporting and investigation requirements;
2. incorporates legislated requirements the Workplace Safety and Insurance Board
into this Manual and existing employer accident investigation procedures; and
3. assigns responsibility for the conduct and completion of investigations, and the
proper and timely distribution and evaluation of subsequent accident reports.

THE LAW
Where an accident, explosion or fire causes injury to a person at a workplace, disabling
them from performing their normal duties, or requiring medical attention... “the employer
shall give notice in writing, within four days of the occurrence, to a Director of the
Ministry of Labour, and the Joint Health and Safety Committee or H&S Representative,
containing such information and particulars as may be prescribed.”

The notice of disabling accident shall include:
1. The name, address and type of business of the employer;
2. The nature and circumstances of the occurrence and the injury or illness
sustained;
3. A description of the machinery or equipment involved;
4. The time and place of the occurrence;
5. The name and address of the person injured;
6. Names and addresses of all witnesses to the occurrence;
7. The name and address of the physician or surgeon if any, by whom the person
was or is being attended;
8. The steps taken to prevent a recurrence.
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If a person is killed or critically injured at a workplace, the employer shall notify an
Inspector of the Ministry of Labour and the Joint H&S Committee or H&S
Representative immediately by telephone, telegram or other direct means; and shall
within forty-eight (48) hours send the Ministry of Labour a written report of the
circumstances of the occurrence, including the same information as required above.
The Joint Committee member or H&S Representative is entitled to investigate critical
injuries or fatalities at the workplace; and shall be entitled to inspect the area where the
accident occurred, and any machine, device, or thing involved; and shall report the
findings to the Ministry of Labour, and the Employer.

DEFINITIONS
Accident: An accident is an undesired event that results in physical harm to a person or
in damage to property.
Incident: An incident is an undesired event that could (or does) result in loss.
Critical Injury: Critical injury means an injury of a serious nature that:
•

places life in jeopardy;

•

produces unconsciousness;

•

results in a substantial loss of blood;

•

involves a fracture of an arm or leg;

•

involves the amputation of a leg, arm, hand or foot;

•

consists of burns to major portion of the body; or

•

causes the loss of sight in one eye.

APPLICABILITY
The following guidelines are applicable to all work related accidents resulting in lost
time, or having the potential to result in lost time. All accidents which require the
completion of Injury/Illness Investigation forms (W.S.I.B. Form 7), will be investigated.
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ACCIDENT/INJURY INVESTIGATION PROCEDURE
PERSONAL INJURIES, LOST TIME INJURIES AND OCCUPATIONAL ILLNESSES
Upon learning of any accident or occupational illness involving a worker, the Site
Supervisor or Department Manager (if non-construction) notified will first ensure that the
proper first aid is administered for injuries. If the illness or injury appears that it may
result in lost time, the Site Supervisor or Department Manager will conduct an accident
investigation, relying on familiarity with the injured worker, the work, workplace,
machines, processes, and potential hazards. The investigation will include all
circumstances surrounding the accident, and interviews of the injured worker and
witnesses. The investigation should take place as soon as possible after the
occurrence, but in any case, shall take place no later than twenty-four (24) hours after
the accident. Accident or illness investigations shall be conducted in consultation with
the certified H&S Committee worker member (where there is one), or the appropriate
H&S Representative, where there is one.
A formal Investigation Report will be completed, using the appropriate Company
“Injury/Illness Investigation Report”, and additional narrative as may be required.
The appropriate Site Supervisor or Department Manager will provide the completed
Fieldgate internal Investigation Form to the Office Manager, who shall be responsible to:
1. verify the information and complete the Form 7, if the claim is for lost time;
2. forward the completed Form 7 to the Board, within three (3) days of the accident;
3. provide copies of the completed Form 7 and internal Investigation form to the
workers file, the appropriate Director(s) of Construction, Project Manager(s), and
the Vice President, for review, follow-up and corrective action as may be
required.
A copy of the corporate “Workplace Injury / Illness Investigation Form” will be provided
to the H&S Representative or Joint H&S Committee, where there is one.

CRITICAL INJURY
In the event that an accident causes death or critical injury the Site Supervisor or
Department Manager will immediately notify ambulance services, and will inform:
1. the H&S Rep. or certified H&S Committee worker member, who will participate in
the accident investigation;
2. the ministry of Labour, who may provide direction and conduct an investigation

Accident & Injury Investigations | Section 17
Page 4 of 9

3. the appropriate Director of Construction and the Vice-President, who will assist
as necessary, and help to coordinate any external agency involvement.
In instances of critical or fatal injuries, the location and position of any equipment,
machinery, device, or thing relating to the accident shall be left intact, until the
investigation is completed. In all critical injuries, this must be done until the Ministry of
Labour have completed an investigation, or provided direction otherwise.
The completed internal corporate Investigation Form will be completed and provided for
review to the Director of Construction and Vice President within twenty-four (24) hours
of the accident; who shall make inquiries, respond to recommendations, and follow up
on any corrective measures taken, or to be taken. The Vice President shall provide a
copy of the completed Investigation Report Form to the Office Manager, to complete
and submit the WSIB Form 7 in a timely manner, and:
1. incorporate the forms into the injured worker’s claim file; and
2. forward a copy of the Investigation Report to the Ministry of Labour upon request
and the certified H&S Committee member or H&S Representative, in compliance
with the Act.

“NEAR MISS” INCIDENTS, AND “NO LOST-TIME” INJURY INVESTIGATIONS
A “near miss” incident is an undesired event that could have resulted in a personal
injury, under slightly different circumstances. Frequently these incidents do result in
significant property damage.
“Near miss” incidents may be investigated at the discretion of the Site Supervisor or
Department Manager, in which case the procedures and reporting protocol shall be the
same as a lost time injury. The same shall apply for the following incidents:
•

Any work-related incident that requires professional medical treatment, be it
Hospital
Emergency treatment, personal physician’s treatment, or even dental
treatment.

•

Major property damage incidents, even where no one is injured, will be
investigated to ensure that appropriate corrective action is taken to prevent any
future personal injury.

•

Recorded First Aid treatment may be investigated at the discretion of the Site
Supervisor or Department Manager to determine if corrective action may be
required.

•

Any time there is a significant chemical spill, the proper authorities will be
contacted and an internal investigation conducted to establish cause and
corrective actions.
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•

A fire or explosion at any Fieldgate project or workplace, whatever the cause,
will be investigated immediately by the Site supervisor or Department Manager
and H&S
Representative or certified H&S Committee worker member if
available, to establish cause and corrective actions.

•

Any contractor lost-time accident or injury sustained within property premises will
be
investigated by the contractor, to establish cause and proper corrective
action and a
copy of the Investigation Report will be provided to Fieldgate
Construction.

PRINCIPLES OF ACCIDENT INVESTIGATIONS
Accident investigations are conducted to establish the cause, or causes of an accident
or incident, and to use that information to assist in preventing similar accidents or
incidents from occurring. Effective investigations can help to alleviate pain, suffering,
and loss, and can help to prevent and reduce property damage.
Accident investigations should be conducted as soon after the occurrence as possible,
and should be conducted in a consultative manner with the workplace H&S Committee
certified worker member or H&S Representative, and other staff as may be appropriate.
Accident investigations are not designed to establish blame or fault for the occurrence,
but rather to identify the practices or conditions that contributed to the accident.
The following persons should be a part of the investigation whenever possible:
•

The injured worker will often be able to provide first-hand knowledge and details
of the accident, and be able to contribute the most significant information to the
investigation.

•

The worker’s Site supervisor or Department Manager will likely know the injured
worker, and the related work involved in the injury.

•

Witnesses should have information relevant to the investigation. Witnesses
include all eye witnesses; employees doing the same, or similar jobs; technical
experts; and sometimes even equipment designers and suppliers. Witnesses
should be interviewed while details are still fresh in mind.

•

Health and Safety Committee Member or H&S Representative(s) are to be
consulted and involved in all accident investigations when available, and must
be involved in critical injury and fatality investigations. Involvement of the worker
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representatives encourages cooperative relations, and allows for further health
and safety input from a worker perspective. The representatives should also be
consulted and copied regarding report findings and corrective action and followup.
•

The Employer is ultimately responsible for ensuring that accident investigations
are conscientiously conducted and that all recommendations are effectively
carried out. Final responsibility for accident prevention lies with the Vice
President who must commit to, and be integrally involved in the corporation’s
Health and Safety Program.

CONDUCTING ACCIDENT INVESTIGATIONS

SURVEY OF THE ACCIDENT SCENE
Secure and manage the accident scene; and ensure that appropriate first aid or medical
response is provided to the injured worker. Begin your investigation by itemizing the
things that need to be explained, the people who were present, and who needs to be
interviewed.
This is the time for photographs, measurements, drawings, and notes of the pertinent
details and information. If the accident involved a critical injury or fatality, ensure that the
scene is preserved until further notice from the Ministry of Labour.
A handy investigation kit that can be compiled in advance of an investigation might
include:
•
•
•
•
•
•
•
•

a tape measure
a camera
plastic barrier tape
labels (stick-on)
locks
pencil/pen and paper
clipboard
evidence holders (plastic bags or bottles)

PHYSICAL INVESTIGATION
Physical evidence includes details of equipment damage, breaks, ruptures, scrapes,
rips, burned materials, skid marks and/or possible signs of impact. Photographs,
diagrams, and measurements are important. Details of the work environment such as
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visibility, noise levels, temperature, and exposure to hazards should be noted. Details of
the work should also be noted, including the requirement and use of protective devices,
equipment or apparel. Documents such as equipment specifications, maintenance
schedules, and work procedures should also be taken into account.

SECONDARY CONDITIONS, CAUSES AND ACTIONS
Thoroughness should characterize the investigation. Avoid the constant temptation to
carry the investigation only as far as the first unsafe practice, unsafe condition, or
means of prevention. Issues such as who suggested or directed the job or task, factors
of weather, physical conditions of the area, interruptions by other workers, worker
training, use and condition of personal protective equipment, and other secondary
considerations cannot be overlooked, and should be included in the investigation report.

ORGANIZE THE FACTS
Information should be analyzed carefully, then itemized in a logical and systematic
manner. Separate facts from opinion. Identify gaps in the information and re-interview
witnesses to confirm facts. Ask the questions! - Who? What? Where? When?
How? and Why?

PREPARE THE REPORT
A good investigation report should explain the circumstances of the accident; identify
the primary causes; suggest or identify any secondary causes, actions or conditions;
and recommend controls or corrective action to prevent recurrence. The report should
be clear and concise, with no assessment of blame; no opinion; and no hearsay
evidence or information.
Copies of the accident investigation report should be submitted to the appropriate H&S
Committee or H&S Representative, as well as the appropriate Director, or Manager. As
required, the Ministry of Labour is to be copied.

FOLLOW - UP
Good accident reports should include recommendations to the employer, preferably
through the H&S Committee or H&S Representative, for corrective action or control
measures, to prevent similar recurrences.
The ultimate responsibility for corrective action and accident prevention falls upon the
employer. Comprehensive discussions should take place, and eventual consensus
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regarding the implementation of any recommendations should be documented, and
include a completion deadline.
If recommendations are provided by the H&S Committee or H&S Representative, the
employer has a duty to respond in writing within twenty-one (21) days. If the employer
agrees to implement certain recommendations or other corrective action, the Committee
or H&S Representative should be notified, and be involved in any follow-up activity to
ensure that the agreed measures have been implemented.
Responses to recommendations of the H&S Committee or H&S Representative will be
posted at the workplace or in the Construction Trailer for worker review.
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ACCIDENT & INJURY INVESTIGATIONS
APPENDIX 1
Use the following as a guideline when performing an accident investigation to ensure
you are getting as complete a picture as possible of what happened. Have you clearly
identified:
WHO?
Who was involved in the accident?
What is their job?
What were they doing at the time of the accident?
Was he/she properly trained for the job?
Who else witnessed the accident?
What were they doing at the time of the accident?
Where were they at the time of the accident?
Who saw what happened?
Who heard what happened?
Who reported the accident?
WHAT?
What equipment was involved?
What was it being used for at the time?
Was it being used under normal circumstances?
What was its condition, use, maintenance, etc.?
Was the equipment properly guarded?
What materials were involved?
What were they being used for?
Was this a proper use of them?
What known hazards do these materials have? (i.e. toxicity, radiation, etc.)
If hazards exist were the materials being used/handled properly?
Were proper procedures in place and do the procedures need upgrading?
WHERE?
Where did the accident happen?
What was the layout?
What was the condition of the workplace/site at the time? (i.e. floor,
housekeeping,
traffic, lighting, noise, distractions, temperature etc.)
Could weather have been a factor in the accident?
Where did the accident happen in the flow of operations?
Where were people (identified in the “who” above) positioned relative to the
accident?
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WHEN?
When was the accident reported?
At what time during the working shift did it occur? (ie: early into the shift, or
late?)
On what day/time?
HOW?
How did the accident happen?
Do you need to re-interview witnesses?
Do you need to ask more questions?
Can you use the answers to these questions to produce a detailed
description
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FIELDGATE CONSTRUCTION - ACCIDENT
INJURY/ILLNESS INVESTIGATION REPORT
Name (Last)

(First)

(Middle Initial)

Address

(Apt. #)

City/Town

Telephone #: (Home)

(Work)

/
/
Date of Occurrence

Position

Job Site & Location

Postal Code
Project Foreman

Telephone #

Reported To

Date and Time Reported

am
pm
Time of Occurrence

Describe the Injury/Illness:

Describe How the Injury/Illness Occurred:

List Witnesses or Additional Persons Involved: (Witness statements should be recorded on a separate page)

List any Additional Pertinent Information Concerning the Incident: (i.e. Training Provided, Safety Equipment or Precautions
Taken)

What Corrective Measures, if any, Have Been Taken, or Will be Taken?

Investigate By:
Name

Date

Phone Number

Name

Date

Phone Number
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WITNESS STATEMENT
Name:
Address:

Telephone#:
Statement Date:
Statement Time:
Position Held:

Employed By:
Describe Circumstances:

Witness Signature:
Statement Taken By (Please Print):
Page:

of
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ELECTRICAL HAZARDS (LOW VOLTAGE)
INTRODUCTION
Electrical hazards are generally associated with low and high voltage electrical current.
Exposure to less than 750 volts is considered low voltage exposure, whereas exposure
to 750 volts or more is classified as high voltage exposure. This section deals primarily
with low voltage exposure, while the next section (Pg. 12) deals with high voltage work
exposures and project/work specific applications.
Electrical exposure at any workplace or construction project can be extremely
hazardous if not handled properly, by trained personnel, using appropriate protective
measures; and any work carried out in proximity to high voltage exposures can
endanger many other workers in the area as well.
Primary sources of electrical exposure to workers occur with routine electrical repair and
maintenance, or installation and set-up of electrically energized equipment. Overhead
wires are a constant source of hazard when operating equipment on a construction site.
Ontario Hydro has recognized the hazards associated with low voltage electrical
exposure, and has produced a study that deals with ways to prevent and eliminate many
hazards posed by low voltage circuitry. The document is included as an addendum to
this section of the Manual, and should be carefully reviewed by anyone dealing with
electrical exposures during the course of their work.
PURPOSE
This section of the Manual is designed to heighten worker awareness to the potential
hazards of electrical exposure, and to incorporate effective safeguards, rules and
procedures for the safe conduct of electrical work by all employees and contractors of
Fieldgate Construction Management Limited. These precautionary measures are
established and implemented in compliance with the Occupational Health and Safety
Act, applicable Regulations, and the Ontario Hydro Electrical Safety Code.
APPLICABILITY
The rules and work procedures referred to in this section, apply to all employees or
contractors that work on, or near exposed live electrical circuitry; but particularly to those
trades who routinely conduct maintenance, repair, testing and set-up of electrical
machinery, and equipment, and are therefore most likely to be exposed to low voltage
electrical circuitry.
The following rules for electrical work should be reviewed and understood by all
employees and contractors and applied to every task involving exposure to electricity,
no matter how small it may appear to be.
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RULES FOR SAFE CONDUCT OF ELECTRICAL WORK
The Site Supervisor has the front-line responsibility to identify any hazard that may
endanger a worker or contractor under his supervision, and to communicate that
information to the workers. The Site Supervisor must ensure that all workers and trades
abide by the following rules, in addition to the provisions of the Occupational Health and
Safety Act, and Ontario Electrical Code.
When working with electricity, consider all circuits to be dangerous, and treat as though
live. Plan safety and safe work procedures into every job that involves any potential
exposure to live electricity. Follow safety rules and applicable Regulations to the letter.
Planning and good housekeeping practices are particularly important when dealing with
electricity. Remember, your actions may not only save your life, but the lives of fellow
workers. The following Safe Conduct Rules are to be applied to your work at all times
when dealing with work on, or near, live electrical sources and installations.

1. All electrical equipment shall be installed, certified and maintained in accordance with
the Occupational Health and Safety Act and Ontario Hydro Electrical Safety Code.
2. All electrical equipment shall be inspected regularly and any maintenance, repairs, or
testing are to be carried out only by a qualified competent tradesperson.
3. Only qualified competent persons aware of the hazards of electricity, the use of
warning signs, lockout procedures, guards, and other personal and protective safety
devices, shall work on electrical equipment.
4. Any circuit or piece of equipment shall be positively identified, carefully tagged and
LOCKED OUT prior to conducting any work, maintenance or repairs.
5. In all cases where work is being performed on, or close to, voltage in excess of 300
or equipment which cannot be locked out or disconnected; an observer trained in
C.P.R. shall be stationed at a safe distance, while the work is in progress.
6. Use extreme caution when working in damp conditions around electrical equipment,
and wherever possible, eliminate dampness prior to conducting any electrical work.
7. Cord-connected electrical equipment and tools shall be effectively grounded and
C.S.A. approved. G.F.C.I.’s shall be available when work is being conducted in damp
areas or outdoors.
8. Watch for overhead wires at all times while handling ladders or while operating
powered elevating devices on a construction site. Use spotters if necessary to watch
for overhead wires.
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1.0 LOW VOLTAGE EQUIPMENT HAZARDS
There is little need to convince people of the inherent dangers in high voltage electrical
installations in terms of human safety; and as a result, much effort has been expended
to develop safe work practices and protective equipment to provide safety to those who
must work on/or near high voltage electrical apparatus.
Perhaps a little less dramatically obvious are the hazards associated with low voltage
(up to 750 Volts) electrical installations. Familiarity sometimes breeds contempt. We
must constantly be aware of the hazards that exist in order to guard against them.
Considerable material is available to maintenance personnel which outlines some of the
less apparent hazards associated with low voltage electrical installations. This includes:
•
•
•
•
•
•
•

Trade Reference Material
Legislative Acts
Safety Rules/Regulations
Work Protection Guides
Maintenance Directives and Bulletins
Preventative Maintenance Procedures
Manufacturers Instruction Booklets

2.0 ELECTRICAL SHOCK HAZARD
The basic shock hazards presented by electricity to human beings are:
1. Physical movement caused by involuntary muscular reactions stimulated by the
passage of electrical current through the body, or reactions caused by the sensation
of the passage of current. At high current values a person may be “thrown” from the
circuit; at medium currents he may not be able to let go, and at low “perceptible”
currents he might “pull back” or “jump”. Spark discharges, although not dangerous in
themselves, can cause involuntary body movement. Unplanned physical movement
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can cause falls, slips and other injuries involving body mechanics.
RMMS no. 61.04002

2. Actual physical damage to the body caused by the passage of an electrical current.
Tissue destruction occurs due to the heat produced by the current flowing through the
body resistance.
3. Cessation of the proper functioning of vital organs due to the passage of current
through the body.
All the above involve the passage of an electric current through the body. Let’s first
examine how this is likely to happen.
2.1 SHOCK CURRENT EQUATION
When a voltage is impressed across any points of the body, a resultant current will flow
between these points. This condition is set up by body proximity, or contact with an
electrical circuit or component that is “alive”. A circuit or component that is alive is one
that has an electrical potential impressed upon it at some level above that of ground
potential. The most usual type of contact is between the circuit and ground, ie. the hand
touching a live circuit while standing on the ground. This situation is shown in Figure #1.
The circuit formed is a relatively simple one to which Ohm’s Law can be readily applied.
The resultant current that will pass through the body is of vital importance in determining
the severity of the damage to the body; therefore, the circuit should be examined with
the object of determining this current:

I = _________ V___________
RL + RN + RCI + RC2 + RB
Where

V
RL
RC
RB
RN

= Voltage to ground of source
= Resistance of circuit
= Contact resistance
= Resistance of body
= Resistance of ground

V, the source voltage to ground is readily determined and can be considered to be
constant. RL, the resistance of circuit is constant and can be determined with some
difficulty. RN, the resistance of the ground return path is constant and can be
determined accurately only with great difficulty. RC, the contact resistance is a variable
depending upon the area of contact, the resistance of gloves and soles of the shoes, the
condition of the skin, ie: moist or dry. RB, the body resistance varies considerably with
the individual, with his condition at the instant of contact with the magnitude and
frequency of the voltage that is applied.
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V

=

SOURCE VOLTAGE

RL

=

CIRCUIT RESISTANCE

RN

=

GROUND RESISTANCE

RC

=

CONTACT RESISTANCE

RB

=

BODY RESISTANCE

I

=

CURRENT THROUGH CIRCUIT INTO BODY

ELECTRIC SHOCK CIRCUIT SHOWING COMPONENTS OF RESISTANCE

Figure 1
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It is very difficult to determine the current will pass through the body for any particular
situation; yet, it is the current that determines the severity of the damage to the
individual and whether he/she will live or die. Unfortunately, the best-known factor in our
life - or - death equation is the source voltage and, therefore we commonly talk in terms
of voltage and tend to relate it to a measurement of hazard. IE: “230,000 V. circuits are
more dangerous than 60,000 V. circuits.” This is because live H.V. circuits are generally
inaccessible and are conspicuously dangerous, ie. intense electrostatic field warns
those approaching, whereas L.V. circuits give no warning prior to contact, and generally
are easily accessible. THIS OFTEN LEADS TO CARELESSNESS AROUND LOW
VOLTAGES. Individuals have been killed by contact with ordinary house circuits of 110
volts, and by electrical apparatus in Industry using as little as 42 V of direct current.
2.2 EFFECTS OF ELECTRICAL SHOCK
The chart in figure 2 outlines the probable effects of various magnitudes of shock
current. Any amount of current over 10 mA (0.01 A) is capable of producing a painful, to
severe shock. As the current is increased the shock becomes increasingly severe.
When a current flow through the body, the muscles in it’s path contract. This contraction
may be so severe that the victim cannot release his grasp of the live circuit.
The fact that the victim cannot let go is very important, because in a few seconds
blisters will form on the skin at the contact points, and the skin resistance reduces
substantially, allowing the current through the body to increase.
At values as low as 20 mA (0.020) breathing will become laboured, finally ceasing
completely at values even below 75 mA (0.75 A).
At values approaching 100 mA (0.10 A) ventricular fibrillation of the heart occurs. This is
uncoordinated twitching of the walls of the heart’s ventricals. In this condition the heart is
not pumping, and death will most certainly occur unless the victim receives specialized
medical help, which is seldom available at the scene of an electrocution.
Strangely enough, above 200 mA (0.2 A) the muscular contractions are so severe that
the heart is forcibly clamped during exposure to the current. This clamping action
prevents the heart from going into fibrillation, and the victim has a chance for survival.
2.3 LOW VOLTAGE HAZARD
Signs are often placed on Ontario Hydro equipment displaying the words “Danger - High
Voltage.” In our minds, we would do well to register another sign “Danger - Low
Voltage”! From experience, the victims of high voltage shock usually respond to artificial
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respiration more readily than do the victims of low voltage shock. The only conclusion to
be drawn here is that 600 V. can be just as lethal, as 60,000.
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2.4 PATH OF SHOCK CURRENT
The path of the current through the body as well as the magnitude of the current are
important factors in shock damage. For instance, if the current does not pass through
any vital organs, the victim will be much better off. The current limiting effect of the outer
skin can be considerably greater on a calloused palm, than on a sensitive area on
smoother part of the body. The outer layer of skin provides most of the body’s current
limiting resistance. Between the ears, for example, the internal resistance (less than skin
resistance) is only about 100 ohms; while from hand to foot it is about 500 ohms. The
outer skin resistance may vary from 1000 ohms for wet skin, to over 100,000 ohms for
dry skin.
1000
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Figure 2
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PHYSIOLOGICAL EFFECTS OF ELECTRICAL CURRENTS
Ref. 1) University of California
2) Ireland: Transactions on Medical Electronics
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2.5 TYPES OF BURNS
Often burns are the result of an electrical shock or an electrical accident. There are
generally two types:
1. Skin burns, which result from the generation of an arc. These are usually
caused by ultraviolet radiation, by heat generated from the arc, and occur at a
point of contact with the body.
2. A straight electrical burning of the tissue due to the heat generated by the
passage of current through the body. The heat generated is proportional to the
square of the current, therefore the burning effect increases rapidly with an
increase of current. This is the reason why higher voltage generally causes
greater and more severe burns than low voltage.
From a practical point of view, after a person has received a shock, there is no way of
telling how much current has passed through the body. However, our knowledge that
current is the key factor is significant. It tells us that any voltage is dangerous without the
proper precautions. Following proper work procedures will provide these precautions!
2.6 SUMMARY OF ELECTRICAL SHOCK HAZARD
2.6.1 The basic shock hazards presented by electricity to human beings are:
a) Accidents caused by involuntary muscle reaction upon the feeling or
sensation of the passage of electrical current through the body.
b) Actual physical damage to the body due to the passage of an electric current
through the body.
2.6.2 The passage of a current through the body may be caused by:
a) Physical contact with an electrical circuit, either direct physical contact, or
spark-over contact.
b) Proximity to an electrical circuit by electromagnetic induction or by
electrostatic induction.
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3.0 REDUCING ELECTRIC SHOCK HAZARD
The best way to avoid danger from electrical shock is to keep your body away from
becoming a part of an electric circuit. As mentioned earlier there are many rules and
safe work practices governing safety around low voltage equipment; however ultimately,

the practical safety of a worker is determined by their applied personal skill and their
consistent application of safe work procedures when around electrical equipment.
Manufacturers of electrical equipment have done their part with regard to safety with
such features a third wire grounding, double insulation, shock limitation (ground fault
interrupters), isolation transformers and grounded metal enclosures.
Third wire grounding and double insulation apply to low voltage portable power tools
and appliances. The third wire grounding ensures that the case is maintained a ground
potential. The double insulation provides an extra margin of safety against short circuits
and grounds which could create potential shock hazards.
Shock limitation on low voltage distribution circuits can be provided by supplying the
potentially hazardous circuit through a ground-fault interrupter. This is a circuit breaker
with the addition of a solid-state device which monitors any line to ground current and
instantly disconnects the supply if the current flow to ground exceeds a few
milliamperes.
NOTE:

The ground current trip devices found in some station service switchgear
installations, does not provide this kind of protection.

An isolation transformer can be used to provide an ungrounded supply system to
hazardous locations such as sump pits, so that if a worker accidentally contacts a live
part, there will be minimal current flow through his body to ground. In this instance, it is
important not to place a ground on the supply circuit, as is the normal practice.
NOTE:

This is true only for small or specially designed supply systems. The
capacitance of larger systems will cause some shock current to ground.
This does not provide protection from line-to-line shocks.

Some electrical installations are classified as “metal enclosed”. These are mainly low
voltage switchgear and distribution panel installations which are completely encased in
grounded metal enclosures, so there are no live parts external to the enclosure. In
addition to the obvious shock hazard protection they provide, the enclosures are also
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designed to contain any internal fault that may develop, providing a measure of arc
hazard protection, as well. In some of these switchgear installations the air breakers are
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also of the “rack-out” type. They are designed so that the breaker is automatically
disconnected from all sources of supply voltage, as it is removed from its cubicle. This
means that no work can be done on the breaker until it is de-energized.
These shock hazard reducing features have been built into certain types of low voltage
electrical equipment, and must not be circumvented for any reason.

4.0 POWER ARC HAZARD
It is a common misconception that working on low voltage systems is safe if insulated
tools or gloves are used. It should be pointed out that many 600 volt systems have a
fault capacity of 20,000 amps or higher, and if an arc is established, a tremendous
amount of energy will be released. This will be heat and light energy and will continue to
be released until the protective device in the circuit operates to clear the fault.
To give a quantitative idea of the amount of energy, take a typical 600 V system with a
fault capacity of 20,000 amps, and a fault clearing time of six cycles. The arc voltage
during a fault will be about 280 volts, and the current flow will be about 10,700 amps;
generating about 18,000 kilowatt cycles.
It takes about 10,000 kW cycles to melt a cubic inch of copper; thus in six cycles (app.
1/10 second) enough energy can be released to melt nearly two cubic inches of copper.
With this amount of material being consumed the fault often develops quickly into a
phase-phase-ground fault, and there will be three arcs generating heat, and about three
times the material being consumed.
Add to this, the limited amount of clearance typically between phases and to ground in
these installations, and the hazard becomes considerably more apparent. Things like
accidentally dropping test leads over a bus, dropping a hand tool, etc., can easily start
an arc which could result in massive failure and damage to equipment, as well as
serious or even fatal injury to anyone nearby.
The safety hazard and damage that occurs from the formation of an uncontrolled power
arc results from the intense heat and the ultraviolet light radiated. The heat will burn
everything in the vicinity, spattering molten metal and charred, fragmented insulation in
an explosive fashion. The direct heat generated by this arc is primarily responsible for
the severe skin burns received by anyone in close proximity to this type of fault. Ultraviolet rays can cause severe burns to the skin and eyes, if they are directly exposed for
any length of time.
When working in hazardous areas, care should be taken that the exits are not restricted
or blocked, that there are fire extinguishers available, and that the proper work clothing,
Electrical Hazards (Low Voltage) | Section 18
Page 10 of 16

including foot and head gear, is worn. Regular safety glasses will filter out most of the
harmful ultraviolet rays, but flash-goggles or shields, provide much better eye protection.
RMMS no. 61.04002

The thermal properties of a power arc, tend to cause it to travel upward and its magnetic
properties, tend to drive it away from its supply; so that an arc once started, could easily
spread to a main bus and travel for some distance before it is finally arrested by an
insulation barrier or protective device.
Some 120/208 V systems can have fault levels of up to 10,000 A, and must be treated
with considerable care and respect.
Direct current systems and particularly large capacity station batteries are especially
hazardous because once started, it is nearly impossible to extinguish a DC supplied arc.
Also arcs, or flame near the cell terminals can cause cells to explode, if the battery has
been charging, due to the hydrogen gas that is produced by a battery charging. This
adds the danger of destructive sulphuric acid contamination. Great care must be
exercised when working on DC systems, particularly around the terminals of station
batteries.
5.0 REDUCING POWER ARC HAZARD
Work procedures on live systems should be such that there is no possibility of creating a
fault in the exposed area. Available protective devices must be used in accordance with
appropriate safety rules and procedures.
Only approved test instruments may be used when testing live low voltage equipment
and systems, and these instruments must have the approved fuse protected safety test
leads. These protect against a power arc developing through the internal circuits of a
defective test instrument. They are designed specifically to protect not only the
instrument, but also the person using it.
As always, practical safety of the person working on low voltage systems is assured by
his understanding of the hazards involved and his skill and desire to protect himself and
others; and to help prevent accidents.
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ELECTRICAL HAZARDS
(WORK SPECIFIC & HIGH VOLTAGE)
High voltage electrical work shall only be conducted by a qualified licensed
electrician, competent and trained to conduct the work in a safe manner.
ALL ELECTRICAL APPARATUS WILL BE TREATED AS “LIVE”.
1. All electrical apparatus is to be considered “live” unless:
•

The apparatus is isolated and de-energized in accordance with the
requirements of the Ontario Electrical Code.

•

The apparatus is removed physically from all potential energy sources.

2. A broken conductor of a power circuit must be considered live and not touched until
appropriate protective measures have been established and implemented.
3. Conductors of all circuits above 300 V phase to ground, which have not yet been
placed in service, or released to another electrical controlling authority, must remain
isolated and de-energized until the conductors are connected for service.

WORK ON LIVE APPARATUS
Work must not be performed alone on live apparatus operating in excess of 300 V
phase to ground, except for operating switches, and when the job is performed using
safe work procedures prescribed by the Ontario Electrical Code.
Work must not be performed on, or adjacent to, live exposed apparatus operating
between 300 V phase to ground and 750 V phase to phase, unless barriers (ie: rubber
blankets or line hoses), are installed.

TESTING FOR VOLTAGE



Only approved voltage test indicators in proven working order, are to be used when
testing electrical circuits.
Electrical apparatus must be checked for the presence of voltage after isolating, but
before de-energizing with temporary grounds.
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Voltage test indicators must be used in accordance with the manufacturer’s
instructions, and must NOT be used beyond the voltage limits for which they were
designed.

USE OF TEMPORARY GROUNDS
1. Grounds must be used in accordance with Ontario Electrical Code provisions.
2. Grounds must be applied and removed using live line tools.
3. Grounds must be sized as specified by Ontario Electrical Code.
4. Ground must be clearly identified.
5. When working near energized apparatus, work equipment must be grounded in
accordance with Ontario Electrical Code provisions.
NEUTRAL CONDUCTORS, NEUTRAL BUSSES, STATION NEUTRALS AND
SKYWIRES
1. All neutral conductors, neutral busses, and skywires must be identified and treated as
live, or de-energized before work begins.
2. Jumpers must be installed in accordance with Ontario Electrical Code requirements
before cutting, splicing, or repairing a neutral conductor, neutral bus or skywire.
3. In a station, the neutral is considered to be at ground potential, if it is physically
connected to the station ground gradient control grid.
LOW VOLTAGE PANELS
Any work on the main panel of a low voltage, high current feeder circuit must be carried
out with suitable barriers to prevent a short or a ground, or with the circuit de-energized.
MEASURING TAPES AND RULERS
The use of metal-reinforced linen tapes and rulers with continuous metal binding is
prohibited. Metal tapes and rulers must not be used within the “limits of approach” to any
electrical installation.

HIGH VOLTAGE TESTING
When conducting tests using test voltages greater than 300 V phase to ground,
precautions must be taken to protect workers. The apparatus must be considered live,
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while the test is underway. Protective equipment and work procedures as specified by
Ontario Electrical Code requirements must be used.
Test equipment must be CSA or comparably approved, and stamped as such. Testing
equipment must be used in accordance with manufacturers specifications, and must be
inspected regularly as required by the manufacturer.
Live Line Work
Live line work must be performed utilizing approved work procedures prescribed by the
Ontario Electrical Code.
INSPECTION AND TESTING OF PROTECTIVE EQUIPMENT
Regular testing and proper maintenance for all live line tools and personal protective
equipment is imperative for maximum protection of workers from inadvertent exposure
to live electrical circuitry. Where applicable, expiry dates for tests must be clearly shown
on the equipment.
LINE HOSE, INSULATOR COVERS, RUBBER BLANKETS AND LINE GUARDS
1. Line hose, insulator covers & rubber blankets must be visually inspected before use.
2. Line hose, insulator covers, rubber blankets and line guards must be used only to
protect personnel against inadvertent brush electrical contact and second point of
contact, or as a barrier to protect equipment.
3. Hose, insulator covers and rubber blankets must only be used within their approved
voltage rating, and must always be secured in position.
4. Rubber blankets must be tested every six (6) months by an approved test facility,
regardless of their apparent condition. Corona resistant hose and hoods do not
require electrical testing.
5. Line hose, insulator covers and rubber blankets must be stored in a dry location,
away from excessive heat.

USE OF RUBBER GLOVES
1. Rubber gloves and applicable safe work procedures must be used when:
a. Working by hand on live power circuits;
b. Installing line hose, insulator covers or other protective equipment by hand for
rubber glove work;
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c. Working on live apparatus such as transformers, including instrument and
neutralizing transformers;
d. The supervisor considers it to be appropriate, or necessary.
2. The class of gloves to be worn in particular situations is noted in the following scale:
Rubber Glove Types:
PHASE
Up to 1000V phase to phase

CLASS
Class 0

COLOUR
GREY

Up to 7.5 kV phase to phase

Class l

BLACK

Up to 15 kV phase to phase

Class II

BLACK exterior & RED or YELLOW interior

Up to 26.5 kV phase to phase III

Class III

BLACK exterior & RED or YELLOW interior

Up to 36 kV phase to phase IV

Class IV

BLACK exterior & RED interior

3. Rubber gloves must be used as an additional barrier when:




Using switch sticks in wet or damp weather conditions.
Performing switching operations with live line tools on live front pad mount
transformers and switching kiosks.
Stringing or sagging conductors, installing or removing guys nears circuits, or
working near circuits that are live, at voltages greater than 300 V phase to
ground.

4. Rubber gloves must NOT be used without the approved leather covers. The covers
must be used only to protect the rubber gloves and must NOT be used separately as
work gloves.
RUBBER GLOVE INSPECTION AND MAINTENANCE
•





Rubber gloves must be cleaned according to manufacturer’s specifications and
should be turned inside out temporarily for inspection, cleaning and drying; but they
must NOT be stored, or worn inside out. Avoid all contact with oil and grease.
Rubber gloves must be checked before each use, by the air test method. If found to
be defective, the gloves must not be worn.
Leather covers must be examined regularly for rips, and wood or metal splinters handling steel cables is especially bad for picking metal splinters. Covers that will not
provide adequate protection must not be used. Rubber gloves must be inspected for
deterioration and cracking, before and after each use. Dispose of defective gloves.
Rubber gloves must be carried and stored in approved containers only. They must
not be folded, and must not be stored in locations where the temperature regularly
exceeds 32 degrees Celsius. If wet, glove must be dried before storing.
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While using rubber gloves, workers should not wear rings, or watches whose shape
could damage the glove. This is particularly applicable with Class 0 gloves.

CONDUCTOR INSULATION
1. All insulated live conductors shall be checked by a qualified person for signs of
damage, aging, or other deterioration before being handled; with careful
consideration given to the voltage in the conductor.
2. Live weatherproof covered conductors are not to be classified as insulated, and must
be handled using approved work procedures for live bare conductors.
3. Insulated live conductors that meet the following conditions may be regarded as
offering protection, provided they are in good condition and used as per Code
requirements:


Enclosed in a grounded metal sheath;



Enclosed in shielded conductor with the shield grounded and a protective
insulating cover;



Specially insulated for a specific application such as an air-break switch bypass jumpers or municipal distribution jumpers; or



Enclosed in a shield of semi-conducting material approved for separate
insulated connectors.

TEMPORARY POWER CABLES
Electrical power cables used for temporary service, which are on the ground or exposed
to vehicular traffic; and are operating at greater than 300 V phase to ground must be
clearly identified and have barriers installed to prevent accidental contact. These
temporary power cable installations must be inspected monthly for potential hazards.

SWITCH DESIGNATIONS
All switches in a transmission, power generating or distribution system must be properly
and conspicuously labeled.
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ELECTRICAL AND MACHINERY LOCKOUT
INTRODUCTION
Machine maintenance and repair frequently requires a worker to enter, or be exposed
to, potentially dangerous areas of machinery; and therefore, detailed lockout procedures
are necessary to protect a worker in these situations.
“Lockout” must involve more than merely disconnecting or locking out a power source,
since many workers have been critically and fatally injured in electrically dead
machinery where hydraulic, or other systems, were still functional. When working on
machinery, it must be assessed thoroughly, and all energy sources: electrical;
pneumatic; hydraulic; and gravitational; must be rendered non-operational before
maintenance or repair work is performed. This is referred to as zero energy, or zero
mechanical state.
PURPOSE
The purpose of this section of the Manual is to define and clarify lockout provisions
required by the Occupational Health and Safety Act, and establish safe work procedures
for handling electricity and maintaining machinery, into our Corporate Health and Safety
Program.

APPLICABILITY
The safe operating procedures for machinery and electrical lockout defined in this
Manual and required by the Act, are minimum standards that apply to all workers
employed, or contracted by Fieldgate Construction Management Limited who may
be exposed to live electricity or involved in electrical machinery repair or maintenance.

PRINCIPLES OF ELECTRICAL AND MACHINERY LOCKOUT
Concise electrical lockout procedures are imperative to the safety of anyone working
with electricity or involved in machine maintenance, and set-up. Each worker should
have their own lock and key, and only those locks should be used to lock out energy
sources. Storing the locks in a controlled central area, or on a “lock board”, makes it
readily evident that power sources are locked out, and who is involved in it. Other
workers in the area should be informed of any lock-outs, and the locked-out source
should be clearly tagged to indicate that work is being conducted.
Where machinery is being worked on, pneumatic or hydraulic lines should be checked,
bled, and blocked as necessary to prevent accidental start-up. Spring or compression
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mechanisms should be blocked, and suspended parts lowered or blocked to prevent
inadvertent movement. When all these steps have been taken, and the operators and
other workers are clear of the equipment, start buttons should be pushed, and such
other tests as necessary, to ensure the integrity of the lockout.

Electrical & Machinery Lockout | Section 19
Page 2 of 5

GENERAL ELECTRICAL AND MACHINERY LOCKOUT
PROCEDURE
The following procedure applies to all contractors and workers potentially
exposed to live electricity, in the course of their duties with machinery,
equipment, or electrical installations. These fundamental precautions must be
followed at all times, without exception and will be provided and reviewed with
any contract personnel who may be working with, or exposed to live electricity or
exposed moving parts:
•

All machines or equipment capable of being energized or activated electrically,
pneumatically, or hydraulically must be de-energized by locking out, prior to any
contact, maintenance or repair work being performed on it.

•

Control switches, power sources, computer-controlled sources, or other control
devices must be personally locked out by each worker involved in the operation,
and tagged accordingly. (Wherever possible, the initial lock will be placed by an
electrician, or the Site Supervisor, who shall only remove the lock after all work is
completed and after an inspection has been conducted to ensure that all workers
are clear of any danger.)

Important: Test the system to ensure “zero energy” prior to starting work, and observe
the following safeguards for lockout and tagging:
1. All control switches must be returned to the “OFF” position after each test.
2. Locking out involves opening a disconnect switch, or circuit breaker switch, or
manual switch etc., and placing a lock in such a manner as to hold the switch in
the locked (OFF) position. The key for your lock must be kept in your possession
while your lock is on the device, and you must be able to produce your key upon
request.
3. Every authorized person working on powered equipment or electrical
installations, must put their individual lock and tag on the disconnect device.
Provisions for additional locks can be made through the use of a “lock-out bar”.
4. Only authorized personnel may open an electrical panel or switchboard, to
remove or replace a fuse, or pull a reset switch.
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5. Each lock on a disconnect, must have a durable tag containing the following
information:
•
•
•
•
•
•

worker’s name, trade, and/or job classification
home and work phone number
work location
immediate supervisor
date and time of lockout and date and time of expected removal
If maintenance or repair cannot be completed, ensure that equipment
remains locked out, and post signs warning: “Under Repair-Do Not
Operate” prior to leaving equipment.

Before re-starting the equipment, ensure that no one is at risk of personal injury.
Records of lock-outs must be written and kept.
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JOB SPECIFIC LOCKOUTS: STEP-BY-STEP
1. Receive work assignment.
2. Locate the area and identify the equipment, or machinery to be worked on.
3. Identify all power sources affecting the equipment or machinery; including electrical,
pneumatic, hydraulic, steam, gravity, and momentum.
4. Determine whether lockout is required to perform the work assignment.
5. Locate and identify all power source components on equipment, or machinery.
6. Determine whether it is physically possible to lock out each power source.
7. If lockout is required, check with electrician or qualified staff before proceeding.
8. Have qualified staff shut-down the equipment or machinery. Install your personal
safety lock with tag indicating name, employer, time/date, and work location.
9. Any power or product remaining in the equipment or machinery, must be discharged
or disconnected by qualified personnel.
10. With extreme caution, try to manually power the installation, lines, or machinery.
11. Look for any movement or functions, and verify zero energy.
12. If none observed, try to start again.
13. Again, look for any movement or functions.
14. If still none, confirm that all power sources are at a zero-energy state.
15. Conduct work assignment.
16. When work is complete and area ready to resume operation, remove all tags, locks,
and lock devices. Verify that all personnel are clear of machinery or live exposure.
17. Have qualified personnel re-charge the installation or machinery.
18. Assignment complete once the equipment or machinery has been recharged, and is
operating satisfactorily.
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EQUIPMENT AND MACHINE GUARDING
INTRODUCTION
Although machine guards are almost as varied as machines themselves, the essentials
of machine guarding are quite simple. A well-guarded machine protects the worker from
any possible contact with any moving part during the entire process or operation. Wellguarded machines are also protected from unexpected hazards like breaking parts,
unexpected start-up after power outages, or even worker slips and falls into the
machinery.
The best machine guards are built into machines designed with the necessary safety
features in mind, and where no additional guarding is required. This however, is usually
the exception, and some equipment may need additional guarding.
The best machine guarding available is well trained workers that are aware of the
hazards of inadequate machine guarding, and the dangers of operating improperly
guarded machinery.

PURPOSE
This section of the Manual is to define the requirements of the Occupational Health and
Safety Act, Industrial Regulations and Regulations for Construction Projects in respect
of machine guarding and the safe operation of machinery. We have chosen to include
safe machine operation requirements from the Act and Regulations, in addition to the
following mechanical safeguards, as a minimum standard of safe machine operation.

APPLICABILITY
These “Guidelines for Safe Machine Operation and Guarding” apply to all of our
employees or contractors, required to use, or operate machinery or powered equipment;
or who work in proximity to machinery or powered equipment as a part of their regular
work duties.
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LEGISLATION AND PRINCIPLES OF EQUIPMENT AND
MACHINE GUARDING
The primary machine or equipment guarding legislative requirement provided in the
Regulations for Construction Projects is Section # 109, which states:
SECTION 109 - Every gear, pulley, belt, chain, shaft, flywheel, saw and other
mechanically-operated part of a machine to which a worker has access, shall be
guarded or fenced so that it will not endanger a worker.
General guarding requirements in the Industrial Regulations suggest that:
•

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

•

A guard is to be provided where there is an exposed “in-running nip hazard”, or
other part of a machine or device that may endanger a worker, preventing access
to the pinch point.

•

A guard shall be provided on equipment to prevent the reckless discharge of
material or product, and to prevent inadvertent injury to a worker.

Requirements for conspicuous emergency stop controls; operating procedures and
controls, work rests, protective shields, hoods and interlocking devices, are all forms of
machine guarding.
Equipment must be firmly anchored to prevent unwanted movement, must be C.S.A. or
U.L.C. and E.S.A. approved, and must have electrical connections properly grounded.
Machine guards should be considered a permanent part of the machine or equipment,
and should be designed to protect the operator, maintenance workers and even workers
just passing by. Machine guards should be strong enough to resist normal wear and
tear, durable enough to require little maintenance, and easy to repair if necessary.
Guards should not interfere with the efficient operation of the machine, cause discomfort
to the operator, or complicate cleaning, oiling or normal daily maintenance. Nor should
machine guards create additional hazards, such as pinch points, rough edges, sharp
corners, or splinters.
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EQUIPMENT AND MACHINE GUARDING POLICY
Fieldgate Construction Management Limited is committed to the principle of effective
tool, equipment and machine guarding which will:
1. Furnish full protection to the operator and any workers nearby; and
provide maximum protection for the maintenance, repair and set
up of the equipment and operation of it.
2. Be interlocked wherever possible so that the equipment or machinery is
inoperable unless the proper guards are in place.
3. Provide for safe oiling, lubrication, cleaning and adjustment.
4. Be strong and durable enough to resist wear and tear.
5. Be secure enough to safely retain broken machine parts in case of their
unexpected breaking or failure.
6. Not introduce any new or unexpected hazards of their own.
7. Not interfere with safe or efficient operations.

WORKING AROUND EQUIPMENT & MACHINERY SAFELY
Fieldgate Construction Management Limited is committed to the safety and health of
its workers and contractors, and wishes to maintain safe working conditions for all staff
at all workplaces and all job sites. In keeping with this intent, the following procedures
for working around machinery are implemented, and expected to be enforced by all
Supervision:
1. Equipment must be stopped, unplugged from the power source or locked in the
“OFF” position before being oiled, lubricated, or adjusted.
2. The working area of any machine is to be cleaned regularly, but no cleaning shall
take place near moving parts unless the machinery is locked out.
3. Personal protective equipment including safety glasses, hard hats and protective
footwear as appropriate shall be worn at all times as required, or otherwise
directed by the appropriate Manager or Site Supervisor.
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4. No worker shall operate equipment or machinery unless thorough instruction has
been provided, and the worker is familiar with all rules and safeguards pertaining
to the safe and effective operation of the machine or equipment.
5. If there is anything about the work or the equipment that you don’t understand,
you are to consult with you immediate Supervisor.
6. Guards are for worker protection: They must be in place prior to starting or
operating any equipment or machine. It is a serious infraction of legislation and
our Corporate H&S Policy and procedures to operate any unguarded machine or
equipment, or to make ineffective any guard, or safety device.
7. Suitable apparel should be worn around all equipment and machine operations.
Loose fitting clothing, long baggy sleeves and pant legs, long hair, chains and
jewelry can all be unexpected sources of entanglement, and must be covered or
restrained where there is any possibility of inadvertent access into equipment or
machinery.
8. Workers will only operate machinery as authorized and trained, and only those
machines to which they are assigned.
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EMERGENCIES AND EVACUATION PLAN
INTRODUCTION
An important aspect of any health and safety program is the handling of emergency
situations that may from time to time arise, and potentially endanger the health or safety
of employees. In the best interests of the corporation and all of our employees and
contractors, we have tried to consider most contingencies, and have prepared
emergency responses to address and to plan for the safe and orderly conduct of all
personnel in emergency situations.

PURPOSE
It is the express intent of the Company to provide the best and safest possible response
to any emergency situations. Our emergency and evacuation procedures have tried to
consider situations that may arise at any of our workplace or job site locations.

APPLICABILITY
Our emergency and evacuation plans apply to all staff and contract personnel working
at any of our workplace locations or construction projects of which we maintain control
as constructor. Where Fieldgate employees are working at a project that is under control
of another constructor, the emergency plan should be located on the main posting board
of the project. If it is not, the Site Supervisor shall initiate appropriate inquiries to the
general contractor, or constructor of that project location. In any instance of emergency,
all Fieldgate employees and contracted personnel are expected to conduct themselves
in an orderly and safe manner.
The Company has considered and chosen to include action plans in this H&S Manual
that address several types of emergencies, not limited to but including:
• Medical - First Aid
• Fire - Explosion
• Evacuation or Action Due To Other Specified Emergencies
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PROJECT OR JOB SITE EMERGENCY/EVACUATION
POLICY
At each new project or job site, the Site Supervisor and Project Manager will evaluate
the site location, potential emergencies that may arise, and will prepare an emergency
response plan specific to the project that will include expected response to particular
emergencies, and site specific emergency evacuation procedures.
The plan and procedures should include:
a) A description of preferred evacuation areas and exits;
b) Essential staff, duties and services available;
c) Emergency equipment provisions and locations;
d) A re-entry plan;
e) Air horn, or other means of emergency notification;
f) Roles and responsibilities of individuals;
g) Written instructions as appropriate;
h) Control or elimination of hazardous materials/conditions;
i) Common or central area to meet upon evacuation;

Site Supervisors and the H&S representative will ensure that:
a) Project Personnel are aware of emergency procedures;
b) The plan is posted and practiced periodically by drills;
c) Emergency equipment is regularly checked to ensure it is well
d) maintained and in good working condition;
e) First aid facilities are in order and available;
f) Contact with emergency agencies can be efficiently handled in a prompt fashion:
i.e. - fire department, ambulance, police, etc. and emergency service locations
and telephone numbers are posted in a conspicuous location at the job site.
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GENERAL EMERGENCY EVACUATION PLAN


Any worker detecting a situation that may require emergency attention or
evacuation of the workplace (ie: smoke, fumes, fire) will immediately notify their
Manager, or the Site Supervisor, who will determine the appropriate action and
initiate an alert to all workers and contractors of an emergency situation.



The Site Supervisor
immediately.



The Site Supervisor and designated assistants at the workplace or project, will
arrange an announcement to all on-site personnel indicating an emergency
situation; and will clearly identify any intended action, and the need for
evacuation of the premises or area, if appropriate.



If the situation warrants evacuation, the Manager or Site Supervisor in charge will
activate the Fire Alarm if available, or utilize an air horn as an additional means to
notify all on-site personnel to evacuate the premises from the nearest safe Exit
location. All personnel will gather in a pre-designated area, within a safe distance,
for a head count. If not arranged in advance, gather for head count at the primary
employee parking lot.



The Site Supervisor will arrange an emergency evaluation of the work location if it
is safe to do so, in an effort to ensure that all personnel have evacuated the
premises. Once outside, the Site Supervisor will arrange a headcount of all staff,
with assistance from the workers gathered.



The First Aid certificate holders shall be expected, where possible, to bring their
First Aid box when leaving the premises.



In the event that all staff are not accounted for, emergency personnel will be
notified immediately upon arrival at the scene.



The Project Managers and Site Supervisors will ensure emergency and
evacuation procedures are posted, and communicated to all personnel at all work
locations, including construction projects and smaller job sites.

will

notify

the

appropriate

emergency

authorities

RE-ENTRY PROCEDURE
Re-entry will only be permitted when safe conditions have been confirmed by the Site
Supervisor, or appropriate emergency Response Authorities on the scene, and clear
direction has been given for orderly re-entry to the job site.
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MEDICAL EMERGENCY (INVOLVING WORKERS)
•

The site supervisor and nearest certified first aid attendant will be notified and
attend immediately to assess the situation.

•

If it is safe to do so, appropriate first aid will be administered.

•

If the first aid certificate holder finds that the injury does not require an
ambulance, but does require further medical attention, the worker’s manager will
arrange for, and ensure that the affected worker obtains medical attention. The
manager will arrange for the injured worker to be transported to their home,
nearest hospital emergency, or their doctor.

•

If the injury or illness appears to be critical, the worker’s manager will contact an
ambulance or such other emergency personnel necessary. If in doubt - call 911.

•

The manager will provide details and location to emergency personnel contacted,
including the nature of the accident or illness, apparent causes, number of
affected persons, and any other information or conditions that may be relevant.

•

The Fieldgate Vice-President will be contacted and notified of any emergency,
the nature of the emergency, action already taken, and emergency services
already contacted.

•

The Site Supervisor or injured worker’s manager will meet, or direct staff to meet
and provide instruction to ambulance, police, fire department, or other emergency
personnel arriving at the scene.

NOTE: names, location and telephone numbers of the nearest medical facilities and
hospital emergency services, will be posted conspicuously at all first aid stations, and
notice boards.

IN THE EVENT OF A FIRE OR EXPLOSION
• Leave the area of the fire / explosion immediately.
• If you can safely do so, sound the nearest fire alarm.
• Use the nearest safe exit to leave the job site immediately. Once outside the
building, gather in the designated meeting area at a safe distance, and
immediately report to your Manager, or the Site Supervisor indicating your
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actions and other information that may be relevant. Each manager shall institute
a head count for their staff.
• From a safe distance, the Site Supervisor, or a designate will call 911 to report
the fire. Never assume this has been done ! Give your name, workplace location,
nature of the fire or explosion if known and area of the workplace, as well as your
personal location.
• Report immediately to the Site Supervisor or Emergency Response Personnel,
any employees or other persons you might be aware of that may remain in the
premises.
• Assist as appropriate with the head count, until everyone is accounted for.
• Do not return to your work area, until it is declared safe to do so by an
Emergency Services Official, or the Site Supervisor at the scene.
IF YOU HEAR A FIRE ALARM
• Leave the workplace immediately via the nearest, safe exit.
• Close any doors behind you.
• If you encounter smoke, consider taking another exit that may be clear, or if you
cannot exit the property safely, return to your office or work area.
• Once outside, report to the manager in charge for a head count.
• Report any employees or other persons you might be aware of that may remain
in the building.
• Follow instructions of emergency services officials or the manager in charge.

IN THE EVENT OF A FIRE AND YOU ARE UNABLE TO LEAVE
If you cannot leave your office, or work location; or you have returned to it due to fire or
heavy smoke - remain calm and:
• Close all doors;
• If you have access to a phone, call 911 and inform the operator of your situation;
where you are; and then attempt to signal emergency officials in any way
possible that may bring attention to yourself, or your location.
• If possible, seal any cracks where smoke may enter your area.

Emergencies and Evacuation Plan | Section 21
Page 5 of 8

• Crouch low to the ground where smoke is the lightest.
• Wait to be rescued. Remain calm. Do not panic or leave the area.

POWER FAILURE
In the instance of a power failure that eliminates adequate lighting at any workplace or
project, the appropriate Manager or Site Supervisor will evaluate the situation and
determine if evacuation of the premises will commence. the manager will communicate
the evacuation intent to everyone on premises, and will ask for illumination of any light
source to assist the evacuation. The evacuation will take place slowly, with ample voice
contact.
Advise everyone to remain calm and to exit in an orderly fashion. When an EXIT is
reached, ensure it remains clear and opened. Contact the utility company and report the
failure. Contact the Head Office for further instruction, as may be appropriate.
AFTER A POWER FAILURE, THE MANAGER OR SUPERVISOR WILL
•
•
•
•
•

Record the length of time the power was interrupted
Turn on lights and equipment as needed, following the interruption
Contact the Head Office to report return to full power
Notify service assistance if anything fails to re-start or to operate properly
Inform the Main Office of any problems, concerns or action taken

POWER FAILURE EMERGENCY NUMBERS
•
•
•
•

Hydro (24 hrs.)
Regional Police
Enbridge Gas (24 hrs.)
Fire Dept. (Administration)
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MEDIA CRISIS
Some events will attract media attention. Examples are serious accidents resulting in
critical injury or significant property damage, deaths, fires, explosions, etc.
In any of these or similar situations, a single source of information makes the control of
out-going information much easier to manage. In every instance of this nature:
•

All media inquiries must be directed to the Vice President, who shall be the only
person to speak on behalf of Fieldgate Construction Management Limited.

•

No worker or contractor will make any comment to the media.

•

Politely advise any media personnel that corporate communications are handled
through the Main Office at 5400 Yonge Street.

•

Inform the Main Office of any of these situations you may become aware of, or if
you receive any calls or requests for comment from any news media source. The
appropriate Manager or Site Supervisor will be in constant contact with the Main
Office for information and further instructions.

PUBLIC INVOLVED ACCIDENTS OR INJURIES
In any instance where a member of the public appears to be, or is involved in an
accident or injury within the public area of any Fieldgate Construction Management
Limited project location, the Site Supervisor will be notified immediately and will follow
these instructions:
•
•
•

If the individual is coherent, ask if they require assistance.
Call, or direct staff to call 911 or other emergency services as required, and to
notify the Main Office immediately
Offer First Aid as appropriate: Do not attempt any treatment you are not trained to
provide. Use common sense. Gather pertinent information such as:






Name
Address
Phone Number
Description of occurrence
Description of body injury or property damaged
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 Social Insurance Number, or other form of I.D.
•

Show concern and compassion for any person injured. Inform the person that the
Main Office will be contacted and will be in touch with them.

•

If a member of the public’s property is damaged, you must:
 Obtain a complete description of the damaged property
 Follow reporting procedures above.

• Do not discuss a non-worker report of illness or injury with anyone who is not a
representative of Fieldgate Construction Management Limited. Verify by
request for photo identification, if you do not know the person seeking
information.
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EMERGENCY CONTACT TELEPHONE NUMBERS
The following list of emergency numbers is to be posted at all Fieldgate workplaces, job
sites, and construction projects where Fieldgate Construction Management Limited is
the Constructor and in charge of the job site.
If uncertain in the event of an emergency of any kind, call 911

Regional Ambulance Service
Nearest Hospital / Emergency Location
Poison Control
Regional Police Services
Fire Department
Head Office in Toronto

416-223-5127

Ontario Ministry of Labour
Bell Telephone
Local / Municipal Gas Company
Hydro
Ontario Ministry of Environment – Spills Control
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PERSONAL PROTECTIVE EQUIPMENT
INTRODUCTION
Although personal protective equipment can be argued to be a last resort for the control
of certain construction related hazards, it is a necessary element of every company’s
Health and Safety Program, for the protection of workers from unexpected job-related
hazards.
Workers have a fundamental right to a safe and healthy work environment, and the
reality for workers is that personal protective equipment is frequently the only method to
control some common potential hazards on a construction project.

PURPOSE
Though not condoned as the only method of worker protection from job related injury
and illness, this section will clarify some areas where protective equipment is the
primary defense for workers from certain job site specific hazards.
This section will confirm the continued commitment of Fieldgate Construction
Management Limited to the safety and well-being of all our employees, by clarifying
roles and responsibilities respecting the provision, use, and maintenance of personal
protective equipment.

APPLICABILITY
This section applies to all workers who are provided job related safety apparel, and who
are required to use or wear protective safety equipment as it applies to particular tasks,
as a condition of continued employment.
The Company will continue to require protective safety equipment as a last line of
defense for workers, but will make an effort to do so only:
•
•
•

Where no method of engineering control is possible;
Where exposure is for brief periods only (ie. noise; dust; fall arrest, etc.);
In emergencies (leaks, fires, etc.).

Where personal protective safety equipment is provided or required, it shall be in
compliance with applicable CSA Standards, and be used in accordance with all
provisions of the Occupational Health and Safety Act, and applicable Regulations and
Standards.
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PERSONAL PROTECTIVE EQUIPMENT POLICY (GENERAL)
1. Where a worker is exposed to a hazard or potential hazard, and it is not possible or
practical to eliminate the hazard from the work, then protective safety clothing or
equipment shall be required, provided, and used by employees for their protection.
The Site Supervisor will enforce proper use of safety equipment on site with
assistance as may be appropriate, from the Project Manager.
2. Front line supervision and all escalating levels of management are responsible for
identifying hazards on the job and for ensuring that the proper safety equipment,
clothing or devices are provided, pursuant to the provisions of the Act, Regulations
and Company Policy. Project Managers and Site Supervisors will monitor the proper
use of personal protective equipment and will also ensure the replacement of
protective equipment as the need arises.
3. No employee or contractor will be permitted to work without the protective equipment
required by Company Policy or legislation. Any person entering a workplace, job site
or project where protective equipment is required and/or specified, will be required to
use or wear the appropriate protective equipment.
4. Every employee and contractor required to use or wear protective devices or
equipment, shall be fully instructed in the proper use, care, and maintenance of such
equipment or devices. Employees are responsible for the safekeeping, cleanliness,
and condition of personal protective equipment, and for checking to ensure that it will
provide the protection intended.
PERSONAL PROTECTIVE EQUIPMENT POLICY (WORK SPECIFIC)
FOOT PROTECTION
Approved protective safety boots (green patch) with non-slip soles and steel shank and
minimum Class 1 electrical protection must be worn by all persons conducting work on a
project, or in the immediate vicinity of a project or job site under the control of Fieldgate
Construction Management Limited.
Safety footwear, where required, shall comply with C.S.A. Standard Z195-M1981 (steel
toe and shank and protective sole, and Class One electrical protection) and shall be in
good condition, able to provide a worker the intended foot protection.
C.S.A. approved safety footwear is otherwise required for any work that may require the
operation of any lifting device, powered vehicle or any other work which may require the
handling of material or product weighing app. 15 lbs. or greater. Protective footwear
shall be maintained in good condition.
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All persons entering or working at or in immediate vicinity of a construction project shall
do so only with C.S.A. approved safety footwear.
HEAD PROTECTION
Every person on a job site shall have a safety hat (hard hat) readily available at the
project, for his/her personal use, and shall wear it while working at the project.
•

Safety hats will comply with C.S.A. Standards.

•

Safety hats shall be replaced if the integrity of the shell or suspension becomes
suspect.

•

Safety hats will be replaced after a severe blow, irrespective of the visible
damage to the hat.

•

Defective hats or suspensions shall be destroyed to prevent re-issue.

HAND AND SKIN PROTECTION
Employees involved in handling sharp or jagged objects or other material that may be
abrasive or otherwise harmful to the hands, will be provided appropriate gloves to
protect their hands, and provide a firmer grip during handling. Where provided, hand
protection shall be used as directed.

EYE AND FACE PROTECTION
C.S.A. approved safety glasses shall be worn by all employees or contractors on our
projects as required by Regulation. Safety glasses shall be worn while using explosive
actuated fastening tools or nailing guns; while grinding or soldering; while using
compressed air; or while working in proximity to any of the fore-mentioned conditions.
Employees operating any hand-held power tools shall do so only while wearing
appropriate eye protection. Full face shields shall be provided for heavy grinding.
Welding shall be conducted in accordance with the safe welding procedure in the Safety
Procedures section of this Manual, and with the prescribed facial and eye protection.
•

All eye protection where required, shall comply with the C.S.A. Standard for the
particular exposure hazard.

•

All eye protection shall be kept clean and in good repair.
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•

Eyewash stations shall be provided in areas where an employee may be exposed
to a potential hazard of injury to the eye(s) as a result of airborne particulate such
as wood or metal filings, inadvertent splashing or contact with a physical or
chemical substance.

•

Eyewash stations provided shall be regularly inspected and maintained in
good condition to provide the protection intended by them in the case of
emergency.

** Eyewash stations may be provided in any locations where the potential exposure to
eye injury may exist. They shall be kept clean and available for use, and all workers
shall be made aware of their location and receive instruction in their proper use.
HEARING PROTECTION
Where workers are likely to be exposed to a consistent sound level of 80 decibels or
greater, they shall be provided and shall wear, appropriate hearing protection.
Hearing protection shall otherwise be worn by workers as directed by their Manager or
the Site Supervisor.

FALL ARREST PROTECTION
All workers required to work at heights in excess of ten (10) ft. where they are exposed
to the potential hazard of falling, shall be provided Fall Arrest training prior to doing so,
and shall be provided the appropriate fall arrest and prevention equipment.
Workers required to work at heights where there is an exposure to the hazard of falling,
shall only do after receiving specific “Fall Protection” training and while wearing
appropriate fall arrest protection and/or restraint devices.
Elevated work platforms shall only be operated by workers who have received Fall
Arrest training and are using the proper fall arrest protection.
Fall Arrest Training certificates must be available for review by an Inspector (Ministry of
Labour) for any person working at heights and utilizing a fall arrest protection system.
Training documentation for all trades and employees on site shall be maintained by the
Site Supervisor and shall be available in the Construction Trailer.
* For detailed fall arrest provisions, refer to “Fall Arrest Protection & Prevention” in
Section 22 - Safety Procedures of this corporate H&S Manual.
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HIGH VISIBILITY APPAREL (FLUORESCENT VESTS)
Any worker who may be endangered by vehicular traffic, while working on a Fieldgate
Construction project, will wear a safety vest or jacket that is fluorescent blaze or
international orange, with stripes on the front and the back that conforms to the design
requirements made under Section 69.1 (1). The stripes shall be retro-reflective and
fluorescent (Section 69.1 (3)), pursuant to the CSA Z96-02 Standard.
In addition, a worker, who may be endangered by vehicular traffic during night time
hours, is required to wear retro-reflective silver stripes encircling each arm and leg, or
equivalent side visibility-enhancing stripes with a minimum area of 50 square
centimeters per side (69.1(4)).
NOTE:
Ministry inspectors are advised to inform employers, suppliers, and manufacturers that
the Ministry of Labour is accepting high visibility safety apparel, which comply with the
new CSA Z96-02 standard. (See photo on following page.)

Class 2 – Level 2 Vests
(Full coverage of upper torso that conforms to Level 2 Photometric performance with retro-reflective or
combined performance stripes/bands)
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Class 2 – Level 2 Jacket

Class 2 – Level 2 Bib Overalls
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Class 3 – Level 2 Coveralls
(or Class 2 Level 2 Vest with bands encircling both arms and legs)
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NOTICES OF PROJECT - REGISTRATION AND WORK
PERMITS
NOTICE OF PROJECT
As determined by scope of the project and contractual obligations, Fieldgate
Construction Management Limited will be in control of construction projects and will
hold the Notice(s) of Project as required by the Regulations for Construction Projects,
and as determined appropriate for the particular site. The yellow copy of the N.O.P. will
be posted in the Construction Office/Trailer.
Fieldgate Construction Management Limited takes their responsibilities as an
employer, owner and constructor very seriously, and will consistently endeavour to
ensure that every precaution reasonable in the circumstances is taken for the protection
of all trades, contractors and employees on site.
As constructor of the project we authorize and expect the Project Manager, Site
Supervisor and other trades and contractor supervision to require strict compliance to all
regulatory requirements, in addition to compliance with our own corporate health and
safety policies and safe work procedures.
Failure to comply with these requirements by ANY trade or contractor on the project will
result in the immediate stoppage of the non-compliant contractor’s work, and resolution
of the particular hazard in question. Failure to cooperate, or consistent non-compliance
with required safe work practices will result in the removal of the contractor or trade from
the site.
All contractors and trades on the project, are to be notified upon arrival at the job site of
these requirements; will be informed of the need for specific safe work policies and
procedures that apply to their particular work; and will be provided written copies of the
Fieldgate Construction Management Limited safe work provisions that may apply to
their work, upon request.
The Site Supervisor will ensure that every contractor on a project providing services to
Fieldgate Construction has endorsed and provided the appropriate Contractor
Obligations Guide, training records and all employment related paperwork on file with
the Main Office. Copies will be maintained on the project.
Registration of Constructors and Employers Engaged in Construction
As required by Section 5 of the Regulations for Construction Projects, Fieldgate
Construction shall complete an approved “Registration of Constructors and Employers
Engaged in Construction” form, and will keep the form posted at the Construction Office
until such time as the project is completed. We will ensure that every trade, employer
and contractor employed at the project has completed an approved form, and provided
the form to us for posting at the workplace.
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As constructor, we take responsibility for acquiring and posting the forms at the project
location, as long as the contractor or employer is still working there. The forms shall be
posted in the Construction Office.
Work Permits
Fieldgate Construction Management Limited will require notice from any contractor
or trade that will be working on a project after regular working hours. We will require
every subcontractor or trade that expects to be working on a job site after normal
working hours, to complete a Fieldgate Construction “Work Permit”, specifying the
particulars of the job, or work to be conducted.
The form will be provided to the Site Supervisor at least twenty-four (24) hours before
the scheduled work, and must be signed by the Site Supervisor or Project Manager,
confirming authorization for the work to be conducted.
The contractor or trade working after normal hours must have a competent supervisor
on site at all times during the course of the work.
At least one (1) person on site must be certified in Emergency Basic First Aid if there are
less than five (5) employees on site, or Standard First Aid if there are five (5) or more
employees remaining on site. A copy of the First Aid Certificate must be provided to the
Site Supervisor before work can commence.
There must be a “communication device” on site at all times when workers are working
beyond normal working hours, for contact purposes in the event of an emergency.
A First Aid kit that meets the requirements of WSIB Regulation 1101 must be on site at
all times, as well as an A-B-C rated Fire Extinguisher.
The Work Permit will only be good for the date it is signed and for the company that is
named on the form. The Work Permit must be signed by the Site Supervisor or the
Project Manager, who will ensure that a copy is maintained in the Construction Trailer
and a copy sent to the Main Office, before the scheduled work date.
If a contractor or trade that is conducting work beyond normal working hours does not
comply with the terms of the Work Permit, disciplinary action up to and including
termination of the contract may result.
A copy of the completed Work Permit shall remain on site with the contractor or trade, at
all times.
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WORK PERMIT
This permit is for a trade who will be working after regular working hours. The trade must have a
competent supervisor and a fully stocked First Aid Kit, under control of a worker who is the
holder of a valid Emergency Basic or Standard First Aid Certificate, on site at all times. The
trade supervisor must supply a copy of the First Aid certificate to the Site Supervisor before work
can commence. There must be a communication device on site at all times for emergency
purposes. The Site Supervisor or Project Manager must sign this Work Permit and have it sent
to the Fieldgate Construction Management Limited Office twenty-four (24) hours before the
expected work date; or the evening before.
PLEASE NOTE: An A,B,C rated Fire Extinguisher must also be on site at all times.

Date of Work:
Trade:
Trade Supervisor:
Cell #:
Hours Required
How many workers on site
First Aid Person
Communication Device:
(Cell phone or Mobile Radio)

Fieldgate Site Supervisor:
Print Name

Signature

Date Issued:

NOTE: This work permit is only for the company it is assigned, for the date it is issued.
Non-compliance with the terms of this work permit may result in disciplinary action up to,
and including termination of the contract. A copy of this work permit must be on site
with the trade.
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SAFETY PROCEDURES AND POLICIES
INTRODUCTION
Safety procedures are the foundation of any effective workplace Health and Safety
Program. All work conducted at any workplace or on any job site is only as safe as the
people performing the work, and the procedures applied to that work.
The following safety procedures encompass most work, and working conditions that are
likely to be encountered by any worker, trades, or contractors in the course of our
normal operations, construction projects, and performance of usual work-related duties.
The safe work procedures included in this Section of the Manual, are complemented by
additional construction project specific safe work procedures contained in the
“Construction Health and Safety Manual” published by the Construction Safety
Association of Ontario. Where work specific information may not be included in the
safety procedures of this Manual, or may require further explanation, please refer to the
particular section of the Construction H&S Manual. Additional copies are available
through the Construction Safety Association of Ontario.
Safe work procedures should be reviewed periodically to ensure they still apply, and
they should be updated or edited as the workplace evolves, and the need arises.

PURPOSE
This section of the Manual is developed to assign procedural obligations to workers,
contractors and supervision for the safe conduct of all work; and to heighten awareness
of the importance of safe practices as they apply to any work we perform.
These procedures and duties are drafted and implemented to conform with all
applicable standards and requirements of The Occupational Health and Safety Act,
Regulations for Construction Projects, and Regulations for Industrial Establishments.

APPLICABILITY
The policies and procedures outlined herein will apply to a variety of trades, contractors
and employees in different aspects of construction, industrial or office and administrative
related work. Some procedures may only apply to certain jobs and workers, while some
may apply to many workers in several aspects of their regular duties.
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HOUSEKEEPING POLICY
Good housekeeping and storage practices are a basic element of safety, as well as
accident and fire prevention, and should be practiced at all times by all personnel, and
routinely monitored by the workplace supervision.
1. Floors, vehicles, work platforms, offices, trailers, equipment, electrical rooms, and
carpentry areas shall be kept free of debris, storage, used containers, unused
equipment, waste products, or improperly stored building material that could
present any hazard.
2. Work areas and surfaces are to be kept clean and organized. Extruding nails, rebar, and other sharp objects shall be removed, capped or covered.
3. Stored product or building materials shall not block doorways, windows, aisles,
ventilation ducts, fire exits, stairwells, lights, electrical panels or safety equipment,
including fire extinguishers, First Aid stations or eye wash fountains.
4. Combustible material shall be stored in proper containers provided for that use,
and shall not be accumulated in any work areas, lunch areas, washrooms, or
storerooms.
5. Opened containers of flammable product used and dispensed in the workplace
shall be kept in a proper container of not more than five (5) gallon capacity,
supplied with a spring-loaded cap and a flame arrestor. Unused quantities shall
be stored outdoors or in a proper flammable storage cabinet. Propane must be
stored outdoors, segregated from other flammables or sources of ignition.
6. Access and exit routes shall be kept clear, and all doors, walk-ways or work
areas shall be sufficient to accommodate expected movement and volume of
pedestrian and vehicular work traffic.
7. Compressed gas cylinders shall be stored in the upright position, with valves
closed and protection caps in place. Storage shall be in a well-ventilated area
where no excessive rise in temperature will occur; and oxygen, acetylene and
other combustibles shall be segregated by a distance of at least 20 ft., in an area
where there is no exposure to any source of ignition.
8. Toe boards shall be used to prevent tools falling onto other workers, and all
access holes, window openings, staircase openings, or other holes cut in floors
or walls shall be adequately covered to prevent workers falling through.

Reference: M.O.L. Engineering Data Sheet #4-03
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SAFE USE AND HANDLING OF LADDERS
Accidents with ladders do not always occur while the ladder is being used. Workers can
be struck and injured by ladders being carelessly handled or insecurely stored. Many
workers have been electrocuted when the ladder they were handling or using came into
contact with high voltage electrical wiring or panels.
1. Always inspect your ladder before use - if it isn’t safe, don’t use it. Ladders that
are defective shall be taken out of service.
2. All ladders shall be of sound construction, and constructed of materials suited to
the application.
3. Wooden ladders shall not be painted, and all steps and braces will be solid.
4. All ladders should be stored horizontally and secured in place, and wooden
ladders need to be stored in a cool, dry place.
5. Ladders shall be used only when placed on firm footing.
6. The bottom of the ladder will have safety feet and be adequately protected
against slipping or being struck while a worker is on it.
7. Extension ladders shall be secured in position at the top, and held in position by
someone at the bottom, until it is secured. The top of the ladder shall be placed
so that both sides have a firm bearing.
8. Place both hands on the side of the ladder and face the ladder when going up or
coming down.
9. Set the ladder at a safe working angle. The ladder shall be angled to account for
at least one foot out, for every four feet up. (1 ft. Out > per 4 ft. Up ^)
10. When using a step ladder, ensure the cross braces are locked.
11. Fall protection shall be used if working at heights greater than ten feet (10 ft.).
12. Do not use metal ladders near live power or electrical equipment. Always watch
where you are going when carrying a ladder, being particular watchful for other
workers or overhead obstacles and wires. Extension ladders should only be
transported by two persons, or while using a spotter.
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FALL ARREST PROTECTION / PREVENTION
This fall arrest program is to ensure:
•

All work areas are free from uncontrolled fall hazards;

•

Employees working at heights are trained in fall prevention and protection;

•

Fall prevention systems are suitable, inspected and monitored to ensure
consistent effectiveness, and maximum worker protection.

It is the policy of Fieldgate Construction Management Limited to take every
reasonable precaution to prevent employees or contractors from being injured by falls
from height. We will take necessary steps to eliminate, prevent, and control fall hazards.
We intend to comply fully with the Occupational Health and Safety Act and Regulations
for Construction Projects. The first priority is given to the elimination of potential fall
hazards. If a fall hazard cannot be eliminated, effective fall protection will be planned,
implemented, and monitored to control the risks of worker injury due to falling.
All employees exposed to potential falls from heights will be trained to minimize the
exposure. Fall protection equipment will be provided and its use required by all
employees and contractors exposed to the potential of a fall from heights of greater than
ten (10) feet. The Site Supervisor and Project Manager will be responsible to
communicate the requirement for fall prevention, and shall consistently enforce fall
protection and rescue planning for all personnel on site, without exception.
Fall arrest equipment must comply with the applicable CSA Standards:
•

CAN/CSA-Z259.1-95 (Safety Belts and Lanyards)

•

CSA Z259.10-M90 (Full Body Harnesses)

•

CAN/CSA Z259.11-M92 (Shock Absorbers)

The use and inspection of the fall arrest equipment must likewise conform to the
particular CSA Standards quoted above.

FALL PROTECTION REQUIREMENT
Fall protection is required anytime an employee is working from heights and exposed to
the hazard of falling, and particularly for work performed from an elevation of greater
than ten (10) feet, when there is a hazard of inadvertently falling.
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PERSONAL FALL ARREST SYSTEMS
Personal Fall Arrest Systems consist of an anchorage, connectors, and a body harness;
and may include a deceleration device, lifeline, or suitable combinations. When a
personal fall arrest system is used for fall protection, it must do the following:
•

Limit maximum arresting force on an employee to 1,800 pounds (8 kilonewtons)
when used with a body harness.

•

Be rigged and constructed so that an employee cannot free fall more than five (5)
feet (1.5 metres) or make body contact with any lower level.

•

Bring an employee to a complete stop and limit maximum deceleration distance
that a falling worker travels, to 3.5 feet (1.07 meters).

The use of body belts for fall arrest is prohibited - A full body harness is required.
Personal fall arrest systems must be inspected prior to each use for wear, damage and
other deterioration. Defective components must be removed from service.
TRAINING
Employees will be trained in the following areas:
1. The nature of fall hazards in the work area.
2. The correct procedures for erecting, maintaining, disassembling, and
inspecting fall protection systems.
3. The use and operation of guardrail and personal fall arrest systems.
4. The correct procedures for fall arrest equipment, material handling and
storage; and the erection of overhead protection.
5. The employees’ role in fall protection plans.
6. A “Fall Arrest Rescue Plan” designed to rescue a worker who has fallen.

NOTE: All workers or contractors required to utilize personal fall arrest systems, may do
so only with approved training by a competent person; and must display upon request a
wallet card, certificate, or other comparable notification, signed by the competent person
who conducted the training, to demonstrate that they have successfully completed an
approved certification program on fall protection and prevention.
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FALL ARREST PROTECTION / PREVENTION - RESCUE PLAN
NOTE: Without exception - where any worker or contract employee on a Fieldgate
project is working in a position that allows for potential of falling from a height of greater
than 10 ft., the person must be wearing a proper full body harness equipped with shock
absorbing lanyard, and be adequately tied-off to an appropriate anchor point.
If a worker falls while wearing the fall arrest harness, and is suspended:
•
•

Immediately initiate the agreed Rescue Plan, and
If the employee remains suspended, immediately call 911 for assistance and
notify the Site Supervisor.

On any job where working from heights is likely to be conducted, the Site Supervisor will
require a Fall Rescue Plan to be provided by the Manager responsible for the work
being conducted, and the workers conducting the work. The Rescue Plan will consider
any and all work likely to be conducted from heights, and may need to be reviewed or
revised during the course of the project.
The Rescue Plan will consider auxiliary access to reach any potentially suspended
worker, in addition to a safe manner of lowering a suspended worker(s) to the ground for
treatment. Where the Site Supervisor is made aware that work is being conducted from
heights he will ensure that those conducting the work and workers in the vicinity are
aware of, and reminded of the Fall Arrest Procedures & Rescue Plan.
GENERAL PROVISIONS OF A RESCUE PLAN
All personnel working on elevated lift platforms shall be instructed in the proper use of
the emergency-lowering device, located on the work platform. This may be adequate in
situations where workers are working from the platform, and one has fallen. In this
situation, workers in the area will be required to assist during the emergency descent to
prevent the fallen worker from being entangled in the equipment.
Wherever work is being conducted from heights, someone working in the area should
be assigned as a “first responder” to provide assistance in the event of a fall from
heights.
Where a person has fallen from a height and is suspended by the harness they, or a
partner worker will CALL FOR HELP, if possible. The “first responder” will check the
condition of the suspended worker, to the best of his ability. If conscious, the worker will
be reminded to “stay calm and still”, and instructed not to attempt to climb back onto the
platform, if working from an elevated lift device. The assigned worker (first responder) in
the vicinity will ensure the appropriate Manager and the Site Supervisor is notified
immediately. If the worker is unconscious, the worker’s Manager or the Site Supervisor
will immediately call an ambulance for assistance.
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The rescue team shall utilize such auxiliary access equipment as planned to reach the
suspended worker. As soon as the suspended worker has been reached, they must be
supported and released from their harness, and then shall be lowered to the ground
slowly and safely.
Where an individual worker is suspended from an elevated lift platform, the rescue may
be accomplished by another worker accessing the lift, and using the emergency controls
to lower the platform, or basket. If the platform cannot be lowered, another lift shall be
placed under the suspended worker and used to lower the worker, in the same manner
as above.
Render appropriate first aid, and if the worker appears seriously injured, or remains
unconscious, transport immediately to the nearest hospital location.
Where a worker has been suspended from a fall with a full body harness, the Ministry of
Labour shall be notified.
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STORAGE AND HANDLING OF COMPRESSED GAS
CYLINDERS
The protective cap must be in place whenever a cylinder is not in use. Cylinders are not
to be lifted by the protective cap.
A proper truck, cart, cradle, or other safe means must be utilized to transport cylinders.
Never drag, roll, slide or drop a cylinder, and do not use a sling or magnet to move
cylinders.
Cylinders must be maintained in an upright secure position, either on a truck or cart, or
chained to a firm support that will prevent it from toppling.
Cylinders containing propane shall be stored outdoors, away from buildings, traffic,
sources of ignition and other flammable materials.
Cylinders shall be protected from any sources of excessive heat, including open flame,
a welding torch or direct sunshine.
Carefully check for, and eliminate any gas leaks.
Use a “soap bubble” solution to test for leaks, never a flame.
Cylinder valves must be kept closed whenever the gas is not being used.
Leaking or malfunctioning cylinders must be immediately reported.
Adequate ventilation shall be provided where the use of compressed gas may cause an
accumulation of hazardous fumes.
Connection or disconnection of propane cylinders from any heating device or propane
powered vehicle shall be conducted by a competent trained in propane handling and
exchange.

Gasoline Handling Act, Ontario Propane Storage and Handling Code.
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POWER OPERATED MACHINERY AND TOOLS
The use of power operated equipment requires training, precision, and care; and in
some cases considerable expertise on the part of the operator. Knowledge of the
equipment or tool, and an understanding of the job to be done is imperative, if the task
assigned is to be conducted efficiently and safely.
Operating manuals and instructions shall be made available and reviewed when
equipment is being put into operation. Only C.S.A. or U.L.C. approved equipment and
tools shall be used. Hard-wired equipment or machinery shall be E.S.A. approved
Maintenance procedures specified by the manufacturer shall be followed, and records
shall be kept.
All exposed moving parts and pinch points shall be guarded to prevent access to the
moving part. Guards shall be kept in place and maintained in good working order.
Loose fitting clothing or jewellery shall not be worn near any rotating shaft, spindle, gear,
belt, or other source of entanglement.
Appropriate personal protective equipment shall be worn when working on or around
power operated equipment. Signs to this effect shall be posted where pedestrian traffic
or vehicular traffic may create an additional safety hazard. Safety glasses shall be worn
at all times while operating hand-held power tools.
All belts, gears and pulleys shall be inspected regularly for signs of wear or fatigue
which could cause mechanical failure of the equipment. All lifting devices shall be
maintained in accordance with Regulations and will be certified annually.
Any circuit or piece of equipment shall be positively identified and carefully tagged and
locked out, prior to attempting any repairs, intrusive maintenance, lubrication or set-up.
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SPILL RESPONSE - CONTINGENCY PLAN
Ontario’s Environmental Protection Act defines a spill as a discharge of contaminants or
hazardous material:
•
•
•

into the natural environment;
out of a building, containment structure, or vehicle;
which is abnormal in quality or quantity for the circumstances.

A spill is not defined by any specific maximum or minimum quantity of material, but
rather if the discharge causes or is likely to cause an adverse effect on public health or
the environment.
In the case of any unexpected or unplanned chemical or hazardous material discharge,
the spill must be dealt with immediately. The person discovering the spill must:
1. Stay clear of the spill.
2. Seek help and report the spill to project Supervision.
The appropriate Manager responsible for the work, and the Site Supervisor will assume
the responsibility to:
1.
2.
3.
4.
5.
6.
7.
8.

Seal off the area and alert others, if appropriate
Look for, and treat any injuries
Attempt to identify the spilled product and the hazard
Provide an action plan for containment
Ensure proper equipment and materials are utilized
Contain and clean up the spill.
Contact Ministry of Environment Spills Action Branch if the spill is significant.
Notify the Main Office of any serious spill.

* Consult the M.S.D.S. for clean up and spill procedure.

AFTER THE SPILL
Any absorbents used to control or clean up the spill must be properly packaged
according to Provincial or Municipal regulations, remembering that they now have the
same properties and hazards as the spilled material. Treat them with care.
Safely dispose of all disposable coveralls, gloves and respirators. De-contaminate all
non-disposable items such as shovels, scrapers, etc.
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WELDING AND WELDER PROTECTION POLICY
No employee or contractor shall conduct welding or operate welding equipment at a
workplace or job site without the necessary protective equipment specified by this
policy, the legislation, or as otherwise directed by the Site Supervisor.
Hot Work procedures and permits are included in the safety procedures of this section,
and are to be referred to prior to any welding, brazing, or torching.
1. Welding shields, helmets and/or goggles containing filter plates or lenses must be
worn for all welding, cutting or brazing. The amount of radiation allowed to pass
through the filter plate is determined by the number assigned. Filter plates clearly
identified by shade number, and specific to the nature of the welding or cutting
operation must be used.
Welding helmets must be designed to protect the face, forehead, neck and ears
from sparks and direct radiation exposure from the arc. A Class 4 or 5 protector
as per C.S.A. Standard Z94. 3-M1982 satisfies these requirements.
Goggles or other suitable eye protection must be used for any gas welding or
oxygen cutting. Goggles should have vents near the lenses to prevent fogging.
Cover lenses or plates should be provided to protect the filter lens.
2. Exhaust ventilation must be used when welding extensively indoors or in a closed
in area. The use of respirators is only considered a reasonable substitute for local
exhaust ventilation, when it is for a short duration and no other workers may be
exposed to the fumes.
3. If the nature of the welding makes ventilation impractical, it may be necessary to
use respiratory protection. If so, the respirator must fit under the welding helmet
and be selected to filter and eliminate the toxic contaminants produced.
4. Protective gloves shall be worn while welding, and shall be made of leather or
other suitable flame resistant material. Gauntlet type gloves are preferable.
5. Sparks may lodge in rolled up sleeves, pockets or cuffs. When welding, collars
are to be buttoned; sleeves rolled down; and pockets should be removed from
the front of clothing. Trouser legs should never be rolled up while welding.
Disposable lighters shall not be exposed in clothing while cutting or welding.
6. Synthetic materials such as polyester should not be worn while welding, even
under the protective aprons.

Reference: C.S.A. Standard Z94. 3-M 1982
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FIRE SAFETY / HOT WORK PERMIT PROGRAM
HOT WORK PROTECTION AND PERMIT PROGRAM
1) INTRODUCTION
In an effort to eliminate the risk of damage due to uncontrolled open flame and sparks,
Fieldgate Construction Management Limited wishes to pre-approve any hot work that
may be conducted at our projects. By definition, hot work is any operation that involves
open flames, uncontrolled sparking of materials, or production of significant heat. Hot
work includes flame cutting, heating, grinding, soldering, brazing to arc wielding, and
includes roofing tar pot applications using propane-burning devices.
2) COMPANY POLICY
It is Company Policy that hot work be reviewed prior to the work being conducted,
irrespective of being conducted by staff or contract personnel. The Site Supervisor and
Manager in charge of the hot work being conducted shall be responsible for
implementation and training of the Hot Work Procedure and Permit Program.
Contract personnel conducting hot work shall submit their fire protection program, Hot
Work Procedures and Work Permit program, to the Site Supervisor for prior approval. If
approved, the Site Supervisor shall monitor and supervise the work of the contract
employees to ensure the provisions of the program are met.
Hot Work procedures will ensure that no fire or unexpected flame results from the work
being conducted and that appropriate fire protection measures are considered and
adhered to throughout the work, and afterwards as appropriate.
Fieldgate Construction Management Limited has adopted the “FM – Global” Hot
Work and Fire Protection Permits and Program as an appropriate Standard.
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Contact information
should be placed in this
section.

VEHICLE & TRAFFIC SAFETY
All vehicle operations are to be conducted in strict accordance with the provisions
of Ontario’s Highway Traffic Act, in addition to those conditions applied by
direction of Fieldgate Construction Management Limited Corporate H&S Policy.
TRUCKS / PASSENGER VEHICLES
DRIVERS
All drivers must be employees of Fieldgate Construction Management Limited and
must have a valid Ontario driver’s licence. Each driver’s valid Ontario license will be
provided and remain on record in the Main Office. At the start of each shift, or before
using the vehicle, drivers will conduct the visual checks and inspections required by the
Daily Vehicle Check List.
It is expected that all drivers will operate their vehicles in a safe and courteous manner,
and will obey posted speed limits and other traffic signs. All drivers are required to report
any known or suspected vehicle defect or concern to their direct report Manager,
immediately upon detection.
SEAT BELTS
Seat belts must be worn properly at all times by all occupants of the vehicle.
VEHICLE EQUIPMENT
Cellular or satellite phones may be present in the vehicle for remote jobs requiring direct
communication. Insurance and ownership papers (or copies) for the vehicle are to be
kept in the glove compartment of all Company vehicles. If fire extinguishers are provided
in the vehicles, proper training shall be provided to all operators, for the safe and
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effective use of the extinguishers. If First Aid kits are provided in the vehicle, the
operator is to be a Certified First Aid attendant.
ENGINE FIRES
If your vehicle should experience an engine fire, safely decelerate and steer the vehicle
off to the side of the road. Turn off the ignition, leave the vehicle immediately, and move
a safe distance away from the vehicle to either call for help, or await roadside
assistance. Do Not open the engine hood, and Do Not attempt to extinguish the fire.

DAILY VEHICLE OPERATOR CHECKLIST
Planned vehicle maintenance keeps equipment running smoothly and helps you do your
job effectively. It is the only method by which potential trouble and safety hazards can
be spotted and corrected before it can cause costly repairs. At the start of each shift,
make all the checks and inspections listed on the provided Vehicle Inspection Report.
If you discover something wrong, report it immediately to your Manager for correction.
The checklist is to be handed in regularly to your Manager, who will arrange for
appropriate corrective action, and file the reports under the vehicle file.
The following is a typical inspection that each driver should make at the start of each
shift.
VISUAL CHECKS
1. Battery Connection - make sure that battery-to-vehicle connections are tight.
2. Battery Gates Locked into Place - Ensure that if there are battery gates on the
vehicle, that they are securely locked in place.
3. Equipment Storage and Stability - Check equipment carried and stored in vehicle to
ensure that it is stable, in place, locked if necessary, and secured in its position.
4. Oil Leaks On or Under Vehicle - While walking around the vehicle, pay particular
attention to any wet or oily areas under, or on, your vehicle. This could indicate a
leak or serious problem with the engine or hydraulics.
5. Loose Bolts or Hardware - Check bolts and hardware on the vehicle to make sure
they are tight and have not vibrated loose.
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6. Bumps or Abrasions on Tires - Check tire inflation, which is imperative to a smooth
and safe ride. Check to ensure there are no cuts, uneven wearing bumps, or holes.
These will not only lessen the smoothness of the ride, but will contribute to poor
steering and faulty alignment of the vehicle. Uneven tread wear is indicative of
faulty alignment, and must be corrected immediately.
7. Fire Extinguisher - If your vehicle is equipped with an extinguisher, ensure it is
charged and ready for emergency use, and that you know how to use it.

OPERATIONAL CHECKS
1. Battery Condition: Ensure the battery gauge (if equipped) indicates the battery
is sufficiently charged for operation, and visually check for leaks, cracks, and
general physical battery condition.
2. Steering - Left and Right: With the engine running, turn the steering wheel both
ways as far as it will turn. Steering should not feel loose and should not squeal.
3. Braking: Fully apply the brakes to ensure proper condition. The brake must hold
solidly and not drift under pressure.
4. Parking Brake: Ensure the parking brake is functional and holds the vehicle if
utilized while parked on an incline.
5. Horn: Sound horn to ensure it works.
6. Windshield: Ensure the windshield allows for clear unobstructed visibility, with no
cracks in obstructing the sight path of the windshield.
7. Rear View and Side Mirrors: Ensure the rear view and side mirrors are clear of
grime, are unobstructed, and properly aligned for clear vision.
Use your eyes, ears, and nose all the time you are operating your vehicle. Listen for
unusual or excessive noises. Watch for rough running, stalling or smoking of the engine.
Always stop the vehicle immediately and report anything that isn’t functioning properly.
Do not try to repair the vehicle yourself, unless you are absolutely certain of the
corrective action required, and trained and capable of safely and properly conducting
the repair. Repairs attempted without proper knowledge or tools, may result in accidents
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or greater mechanical damage, putting you or the vehicle out of action, and resulting in
lost time and/or a large repair bill.

FIRE EXTINGUISHERS INSPECTIONS AND MAINTENANCE
INSPECTIONS
Every project shall have an appropriate fire extinguisher available on site, and a visual
“quick check” of all fire extinguishers on site shall be conducted each month on each
project by the H&S Representative, to ensure that the extinguisher is available, fully
charged and operational. This “quick check” inspection will visually check extinguishers
to confirm they are in the proper location; have not been used or tampered with since
the last inspection; and have no obvious signs of physical damage that might prevent its
effective operation.
A tag will be applied to the extinguisher and initialled by the inspector, indicating the
date of the inspection.

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

RECHARGING
Extinguisher recharging includes the replacement of the extinguishing agent, and the
expellant for most types of extinguishers. Recharging must be conducted by only trained
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personnel to comply with all manufacturer’s specifications. Extinguishers shall be
recharged after each use, or as indicated by inspection or maintenance.

ANNUAL TESTING
A pressure test to determine whether the extinguisher is capable of withstanding the
pressures to which it is subjected during use, must be carried out annually by qualified
personnel trained and equipped to conduct such testing. Dates of the most recent
testing are to be noted on the extinguisher.

MATERIAL STORAGE - GENERAL
All material must be stored, moved and handled in a manner that does not endanger the
safety of any worker, or the public.
• Materials must be stacked or piled in a manner that will prevent tipping,
collapsing or rolling. Where cylindrical objects are stored on their side, they must
be piled symmetrically with each bottom row wedged to prevent movement.

CHEMICAL STORAGE
1. All chemicals shall be stored safely in leak-proof containers with labels that
identify their contents and potential hazards.
2. Opened containers of flammable liquids shall be stored in a flammable liquid
storage cabinet, or a flammable storage room.
3. Proper protective equipment will be used for handling potentially hazardous
materials.
4. Material safety data sheets for all chemicals being stored or handled, shall be
available to any employee. Contact your Manager or the Site Supervisor.
Reference: Transportation of Dangerous Goods Reg.’s, WHMIS.

EQUIPMENT STORAGE
Equipment shall be stored in an orderly manner that is readily and safely accessible,
including storage in a vehicle.
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Equipment shall not be stored in a manner that may cause damage, or unusual
deterioration of the equipment, including storage in a vehicle.
Where storage is provided on a racking system, the racking shall be set on a firm, stable
flat surface and shall be erected in a manner that will not tip, collapse or fall.

ENVIRONMENTAL EXPOSURES - LIGHTING
Where natural lighting is inadequate to ensure clear vision and the safety of any worker,
or contract employee, appropriate artificial lighting shall be provided.
1. Lighting shall be arranged to reduce glare and shadows to a minimum.
2. Lights shall be installed in safe and reasonably accessible locations.
3. Automatic emergency lighting shall be provided where failure of the regular
indoor lighting system may endanger the safety of any worker.
4. Installed exterior lights shall be weather-proof lighting.
5. All outdoor lighting shall be located in a safe accessible location, away from
overhead wires of any voltage.
6. The maintenance of high, or overhanging light fixtures and light standards shall
be carried out by qualified personnel.
Reference: Ontario Hydro Lighting Code.

HAZARDOUS SUBSTANCES - GENERAL
1. All controlled products shall bear a WHMIS label that describes the hazardous
characteristics of the material, required protective equipment, storage procedures,
safe handling precautions, and first aid procedures.
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2. Material safety data sheets for all controlled products and hazardous materials at a
project shall be kept in a readily available location and provided to any worker upon
request.
3. Employees who are required to use or work in proximity to hazardous materials shall
have received WHMIS training on the proper use of the materials, hazards
associated with the handling and storage, and the required personal protective
equipment. Documentation and certificates of proof of training must be available
upon request.
**For more specific information on hazardous substances, refer to the “WHMIS”
Section contained in this manual.

Reference: The OH&S Act Sections 1(1), 36 (4-5), 37(1-3), 39, 40(7). & W.H.M.I.S

MISCELLANEOUS
1. Any new processes or chemicals in use at the workplace or project shall be
thoroughly evaluated to ensure they are being prepared, used, stored and handled in
a safe manner.
2. All new employees shall receive orientation training re. provisions of the
Occupational H&S Act and Regulations, and in all safety aspects and potential
hazards pertaining to their work. On any new project, employees shall be provided
training regarding safety information or new hazards likely in the work, or project
being started.
3. H&S Representative workplace inspection reports shall be kept available at the
Construction Trailer for the duration of the project.
A copy of the Occupational Health and Safety Act and applicable Regulations shall be
posted at every workplace location and job site, and all new safety policies and
procedures should be posted for a period of not less than one month.

BATTERY POWERED LIFT TRUCKS
1. All battery handling or charging is to be done by trained and authorized personnel
only.
2. Set the brakes on the vehicle prior to changing the battery.
3. Use the battery changing equipment provided. Do not attempt to change the battery
by hand.
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4. Batteries being charged give off hydrogen gas, which is extremely flammable. Do
not allow any source of ignition near the battery charging stations.
5. Do not smoke while changing the batteries.
6. Charge batteries in a well-ventilated area.
7. Keep the batteries free from corrosion to eliminate grounding and the possibility of
sparks.
8. Plugs, terminals, cables and receptacles must be kept in good condition.
9. Protective equipment shall include a full-face shield or chemical goggles, acid proof
gloves, and an acid resistant apron when handling, changing, checking, or filling
batteries.
10. Know the location of an eye wash station and deluge shower,
and know how to use it. Ensure the eyewash is clean and
accessible for use in case of emergency.
11. Become familiar with the manufacturer’s recommendations for
the battery, and battery charger.
12. Follow the manufacturer’s instructions.
A.N.S.I. Z358.1-1998

PROPANE POWERED LIFT TRUCKS
1. Liquid propane vapourizes quickly and will cause extreme frost bite if it touches your
body, so be sure to wear protective gloves while making, or breaking connections.
2. Pay attention to the connections, using only the approved components.
3. Use only approved connectors and hoses, and protect them from heat or damage.

4. Any repairs to the carburation or fuel supply system must be done by an authorized
person.
5. Removable cylinders must be exchanged away from extreme
other potential sources of ignition.

heat, open flame, or
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6. Before loosening any connections, close the cylinder valve.

7. when checking leaks, use soapy water or an approved leak detector. Never use a
match or flame.
8. Cylinders should be stored carefully outside in the upright position.
9. After the cylinder is connected to the lift truck, open the valve very slowly.
10. Remember: do not smoke while making connections or driving.

PAINTING PROCEDURE - INDOOR
Painting of a floor, ceiling, structure or equipment on a project is usually conducted by
one of the following methods:
A. Spraying
B. Brush and roller
Wherever possible, latex paint products will be used, particularly for indoor painting.
Where latex paints are not an option, the paint used may contain flammables or toxic
hardeners. The following measures should be taken before, during and after the painting
assignment:
1. Obtain the MSDS. For the paint, reducers, and cleaning solvents, and ensure
containers are properly WHMIS labelled.
2. Store paint containers and solvents outdoors, or in a proper storage facility.
Ensure that outdoor temperature, or direct sunlight will not affect the paint or
solvents.
3. Ensure workers are WHMIS trained specific to the paints used.
4. Spraying of any flammable or toxic paint must be carried out in a well-ventilated
area to ensure flammable or toxic vapours do not reach a hazardous
concentration. Painting should be done when no workers are in the vicinity of an
area being painted, if possible.
5. Flammable paint must be sprayed in an area where there is no source of ignition,
such as electrical sparks, welding or grinding.
6. Ensure that proper fire protection is available and ready.
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7. Ensure that personal protective equipment appropriate to the painting task is
available, used and worn; including non-permeable coveralls, proper respirator,
gloves, aprons, and eye protection.
8. After completion of the painting, ventilate to ensure there is no accumulation of
toxic, flammable or noxious vapours.
9. Good personal hygiene should be practiced; and smoking, drinking or eating shall
be prohibited in any area being painted.
10. Brushes, rollers and spray equipment must be properly cleaned after use, using
appropriate precautions for the cleaning solvents.
11. Rags saturated with solvents must be kept in a safety can.

SPRAY PAINTING
Only qualified spray painters, specially trained to perform the task, shall operate spray-painting
equipment within a workplace or construction project. Many commercial grade paints are likely
to contain flammables, toxins, or both. The following measures should be taken before, during
and after each spray-painting assignment.
1. Obtain the M.S.D.S. for the paint, reducers, and cleaning solvents and ensure that the
containers are all properly labeled. Read and evaluate the information to ensure that the
products are handled, used and transported safely; and to ensure that the proper
personal protective equipment is available and used while handling the product.
2. Store unused flammable paint containers and solvents in a proper flammable storage
area or cabinet designed for that purpose.
3. Ensure that all workers or contractors handling, or likely to be exposed to the products
have received proper WHMIS education and training.
4. All spray painting is to be carried out in a well-ventilated area if possible. If not, there will
be no workers in the area exposed or potentially exposed to the spray-painting fumes. If
using a potentially flammable or volatile paint, precautions shall be taken to ensure
appropriate ventilation to ensure that levels of flammable vapours will not reach
hazardous concentrations.
5. There must be no sources of ignition in proximity to spray painting operations.
6. Ensure that proper fire extinguishing equipment is readily available for use.
7. Ensure that personal protective equipment is appropriate for the task and that the
equipment is properly used, including: respirator; gloves; apron or non-permeable
coveralls and proper eye and face protection. ** No spray painter shall use a respirator
without proper and adequate training in the use, handling and maintenance of the
particular respiratory protection.
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8. After completion of spraying, ventilate the area to ensure no accumulation of fumes.
9. Always practice good personal hygiene. Wash effectively upon completion of the task,
and ensure that no smoking, eating or drinking takes place near the painting area.
10. Spray painting equipment must be properly cleaned after each use, utilizing the proper
precautions with the cleaning solvents. Cleaning rags must be stored in a proper safety
can, with a closed or spring-loaded lid, that will not allow the inadvertent escape of
noxious or combustible fumes.

GUARDRAILS
On every job site guardrails must be provided where an open space allows exposure of
any worker to the hazards of falling. Pursuant to Section 26 of the Regulations for
Construction Projects, guardrails will be provided on any job site under our control,
where a worker is exposed to the hazard of falling:
•
•
•
•
•
•

More than 3 metres (10 ft.)
More than 1.2 metres (4 ft.) if the work area is used as a path for a wheelbarrow
or similar equipment
Into operating machinery
Into water or another liquid
Into or onto a hazardous substance or liquid
Through an opening on a work surface

As per regulatory requirements, any wooden guardrail will have a top rail, mid-rail, and
toe board secured to vertical posts or supports.
1. The top rail will be between 3 ft. and 3 ft. 6 inches high.
2. The toe board will be at least 4 inches high and flush with surface.
3. Vertical support posts shall be no more than 8 ft. apart.
Wood slat guardrails, wire rope and manufactured wire mesh guardrail systems are also
acceptable, but must be at least as strong and durable as wooden rails, and have the
same minimum dimensions.
Guardrails must be capable of resisting any loads likely to be applied. This may mean
additional re-enforcement in some instances, such as where lift truck vehicles or other
heavier loads may be applied.
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Guardrails will be installed on balconies. It is not sufficient to merely barricade the
entrance to the balcony.
Where a guardrail must be temporarily removed, open edges shall be roped off and
marked with warning signs. Workers in the area will be required to use a fall arrest or
travel restraint system, if they are likely to be exposed to the hazard of falling over the
exposed edge. The guardrail shall be replaced as soon as possible.
Open edges of stairs, mezzanines, slab work, bridge surfaces or platforms all require
guardrail protection.

SCAFFOLDS
Scaffolding can be utilized effectively and safely on construction projects, if some
fundamental precautions are taken and safe work procedures are applied in the
erection, use and dismantling of scaffold systems.

SELECTION OF SCAFFOLDING
Always choose the right system for the job. Almost all scaffolding used on our job sites
are standard frame scaffolds. When selecting the scaffolding for a task, considerations
should include:
•
•
•
•
•
•
•
•
•
•
•
•

The total weight of workers, tools and materials to be carried by the scaffold
Site conditions (Interior, exterior, floors or surfaces, ramps or elevations, etc.)
Height scaffolding needs to be
Nature of work to be conducted on the scaffold
Duration of work
Experience of site supervision and the crew
Proximity of scaffolds to pedestrian traffic
Weather conditions
Access to scaffold
Obstructions - Surface & overhead
Building configuration
Particular set-up or dismantling problems

ERECTING AND DISMANTLING SCAFFOLDS
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All scaffolding must be erected, altered and dismantled under supervision of a
competent person. If no competent person on site is assigned to this task, all scaffold
work will be conducted under supervision and responsibility of the Site Supervisor.

INSPECTING SCAFFOLDING
Before erecting a scaffold, always check the location of the scaffold for:
•
•
•
•
•

Ground conditions
Overhead wires
Obstructions
Variations in surface elevation
Tie-in locations and methods

Before use each day, or at the start of each shift, all raised scaffolds and structural
materials must be inspected for:
•
•
•
•
•
•

Damage to frames, braces or other structural components
Damage to hooks on manufactured platforms
Slits, knots holes, or dry rot in planks provided
De-lamination of laminated veneer platforms
Compatibility of all structural components
Stability

Any structural components noted to be bent, damaged or severely rusted should be
discarded and replaced. Defective planking should be removed and replaced.

SUPPORT SURFACE
Scaffolds must be erected on surfaces that can support any loads likely to be applied to
it. Floors are usually adequate to support scaffold loads of workers, tools, and light
construction materials. Older wooden floors should be examined to ensure they will
support anticipated loads, and they should be re-enforced if necessary prior to erecting
the scaffolding.
If exterior scaffolding is being erected, any soil must be well-compacted and level in
order to maintain a properly erected scaffold. Mudsills should be extended at least 2 feet
beyond the leg of scaffolding at joints and ends.
Blocking or packing exterior scaffold footings can be very hazardous.
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ASSEMBLY
Install all parts, fittings, and accessories in accordance with manufacturer’s
specifications. Always use base plates and nail base plates to mudsills when use in
exterior assembly.
Vertical bracing must be applied to both sides of every scaffold frame.
Horizontal bracing is required at the joint of every third tier of frames.
Horizontal bracing should coincide where the scaffold is tied to the building or structure
being worked on.
Horizontal bracing of the first tier helps to square up the scaffolding.
Coupling devices to join the scaffold frames must be properly installed on every leg of
the scaffold at every joint as assembly proceeds.
Wheels or castors are to be securely attached to the scaffold and must be equipped with
brakes (wheel locks).
Always install guardrails. When the scaffold is set at the desired level, install the
guardrail around the entire perimeter of the platform.
Braces should be secured at each end. Ensure that self-locking devices move freely and
fall into place.
Where frames are not equipped with ladder rungs, install ladders as each tier goes up.
Climbing up and down scaffolding frequently can lead to unnecessary exposure to the
hazard of slipping or falling.
The scaffold frame should be checked for plumb after each tier is erected.

PLATFORM
All parts and fittings should be secure before platform components are put into place.
Lift platform sections from the previous tier in order to have platforms to stand on when
erecting or dismantling the platform above.
Where frequent lifting of materials is likely to occur, consider a lifting mechanism such
as a wheel and hoist arm or davit. This eliminates considerable risk of workers falling
from the scaffolding while trying to climb with materials, or pull product and materials up
the scaffold with a rope.
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SCAFFOLD STABILITY
On a scaffold, the ratio of height to the least lateral dimension should not exceed 3 to 1
unless:
1. The scaffold is tied into the structure
2. The scaffold is stabilized by guy wires
3. The scaffold is stabilized by outriggers
Stabilizers must be equally extended on each side of the scaffold to maintain the 3 to 1
rule.

DISMANTLING
Scaffold dismantling proceeds in reverse order to erection. Each tier should be
completely dismantled and lowered to the ground before the next tier is dismantled.
Dismantling any scaffolding in excess of ten (10) feet in height should only be conducted
while wearing the proper fall arrest harness and shock-absorbing lanyard tied off to a
scaffold frame or lifeline.

PLATFORMS
The rated load carrying capacity of platform panels must be obtained and adhered to on
all scaffold platforms.
Inspect platform material regularly to ensure they are in good condition and capable of
withstanding loads likely to be applied.
Discard and replace defective platforms or platform materials.
Platforms should be cleated and fully decked to prevent inadvertent movement.
Rolling scaffolds should have wheel locks on all wheels. Wheel locks should be applied
as soon as the scaffold is in position.
Rolling scaffold over one frame high should never be moved with anyone on the
platform.
SCAFFOLD USE
Ladder rails must project 3 feet above the scaffold platform.
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Use 3-point contact to climb any ladders. Always face the ladder and keep your centre
of gravity between the rails.
If a scaffold must be used without a guardrail, personnel on the scaffold must be
equipped with and using the proper fall arrest equipment and tie-offs.

LADDER USE
Fieldgate Construction Management Limited is committed to the safety and health of its
workers and contractors, and wishes to maintain safe working conditions for all staff at
all workplaces and all job sites. In keeping with this intent, the following procedures for
working around machinery are implemented, and expected to be enforced by all
Supervision:

INTRODUCTION
FCML is taking the position that ladder use (predominantly step ladders) is to be limited
on construction projects where the height of the work exceeds requires the use of an
alternative tool. This is in an effort to eliminate associated hazards of working from
ladders.

PURPOSE
This section of the Manual is to define the requirements of the Occupational Health and
Safety Act, Industrial Regulations and Regulations for Construction Projects in respect
of ladder use.

APPLICABILITY
These “Guidelines for Ladder Use” apply to all of our employees or contractors, required
to use as a part of their regular work duties.
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LEGISLATION AND PRINCIPLES OF EQUIPMENT AND MACHINE GUARDING
O.Reg. 213/91 – Sec. 125. (1) Where work cannot be done on or from the ground or
from a building or other permanent structure without hazard to workers, a worker shall
be provided with a scaffold, a suspended work platform, a boatswain’s chair or multipoint suspended work platform that meets the requirements of this Regulation.

LADDER USE POLICY
The following is Fieldgate Construction Management Limited guidelines to ladder use on
a project:
A worker at every instance of work that cannot be performed from the ground, is to
assess their environment for the safest means of completing the work. Each
assessment of the environment will decide on the best and safest tool for the job. This
is called a ‘risk assessment of the work’ and should be performed with the knowledge
and review of the site superintendent.
Generally, a ladder can be used where the work being performed requires the worker to
be above the ground, up to 29”. Generally, a scaffold, a suspended work platform, a
boatswain’s chair or multi-point suspended work platform is to be used where the work
being performed requires the worker to be 29” from the ground and above. The height
at which the work is to be performed should also be taken into consideration by the
worker.
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HEAT STRESS
Working in hot environments or in elevated temperatures adds to the stress on our
body’s cooling system. When the heat is combined with other factors such as hard work,
loss of body fluids, high humidity, fatigue or some medical conditions, it may lead to heat
related illness, disability and even death.
The body is constantly producing heat and is constantly passing the heat to the
environment. When the body works harder or the environment is hot or humid, then the
body works harder to eliminate the heat it produces. Air movement such as fans or a
breeze assist the body in ridding itself of heat.
Acclimatization of the body to adjust itself to work in hot environments, takes as much
as two weeks, and is accomplished by one of the following two ways:
1. Increasing the amount of time exposed to a hot environment gradually by starting
with 20% of the time in the heat, and increasing your exposure by 20% each day.
2. Reducing physical demands of the job over a period of 5 to 10 days.
People with health problems or in poor physical condition will need a longer period of
acclimatization. Workers above the age of forty (40) need to be more conscientious, due
to a reduced ability to sweat.
MODIFYING WORK AND THE WORK ENVIRONMENT
Engineering controls may include:
•

Control the source of heat through the use of insulation and reflective barriers

•

Exhaust hot air produced by specific operations

•

Reduce the temperature and humidity through the use of air conditioning

•

Provide air conditioned rest areas

•

Use fans to increase the air movement when the temperature is below 35°C

•

Use mechanical aids where possible to reduce the physical demands of the work
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ADMINISTRATIVE CONTROLS
•

Assess the demands of the job and have control strategies in place

•

Increase the frequency and length of rest breaks

•

Schedule hot work to a cooler time of day, if possible

•

Provide cool drinking water in close proximity to workers and remind them to
have a drink at least every twenty (20) minutes

•

Workers may ingest reasonable amounts of salt with their food, particularly when
becoming acclimatized to the job (workers on a low salt diet should consult their
physician)

•

Assign additional workers to assist with the task, or slow down the pace

•

Train workers to recognize the signs and symptoms of heat stress

•

Pregnant employees, and those with medical conditions such as high blood
pressure or heart disease, should consult a physician for more specific
precautions and limitations that may apply to their exposure to extreme heat.

PERSONAL PROTECTIVE EQUIPMENT
•

Wear light clothing to allow free air movement and sweat evaporation

•

In high heat situations, insulating or reflective clothing may be necessary

•

Sunscreen should be used liberally on unprotected skin

•

Wide brimmed hats should be worn where long term exposure to sun is likely
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ELEVATED WORK PLATFORMS
There are several types of work platforms used at our construction sites. Aside from
scaffolding, we use primarily Scissor Lifts and periodically may use articulated Boom
type elevating work platforms.
All elevating work platforms must be initially designed by a professional engineer in
accordance with applicable standards for the size and style of lift, and they are to be
manufactured and tested in as per established design specifications. A permanent
sticker plate is to be applied o the particular lift, indicating the model, and applicable
design and weight handling specifications.
The Site Supervisor on all Fieldgate project locations, will ensure that lift equipment has
been properly inspected and maintained in good operating condition. Additionally, the
Site Supervisor will ensure that:
•

Only trained and qualified operators are authorized to operate the lift equipment,

•

Any qualified lift operator has provided his operator’s training certificate, or other
proof of qualification prior to operating the lift.

The Site Supervisor will ensure that the operator inspects the lift equipment prior to each
shift, or the first daily use, and that the inspection log is available at the lift equipment for
review.
The following safe work procedures for the operation of elevating lift platforms are to be
consistently applied and enforced at each Fieldgate job site.

SAFE USE OF ELEVATING LIFT PLATFORMS – SCISSOR AND BOOM TYPE
SAFE OPERATION OF THE LIFT
1. Check the work area at floor level and ceiling level for hazards that may affect the
safe operations of the lifting device, such as lumber on the floor or overhead wires,
beams or girders.
2. Maintain at least fifteen (15) feet of clearance from any power lines or source of
electrical power.
3. Keep people away from an operating lift platform. Never allow ground personnel
near the lift when in raised position, and never allow anyone to stand under a raised
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platform. If necessary, use a “spotter” to ensure that all personnel are clear of the
platform when it is being lowered.
4. When leaving the lift unattended, ensure the platform is in the lowered position, with
the engine shut off and the parking brake engaged. Return keys to the Manager in
charge of the work, or follow other procedure you have been advised to ensure that
there is no unauthorized use of the lift equipment.

PERSONAL PROTECTION
1. No worker shall operate a lift platform in excess of ten (10) feet high without the
appropriate fall arrest protection. Fall arrest equipment and fall prevention
procedures shall be applied in accordance with the Fall Arrest safety procedures
noted in Section 22 - Pg. 4 of this Manual.
2. Where there is a potential hazard of head injury from contact or falling material from
above, hard hats shall be worn while operating the lift equipment.
3. Where there is potential of eye injury due to accident contact or the nature of work
being performed on the lift platform, eye protection appropriate in the circumstance
shall be worn. If in doubt, verify with your Manager in charge of the work, or the Site
Supervisor.
4. Do not wear loose fitting clothing, sleeves or cuffs below wrist level, scarves,
neckties, jewellery or watches that dangle and could get caught in moving parts of
the lift equipment.

SAFE USE OF LIFT EQUIPMENT
1. Know the particular lift equipment you are operating. As necessary, read understand
and follow the “Danger” - “Caution” and “Warning” signs on the elevating equipment.
2. If you are unsure of any operation of the machine, read the Operator’s Manual
before using the machine. If there is no Manual in the equipment, consult with your
Manager or the Site Supervisor, and acquire one. If there is anything you don’t
understand, consult with supervision.
3. Never move the lifting device with the platform in the raised position.
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INSPECTING THE LIFT EQUIPMENT
All lift equipment operators must inspect the equipment prior to the first daily use, and
prior to beginning each shift, to ensure the machine has been maintained in good
operating condition.
Report any deficiencies or potential hazards to supervision. Do not operate the lift
equipment until any deficiencies or hazards noted have been corrected.
•

Check for missing, damaged, or unreadable safety notices on the lift.

•

Check for broken, missing, damaged or loose parts.

•

Check pivot pins for damaged or missing retaining devices.

•

Check tires for cuts, bulges or other potential hazards.

•

Ensure hydraulic hoses do not appear damaged or leaking.

CHECKING THE WORK AREA
Check at ground level and ceiling level for potential hazards.
Inspect the surface over which you will be traveling with the lift platform. Look for:
Holes, debris, obstacles, drop-offs, or rough spots, covers on ramps or floor s.
Oil spills, water, slippery surfaces, soft soil or standing water.
Look for anything that may effect control of the lift equipment, or cause the platform to
tip over.
RAISING AND LOWERING THE PLATFORM
1. Make sure the lift equipment is on a firm level surface before raising the platform.
2. Make sure extendable axles, outriggers, or stabilizers are properly deployed, if the
equipment has them.
3. Always check clearance on both sides of the machine before extending outriggers or
stabilizers.
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4. Raise and lower the platform slowly, and in control.
5. When the platform is in the raised position, be cautious to prevent any objects from
interfering with the operating controls of the platform.
6. Secure all tools or other materials on the platform, to keep them form shifting or
falling.
7. Keep ropes, electrical cords and hoses coiled and stowed away when not in use.
CLEAN UP
•

Keep work surfaces and elevating mechanisms clean and clear of debris that may
cause a slip or trip hazard.

•

Before cleaning or conducting any lubrication or maintenance to a work
platform, lower the lift into “stowed” position, apply emergency brakes, turn off the
engine and remove and control of the keys.

•

Clean steps, railings, ladders, and platform floor. Remove grease or oil, brush away
dust, debris or mud, and ensure that snow and ice are cleared from the equipment in
winter. Slippery surfaces can be hazardous.

•

Remove and put away all tools, ropes, extension cords etc. Tools and loose items on
the platform floor could cause a serious tripping or slipping accident.
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AERIAL BUCKET TRUCK OPERATIONS
All bucket truck operators must learn, understand and apply the rules associated with
the safe operation of aerial lifting devices, in compliance with requirements of the
Occupational Health and Safety Act, and these written safe-work standards and
procedures established by Fieldgate Construction Management Limited.
Training and operating procedures referred to herein, apply to all persons operating,
likely to operate, or persons working in proximity to; any aerial lifting device (bucket
truck) in use at the workplace, job site, or construction project, as a condition of their
employment with the Company, including contract personnel.

SAFE OPERATING PRACTICES OF ANY AERIAL LIFTING DEVICE INCLUDE
•

Secure aerial ladders in the lower traveling position by locking the device on top of
the truck cab, and the manually operated device at the base of the ladder prior to
moving the truck. Ensure outrigger devices (if equipped) are properly stored prior to
moving.

•

Set the brakes and position the outrigger devices (if equipped) on pads or similar
solid surfaces and install the wheel chocks before using aerial lift equipment.

•

Do not move aerial lift trucks with employees located in the elevated work boom
position, except for equipment specifically designed or certified as "field modified" for
this type of operation.

•

Ensure that aerial lifting devices equipped with elevated working platforms contain
both elevated platform (upper) and lower controls. Upper controls are located in or
beside the elevated platform, within easy reach of the operator. Lower controls are
designed to override the upper controls.

•

Ensure that controls are clearly and legibly marked as to their function.

•

Test lift controls prior to each days use, to ensure safe working conditions.

•

Ensure loads and distribution on working platforms and platform extensions are in
accordance with manufacturer's rated capacity and do not exceed rated load limits.

•

Ensure all personnel in the working elevated platform are wearing appropriate
personal protective equipment and fall arrest protection at all times.
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•

Ensure that each employee uses a proper harness and lanyard device suitable to the
conditions, attached to the boom, basket or other appropriate device, as fall
protection when working from an aerial lift device.

•

Ensure that only trained and authorized employees operate aerial lift devices.

•

Keep feet firmly on the floor of the basket at all times when working from the bucket.

•

Do not sit, climb or position yourself on the edge of the basket or elevated platform.

•

Do not use planks, ladders or other devices as substitute work positions.

•

Do not operate lower controls unless permission has been obtained from the
employee(s) in the elevated platform, except in case of an emergency.

•

Do not position the aerial lift device against another object to steady the elevated
platform.

•

Do not use aerial lift devices as a crane or other lifting device.

•

Maintain a safe distance from overhead obstacles (including overhead electrical
power lines).

•

Do not operate aerial lift devices on grades, side slopes or ramps that exceed the
manufacturer's recommendations.

•

If elevated platforms or elevated work areas become caught, snagged or otherwise
do not operate properly, remove personnel from the platform prior to attempting to
free the elevated platform, using ground controls.

•

Ensure the area surrounding the elevated platform is clear of personnel and
equipment prior to lowering the elevated platform.

•

Perform inspections of aerial lifting devices pursuant to manufacturer's requirements,
and in any case not less than annually. Make repairs immediately.

•

Do not operate aerial lift devices with known mechanical or operational deficiencies,
until all repairs are properly made and the equipment is authorized for use.

•

Do not rotate the bucket towards the roadway side of the truck, if possible.
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WORKER TRAINING
•

Employees authorized to operate aerial lift devices will receive training in accordance
with the manufacturer's operating instructions and routine maintenance requirements
(as appropriate) prior to the actual operation.

•

Employees authorized to use aerial lift devices will receive hands-on practical
training on the actual aerial lift device (or duplicate model) they are expected to
operate, prior to actual use.

•

Training will be provided under the direction of a qualified, competent individual
capable of determining an employee's proficiency in knowledge, and actual safe
operation of the aerial lift device.

•

Only properly trained and authorized employees are permitted to operate
aerial
lift devices. Trained employees will be given (and will display when
requested), a
wallet card, certificate, or other suitable form of identification that denotes successful
completion of an appropriate training program, and the authorization to operate
specific aerial lift devices.
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SAFE USE OF EXPLOSIVE ACTUATED FASTENING
TOOLS (HILTI)
The following Fieldgate Construction Management Limited safety requirements for
use of explosive actuated tools on our projects, will be enforced by the Site Supervisor:
1. The firing mechanism must prevent the tool from firing when dropped.
2. The tool must operate only when the muzzle end is held against a working
surface with a force of 22 Newton’s greater than the weight of the tool.
3. The tool will operate only when any separated parts are locked together.
4. It will fire only when two separate movements are being made by the operator.
5. The tool will have a suitable protective guard or shield mounted at right angles to
barrel, at least 75 mm in diameter and placed in central position on the muzzle
end of the tool, except in certain circumstances. Guarding provisions are
exempted in the case of tools where the velocity of the stud or fastener does not
exceed 90 meters per second two meters from end of muzzle at maximum
explosive load.
6. When not in use, the tool shall be stored in a locked container.
7. The tool is not to be unattended, and is never to be pointed directly at anyone.
8. The tool is to be loaded on for immediate use, and be used only by a worker, who
has been trained in it’s safe use, is wearing eye and head protection and has
inspected the tool.
9. The tool is used with explosive load adequate for job without excessive force.
10. The tool is not to be used in an atmosphere containing flammable vapours.
11. Misfired cartridges must be placed in water-filled containers until their safe
disposal.
12. Explosive loads for tools must:
a) be marked as to strength
b) be stored in container separate from explosive loads of different strengths
c) not to be left unattended and to be stored in locked containers.
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13. Operators must give warning prior to firing and ensure no worker can be injured
by its operation.

SAFETY PROVISIONS FOR FORK LIFT OPERATORS
1. Only trained, authorized persons are permitted to operate lift trucks on our projects.
2. Operators will check daily to ensure that vehicle condition is safe. Check battery,
tires, hydraulics, fluid levels, horn, lights, controls, limit switches, steering and
cleanliness. Ensure that all guards, enclosures or covers are in place.
3. Report defects to your Manager immediately. Adjustments or repairs should only be
made by operators when specifically authorized to do so.
4. Hands should always be clean & dry, particularly free from grease or oil.
5. Operators should ensure that they are familiar and trained in the proper application
of their fire-fighting equipment.
6. Look all around before beginning to move. Be particularly aware of fellow workers.
7. Raise forks to clear ground by at least four inches, and always travel with forks in the
lowered position.
8. Allow no one to ride on the forks of the truck, or hitch a ride in any manner. A fork
truck is built for one operator. Some trucks may be equipped with a properly
designed seat and belt for passengers. In this case, ensure that the seat belt is
fastened. If a fork truck is used to elevate workers, a specifically built safety cage, or
platform must be used. Its construction may vary with the materials available, but it
must be designed to prevent slipping from the forks; must have a solid floor to
prevent ankle injuries; and must have a handrail to prevent falls.
9. Always look in the direction of travel before moving, particularly when moving in
reverse. This includes the short reverse movement required to turn the truck around
in confined areas. An extreme hazard exists when making short radius turns with an
elevated load. Deliberate, attentive action is required at all times. DO NOT HURRY!
10. Maintain a safe speed at all times. A safe speed is one which allow you to stop
within the visible and known clear distance in the direction of travel. Reduce speed
in the following conditions:
• Wet or slippery conditions: in congested areas, going up or down hills
• When crossing bridge plates: when vision is restricted, when carrying a load
• When traveling over uneven surfaces: when moving near other vehicles
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11. All starts, stops or turns must be gradual; particularly when the truck is loaded.
12. Always keep to the right when passing.
13. Keep arms, legs and head within the confines of the truck.
14. Slow down and sound the horn at cross aisles, blind spots, doorways and when
approaching other vehicles or personnel. Pedestrians must always be given the
right of way. Stop at blind corners, or whenever vision is obscured.
15. Never drive towards anyone standing in front of a fixed object, such as a wall or
machinery.
16. Avoid running over loose objects, debris or potholes in the ground.
17. Tracks or large cracks must be crossed slowly, and diagonally where possible.
18. Ensure that bridge plates or ramps are clean and dry; well supported; sufficiently
strong and properly secured to prevent sliding. Ensure that trucks have their wheels
blocked if loading or unloading from the truck.
19. It is the responsibility of the operator to ensure that the load is safe for transport. If it
is not, call your Manager and/or have the load re-stacked or re-palletized. Never
transport an unsafe load.
20. It is the operator’s responsibility to know his vehicle’s load capacity. Under no
circumstances are weights to be placed at the rear of the truck to increase capacity.
21. Trucks are to be used for the purposes for which they were designed, and never
used for towing, pushing or carrying passengers. (see # 8 for passenger exception)
22. Approach all loads squarely and centrally with the forks leveled and the mast
vertical. Loads should not be shifted by butting. Adjustable forks must be placed at
the outer edges of the load. The forks should be placed as far under the load as
possible so that the load is against the back of the fork carriage. After the load has
been picked up, tilt the mast backward to cradle the load. Never travel with the load
elevated higher than that required to clear the floor.
23. Always travel in reverse if the load is such that vision is obstructed.
24. Loads shall always be carried in the lowered position with the mast tilted backward
while traveling. Come to a halt before elevating the load. It is the responsibility of
the operator to avoid striking overhead electrical fixtures, valves, sprinkler systems,
etc. during high lift operations.
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25. Operation on ramps or inclines requires special attention. When climbing or
descending a grade, the load should be always positioned facing uphill; i.e. loads
should be driven up, and backed down. Brakes should be tested and speed
reduced before descending any gradient. No person shall ever be permitted to walk
down ramps or hills ahead of the truck. Turns must not be attempted on inclines.
26. It is the responsibility of the operator to ensure that no one stands or walks under an
elevated load.
27. When leaving the truck for any reason, the controls should be placed in neutral and
the brakes applied. It should be parked away from roadways, doors, or fire routes
and fire equipment. Forks shall be lowered and the power turned off.
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CONTRACTOR HEALTH AND SAFETY
REQUIREMENTS
INTRODUCTION
Where work is contracted to personnel not regularly employed by Fieldgate
Construction Management Limited, or where persons attend any of our projects or
work locations to conduct business, it is important to ensure that all provisions of H&S
legislation and our corporate H&S program are understood and applied by these
contract personnel and business clients.
Fieldgate Construction Management Limited will not tolerate casual disregard of
standard safety policies and safe work procedures by contract personnel or business
clients, and we will not condone workplace activities that may put any worker at risk of
incident or injury.

PURPOSE
The purpose of this section of the Manual is to clarify our corporate Policy and
procedures to ensure that contract personnel and other business associates abide by
the same safety standards established and required of our own employees. We further
intend to ensure that previous work performance in respect of safety is considered in the
awarding of all future contract work.
These terms will apply to all contract personnel working at, though not directly employed
by Fieldgate Construction Management Limited, and will apply to the awarding of all
contracts for services tendered to personnel not directly employed.

CONTRACTOR SAFETY REQUIREMENTS
1. Safety requirements will be clearly stated in tendering documents (where utilized)
and will be discussed with prospective contractors. Compliance with relevant
legislation and our corporate health and safety procedures is mandatory.
2. Where appropriate, contractors will have their own safety program in place, and it will
be requested and evaluated as part of the contract tender.
3. Contractors are responsible for the administration of their own safety program at our
workplaces or projects; maintaining their own W.S.I.B. coverage and clearance
certificates and/or proof of liability insurance; and will provide documented proof
upon request. Contract companies will promptly investigate any accidents or injuries
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to their workers, prepare and maintain reports and statistics, and will provide same,
upon request.
4. Contractors are responsible for ensuring the health and safety of their own workers
and any sub-contractually arranged workers as well, while on the job. Contractors
are responsible for the selection of their own H&S Representative(s) on a project
where they employ five (5) or more workers, and will introduce the H&S
Representative to the Site Supervisor or Manager of the job.

CONTRACTOR SELECTION
Fieldgate Construction Management Limited will maintain records of Contractor
safety performance, and will document any unsatisfactory conduct and the reason for
the note. Contracts shall not be re-awarded to those who display shoddy workmanship
or lack of appreciation for workplace safety and health initiatives. Contractors should
never be accepted if:
•

Equipment and staff do not meet acceptable health and safety specifications;

•

They have an unacceptable accident frequency as reported by WSIB;

•

Reference checks suggest either of the above.

MONITORING
Contractor work will be monitored by each Site Supervisor, or Manager responsible for
the work (if not a construction project) to ensure compliance with legislation and our
corporate safe work procedures and policies. Problems will be documented, and
deficiencies immediately reported to the Contractor. Records will be filed for use in
future contract considerations. Corrective action, up to and including termination of the
contract will take place if unsafe work is observed and not corrected, or continues
despite prior notification and discussion.
Contract work will be stopped by the Site Supervisor or Manager if an unsafe condition
is noted, or where any workers or persons may be exposed to an imminent hazard.
Work will not resume until the situation has been corrected to the satisfaction of the Site
Supervisor or Manager.
Any employee who observes a hazardous condition or an unsafe act by a contractor,
will immediately report it to the Site Supervisor or Manager, to take appropriate
corrective action.
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VISITOR SAFETY REQUIREMENTS
All visitors to our corporate Office will be required to report to Reception upon entering,
indicating their name, Company they represent, nature of business and staff member
they wish to see. Visitors will be allowed admittance to work areas only when attended
by a staff member, who will be responsible for their safety while on premises.
Persons attending a project location will contact the Site Supervisor, who will ensure
they are escorted at all times while on a project site. The Site Supervisor will be
responsible for the safety and conduct of the visiting person(s), including compliance
with relevant legislation, Corporate Safety Rules, protective equipment requirements,
and emergency evacuation procedures. All visitors shall be escorted off project
premises by the Superintendent or assigned staff member contact, when they leave.
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CONTRACTOR OBLIGATIONS & OPERATIONS GUIDE
Fieldgate Construction Management Limited operates in compliance with all
provisions of the Occupational Health and Safety Act & applicable Provincial Safety
Regulations.
All contract personnel conducting work or providing services for Fieldgate
Construction are likewise required to work in compliance with provisions of Ontario’s
Occupational Health and Safety legislation, and are further required to comply with, and
ensure their employees and any other subcontractors or agents working on their behalf,
comply with our Corporate Health and Safety Policy, and written safe work procedures.
This correspondence is provided as part of our “briefing” for contractor personnel, that
will include details of our Corporate H&S Policy, and applicable safe work measures.
WORKPLACE HEALTH AND SAFETY MANAGEMENT EXPECTATIONS
Contractors are responsible for their own safety program and for ensuring the safety and
health of their own workers, while working for Fieldgate Construction Management
Limited. Contractors will promptly investigate any accidents, injuries or property
damage incidents involving their staff, and will prepare accident reports and statistics,
and provide same to us, upon request.
Where five (5) or more contract company employees are employed at any workplaces or
project locations, a Health and Safety Representative shall be selected from amongst
them to represent the contract workers’ health and safety interests on that project. The
representative shall be introduced to our Site Supervisor on a construction project, or
the responsible Manager, if the work is conducted at our corporate Office location.
Contract workers will be acquainted with all potential hazards in the work they are to
conduct as well as those at our job site, including exposure to toxic substances. All
contract personnel will have received WHMIS training and provide proof of training upon
request, where there is any likelihood of exposure to any potentially hazardous product.
The contractor will provide information, instruction and supervision to their workers to
protect their health and safety. Every precaution reasonable in the circumstances will be
taken to ensure their safety while on any Fieldgate Construction premises or project.
The contractor will ensure that tools and equipment used on site as well as appropriate
protective equipment, materials and devices for the protection of his workers are
provided; maintained in good condition; and used as prescribed by legislation, and our
corporate safety policies and safe work procedures.
Contractors will immediately notify our Site Supervisor or Manager of that project or
location, of any abnormal workplace conditions found during work being conducted, and
Contractor Health and Safety Requirements | Section 25
Page 4 of 5

shall notify supervision immediately of any possible exposures to toxic or controlled
products, or of chemical spills that may affect the environment, the work, any workers,
or the public.
Contract personnel shall properly label, store, and dispose of any potentially toxic or
hazardous materials, off site in accordance with the applicable legislation.
Contractors shall obtain, prior to commencing work, any necessary Municipal, Provincial
or Federal approvals or permits, have them available at the site, and provide them to our
representatives, upon request.
While working on any Fieldgate Construction premise or project, contractors are
responsible to ensure that all tools, equipment, scaffolding, powered lift equipment,
mobile lift vehicles and cranes are operated in accordance with the manufacturer’s
instructions and are used, constructed, certified, inspected and mechanically sound, as
may be required by applicable Regulation, Standard or Statute.
Fieldgate Construction reserves the right to STOP the work of any contractor or
contractor employees where we deem it to be unsafe, or contrary to our safe work
procedures. In these instances, work will not resume until the situation has been
corrected to our satisfaction, and that of our supervision, at the work location.
This document is considered part of our continued contractual working arrangement,
understanding that Fieldgate Construction Management Limited reserves the right to
terminate the contract at any time, if acceptable health and safety standards are not
maintained.

Mr. Robert Alonso
Vice President, Fieldgate Construction Management Limited

Contractor Health and Safety Requirements | Section 25
Page 5 of 5

CONTRACTOR OBLIGATIONS FORM
(Detach this Page and Maintain in each Contractor / Project File)

Contract Company Name:
Address:
Phone Number:
Company Representative:

Signed by a Fieldgate Construction Management Limited representative, indicating
that the provisions of the “Contractor Obligations Guide” were submitted to the
contractor.

On behalf of Fieldgate Construction

Signed by the Contractor, indicating that the provisions of the “Contractor Obligations
Guide” were provided, are understood, and will be complied with while conducting work
under contract to Fieldgate Construction Management Limited on any of our projects,
properties or premises.

On behalf of The Contractor

_______________________________

Date:

“We reserve the right to terminate contract work at any time if acceptable health and safety standards are not met.”
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SITE SAFETY INFRACTION NOTICE
Project/Location:

Site Supervisor:
Print Name

Contractor/Trade:

Worker’s Name:
Print Name

The above noted Site Supervisor has identified the following infraction(s) of Fieldgate
H&S Policy or Safe Work Procedures, or contravention of the O.H&S Act or applicable
Regulations. In bringing this infraction and expected corrective action to your attention,
we wish to remind you of your obligations as a worker and contractor to work in
compliance with applicable Health and Safety legislation and our corporate H&S policies
and procedures at all times, while working on a Fieldgate Construction Management
Limited project. Continued non-compliance will not be tolerated, and may result in your
personal removal from the project, or further restrictive action up to and including
termination of this and/or future contract work with you or your employer.
INFRACTION:

CORRECTIVE ACTION:
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The above noted corrective action is to be completed by:
Date:

Site Supervisor’s Signature:

Worker’s Signature:

Date:

Distribution:

1) Contractor/Trade

2) Site Supervisor

3) H&S Representative

4) Fieldgate Head Office

NOTE: FCML reserves the right to assess discipline as they see fit, up to and including
site removal and contract termination. Where progressive discipline is deemed
appropriate, the following steps may apply:
1st Offence – Verbal Warning
4th Offence – 5 days to Indefinite Suspension

2nd Offence – Written Warning
5th Offence – Immediate Termination

3rd Offence – 2 days Suspension
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LIST OF ON SITE DOCUMENTATION
Attention: All Fieldgate Construction Management Limited Site Supervision

Pls. note the following list of the numerous postings and on-site documentation required.
HELP Safety Services auditors will be verifying compliance with all postings and
documentation during future site safety audits, and Ministry of Labour Inspectors may
ask for any of these documents or records of worker training at any time during their
visits to any of our locations.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Notice of Project & Contractor Registration Forms
The Occupational H&S Act & Regulations (Carswell Edition / Construction
Regulations)
Occupational H&S Act excerpt poster, if available and Guide to OH&S Act and
JHSC’s
Name and contact information of on-site H&S Representative
Names and work locations of all Joint H&S Committee members (if applicable)
Minutes of recent JH&SC Meetings - Most Recent Minutes (including
recommendations)
Written Responses to Recommendations from the Employer
Workplace Inspection Forms: Workers (JH&SC) - Supervisors - Managers &
Executive
W.S.I.B. Form 82 & W.S.I.B. Regulation 1101 - First Aid Reg.
Employer Corporate Health & Safety Policy Statement - Signed & Dated.
Emergency Plan - Evacuation
Emergency Telephone numbers and/or contact means
First Aid Kits* & First Aid Certificates (copy) for those trained on site
WHMIS Material Safety Data Sheets (must be readily available at the workplace)
Ministry of Labour Reports

** Remember each First Aid Box or First Aid Room requires an Accident Recording
Form, and an Inventory List or Inspection Record. *
FIELDGATE CONSTRUCTION COMPANY COMPLIANCE DOCUMENTATION
•
•
•
•
•
•
•

FCML H&S Policy & Procedures Manual
Fieldgate Construction Contractor Obligations Forms (Signed & available on site)
Visitor’s Policy (If applicable - posted & available on site)
Safety Rules & Company Rules (Posted)
Site Supervisor’s Safety Audit Reports (at least monthly-preferred weekly)
WSIB Form 7’s & First Aid Treatment Report Records
Fall Rescue Plan (As applicable & specific to each site, trade or work being
conducted)
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TRAINING RECORDS (AS APPLICABLE)
•
•
•
•
•

WHMIS Training
First Aid Training (Certificates to be Posted near First Aid Station)
Fall Arrest and Prevention Training and Fall Rescue Plan Training
Elevating Work Platform Training
Propane Handling & Exchange

NOTE: All training records must be available on site, for each worker on site. It is the
Site Supervisor’s responsibility to inform each subcontractor / sub trade of the training
requirements for their personnel on site, and to ensure that training records are provided
as proof of training when the workers’ come on site - Without exception.
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FITNESS FOR DUTY
FCML is a drug and alcohol-free workplace. The use of controlled drugs or alcohol, or
the misuse of prescribed or over-the-counter medication can create unacceptable safety
risks that undermine the company’s ability to operate safely, effectively & efficiently.
The use, possession, distribution or sale of any controlled substances including drugs or
alcohol, or being under the influence of drugs, alcohol or other controlled substances is
strictly prohibited while on duty; while on company premises or work sites; or while
operating company equipment, or vehicles.
As a condition of employment all FCML employees, contracted or temporary personnel
are expected to report to work “fit for duty” - mentally alert and physically capable of
conducting your regular duties in a safe and productive manner.
Being “fit for duty” suggests that an employee is not impaired by, or under the influence
of alcohol, marijuana or any controlled substance that may impair, or otherwise
adversely impact on their ability to perform work assignments safely and effectively.
“Fit for duty” also means that an employee is not under the influence of prescribed
medication that may impair his or her ability to safely conduct their regular work.
If you are prescribed marijuana or other medication that may impair your abilities, or
may make you drowsy or inattentive at work; you must notify your site supervisor or
immediate manager, in confidence. Further contact with your physician or pharmacist
may be required to determine if a change in work assignment is appropriate, while you
are on medication.
If you have received medical treatment or undergone a surgical procedure which may
impact on your physical or mental ability to perform your regular duties, you are obliged
to discuss your condition with your site supervisor or immediate manager, in confidence.
You may be required to provide medical certification from your physician as a condition
of returning to regular duties. Alternative or modified work duties may be a reasonable
interim precaution until you are capable of returning to regular duty.
Workers who report for work and appear to be unfit for duty (unless due cause is
determined) may be sent home for their own protection as well as that of other workers
on a project, job site or other FCML work location; and may be subject to further
investigation and possible disciplinary action.
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NEW EMPLOYEE ORIENTATION & SAFETY TRAINING
AND CONTRACTOR ORIENTATION
Welcome to Fieldgate Construction Management Limited.
The following pages offer a brief explanation of our worker and safety orientation
training program designed to give all workers and contractors important information
about what can be expected from Fieldgate Construction Management Limited and
our construction management and development business, and what we in turn expect
from our employees, contractors and sub trades on our projects.
The program covers:
•
•
•
•
•
•
•

An Introduction to our Company
Employment Documentation
Company Operations & Written Policies and Procedures
Company Rules
New Employee Orientation
Employee Safety Training
Contractor Job Site Orientation & Checklist

We make every effort to be a fair and conscientious employer and we are proud to
maintain a safe, healthy and clean working environment, for the benefit of all employees
and contractors alike.
We realize how valuable you are to us, and we hope that as employees and contractors
you will realize that our business is just as important to you. We believe that when we all
work together to provide a safe environment for our staff, and the best possible finished
product to our clients, we can all be proud of a job well done.
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NEW EMPLOYEE ORIENTATION
ORIENTATION SCHEDULE – EMPLOYEES
1. Administrative Items - Project Manager & Site Supervisor
 Introduction to Company
 Job Description
 Schedule and Payroll
 Safe Work Apparel
 Company Rules
 Complete and Sign Off Payroll Paperwork
2. Health and Safety Program Overview - Office Manager
 Corporate Health and Safety Policy Statement
 Company Health and Safety Program and Safety Rules
 Health and Safety Legislation / Responsibilities and Duties Review
 Reporting Injuries and Illnesses
 Reporting Workplace Hazards
 Introduction to JHSC and/or Worker Representative(s)
 Review of Training Requirements
3. General - Site Supervisor
 Brief Description of the Job Site Assigned
 Supervisors and Reporting Requirements
 Emergency Procedures & Evacuation Protocol
 First Aid Stations (locations and access)
4. On the Job Training - Site Supervisor
• Introduction to Job Site and Supervisors
• Review of Position and Expected Duties
• Review Potential Hazards Associated with the Work
• Personal Protective Equipment Provided and Required
• Emergency Equipment Locations and Exit Locations
• Machine Guarding and Lock-Out Provisions where Applicable
• Work Specific Safety Procedures as Required for the Work
• Emergency Equipment and Locations
5. Within the probationary period, the following training must be completed:
•
•
•
•

WHMIS
Fall Arrest and Fall Prevention (as required for working at heights)
Back Care / Material Handling
Safe Operation of Powered Elevated Platforms
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ORIENTATION CHECKLIST FOR NEW EMPLOYEES
This checklist is designed to ensure that new employees receive a formal introduction to
the Company and the nature of work and expected duties. The Office Manager or Site
Supervisor (construction projects) will review the assigned areas of the list with all new
employees and check off each area covered. Upon completion of the list, please have
the employee sign to verify their understanding. Your signature and the date of
completion should accompany the employee’s and the checklist is to be kept in the
employee’s corporate file, & a copy provided to the Office Manager.
GREETING AND INTRODUCTION
 Welcome new employees.
 Introduce yourself with a brief history of the company and organization
 Confirm schedule and payroll information
 Confirm hours of work and job description

TOUR OF THE WORKPLACE AND PROJECT FACILITIES
 Introduce co-workers and trades on site
 Point out Lunch / Eating area and washrooms
 Show where the work schedule or other important information is posted
 Explain postings of memos, safety information & point out H&S posting locations
 Confirm No Smoking Policy
 Point out where fire extinguishers and First Aid Kit(s), and emergency exits are
located
 Explain where employee parking is located for their vehicle
 Confirm where they may enter & exit the building or project, and the emergency
evacuation plan
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JOB DESCRIPTION
 Confirm job duties and the importance of their role, and introduce them to
supervisors
 Explain hours of work, timekeeping, break policy, and any staff entitlements
 Review the importance of on-the-job safety, & potential hazards related to the
work
 Review telephone and cell-phone policy while on the job
 Explain the probation period and communicate date of first evaluation
 Reinforce need to report any workplace hazard, injury or illness to immediate Supervisor

SCHEDULES AND PAYROLL
 Explain scheduling process and if appropriate where schedule is posted
 Explain how to book time off, and reporting requirements in case of sickness
 Explain the pay periods, direct deposit and the date of the first pay cheque
 Explain vacation policy and procedure for statutory holidays
 Confirm employee’s initial rate of pay, overtime policy and pay review cycle
 Complete payroll information sheet

APPAREL AND APPEARANCE
 Confirm safe working apparel and personal protective equipment policy
 Confirm safety boot and safety eyewear requirements and other personal
protective equipment
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JOB SPECIFIC AND SAFETY TRAINING
 Explain training needs, Worker Safety Training Policy, and provide Company
H&S Handbook
 Explain need to participate in WHMIS training, and explain the Company H&S
Program & Rules
 Explain H&S Representative, Committee and posting of names and work
locations
 Review, explain and train, regarding any personal protective equipment that may
be required
 Reinforce the need to report workplace hazards or unsafe conditions to
immediate Supervisor
 Explain First Aid Provisions and Certificate holder(s) and point out kit locations
 Explain Occupational Health and Safety Act, and duties of employers, workers
and supervisors

MISCELLANEOUS
 Explain Visitor‘s Policy and no unauthorized access to the workplace or a job site
 Complete all necessary paperwork
 Answer any questions the employee may have
 Confirm and review Company Rules and Safety Rules for employee
understanding
 Confirm with employee the first day of work and shift start and completion time

Employee Signature:
Print

Sign

Date

Print

Sign

Date

Manager / Supervisor
Signature:
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EMPLOYEE SAFETY TRAINING
Safety training areas we wish to focus on include:
•
•
•
•
•
•
•
•

WHMIS Training
Fall Arrest & Prevention Training
Powered Elevated Platform Training
H&S Legislation Training
Safety Rules and Personal Protective Equipment
Company H&S Program
Evacuation Procedures and Emergency Response Plan
First Aid Training and Re-Certification

An introduction to WHMIS is to be given to every new employee as part of their
Orientation training, and job specific WHMIS training will be conducted for each new
employee before completion of their probationary period. Complete WHMIS training for
all employees is to include, but not be limited to:
1. Labels - the information required, the purpose of the information and the
significance of the information.
2. Identification when used at the workplace, instead of labels. ie; workplace labels.
3. Material Safety Data Sheets - the information required, the purpose of the
information, the significance of the information, how to find and interpret the data
provided.
4. Procedures for safe use, storage, handling and disposal of any controlled
products.
Emergency situations involving any controlled product used on site.
WHMIS training is to be re-evaluated if a job site process or method of use of any
controlled product changes significantly, and a change in worker exposure is likely to
result.
Fall Arrest and Fall Prevention training will be provided to every employee who will be
working at heights as part of their project duties. No employee will be allowed to work at
heights of more than ten (10) feet without Fall Arrest certification.
Safe Operation of Powered Elevated Platforms training will be provided to every
employee who will be working with powered elevated platforms as part of their project
duties. No employee will be allowed to operate a mobile or powered platform with the
appropriate training & certification.
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H&S Legislation and responsibilities training will be provided by their Office Manager or
the Site Supervisor at the initial job orientation, and a copy of the Company H&S
Handbook will be provided, which summarizes the corporate H&S Program contents,
and Safety Rules.
Evacuation procedures and emergency response training and explanation will take
place with your supervisor at the time of the job site orientation.
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CONTRACTOR ORIENTATION AND CHECKLIST
(JOB SITE)
Every new contractor to a Fieldgate Construction project will receive a Site Orientation
from the Site Supervisor or Safety Designate, when they first arrive on the site.
The contractor will be reminded of the obligations set out in the “Contractor Obligations”
agreement endorsed by the contracted company and Fieldgate Construction
Management Limited, and the Site supervisor will verify that the following items have
been provided prior to being allowed to commence work on the project:
1. Proof of Liability Insurance (Certificate of Insurance)
2. Current W.S.I.B. Clearance Certificate or a copy of the W.S.I.B. Independent
Operator Certificate
3. Completed Ontario Ministry of Labour “Contractor Registration”
4. Signed copy of the “Contractor Obligations” Agreement between the contracted
company and Fieldgate Construction Management Limited.
The Site Supervisor will review the H&S Program content and specifics with the
contractor prior to commencing work, and will confirm again that non-compliance with
legislation or Corporate H&S requirements may result in immediate termination of the
contract work in progress, and potentially result in overall contract termination.
Terms and expectations of the Fieldgate Construction Management Limited Work
Permit provisions and conditions of the Notice of Project (N.O.P.) will be clarified with
the contractor.
Emergency equipment provisions and locations on the project will be reviewed with the
contractor, and any training certificates or required trades competencies shall be
confirmed and copies provided to site supervision. Copies will be kept on the
contractor’s file, in the Construction Trailer.
The contractor will be reminded that they are responsible for their own tools and
equipment and ensuring that all mobile equipment, lifting equipment, scaffolds, cranes,
forklifts, etc. are used, and maintained according to manufacturer’s specifications and
regulatory requirements.
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CONTRACTOR ORIENTATION CHECKLIST
Project/Location:

Site Supervisor:

Contractor:

Worker’s Name:

The Site Supervisor will review the following documents and information with each new
contract worker on site, and will provide copies of written safe work policies or
procedures where applicable, prior to the contractor commencing work on the project:

Policy or Procedure Discussed
Reporting of Accidents, Injuries and Property Damage
Contractor Obligations, Contractor H&S Rep. on Site
Notice of Project and Work Permit
Explanation of Project and Duties
Fieldgate Corporate Safety Rules & H&S Program
Lock-Out / Tag-Out Requirements & Machine Guarding Policy
First Aid Certificate Holders and Kits on Site
Fieldgate Emergency Equipment Provisions & Locations
Fieldgate Site Inspections and Compliance Requirements
Fieldgate Personal Protective Equipment Requirements & Policy
Tool Box Meetings to be Held & Minutes Submitted
Introduction to Fieldgate H&S Representative(s)
Reporting Job Hazards or H&S Concerns
Evacuation and Emergency Response Procedures

Yes















1. Where Fall Arrest equipment is being used by any contractor working at heights on
the project, a written Fall Rescue Plan will be developed for each use, must be
reviewed with those workers working at heights, and must be provided to the Site
Supervisor.
2. Certificates for Fall Arrest, Elevated Platform training, Propane handling, & Lift Truck
training, must be carried by each worker performing that work while on the project.
3. Documentation of the following worker training, specific to the nature of duties on
site, must be provided to the Site Supervisor prior to beginning work on the project.
WHMIS (all workers)
Fall Arrest (for working at heights)
Safe Use & Handling of Elevated Platforms (platform operators)
Propane Exchange/Handling Certification (connecting propane)
Standard 1st Aid Certification (each trade with 5 or more workers)
Safe Lift Truck & Material Handling (lift truck operators)
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COMPANY RULES
The following Company Rules are to be posted conspicuously in the workplace and at
all Fieldgate Construction Management Limited projects. All staff are encouraged to
make themselves familiar with these rules and to review them periodically. Any
questions should be referred to your immediate Manager or to the Site Supervisor.


The Company is to be advised within five (5) working days of any change in
address, phone number, dependents for tax purposes, hospitalization, etc.



You must call in as soon as possible if you will not be attending work, or if you
will be more than one hour late. Sending notice with another worker is not
acceptable and will be treated as an unknown absence.



If absent for three (3) or more days without notice, a doctor’s certificate will be
required for your return to work, explaining the reason for the absence.

Inappropriate behaviour at work will not be tolerated. Violation of any of the following
Rules may be considered sufficient cause for disciplinary action, up to and including
immediate dismissal.
1. Refusal to carry out the directions of your immediate supervisor.
2. Insubordination (Failure to accord recognition to the proper authority).
3. Unsatisfactory job performance consisting of any of the following: poor quality; poor
quantity; poor attitude.
4. Reporting for work, or being on a project while appearing to be intoxicated, or while
in the possession of alcoholic beverages on the job site.
5. Leaving your duties without authorization during work hours.
6. Dishonesty; including falsification of reports, records or information.
7. Violation of Company Safety Rules or the failure to use or wear required safety
equipment.
8. The willful destruction, or theft of Company property, materials or equipment.
9. Disorderly conduct on a job site, or threats of violence to another worker.
10. Violation of Company Rules or the failure to apply proper safety procedures.
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11. Negligent, improper, or falsely reporting a workplace accident or injury, or the
circumstances regarding the accident or injury.
* Where progressive discipline is deemed appropriate, it may be applied as follows:

First Offence:

Verbal Warning

Second Offence:

Written Warning

Third Offence:

Two (2) Day Suspension (without pay)

Fourth Offence:

Indefinite Suspension (without pay)

Fifth Offence:

Dismissal
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NEW EQUIPMENT PURCHASE OR REPLACEMENT
It is the intention of Fieldgate Construction Management Limited to ensure that all
equipment purchases, repairs, modifications, alterations or replacement, are conducted
in a manner that confirms safety as our primary consideration. As required, equipment
modifications, alterations or purchases will be conducted in accordance with the
provisions of the Occupational Health and Safety Act, Section 7, and other relevant
statutes.
In instances where equipment purchases or alterations are not affiliated with hazardous
operations and do not require electronic guarding, racking, or hygiene evaluations; we
wish to maintain a consistently high corporate standard of quality and safety. We require
that any purchases or equipment modifications are conducted with assurances from the
supplier or manufacturer, that the equipment or alterations meet or exceed existing
safety standards; including C.S.A. standards, Hydro Electrical Inspection Authority
approvals, Building and Fire Code Standards, as well as existing Electrical Code
requirements.
It is the responsibility of each program Manager, to ensure that these provisions are
requested and met. When purchases are made by the Corporation for our own use or
for a particular workplace or project, we take responsibility to ensure the purchased
equipment is installed in a safe manner, and in compliance with applicable legislated
requirements.
Fieldgate Construction Management Limited in conjunction with our management
team and manufacturer’s specifications, will provide new equipment and operational
training to our front-line supervision, ensuring that:
a. Operating instructions are reviewed and a copy left on file
b. All safety related guards & procedures are reviewed and understood
c. A pre-commissioning evaluation & inspection is conducted to ensure the machine
or process operates safely and efficiently.
The location H&S Committee or H&S Representative will be consulted regarding any
major equipment purchase or modification, where the addition or alteration of the
equipment may have an adverse impact on the health or safety of any worker or
contractor at a workplace or project location. In these instances, operating instructions,
safety procedures and the pre-commissioning evaluation and inspection will be
discussed with the H&S Committee or H&S Representative.

Mr. Robert Alonso
Vice President, Fieldgate Construction Management Limited
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OFFICE SAFETY
PURPOSE
The purpose of this Section is to provide guidance for Office Managers, clerical and
administration personnel regarding elements of safe office work. The office is like any
other work environment in that it may present potential health and safety hazards. Most
however, may be minimized or eliminated by designing jobs and workplaces properly,
and by taking into account the differences between tasks and individuals. Inadequate
environmental conditions, such as noise, temperature, and humidity, may cause
temporary discomforts. Environmental pollutants such as chemical vapours released
from new carpeting and furniture may also induce discomforts.

RESPONSIBILITIES
FIELDGATE CONSTRUCTION - AS THE EMPLOYER
•

Will provide instruction for our office and administration staff in:
o Emergency Procedures
o Electrical Safety
o Office Ergonomics, and

•

We will: ensure that office equipment is adequate and safe
o Provide safe and effective storage for office supplies and work
requirements

ADMINISTRATIVE PERSONNEL – AS WORKERS
•

Will report all safety problems or concerns immediately to their Manager
o Not attempt to repair any office equipment or systems
o Maintain a clean and orderly office environment

NOISE HAZARDS
Noise is most simply defined as unwanted sound. Whether a sound is classified as
noise, depends mostly on personal preferences. For noise levels in offices, the most
common effects are interference with speech communication, annoyance, and mental
distraction. Noise in the office can interfere with communications. For example, it may
be difficult to talk on the telephone when other people are talking nearby. Speech is
likely to interfere with communications especially if the speakers have similar voices.
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The annoying effect of noise may decrease performance or increase errors in certain
tasks. If the task requires a great deal of concentration, noise can be detrimental to
performance. Also, unexpected or unpredictable noise will have more of an impulse
adverse effect than continuous or periodic noise. An impulse reaction to sudden
unpredictable noise can interrupt work activity, and may lead to unusual incidents such
as such as tripping or dropping materials.

REDUCING NOISE
Many office environment noises cannot be controlled, but consideration of some of the
following measures may assist in the reduction of noise levels or its overall effect on
personnel.
•

Select the quietest equipment, if possible. When there is a choice between two or
more products, noise level can be included as a consideration for purchase and use.

•

Provide proper maintenance of equipment, such as lubrication and tightening of
loose parts that can cause noise.

•

Locate loud equipment in areas where its effects are less detrimental. For example,
place impact printers away from areas where people must use the phone.

•

Use barriers walls or dividers to isolate noise sources. Use of buffers or wall dividers
can absorb noise that might otherwise travel further. Rubber pads to insulate any
vibrating equipment will also help to reduce noise.

•

Enclose equipment, such as printers, with acoustical covers or housings.

•

Schedule noisy tasks at times when it will have less of an effect on the other tasks in
the office.

ELECTRICAL SAFETY
Electric cords should be examined on a routine basis for fraying and exposed wiring.
Particular attention should be paid to connections behind furniture, since files and
bookcases may be pushed tightly against electric outlets, severely bending the cord at
the plug. Electrical appliances must be designed and used in accordance with UL or
CSA requirements.
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USE OF EXTENSION CORDS
•

Extension cords shall only be used in situations where fixed wiring is not feasible.

•

Extension cords shall be kept in good repair, free from defects in their insulation.
They will not be kinked, knotted, abraded, or cut.

•

Extension cords shall be placed so they do not present a tripping or slipping hazard.

•

Extension cords shall not be placed through doorways having doors that can be
closed, and thereby damage the cord.

•

All extension cords shall be of the grounding type (three conductor).

HOUSEKEEPING
Good housekeeping is an important element of accident prevention in offices. Poor
housekeeping can lead to fires, injuries to yourself or to others, and unhealthy working
conditions. Mishaps caused by dropping heavy materials and or office equipment and
supplies could also be a source of serious injuries to personnel. Passageways in offices
should be free and clear of obstructions. Proper layout, spacing, and arrangement of
equipment, furniture, and storage are essential.
•
•
•

All aisles within the office should be clearly defined and kept free of obstructions.
Chairs, files, bookcases and desks must be replaced or repaired if they get
damaged. Damaged chairs can be especially hazardous.
Filing cabinet drawers should be kept closed when not in use. Heavy files should
be placed in the bottom file drawers.

Materials stored within supply rooms must be neatly stacked and readily reached by
adequate aisles. Care should be taken to stack materials so they will not topple over.
Under no circumstances will materials be stacked within 18 inches of ceiling fire
sprinkler heads or Halon nozzles. Materials shall not be stored so that they project into
aisles or passageways in a manner that could cause persons to trip or could hinder
emergency evacuation.
COMPUTER WORK STATIONS
Complaints concerning musculoskeletal problems are frequently heard from computer
operators. Most common are complaints relating to the neck, shoulders, and back.
Others concern the arms and hands and occasionally the legs.
Certain common characteristics of computer related work have been identified and
associated with increased risk of musculoskeletal problems. These include:
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•
•
•
•
•
•
•

Design of the workstation.
Nature of the task.
Repetitiveness of the task.
Posture.
Work pace.
Work/rest schedules.
Personal attributes of individual workers.

The key to comfort is in maintaining the body in a relaxed, natural position. The ideal
work position is to have the arms hanging relaxed from the shoulders. If a keyboard is
used, arms should be bent at right angles at the elbow, with the hands held in a straight
line with forearms and elbows close to the body. The head should be in line with the
body and slightly forward.

DISPLAY MONITORS
When work is conducted at a computer, the top of the monitor should be at, or just
slightly below, eye level. This allows the eyes to view the screen at a comfortable level,
without having to tilt the head or move the back muscles.
Control glare at the source whenever possible; place monitors so that they are parallel
to direct sources of light such as windows and overhead lights, and use window
treatments if necessary. When glare sources cannot be removed, seek appropriate
screen treatments such as glare filters. Keep the screen clean.

CHAIRS
The chair is the most important piece of furniture that affects user comfort in the office.
The chair should be adjusted for comfort making sure the back is supported and that the
seat is at a height so that the thighs are horizontal and feet are flat on the floor. An
ergonomically sound chair requires four degrees of freedom - seat tilt, backrest angle,
seat height, and backrest height. Operators can then vary the chair adjustments
according to the task.
In general, adjustable chairs permit the most flexibility to support people's preferred
sitting postures. Armrests on chairs are recommended for most office work except
where they interfere with the task. Resting arms on armrests is a very effective way to
reduce arm discomforts. Armrests should be sufficiently short and low to allow workers
to get close enough to their work surfaces, especially for tasks that require fixed arm
postures above the work surface.
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WORKING HEIGHT
The work surface height should fit the task. The principle is to place the surface height
where the work may be performed in such a manner as to keep arms low and close to
the body in relation to the task. If the working height is too high, the shoulders or the
upper arms have to be lifted to compensate, which may lead to painful symptoms and
cramps at the level of the neck and shoulders. If, on the other hand, the working height
is too low, the back must be excessively bowed, which may cause backache.
Generally, work should be done at about elbow height, whether sitting or standing. A
display monitor with adjustable keyboard height and adjustable height and distance and
angle of the screen is best suited for continuous work.

WORK/REST SCHEDULES
One solution for stress and fatigue is to design the computer operator's work so that
tasks requiring concentrated work at the terminal are alternated with non-computerbased tasks throughout the workday. Also, a short break (5 minutes) should be taken at
least once each hour when involved in continuous work at the computer.

OTHER SOLUTIONS
Additional measures that may reduce discomfort while working with computers:
•
•
•
•

Change position, stand up or stretch whenever you start to feel tired.
Use a soft touch on the keyboard and keep shoulders, hands, and fingers
relaxed.
Use a document holder, positioned at about the same plane and distance as the
display screen.
Rest your eyes by occasionally looking off into the distance.

OFFICE LIGHTING
Different tasks require different levels of lighting. For example, areas where intricate
work is performed require greater illumination than warehouse operations. Lighting
should vary fro specific tasks and from person to person, as well. Adjustable task
lighting may provide the necessary illumination without increasing general lighting. Task
lamps are effective to supplement general office light levels for those who require or
prefer additional light. Some task lamps permit several light levels. Since the individual
controls the task lamps, they can accommodate personal preferences.
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INDOOR AIR QUALITY
Indoor air quality (IAQ) is an increasingly important issue in the work environment. The
study of indoor air quality and pollutant levels within office environments is a complex
problem. The complexity of studying and measuring the quality of office environments
arises from various factors including:
•

Office building floor plans are frequently changing to accommodate increasingly
more employees and reorganization.

•

Office buildings frequently undergo building renovations such as installation of
new carpet, modular office partitions or free standing offices, and painting.

•

Many of the health symptoms appearing are vague and common both to the
office and home environment.

•

In general, very little data on pollutant levels within office environments is
available.

•

Guidelines or standards for permissible personal exposure limits to pollutants
within office buildings are very limited.

Many odours are associated with chemical contaminants from inside or outside the
office space, or from the building fabric. This is particularly noticeable following building
renovation or installation of new carpeting. Offgassing from paints, adhesives, sealants,
office furniture, carpeting, and vinyl wall coverings can be a source of a variety of
irritating compounds. In most cases however, these chemical contaminants may exist
for the short term, at levels above ambient (normal background) but far below current
occupational exposure criteria.

WASTE DISPOSAL
Office personnel should carefully handle and properly dispose of hazardous materials,
such as broken glass. A waste receptacle containing broken glass or other hazardous
materials should be labelled to warn maintenance personnel of the potential hazard.
CHEMICAL SAFETY
Each office employee is to be aware of any hazardous materials they may contact in
their work area. WHMIS training is to be provided and includes information re:
• Labelling of containers
• Material Safety Data Sheets for each hazardous substance used
• Specific safe handling, use and disposal
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EMERGENCY PLANS AND RESPONSE
Emergency Plans are designed to control events and minimize the affects. Through
careful pre-planning, establishment of Emergency Action Teams, training and drills,
employees can be safeguarded and potential for damage to Company assets
minimized.
Consider:
•
•
•
•
•

Exits routes, meeting areas and employee accounting
Emergency evacuation and notification to emergency services
Personal injury and property damage
First Aid Response
Use of fire extinguishers

Fire drills should be conducted at least annually to remind all personnel of their duties
and responsibilities in the case of an emergency.
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BI-WEEKLY SAFETY TALKS
In a continued effort to maintain job site safety as a focus for all workers on our projects,
we encourage our Site Supervisors and Project Managers to convene regular “Tool
Box” Safety Talks, to discuss relevant work specific safety topics and overall project
health and safety performance, and continued expectations. As part of our standard
project orientation, all Trades on site will be likewise notified of their expectation to
conduct regular trade specific Tool Box Safety Talks.
Meetings of the Safety Talks will be maintained by the Site Supervisor and various
Trades Supervisors, including items discussed and action plans determined; and
minutes shall be posted on the Project Notice Board and filed with the Site Supervisor.
Regular talks by supervisors with their employees, is one of the best ways to raise and
maintain worker awareness of day-to-day health and safety issues, and establishes a
foundation for safe and healthy work and lifestyle practises. Safety talks are designed to
help give you ideas for discussion and, at the same time, provide valuable information
on important workplace health & safety topics.
Safety topics should be introduced as informal discussion elements at regularly
intervals, and should be presented in discussion format to enhance participation and
open communication of safety and safe work practises. These tips may be helpful:
1. Limit the talks to one or two topics and objectives.
2. Be prepared. Prepare a plan to introduce the subject, and have work specific
examples in mind to re-enforce your objective.
3. Keep your talks informal and your language clear and understandable.
4. Make your talks current and relevant. Use real situations and examples.
5. Use audio-visual aids if preferred. VCR’s & DVD’s are great visual confirmation,
and are easily available. Flip charts and overheads are also effective.
6. Be yourself. Avoid preaching. Remember, you are expected to lead by example.
7. Get everyone involved. Ask questions and encourage participation and comment.
8. Make note of H&S issues on site that may be relevant to your topic of choice. For
example, if you are talking about careless material handling, you may also want
to discuss proper lifting and back-care, or pedestrian safety and safe access to
areas where lift vehicles or man-lifts, operate simultaneously with pedestrians.
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BI-WEEKLY HEALTH AND SAFETY TALK - MINUTES
“TOOL BOX MEETING MINUTES”
Project Name:
Site Supervisor:

Location:
Meeting Date:
(Please Print)

IN ATTENDANCE
Worker Name

Contractor / Trade

Worker Name

Contractor / Trade
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AGENDA ITEMS
Relevant Topics of Discussion (Maximum of 5 per Meeting)
1
2
3
4
5

Resolution or Action Plan Determined for the Topic Discussed?
1
2
3
4
5

Notes / Corrective Action / Action Plans:
1
2
3
4
5
In my opinion these minutes reflect the general discussions and deliberations:
Site Supervisor:
Sign

Date of Next Meeting:
Distribution

1 -H&S Rep/ JHSC

Date

Page
2 - Site Supervisor & Project Manager

3 - Office Manager

of
4 - Posting Board Location
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