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POLICY #: JHS-002
Health & Safety Policy Statement
Review Date: January 10, 2019

Authority: FI-02-19
HEALTH & SAFETY POLICY STATEMENT
The Corporation of the Town of Hanover is committed to the provision of a safe and healthy working
environment throughout all municipal operations. The health and safety of all Town employees is an ongoing
responsibility and will be given the highest priority in the conduct of our business.
It is the policy of the Town of Hanover that every employee is entitled to a safe and healthful place in which to
perform their work. From the commencement of employment with the Town, all employees have the right to be
provided with a proper place in which to work as well as the proper equipment and materials with which to
perform their job proficiently and safely.
It is both the Town's intention and objective to provide that safe workplace with the availability of safe
equipment and approved and proper materials. It will be the responsibility of all levels of management to insist
on our employees following safe methods, practices and procedures at all times. Equally, it will be the
responsibility of all employees, without fail, to use the safety equipment provided and conduct their duties with
the utmost in safety consciousness.
Every employee, sub-contractor and worker of sub-contractor, must protect his or her own health and safety by
following the law and the Town of Hanover's safe work practices and procedures.
The joint co-operation of employees and management in the observance of this policy will ensure safe working
conditions and reduce accidents, personal injury and property damage to the benefit of all. The Town
considers the safety of all staff to be of utmost importance and everyone's full co-operation is sought to making
this policy effective.
Dated and signed this 14th day of January, 2019.

Susan Paterson, Mayor

Brian Tocheri, CAO/Clerk
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Policy and Procedure Manual
SECTION: Joint Health & Safety

POLICY #: JHS-003

Date Approved: December 19, 2011
Revision Date:

General Safety Rules
Review Date:

Authority: Report DCS-33-11
PURPOSE
To provide general guidelines for creating and maintaining a safe work environment.
RESPONSIBILITY
A.

The employee is responsible for following the safety rules.

B.

The supervisor is responsible for ensuring the Policy is adhered to.

PROCEDURE
A. General Rules
1. Personal Protection Equipment must be worn when and where required.
2. Report ALL injuries to your Supervisor immediately.
3. Report any unsafe conditions, including someone apparently under the influence or in possession of
drugs or alcohol, or any other hazard that may result in an injury to yourself or a fellow employee.
4. Follow all operator instructions when using or handling hazardous materials and ensure that all
containers of hazardous materials are properly labeled and stored in designated areas.
5. At work, workers should not perform work outside of their expertise or work that they have not received
the appropriate training.
6. Obey all posted signs and notices.
7. Always use the correct posture when lifting, and get assistance if the weight is excessive.
8. Report any property damage, regardless of how minor.
9. Be aware of the location of the Health & Safety Bulletin Board, the MSDS Sheets and the posted
Occupational Health & Safety Act.
10. The Town of Hanover recognizes the importance of Health and Safety and the need for all staff to
participate in the process. There will be no reprisals for any staff exercising their rights under the
Occupational Health and Safety Act including reporting concerns, completing inspections, making
reports to the Ministry of Labour or refusing unsafe work. However, if it is found that a staff member
has maliciously acted using these processes, the Town of Hanover reserves the right to discipline that
person as deemed appropriate.
B. Housekeeping
1. Aisles are to be kept clear at all times.
2. Individual work areas are to be kept clean and tidy.
3. All materials, tools, products and equipment are to be kept in their designated areas.
4. Liquid spills are to be cleaned up immediately to prevent slips and falls.
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C. Fire Prevention
1. Become familiar with the location of fire alarm pull stations, fire extinguishers and exits.
2. Anytime a fire extinguisher is used, report it immediately to your Supervisor, so that it can be
recharged.
D. Equipment Operation
1. Equipment must not be repaired, adjusted or operated unless you understand the safe operating
procedure.
2. Be aware of the use and location of the ‘EMERGENCY STOP” button before using any equipment.
3. Loose clothing, jewelry, and long hair should be secured, as not to become entangled with equipment.
4. The operator must check all safety devices before operating the equipment.
5. All equipment must be turned off and the appropriate lock-out procedure followed, prior to repairs,
cleaning, adjustment or lubrication.
E. Hazardous Conditions Reporting
1. An employee shall report to his supervisor:
a) the absence of or defect in any equipment or protective device of which he or she is aware and
which may endanger himself or herself or another worker;
b) any contravention of the Occupational Health and Safety Act or the regulations, or the Town’s
Health and Safety Policies and Procedures; and
c) the existence of any hazard of which he or she knows;
d) any “close call” or “near miss” as there is potential for serious injury in the future.
2. The supervisor will attempt to resolve the concern, as soon as possible, and keep the involved
employee apprised of the status of the concern.
3. If the supervisor is unable to resolve the concern and/or the employee’s concern is not satisfactorily
resolved, he or she should bring it to the attention of his or her Department Head and/or to a member of
the Joint Health and Safety Committee.
4. All concerns are to be thoroughly investigated with factual information pertaining to the concern freely
exchanged between the parties involved in the investigation.
5. The Joint Health and Safety member and the employee’s supervisor are responsible for ensuring the
employee is informed of the progress or resolution of the concern.
6. Concerns not addressed to the satisfaction of the parties involved are to be placed on the agenda for
the next regularly scheduled meeting, or, if necessary, a special meeting convened by the Joint Health
and Safety Committee Co-chairs.
7. This procedure does not preclude the employee from exercising his or her right to refuse unsafe work,
as defined under both the Occupational Health and Safety Act and Refusal to Work policy.

JHS-003 – General Safety Rules

Page 2 of 2
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SECTION: Joint Health & Safety

POLICY #: JHS-004

Date Approved: December 19, 2011
Revision Date:

Health and Safety Training
Review Date:

Authority: Report DCS-33-11
PURPOSE
To develop guidelines to ensure all employees receive the proper orientation and ongoing training, necessary
for maintaining a safe working environment.
RESPONSIBILITY
A.

The Supervisor is responsible for ensuring the employee receives all the necessary training, as
defined in this Policy.

B.

The Joint Health & Safety Committee is responsible for auditing the records for compliance.

PROCEDURE
A. Orientation
1. Each workplace and all department heads will be given a copy of the current Health & Safety Policy
Guide, which must be made accessible to all employees.
2. All new employees will be given an overview of the Health & Safety Policy Guide as part of their
orientation, be shown the location of the Health and Safety bulletin board and made aware of the
Representatives on the Health and Safety Committee.
3. The following areas will be reviewed in detail, during the orientation:
a)
b)
c)
d)
e)
f)
g)
h)
i)

Health and Safety Policy
General Safety Rules
Health & Safety Training
Individual Responsibilities
Joint Occupational Health and Safety Committee
Emergency Procedures
Employee Accident /Incident Reporting Guidelines
Refusal of Unsafe Work
Personal Protective Equipment

4. All employees will be shown proper safety procedures specific to their job by their Supervisor.
B. W.H.M.I.S
1. Any worker, who works with or in proximity to any hazardous materials, will receive W.H.M.I.S training,
including information on the hazardous materials used in the workplace, their labeling, storage and use,
and any health hazards they may present.
2. The instructions and training shall be developed and implemented, in consultation with the Health &
Safety Committee.
3. A MSDS (Material Safety Data Sheets) book will be kept at a location accessible to all employees for
reference.
4. A master MSDS book for the Corporation will be kept at a central recording area.
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C. First Aid
1. All new employees will be shown the location of the first aid kit and the certified first aid responders.
2. A minimum of two people per shift per workplace will be trained in an approved First Aid Course, when
the number of workers on shift is greater than five.
3. The Corporation will sponsor re-training, as required, in order to maintain compliance with the
Workplace Safety & Insurance Board Act.
D. Personal Protective Equipment
1. All new employees will be provided with personal protective equipment, as required for the different
work applications.
2. Employees will be instructed in the use and care of their personal protective equipment.
E. Fire Alarms and Extinguishers
1. All new employees will be shown the location of the fire alarms and extinguishers.
2. Designated employees for each workplace will be instructed in the proper use of the fire extinguishers.
3. Advise supervisor of any fire extinguisher that has been discharged or is in need of filling.
F. Emergency Procedures
1. All employees will be instructed in Emergency Procedures.
2. A copy of the “Emergency Exits Floor Plan” will be posted in the workplace.
3. An evacuation drill will be performed annually.
G. Training Program
1. Members of the Health & Safety Committee will be encouraged to attend health and safety seminars
and workshops to keep their knowledge current.
2. Workers and Supervisors will attend relevant health and safety seminars and workshops to provide
them with basic knowledge and skills necessary to ensure compliance with the legislations.
3. Employees will be required to take additional job skills training when job requirements change.
4. To keep personnel current in all aspects of health and safety, literature will be provided on all upcoming
educational opportunities through the use of bulletin boards and/or newsletter.
H. Confined Space and Lock-Out, Block-Out
1. Designated employees will be instructed in Confined Space and Lock-Out, Block-Out, when applicable, to
their specific workplace duties.
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SECTION: Joint Health & Safety

POLICY #: JHS-005

Date Approved: December 19, 2011
Revision Date:

Individual Responsibilities
Review Date:

Authority: Report DCS-33-11
PURPOSE
To provide a procedure that outlines health and safety responsibilities.
RESPONSIBILITY
A.

The Corporation of the Town of Hanover, in its capacity as the employer, is responsible for carrying out
the responsibilities and duties outlined through the delegation of these functions to individuals in the
Corporation.

B.

All individuals in the workforce, at all levels and functions, are responsible for:
 Implementing and maintaining a safe and healthy work environment
 Understanding and carrying out the responsibilities and duties as outlined.

C.

Employees who do not abide by the Occupational Health and Safety Act, or the Town of Hanover’s
Health and Safety Policy will be subject to disciplinary action.

PROCEDURE
A. General
1. “Responsibility” is defined as an individual’s obligation to carry out assigned duties.
2. Responsibility and authority can be delegated to subordinates, giving them the right to act for their
Supervisors.
3. The Supervisor remains accountable for seeing that these responsibilities are carried out.
4. “Prescribed” refers to a section of the Occupational Health & Safety Act and Regulations for Industrial
Establishments, Construction Projects, etc.
B. Employer
1. Ensure that the working environment is maintained in a healthy and safe condition.
2. Providing equipment, materials and protective devices (e.g. guards on machines, safety harnesses, eye
wash stations, gloves, etc.) that are maintained in good condition.
3. Ensuring equipment, materials and protective devices are used properly and in a safe manner.
4. Providing information, instruction and supervision to employees to protect the health and safety of the
employee.
5. Appointing competent supervisors. (Competence is based on supervisor’s knowledge, training and
experience to organize the work and its performance; supervisor is familiar with the OHSA and
regulations that apply to the work and has knowledge of any potential or actual danger to health or
safety in the workplace.)
6. Providing (upon request), in a medical emergency, information in the possession of the employer,
including confidential business information to a legally qualified medical practitioner and to such other
persons as may be required by law.
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7. Acquainting an employee or person in authority over an employee with any hazard in the workplace
and in the handling, storage, use, disposal and transport of any article, device, equipment or a
biological, chemical or physical agent.
8. Affording assistance and co-operation to the Joint Occupational Health and Safety Committee (JOHSC)
and a health and safety representative in the carrying out of their functions including workplace
inspections and incident investigations.
9. Only employing a worker over the prescribed age and not knowingly permitting anyone under the
prescribed age in or about the workplace.
10. Taking every precaution reasonable in the circumstances for the protection of an employee and
correcting any substandard acts or conditions.
11. Providing to the JOHSC or to a health and safety representative, the results of a report respecting
occupational health and safety that is in the employer’s possession and if that report is in writing, a
copy of the portions of the report that concern occupational health and safety.
12. Responding in writing, within 21 days, to any health and safety recommendation submitted by the
JOHSC or health and safety representative.
13. Posting a copy of the Occupational Health and Safety Act and pertinent regulations in an accessible
workplace location.
14. Posting, reviewing and re-posting annually a copy of the Town of Hanover Health and Safety Policy in
an accessible workplace location.
15. Developing and maintaining a health and safety program to implement the Town of Hanover Health and
Safety Policy.
16. Provide First Aid facilities as required.
17. Provide on-going safety education including but not restricted to WHMIS and First Aid.
C. Supervisors
The health and safety responsibilities of persons at this level are required to ensure that:
1. Maintain a safe and healthy work environment and demonstrate a positive “health and safety” attitude
and working climate.
2. Employees work in the manner and with the protective devices, measures and procedures required by
the OHSA and regulations (e.g. fall-arrest systems, confining hair, jewelry or loose clothing around
moving machine parts, etc.).
3. Employees use or wear the equipment, protective devices or clothing that the Town of Hanover
requires to be used or worn.
4. Employees are advised of the existence of any potential or actual danger to the health and safety of
which the supervisor is aware.
5. Employees are provided with written instructions as to the measures and procedures to be taken for
their protection. Ensure training of employees in safe work practices and job safety requirements
associated with a particular job process and provide written instruction where appropriate.
6. Every precaution reasonable in the circumstances is taken for the protection of an employee.
7. Supervisors are familiar with the applicable requirements of the Occupational Health and Safety Act
and the Regulations and ensure compliance.
8. Develop a working relationship with JOHSC members/health and safety representatives and support
their role.
9. Make every reasonable attempt to resolve the health and safety concerns of employees.
10. Inform superiors of any known occupational health and safety concerns.
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11. Correct unsafe acts and unsafe conditions.
12. Report and investigate all incidents, injuries and property damage or loss of process.
13. Ensure that a maintenance program for any equipment and machinery in the workplace is carried out.
14. Implement emergency plans when necessary and ensure that employees have been properly trained to
comply.
D. Workers and Contract Workers
This level of the organization includes all employees in the workplace, up to and including the Chief
Administrative Officer, as well as those individuals on the Corporation’s payroll on a contract basis.
The health and safety responsibilities of workers at this level are to:
1. Work in compliance with the provisions of the OHSA, regulations and internal policies and procedures.
2. Know, understand and implement safe work practices and procedures.
3. Use or wear the equipment, protective devices or clothing that the Town of Hanover requires to be used
or worn.
4. Take every possible precaution to protect themselves and fellow workers from health and safety
hazards and unsafe situations.
5. Report to his/her supervisor :
a) absence of or defect in any equipment or protective device of which the worker is aware and
which may endanger him/herself or another worker;
b) any contravention of the OHSA, regulations, Town of Hanover policies and procedures;
c) unsafe acts or conditions;
d) report all injuries, incidents and unusual conditions immediately;
e) Inspect work area daily and reporting any hazards immediately;
f) Request replacement for worn out or defective equipment.
6. If supervisor fails to correct the concern, employees shall notify the JOHSC of the safety concern.
7. Not remove or make ineffective any protective device without providing an adequate temporary
protective device. Replacing immediately the original protective device when the work is completed.
8. Not using or operating any equipment, machine, device or thing or working in any manner that may
endanger him/herself or another worker.
9. Not engaging in any prank, contest, feat of strength, unnecessary running or rough and boisterous
conduct.
E. Contractors and Sub-Contractors
1. The Occupational Health and Safety Act imposes a duty on the Corporation to take reasonable
precautions to protect all workers including contractors and their employees and self-employed
contractors.
2. Contractors employed by the Corporation will be responsible for taking all necessary steps to protect
persons (workers, visitors, general public, etc.) and property, from any harm during the course of the
contract. All work procedures and equipment will be in accordance with the Occupational Health and
Safety Act as well as Health and Safety Policies and Procedures of the Corporation.
3. Contractors are classified into two groups as follows:
a) Service contractors, such as plumbers, heating and air conditioning specialists, etc. are usually
employed periodically for short-term assignments.
b) Project contractors, such as construction companies, are employed to carry out a project, which is
of a fairly lengthy duration.
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4. The following outlines the steps necessary to minimize the Corporation’s liability in the event of an
injury to a contractor.
Before Awarding a Contract:
a) The contractor is to show proof of current registration and proof of good standing with the
Workplace Safety Insurance Board by providing a W.S.I.B. Independent Operator Status to the
department contracting the service. Project contractors are to provide proof of good standing with
the W.S.I.B.
b) A list of all designated substances present at a project site must be included as part of any
tendering information. Owners and constructors must ensure that any prospective contractors or
sub-contractors have a copy of the designated substance list before any binding contract for work is
executed.
c) The contractor is to be advised of the work location’s health and safety rules by the department
contracting the service.
d) The contractor will be required to provide a copy of their health and safety policy and training
program to the department contracting the service.
e) A copy of the Health and Safety Policies and Procedures of the Corporation is to be made available
by the department contracting the service to the successful contract bidder and the contractor shall
be required to comply with the higher level of the health and safety standards in either the
Corporation or their own company’s policies.
f)

The Corporation of the Town of Hanover retains the right to stop the contractor’s work without
penalty to the Corporation if the contractor does not comply with the Occupational Health and
Safety Act, the Health and Safety Policies and Procedures of the Corporation, or creates an
unacceptable health and safety hazard.

Before Work Begins:
a) The department contracting the service is to advise the contractor and its workers of any special
hazards, and advise of emergency procedures.
b) The contractor’s workers are to have all necessary personal protective equipment for the work
location. Workers not in compliance are to be ordered off the site until they comply.
c) The contractor is to provide the Corporation’s work site supervisory staff, or designate, with material
safety data sheets (MSDS) for each chemical substance used on the site.
d) Project contractors are to meet with the Corporation’s work site supervisory staff, or designate, prior
to commencement of work, to be informed about the location’s specific safety rules and safety
contacts at the location.
e) The Corporation’s supervisors, or designate(s), are to conduct a safety inspection of the project site
at least once per month, and document same for future audit purposes.
f)

Where appropriate, the contractor shall post signs at entrances into construction work areas
informing visitors and the general public that access is restricted, and directing them to report to the
Contractor’s Field Office for permission to enter the area.

g) Visitors and the general public are not permitted to travel unescorted in construction work areas.
Where a visitor is required by a contractor or sub-contractor to enter a restricted construction area,
the contractor’s sub-contractors will be responsible for ensuring that the visitor is aware of relevant
workplace safety rules, is wearing all required personal protective equipment and is escorted at all
times by the contractor’s appointed representative.
At the Conclusion of the Contract:
a) The contractor is to remove all chemical and hazardous products from the work site at the end of
the project or contract.
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F. Visitors and General Public
1. This classification includes all individuals or organizations not identified in the above classification, and is
external to the Corporation’s organization.
2. Where appropriate, signs will be posted at entrances to inform visitors and the general public about
restricted access or the requirement to report to a receptionist before proceeding further.
3. Visitors and the general public will not be allowed to wander unescorted through areas that are normally
restricted to employees.
4. In the event that a visitor is required to enter a work area that is normally restricted to employees:
a) The Supervisor will be responsible for ensuring that the visitor is aware of the relevant workplace
safety rules and is under the supervision of a regular employee.
b) The visitor may use any and all required personal protective equipment.
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Policy and Procedure Manual
SECTION: Joint Health & Safety

POLICY #: JHS-006

Date Approved: December 19, 2011
Revision Date:

Personal Protective Equipment
Review Date:

Authority: Report DCS-33-11
PURPOSE
To provide a guideline that outlines what personal protection equipment is required to be used in the
workplace.
RESPONSIBILITY
A. The supervisor is responsible to ensure the necessary equipment is worn or used, training the employee in
its use and ensuring the policy is adhered to.
B. The employee is responsible for the care and maintenance of any personal protective equipment assigned
to them and for the proper application of this policy as it applies to them.
PROCEDURE
A. General
1. Personal Protective Equipment (PPE) is the last line of defense for controlling occupational hazards,
after thorough evaluation and implementation of:
a) Engineering controls;
b) Administrative controls; and
c) Work practices
2. Only PPE approved by the appropriate safety associations (eg. CSA, NIOSH, NFPA, etc.) will be used.
3. Specific PPE needs will be identified at each workplace, in accordance with accepted industry practices
and standards, and will be documented in the specific workplace Standard Operating Procedures,
when developed, for the critical pieces of equipment.
4. Training in the use and maintenance of PPE will be provided.
5. Records will be kept for the issue of non-disposable PPE.
6. The Joint Occupational Health and Safety Committee will audit compliance to this procedure during
their monthly inspections.
B. Personal Protective Equipment:
1. Head Protection
a) Hard hats are required by all workers involved in construction and maintenance and where there is
any danger of injury from falling objects, or from striking the head on overhead objects.
b) Hard hats shall not be drilled, painted or worn in a reversed manner.
c) Other protective headgear may be assigned to protect individuals from long-term exposure to the
sun or elements.
2. Eye Protection
Where a worker is exposed to the hazard of eye injury, he or she shall wear eye protection appropriate
for the circumstances, which includes but is not limited to:
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a)
b)
c)
d)
e)
f)
g)
h)
i)

Chipping;
Cutting;
Drilling;
Exposure to acids, alkali, or other corrosive chemicals;
Exposure to heavy dirt or dusty conditions;
Sandblasting;
Sawing;
Spray painting; and
Welding

3. Hearing Protection
a) Warning signs are to be posted at the approaches to an area, or on equipment, where the sound
level is more than ninety decibels.
b) Workers are to wear hearing protection when the daily exposure is more than that permitted for the
particular sound level, as defined in Regulation 851, s. 139 of the Occupational Health and Safety
Act Regulations.
c) Workers shall wear hearing protection, when exposed to a sound level of 115 decibels or greater.
4. Respiratory Equipment
a) Suitable breathing apparatus is to be worn when workers are likely to be exposed to injury from:
1) dangerous gases, vapor, fumes or dust; and
2) deficiency of oxygen
b) Equipment can be paper filters, masks with charcoal cartridges, S.C.B.A. (Self-Contained Breathing
Apparatus) or SAR (Supplied Air Respirator).
5.

Protective Clothing and Gloves
a) A worker shall be outfitted with the appropriate apparel, where he or she is exposed to the hazard
of injury from contact of his/her skin:
1) A noxious gas, liquid, fume or dust;
2) A sharp or jagged object which may puncture, cut or abrade his or her skin;
3) A hot object, liquid or molten metal;
4) Radiant heat; and
5) Body fluids or pathogenic material (eg. health care area)
b) Garment, usually a vest, covering the upper body and meeting the Construction Projects Traffic
Control Regulations 69.1 is required to be worn by all workers involved in construction and
maintenance, while on the roadway.

6.

Foot Protection
a) Where a worker is exposed to the hazard of foot injury, he or she shall wear foot protection
appropriate in the circumstances.
b) All workers shall wear green-patch, steel-toed boots or shoes with puncture resistant soles when
working on construction sites.
c) Lace-type footwear must be fully laced to provide full support and prevent accidents.

C. Provision of Personal Protective Equipment
The Town of Hanover will provide each individual with the PPE required for their job with the exception of
work boots. If any of the equipment requires replacement, the employee will notify their supervisor of the
needed equipment.

JHS-006 – Personal Protective Equipment

Page 2 of 2

Policy and Procedure Manual
SECTION: Joint Health & Safety
Date Approved: December 19, 2011
Revision Date:

POLICY #: JHS-007
Employee Incident/Accident Reporting
Review Date: 09.08.16; 12.14.16

Authority: Report DCS-33-11
PURPOSE
To provide a procedure where all accidents and incidents, resulting in injury, occupational illness and/or
property damage, can be investigated to document all relevant information.
RESPONSIBILITY
A. Employees are required to report all accidents/incidents to their immediate Supervisor and/or others as
outlined.
B. The Supervisor is responsible for investigating, reporting and corrective action follow-up of all
accidents/incidents.
C. For any compensable accidents/incidents, the Supervisor is responsible for providing all relevant
information to Corporate Services so that WSIB Form 7 is submitted in a timely manner. The Supervisor is
also responsible for coordinating the worker’s return to work with Corporate Services, the employee, the
physician’s recommendations, and for reporting all modified hours of work to payroll weekly.
D. Corporate Services is responsible for the completion and forwarding of the claim to the Workplace Safety
Insurance Board (WSIB) and providing further documentation as requested.
E. All persons dealing with any of the documentation related to a claim must recognize the confidential nature
of this material and treat in accordance with the Municipal Freedom of Information and Protection of
Privacy Act.
PROCEDURE
1. All injuries, occupational illnesses, property damage, incidents, accidents, unsafe acts and unsafe
conditions including near misses must be reported to the Supervisor.
2. All accidents/incidents resulting in damage to public property, including municipal vehicles, are to be
reported to the police immediately. A copy of the police report is to be attached to the incident/accident
report.
3. Immediately after an accident/incident, the Supervisor shall ensure the safety of employees, public,
equipment and facilities from further injury or damage and follow the steps outlined in this procedure.
4. There are four categories of injuries:
A.
B.
C.
D.

No Treatment/Near Miss
First Aid
Medical Aid
Critical

A WSIB claim will be established if an employee:
 Received health care, and
 Lost time or wages from work beyond the day of accident/illness, or
 Continued to work but on partial hours only; OR
 had to do different work due to the accident/illness for more than seven days and did not see a
health professional.
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A claim is not required if all four of the following apply:
 Only first aid treatment was needed, and
 No time was taken off work, and
 Pay was not affected, and
 Job duties did not change
A. No Treatment Injury or Near Miss
1. A “No Treatment Injury” occurs when there is an injury that does not require any treatment (e.g. bruised
finger).
2. Near Miss is an incident or unsafe condition with potential for injury or property damage.
3. The employee will report the injury to the Supervisor and complete an Employee Incident/Accident
Report.
B. First Aid Injury
1. A “First Aid Injury” is an injury that can be treated at the work site and does not require treatment from a
health care professional (e.g. a cut finger that requires a band-aid only).
2. First Aid treatment will be provided and the treatment recorded in the “FIRST AID LOG”.
3. The employee will report the injury to the Supervisor and complete an Employee Incident/Accident
Report.
C. Medical Aid Injury
1. “Medical Aid Injury” is an injury that requires treatment (e.g. a cut finger that requires stitches) from a
health professional (e.g. physician, chiropractor, etc.), but is not of a critical nature.
2. The Supervisor is to arrange for:
a) First Aid treatment for the injured employee and record the treatment in the “FIRST AID LOG”.
b) Transportation (e.g. private vehicle, municipal vehicle, ambulance, etc.) of the employee to a
location where professional health care can be delivered (e.g. doctor’s office, hospital).
c) An investigation immediately or as soon as possible, following the notification of the
accident/incident as set out in this policy.
d) Providing information within 72 hours of the incident so Corporate Services can complete and
submit WSIB Form 7.
3. Within 72 hours of the incident, the injured employee completes the WSIB Form 6. Witnesses may
also be asked to complete a statement of what occurred.
D. Critical Injury
1. A “Critical Injury” is defined by the Occupational Health and Safety Act as an injury so serious in nature
that it:
a) places life in jeopardy;
b) produces unconsciousness;
c) results in substantial loss of blood;
d) involves the fracture of a leg or arm but not a finger or toe;
e) involves the amputation of a leg, arm, hand, foot, but not a finger or toe;
f) consists of burns to a major portion of the body;
g) causes the loss of sight in an eye.
2. The Supervisor will:
a) Arrange for first aid and medical care as per Medical Aid Injury above;
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b) Immediately notify the Department Head, CAO, Joint Health & Safety Committee, Corporate
Services Department and Ministry of Labour;
c) Start the WSIB Form 7 and send it to Corporate Services for completion within 72 hours of the
incident;
d) Conduct an investigation with a member of the Health and Safety Committee immediately, or as
soon as possible.
3. The Department Head or Designate will be responsible for notifying next of kin.
4. Within 72 hours of the incident, the injured employee completes the WSIB Form 6 outlining what
occurred.
WSIB CLAIMS
1. Following a compensable accident/incident, the Supervisor shall provide all relevant information to
Corporate Services.
2. Corporate Services will:
a) Complete Form 7 and fax it to WSIB within the 72-hour deadline.
b) Send the Employee a copy of the completed Form 7 for their records.
c) Forward other documentation to WSIB as required (eg. modified hours and earnings, progress
reports).
3. The Employee will:
a) Complete a WSIB Form 6 and send a copy to both Corporate Services and WSIB. Copies of Form
6 can be obtained from a supervisor, online at: www.wsib.on.ca., or in the binder located at all
JH&S Bulletin Boards
b) Provide further information to WSIB as requested; and
c) Co-operate in the development of a return to work plan as needed.
Subsequent to Filing the Initial Claim:
1. When requested, the employee will have a Functional Abilities Form for an Early and Safe Return to
Work completed by their Health Care provider and returned to Corporate Services.
2. When an employee is able, they will return to work on either:
a) Full Duties or
b) Modified Duties
INVESTIGATIONS
1. Investigations will be conducted by the Supervisor or Department Head, with the optional assistance of
a member from the Joint Health & Safety Committee and the findings documented on the “Employee
Incident/Accident Investigation Report”. (NOTE: Assistance from a member of the Joint Health &
Safety Committee is compulsory in cases of critical injury, fatality, hazardous substance discharges and
at the request of the committee).
2. When conducting the investigation, it is important to:
a)
b)
c)
d)
e)
f)

preserve the accident scene where practical and possible;
identify witnesses or others having knowledge of the accident/incident;
interview the injured employee where practical and possible;
identify any primary/secondary causes;
identify any primary/secondary unsafe actions;
identify any primary/secondary hazardous conditions.

3. Investigations are required to be completed within 24 hours of the incident or request.
Incident reports will be reviewed to determine if any trends or patterns exist and any trends will be
reviewed by Senior Management on an annual basis as per the Occupational Health and Safety Act.
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Employee Incident / Accident Report
Employee Report to be completed by employee and must be submitted to a supervisor within 24 hours of
incident/accident.
A. Personal Injury
Lost Time
Medical Aid
Other

Near Miss
Person
Property





Property Damage
Town
Other
Equipment Failure




Violent Incident
Minor
Serious
Workplace









B. Identification
Employee Name:

Date and Time of Occurrence:

Job Title:

Date and Time Reported:

Department:

Incident Reported to:

Exact Location of Incident:

C. First Aid or Medical Attention
Nature of Injury (be specific - left hand, right side, etc.):
Was first aid given?

Yes

No
If yes, by whom:

Employee taken to medical facility?

Yes

No
Which facility?

Doctor’s Name and Address:
Employer’s WSIB Form 7 of Injury completed by Corporate Services?

Yes

No

Employee’s WSIB Form 6 completed by Employee?

Yes

No

If critical injury, has it been reported to Ministry of Labour? 1-877-202-0008

Yes

No

D. Police Information
Police Informed?

Yes

No

Officer’s Name:

Time Informed:

Badge #:

Date Informed:

Occurrence #:

E. Witnesses
Name:

Address:

Phone:

Name:

Address:

Phone:

Witness Statement: Attach as a separate sheet.
(Note: If more than one witness please attach extra sheets as necessary including: name, address & phone number)

F. Description
Describe how incident occurred:

(Note: Please attach extra sheets if required)
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G. Analysis
Please take a moment to think carefully about the incident that you experienced. Recall your thoughts and actions prior to
the incident and determine what (if anything) could have been done differently to prevent this occurrence. (For example:
were you rushed, frustrated, tired, bored of carrying out a routine task? Did you have your mind and eyes on the task at
hand? Did you place yourself in a position of danger? Did you lose your balance, traction or grip?) Comments?

Do you feel that any part of the job that you were performing at the time of the incident (for example the process,
equipment, or environmental factors) directly, or indirectly contributed to this incident occurring? Please specify:

Were safety devices in use? Yes

No

Required?

Yes

No

List safety devices that were used:
Potential for harm:

High



Medium



Low



Potential for damage:

High



Medium



Low



H. Prevention
Please state your recommendations to prevent recurrence:

Supervisor advised of any hazard or damage to equipment that requires repair?
YesN/A
Employee Signature

Date Completed

I. Supervisor/Manager Follow-Up (office use only)
How was this incident handled? What was discussed? What action, if any, is to be taken? By when?

Manager Investigation Report to follow? Yes
Completed Report Reviewed By:
1. Immediate Supervisor

No(*must be filled out when potential for harm is medium or high)

Signature

Date

2. Corporate Services (property damage,
insurance, health & safety)
3. Department Manager
4. Chief Administrative Officer
5. JHSC (health & safety)
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Employee Incident / Accident Report – Witness Statement

Witness Information
Name:

DOB:

Current Address:

Postal Code:

Date:

Phone #:

Cell #:

Email

D/L #:

Employer:

Business #:

Employer Address:
Interviewed By:

Start Time:

Condition of Person Interviewed:

Narrative

Witness Signature

Employee Incident / Accident Report - Witness Statement (VER.05.01.15)
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Policy and Procedure Manual
SECTION: Joint Health & Safety

POLICY #: JHS-008

Date Approved: December 19, 2011
Revision Date:

Emergency Procedures
Review Date:

Authority: Report DCS-33-11
PURPOSE
To create a comprehensive action plan to be taken under various emergency situations.
RESPONSIBILITY
A. The on-shift supervisor is responsible for the implementation of the “emergency procedure” in the event of
an emergency.
B. Each employee is responsible for knowing the nearest emergency exit location, Safe Area and
responsibilities during an emergency situation.
PROCEDURE
1. An emergency condition may be created as a result of a:
a) Fire;
b) Explosion;
c) Bomb threat;
d) Flood, earthquake or tornado;
e) Chemical spill; and
f) Severe or critical injuries.
A. Communications
1. When the emergency situation is restricted to a department, or small area, verbal communication may
be employed.
2. In the event of a facility wide evacuation, the fire alarm or paging system will be employed.
3. Depending on the nature of the emergency, the supervisor will contact the appropriate emergency
service:
a) Ambulance 911
b) Fire 911
c) Hospital 519-364-2340
d) Police 911
e) Hydro 1-866-978-2746
f) Union Gas 1-877-969-0999
g) Poison Control 1-800-268-9017
h) Ministry of Labour 1-800-265-2468
i) Ministry of Environment and Energy 1-800-265-3783
If you are working on a jobsite, use the 2-way radio or cell phone in the vehicle to inform the office of
the type of emergency and office personnel will call the Emergency Service required.
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The phone call:











dial Emergency Service Number
state the nature of the emergency (eg. medical, fire)
your name and position
name of facility and address
victim condition including description and current status (eg. breathing, conscious)
describe any current treatment (eg. mouth-to-mouth, CPR)
ask for arrival time of emergency personnel
ask if they have any instructions for you
explain which door should be used and that someone will meet the emergency personnel
do not hang up before the emergency personnel

4. The supervisor will notify the Department Head or the CAO if a facility-wide evacuation takes place.
5. The CAO or Designate will answer all public and press questions concerning the emergency, refer all
inquiries to them.
B. Evacuation
1. Upon notification of the evacuation directive, designated employees at the location will shut down their
assigned equipment or place them in a hold safe state and exit the building through the nearest safe
emergency exit.
2. All other employees will exit the building immediately and in an orderly fashion, upon notification of the
evacuation directive.
3. If the building is open to the public, the staff should notify the public of the need to evacuate the building
and ensure that they exit in an orderly manner. Staff should check all areas such as change rooms and
washrooms to ensure that the building has been evacuated.
4. The posted “Emergency Exits Floor Plan” shows which exits are to be used during emergency
evacuation.
5. Under no condition should an employee re-enter the building until notified by Emergency Service
Personnel.
6. Once outside the building, all employees will report to the “Safe Area”, assigned for each facility.
7. The shift supervisor will perform a head count to ensure that all employees have been evacuated and
notify the appropriate Emergency Service Personnel.
8. Staff will assist the Emergency Service Personnel as needed and within comfort level.
C. Return to Facility
Once the facility is deemed safe for re-entry by Emergency Service Personnel, the supervisor may instruct
the employees to return to their work stations.
In case of:
a) Medical Emergency
 Conduct a danger check of the area to ensure that the rescuer and victim are safe
 Assess the victim-airway, breathing and circulation
 Radio or call for help, call an ambulance if necessary
 Initiate treatment and stay with victim until help arrives
 Other staff will assist with crowd control as needed
 When time permits, call supervisor or Department Head and complete the appropriate report as
directed (eg. Employee Incident/Accident Report)
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b) Hydro Failure
 Ensure that all equipment is off and secure
 Exit building and ensure that all members of the public are out of the facility
 For pool, ensure that emergency lights come on and have swimmers enter change rooms and
change, if possible have a guard supervise each change room
 Supervisor to contact hydro to report the problem
 Ensure that the building is secure and await instructions from the Supervisor or Department Head
c) Bomb Threat
When a bomb threat is received:
 Listen carefully and obtain as much information as possible
 Be calm and courteous
 Do not interrupt the caller






Questions to ask:
When is the bomb going to explode?
Where is it?
What kind of bomb is it?
Why did you place the bomb?
What does it look like?







Record the following information
Time of call
Age and sex of the caller
Speech pattern
Emotional state of caller
Background noise






Follow Evacuation Guidelines and notify Police Department
Await Emergency Personnel at “Safe Area” outside each facility
Be prepared to assist Emergency Personnel as needed and within your comfort level
If you notice any device or suspect device, do not touch or move it but notify Emergency Personnel
of its location
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Policy and Procedure Manual
SECTION: Joint Health & Safety

POLICY #: JHS-009

Date Approved: December 19, 2011
Revision Date:

Refusal of Unsafe Work
Review Date:

Authority: Report DCS-33-11
PURPOSE
To create a procedure outlining the steps to be followed when any employee refuses to work due to unsafe work
conditions as defined in the Occupational Health and Safety Act.
PROCEDURE
A. Right to Refuse Unsafe Work
1. An employee may refuse to work or do particular work where he/she has reason to believe that:
a) Any equipment he/she is to use or operate is likely to endanger himself/herself or another employee.
b) The physical condition of the workplace is likely to endanger himself/herself.
c) Workplace violence is likely to endanger himself or herself.
d) Any equipment he/she is to use, or the physical condition of the workplace, is in contravention of the
Occupational Health and Safety Act, and such contravention is likely to endanger himself or another
employee.
e) Town of Hanover Emergency Services Personnel are limited in their right to refuse work and this
policy does not apply to those personnel.
B. Upon Refusing Unsafe Work
1. The employee shall promptly report the circumstances of his/her refusal to his/her supervisor, who shall
promptly investigate the report in the presence of the worker and one of the following:
a) Health and Safety representative
b) A Joint Health and Safety Committee Worker Member
2. If action can be taken to resolve the complaint without need for further investigation, the supervisor will
carry out the action and complete Part A of a “Refusal of Unsafe Work” form.
3. If further investigation is required to resolve the complaint, Part B of the “Refusal of Unsafe Work” form
will be completed in the presence of and with input from a worker member of the Joint Health and Safety
Committee.
4. Until the investigation is completed, the worker shall remain in a safe place near his workstation, unless
assigned to alternative work. Another worker may be assigned to operate the equipment/machine/device
during the investigation, only if they have been informed of the refusal in the presence of the health and
safety worker representative.
5. If, after the investigation and/or any steps taken to resolve the concern, the employee feels that there is
still an unsafe work condition; the employer shall notify the Ministry of Labour (MOL).
6. A Ministry of Labour Inspector shall investigate the refusal to work in the presence of two of the following:
a) Employer
b) Employee
c) Health and Safety Representative
d) A Joint Health and Safety Committee Member
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7. The MOL Inspector shall decide whether the equipment or the workplace is likely to endanger the
employee or another person and give his decision, in writing, as soon as practicable.
8. Pending the investigation and decision of the Inspector, the employee shall remain at a safe place near
his work station during his/her normal working hours, unless the employer assigns the employee
reasonable alternative work during such hours.
9. Pending the investigation and decision of the Inspector, no employee shall be assigned to use the
equipment/machine/device, or to work in the workplace that is being investigated, unless the employee
to be assigned has been advised of the work refusal and the reasons for it.
A. Protection from Reprisals
The Town of Hanover recognizes the importance of Health and Safety and the need for all staff to
participate in ensuring the safety of the workplace. There will be no reprisals for any staff exercising their
rights under the Occupational Health and Safety Act including making reports to the Ministry of Labour or
refusing unsafe work. However, if it is found that a staff member has maliciously acted using these
processes, the Town of Hanover reserves the right to discipline that person as deemed appropriate.
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REFUSAL OF UNSAFE WORK FORM
The Town of Hanover gives all workers the right to refuse unsafe work as outlined in the Occupational Health
and Safety Act and the Town of Hanover Health & Safety Policy. The work refusal must be promptly reported
to the Supervisor and Part A of this form is to be completed by the worker and submitted to the supervisor for
investigation and corrective action.

PART A – Completed by Worker
Date:

Time:

Last name:

First name:

Department/Location:
Location of Work Refused:
Task Assigned:
Worker’s reason for refusing work (be specific):

PART B – Completed by Supervisor
Date of Investigation:

Time of Investigation:

Name of Supervisor:

Position:

Name of JOHSC Member investigation:
Details of Investigation: (use extra pages if required)

Corrective Action Recommended:

Worker satisfied that problem has been resolved:

YES 

NO 

Worker Signature:
Signatures of Investigators:

Supervisor:
JOHSC Member:

PART C – Completed by Corporate Services Department
MOL Called:

YES 

NO 

Date Called:

Time Called:

Name of MOL Inspector:
Director of Corporate Services Signature:
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Policy and Procedure Manual
SECTION: Joint Health & Safety

GUIDELINE #: JHS-010

Date Approved: December 19, 2011
Revision Date:

Confined Space Plan
Review Date:

Authority: Report DCS-33-11
1.

2.

PURPOSE
A.

To create a guideline whereby employees can work safely in a designated confined space.

B.

To assure that the Occupational Health and Safety Act and specifically Regulation 632/05
“Confined Spaces” is complied with.

C.

To train employees as per Regulation 632/05 “Confined Spaces” so that they are able to
recognize hazards associated with confined spaces, to respond to anticipated hazards and
emergencies, and to perform assigned duties in conformance to established confined space
entry guidelines.

D.

To protect employees from hazards that could be present in confined spaces.

E.

To initiate a rescue program in the event that such may be required.

DEFINING CONFINED SPACES
A.

The Occupational Health and Safety Act, Regulation 632/05 defines “confined space” as:
“a fully or partially confined space,
1.
2.

B.

A confined space must meet the requirements of the following three criteria:
1.
2.
3.

C.

that is not both designed and constructed for continuous human occupancy,
in which atmospheric hazards may occur because of construction, location or contents
or because of work that is done in it;”
restricted access
not designed and constructed for continuous human occupancy
potential for atmospheric hazard

The Occupational Health and Safety Act, Regulation 632/05 defines “atmospheric hazard” as:
1.
2.
3.

the accumulation of flammable, combustible or explosive agents,
an oxygen content in the atmosphere that is less than 18 percent or more than 23
percent by volume, or
the accumulation of atmospheric contaminants, including gases, vapours, fumes, dusts
or mists, that could,
i)
ii)

3.

result in acute health effects that pose an immediate threat to life, or
interfere with a person’s ability to escape unaided from a confined space,”

CONFINED SPACES AS PER DEFINITION
As per the confined space definition the following are the only confined spaces for the Town of
Hanover:
1.
2.
3.

Sanitary and Storm Manholes
Sewage Pumping Stations
Digesters at Water Pollution Control Plant
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4.

ASSESSMENT OF CONFINED SPACE
A.

A worker shall not enter a confined space until a “Confined Space Entry Permit” documentation
is completed.

B.

Testing is completed and documented to ensure safe limits of the following:
1.
2.
3.
4.

5.

oxygen (Ox) in % (oxygen content in the atmosphere to be between 19.3% and 23% by
volume)
combustible gases (LEL) in % (reading to be less than 10%)
hydrogen sulphide (H2S) in ppm (reading to be less than 10ppm)
carbon monoxide (C0) in ppm (reading to be less than 25 ppm)

C.

If entry must be made and safe conditions cannot be met, self-contained breathing apparatus
(S.C.B.A.) must be worn by all personnel entering the confined space.

D.

Sufficient personnel and equipment shall be maintained at the access opening to remove the
person(s) from the confined space should the need arise.

ENTRY PROCEDURE
A worker shall not enter a confined space unless:
A.

the removal of any cover of a confined space is done with correct tools to prevent back injuries
or the occurrence of a spark;

B.

the atmosphere is continually monitored for oxygen deficiency, hydrogen sulphide, explosive
gases and carbon monoxide; and

C.

he/she is wearing an approved body harness attached to a rope (ensures maximum ability for a
quick retrieval without injury); and

D.

a second competent person shall be stationed outside the nearest entrance to the confined
space at all times, whose duty it is to remain in constant communications with the entry worker.
In case of emergency, the person outside the space shall have readily available:
i)
ii)

E.

if entry is to be made where vehicular traffic is a hazard, the following are required:
i)
ii)

6.

suitable communications to summon emergency (cellphone or landline phone, if at
facility)
a rope of sufficient length or a suitable lifting device
all employees will have a fluorescent blaze vest, shirt or coat with fluorescent stripes
front and back that meets current Occupational Health and Safety Act standards.
cones or delineators and traffic control as per Book 7 Ontario Traffic Manual for
Temporary Conditions

TESTING / RECORDING REQUIREMENTS
A.

A worker shall not enter a confined space unless sufficient tests are made for oxygen
deficiency, combustibles and hydrogen sulphide.

B.

In a closed confined space a test for combustibles must be carried out prior to removing the
cover if possible (i.e. through the pick holes of a manhole). This testing would be for the
following hazards, listed in order:
i)
ii)
iii)

C.

oxygen deficiency or enrichment
combustibles/flammables
toxics

Continual monitoring of the atmosphere must be carried out while the worker is in a confined
space. Monitoring equipment shall have an audible alarm. When the device sounds an alarm,
the worker(s) shall leave the area immediately.
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7.

D.

A worker shall not enter a confined space unless the results of each test are recorded on the
Confined Space Entry Permit. This permit must be fully completed. (This is a Ministry of
Labour requirement). This record will be filed for future reference and documentation.

E.

Test results must be recorded prior to entry, every two hours when confined space is occupied
and upon leaving the confined space.

F.

The person taking the readings must place his/her signature on the record.

G.

All records for confined space entry shall be kept for at least five years.

EMERGENCY RESCUE
A.

During an emergency, an unusual event has happened that renders the confined space
dangerous to human activity within it.

B.

It is essential that emergency services (fire and ambulance) be alerted to the emergency as
early as possible.

C.

If an employee is in the confined space and the monitor alarm sounds he/she must leave the
area immediately.

D.

In the event of an emergency situation the person stationed outside the confined space shall:
i)

8.

Telephone 911 EMERGENCY to the dispatcher clearly stating the following:
a)

“My name is____________ and I work for ____________.”

b)

“I have a confined space emergency.”

c)

“My location is _____facility ____ on _____street_____.”

d)

“My civic address is _____number_____ on ___street___”

e)

“I need the Fire Department and Ambulance to respond.”

ii)

If the entry worker is attached to retrieval equipment, the person outside the confined
space shall attempt to raise him/her to the surface and provide the appropriate
assistance until help arrives.

iii)

Under no circumstances shall any worker enter a confined space to attempt a
rescue until help arrives.

TRAINING
Every worker who works in a confined space must receive adequate training in the recognition of
hazards associated with confined spaces and training to be able to safely perform the assigned duties
for that specific confined space. Training is also required for persons contributing to the work activity,
even those not entering the confined space, for example, attendants and rescue workers.
A.

Training shall be developed in consultation with the joint Health and Safety Committee.

B.

Training shall be provided to all staff entering confined spaces and address the following:
i)
ii)
iii)
iv)
v)
vi)

recognize, understand and interpret the assessment of confined spaces
understand the associated hazards
know the required safety equipment
operate the atmospheric monitoring equipment
execute the safe entry, safe work and rescue as required
be capable of administering First Aid and CPR

C.

All staff entering confined spaces shall be provided with certified confined space training by an
outside agency every five years.

D.

All staff shall review the Confined Space Plan and ensure that hands-on training with the safety
equipment including personal protective equipment and safety harnesses is completed on an
annual basis.

JHS-010 – Confined Space Plan

Page 3

CONFINED SPACE ENTRY PERMIT
SECTION A: General Entry Information
1. Location:
2. Work to be performed:
3. Date/Time Permit Issued:
4. Permit Duration:
5. Permit Completed by:
6. Confined Space Participants
Entrant(s):

Attendant(s):

SECTION B: Identify Hazards/Control Measures:
7.

Identify hazards and control measures used

Potential Hazard

Yes

No

Oxygen Deficiency/Enrichment

Control Measure

Combustible Methane

Multi-gas Detector
Full Body Harness and Life
Line

Carbon Monoxide

Two-Way Radios

Hydrogen Sulphide

Cell Phone

Mechanical Moving Parts

Respirator

Electrical energy endangering

Traffic Protection

Materials harmful to skin

Gloves

Yes

No

Protective Clothing
Eye Protection
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SECTION C: Atmospheric Testing and Monitoring Record
Record of Entry Conditions *
Time

Oxygen
(19.5% to 23.3%)

Combustible Gases
(LEL of less than
10%)

Hydrogen
Sulphide
(less than
10ppm)

Carbon Monoxide
(less than 25ppm)

* Atmospheric testing to be completed prior to entry, every two hours when confined space is occupied and
upon leaving the confined space.
Atmospheric Testing Equipment:
Make:
Mode #:
Date of Last Calibration:
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Policy and Procedure Manual
SECTION: Joint Health & Safety

GUIDELINE #: JHS-011

Date Approved: December 19, 2011
Revision Date:

Lockout Procedures
Review Date:

Authority: Report DCS-33-11
Preparation
1. Notify all affected workers that a lockout is required and the reason for the lockout.
Machine or Equipment Shutdown and Isolation
1. If the equipment is operating, shut it down by the normal stopping procedure (depress stop button,
open toggle switch, etc.). Only workers knowledgeable in the operation of the specific equipment
should perform shutdown or re-start procedures.
2. Operate the energy-isolating device(s) so that all energy sources (electrical, mechanical, hydraulic,
etc.) are disconnected or isolated from the equipment.
3. Electrical disconnect switches should never be pulled while under load, because of the possibility of
arcing or even explosion.
4. Stored energy, such as that in capacitors, springs, elevated machine parts, rotating flywheels, hydraulic
systems, and air, gas, steam, or water pressure, etc., must also be released, disconnected, or
restrained by methods such as grounding, repositioning, blocking or bleeding-down.
5. Pulling fuses is not a substitute for locking out. A pulled fuse is no guarantee the circuit is dead. Even if
a circuit is dead, another person could inadvertently replace the fuse.
6. Equipment that operates intermittently, such as a pump, blower, fan or compressor may seem harmless
when it is not running. Do not assume that because equipment is not operating at a particular point in
time that it will remain off for the duration of any work to be performed on it.
Application of Lockout/Tagout
1. Lock out and tag the energy-isolating device with an assigned, individual lock. A worker will not be
protected unless he/she uses his/her own padlock.
2. If more than one worker is working on the same piece of equipment at the same time, each one should
lock out the equipment, by placing a personal lock and tag on the group lockout device when he/she
begins work, and should remove those devices when he/she stops working on the machine or
equipment.
3. Locks and tags should clearly show the name of the person who applied the device, the date, and the
reason for the lockout. This identifies who is servicing the machinery or equipment. In a multiple
lockout/tagout situation, it will also identify any worker(s) who may not have finished working.
4. Locks and tags must be durable enough to withstand the environment in which they are to be used.
Information on the locks and tags should remain legible.
5. Locks must be substantial enough to prevent removal without the use of excessive force. Tags must be
substantial enough to prevent accidental or inadvertent removal.
6. Both locks and tags are to be standardized by colour, shape, or size. Tags should be easily recognized
and provide appropriate information about the lockout.
7. For some equipment it may be necessary to construct attachments to which locks can be applied. An
example is a common hasp to cover an operating button. Tags must be attached to the energy isolating
device(s) and to the normal operating control in such a manner as to prevent operation during the lockout.
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Verification of Isolation
1. After ensuring that no workers can be injured, operate the push button or other normal controls to verify
that all energy sources have been disconnected and the equipment will not operate.
2. If there is a possibility of re-accumulation of stored energy, such as an increase in pressure to a
hazardous level, isolation of the equipment must be periodically verified until the maintenance or repair
is completed, or until the possibility of such accumulation no longer exists.
3. Return operating controls to neutral position after the test. A check of system activation (e.g. use of
voltmeter for electrical circuits) should be performed to ensure isolation.
4. The equipment is now locked out.
Lockout/Tagout Interruption
1. If a machine is locked/tagged and there is a need for testing or positioning of the equipment/process,
the following steps should be followed:






Clear the equipment/process of tools and materials.
Ensure workers are a safe distance from any potential hazard.
Remove locks/tags according to established procedure.
Proceed with test.
De-energize all systems and re-lock/re-tag the controls before resuming work.

Release From Lockout/Tagout
1. Before locks and tags are removed and energy is restored to the machine or equipment, inspect the
work area to ensure that non-essential items have been removed and that machine or equipment
components are operationally intact.
2. Ensure workers are a safe distance from any potential hazard.
3. Each lock and tag should be removed from each energy-isolating device by the worker who applied the
lock and tag.
4. Notify affected workers that locks and tags have been removed.
General Lockout Recommendations for Servicing Equipment
1. Disengage the power and stop the machine before servicing.
2. Do not clean, unplug, lubricate, adjust or repair any machine while it is running, unless it is specifically
recommended in the service or owner's manual.
3. Lock out the ignition and put a warning sign over the ignition that tells everyone that you are working on
the machine.
4. Engage safety locks if the hydraulic cylinders are so equipped.
Lockout for Hydraulic Systems
1. Workers should always follow instructions in the operator's manual for servicing hydraulic systems.
Where appropriate, a properly qualified and certified mechanic should perform repairs and
maintenance.
2. Shut off the engine that powers the hydraulic pump.
3. Lower implement to the ground or onto a solid support.
4. Move the hydraulic lever back and forth several times to relieve pressure.
5. When applicable, blanking devices should be used.
JHS-011 – Lockout Procedures
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Policy and Procedure Manual
SECTION: Joint Health & Safety
Date Approved: January 19, 2015
Revision Date: January 14, 2019

POLICY #: JHS-012
Workplace Health and Safety Work Plan
Review Date: January 10, 2019

Authority: Report FI-02-19
PURPOSE
To establish a consistent and continuous Health and Safety Program for The Corporation of the Town of
Hanover and its employees.
Scope
Any individual employed by the Town of Hanover.
Policy
A Work Plan has been established by the Joint Health and Safety Committee. The Work Plan outlines the
following:





the objectives or goals;
assigned responsibilities;
avenues of training; and
avenues of communication and assessment of the Work Plan throughout the year.

Objectives / Goals (5 Year Plan)
Priority

Recommendations

1

Continue to promote health & safety through the development of a formal Health & Safety
Continuous Improvement Plan. Establish measurable goals based on health & safety indicators
(both leading and lagging) that can be reviewed by Senior Management and assist with the
continuous improvement of the health and safety program.
Review of all levels of Management roles and responsibilities to ensure health and safety is a
standing agenda item at all meetings. This ensures health and safety related information is
continuously discussed and in the forefront.
Completion of a risk assessment of all occupations followed by the development of Job Hazard
Analysis on high and medium risk activities. Safe operating procedures should then be
developed to ensure adequate controls are in place to protect workers.
Continue to review, update and develop health and safety standards and procedures, including
high hazard and priority hazards such as driving, working at heights, musculoskeletal disorders
(MSD), contact with machinery and Slips, Trips & Falls.
Increase awareness on how to utilize the existing policy and procedure to report hazards,
concerns and near misses and track the issues for timely and adequate resolution. Evaluate
employee awareness of the process.
Develop a training matrix to identify and track training requirements and frequencies for all staff.
The matrix must include training on legislated health and safety responsibilities for all employees.
Develop a formal Health and Safety inspection procedure that includes all levels of management
in the inspection process and that differs from JHSC workplace inspections.
Ensure Health & Safety Bulletin Boards are accessible and visible and kept current and
uncluttered.

2
3
4
5
6
7
8
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Responsibilities and Timetable - 2019
In order to achieve the above objectives, the members of the JHSC will be assigned responsibilities and a
timetable must be established. See table below:

Objective

Responsibility / Timeline

1. Review, update and sign Corporate Health & Safety Policy
Statement. (Priority 1)

JHSC Members / 1st Quarter

2. Update H & S Boards in all areas. (Priority 8)

JHSC Members / 1st Quarter
(Marilyn to provide updated
documents)

3. Develop a terms of reference for the JHSC which clearly states the
selection process and criteria for the JHSC. (Priority 4)

Jeff & Marilyn / 2nd Quarter

4. Develop a formal health and safety workplace inspection procedure. JHSC Members / 2nd Quarter
(Priority 4)
5. Develop and implement a program for the Workplace Violence &
Harassment Policy. (Priority 4)

Jeff / 3rd Quarter

6. Staff Health and Safety Seminars (2 lunch & learns) (Priority 5)

Jeff / 2nd & 4th Quarter

- Ergonomics,
7. Communication Strategy – Staff Connections, Management
Meetings, Employee Intranet, H & S Boards (Priority 5)

JHSC Members / ongoing

8. Develop policy & procedure for Working Alone (Priority 4)

JHSC Members / 4th Quarter

9. JHSC Succession Planning – worker representative required
(Priority 1)

Jeff & Brian / ongoing

10. Co-op student to create and standardize standard operating
guidelines for Parks & Recreation, Public Works and Fire.
(Priority 4)

Jeff / 1st Quarter

JHS-012 – Workplace Health and Safety Work Plan
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Policy and Procedure Manual
SECTION: Joint Health & Safety

POLICY #: JHS-014

Date Approved: April 18, 2017
Revision Date:

PTSD Prevention Policy
Review Date:

Authority: Report FI-07-17
1. POLICY
The Town of Hanover recognizes the importance of mental health, wellbeing and the psychological safety
of its employees to be an important part of a productive, effective and healthy workplace. The Town of
Hanover has established this program as both a preventative measure and to address the stigma
associated with post-traumatic stress disorder (PTSD). The Town of Hanover is committed to building
psychological health and safety into all aspects of our operations, processes and procedures, particularly
as this relates to incidents of traumatic mental stress and PTSD.
2. PURPOSE
The purpose of this policy is to address the Town of Hanover’s organizational commitment to mental
health, wellbeing and the psychological safety of its employees in the workplace, and to demonstrate
Hanover's compliance under Bill 163, Supporting Ontario's First Responders Act, amending the Workplace
Safety and Insurance Act, 1997 and the Ministry of Labour Act with respect to PTSD.
3. SCOPE
This program applies to all employees of the Town of Hanover, with particular emphasis on first responders
during all work-related activities.
4. LEGISLATION, GUIDELINES & STANDARDS
The health and safety legislative provisions, as well as examples of some main standards and/or guidelines
relevant to the education, prevention and protection of employees in the workplace from traumatic mental
health effects, upon which this program is being developed and implemented are identified below:


Ontario Bill 163, Supporting Ontario's First Responders Act



Ontario Occupational Health and Safety Act



Accessibility for Ontarians with Disabilities Act



Ontario Human Rights Code



Workplace Safety and Insurance Act (WSIA)



First Responders Webpage



Public Services Health and Safety Association



Ontario Association of Fire Chiefs



Canadian Critical Incident Stress Foundation
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5. HEALTH AND SAFETY EFFECTS
This program recognizes that there are several possible adverse health and safety effects associated with
exposure to traumatic workplace situations. The primary focus of this program is to control the risks where
possible. It is also recognized that exposure to traumatic events can have other effects including anxiety,
depression, and stress, amongst others. Further, it is understood that workers suffering from PTSD and
other work-related mental illness can pose a safety hazard while on the job to themselves, as well as to coworkers.
6. RESPONSIBILITY
Outlined below are the responsibilities of each group that may participate in the prevention program.
6.1 Senior Leadership


Participate in training to be aware and ready to address the day to day aspects of PTSD prevention
and management.



Receive training on how to recognize signs and symptoms of PTSD and understand the causes and
risk factors and understand how to support workers suffering from PTSD.



Understand the occupational health and safety requirements and the legal obligation of the
corporation regarding PTDS and uphold that legal obligation.



Uphold this policy and work collaboratively in good faith in the further development and
implementation of this policy.



Consult with all required bodies on changes, improvements and adjustments required.



Understand the impact that PTSD, and other occupational mental health injuries have on the
organization.



Identify what health and safety programs already exist and how a PTSD program can be integrated
into existing systems. This should consider:







Management Training
Employee Engagement
Anti-stigma Awareness
Critical Incident Response and Management
Employee Assistance Programs (EAP) or other benefits that support a mental health and
wellness program.
Training individuals in strategies for resiliency and healthy behavior.



Set the tone and lead by example, reducing stigma and encouraging conversations and take every
reasonable precaution to protect workers.



Identify individuals at risk of PTSD.



Make early and considerate contact with an injured/ill worker.



Be prepared through training, coaching or other means to engage workers in discussions about
psychological health and safety.



Encourage active discussion with workers about mental health and psychological safety.



Implement processes to report concerns and provide support to workers in need.



Help identify control methods that support PTSD prevention such as workplace rotations for highly
exposed individuals.



Reduce stigma by participating in positive conversations.



Actively participate in a systematic, structures and coordinated Return to Work process and plan.
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6.2 Managers and Supervisors


Be involved in the workplace assessment and participate in identifying controls.



Participate in training to be aware and ready to address the day to day aspects of PTSD prevention
and management.



Receive training on how to recognize signs and symptoms of PTSD and understand the causes and
risk factors and understand how to support workers suffering from PTSD.



Participate and contribute in establishing policies, procedures, initiatives and services to support the
program.



Enforce the policies, procedures and Prevention Plan and Program.



Provide advice on how to monitor trauma exposures.



Identify individuals at risk of PTSD utilizing their training, reports, and signs and symptoms.



Be prepared through training, coaching or other means to engage workers in discussions about
psychological health and safety.



Encourage active discussion with workers about mental health and psychological safety.



Implement processes to report concerns and provide support to workers in need.



Help identify control methods that support PTSD prevention such as workplace rotations for highly
exposed individuals.



Reduce stigma by participating in positive conversations.



Understand how to accommodate a worker suffering from PTSD.



Actively participate in a systematic, structured, and coordinated Return to Work process and plan.

6.3 Joint Health and Safety Committee


Understand the factors of the job that impact psychological health and safety, in particular PTSD.
They should develop awareness about what PTSD is, as well as the symptoms, causes, and risk
factors.



Be involved in the workplace assessment.



Assist the organization in developing a process for identifying workplace mental health and
wellbeing issues, and in particular PTSD.



Help identify controls that can be put in place to address psychological health and safety.



Help reduce stigma related to mental illness by participating in identifying the need for education,
training, and resources to address PTSD, and participating in delivering these to the organization.



Participate in training to enable support of the workforce as required.



Engage in the development of an anti-stigma program related to addressing psychological health
and safety, particularly PTSD.

6.4 Employees


Understand the occupational health and safety requirements and the legal obligation of the
corporation regarding PTSD.



Uphold this policy and work collaboratively in good faith in the further development and
implementation of this policy.



Work with all required bodies on changes, improvements and adjustments required.



Actively participate in training and education about PTSD and other mental health concerns.



Report concerns, incidents so that they can be investigated and addressed.
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Listen to coworkers and encourage engagement.



Reduce stigma by participating in positive conversations and set strong examples for peers.

6.5 Human Resources/Office of the CAO


Assist in the development, coordination and maintenance of this policy.



Assist Emergency Services Leadership in the recovery/return to work plan development for affected
individuals.



Assist the injured/ill worker to remain or return to work while they recover, while also ensuring that
the workers return to work date is sensible, flexible and safe for the worker.



Help the worker return to the workplace post-injury/illness.



Connect and consult with the injured/ill worker, treating health professional, and WSIB
representative and make sure that everyone understands what to expect and what is expected of
them.



Monitor the workers progress towards returning to work.



Help resolve issues or disputes related to the return to work.

7. DEFINITIONS
Definitions below are meant for the purposes of understanding common industry language and for
clarification of the prevention program.
“firefighter” means a firefighter as defined in subsection 1 (1) of the Fire Protection and Prevention Act,
1997, or
“volunteer firefighter” means a firefighter who provides fire protection services either voluntarily or for a
nominal consideration, honorarium, training or activity allowance.
“part-time firefighter” means a worker who is a firefighter and is not a volunteer firefighter or full-time
firefighter.
“police officer” means a police officer as defined in section 2 of the Police Services Act.
“posttraumatic stress disorder” means, Posttraumatic Stress Disorder (PTSD) is a psychiatric disorder that
can occur in people who have experienced or witnessed a traumatic event such as a natural disaster, a
serious accident, a terrorist act, war/combat, rape or other violent personal assault, as described by the
American Psychiatric Association.
“psychiatrist” means a member of the College of Psychologists of Ontario who holds a certificate of
registration for a psychologist authorizing autonomous practice, or an individual who has a similar status in
another province or territory of Canada.
“CIIG” means a group of people that form the Critical Incident Intervention Group.
8. REFERENCES AND RELATED POLICIES
Employee Health and Safety Policy
Return to Work Policy
Incident Report Policy
Anti-Stigma Policy

JHS-014 – PTSD Prevention Policy

Page 4 of 6

9. PROCEDURE
9.1. For the purposes of early recognition, the Town of Hanover has developed the following definition for a
Traumatic Event. This definition shall not supersede any future legislative definition. The following
shall initiate a tracking process:


Loss of life following extraordinary and prolonged expenditure of physical and emotional energy
during rescue efforts by staff member(s).



An incident in which the circumstances were so unusual or the sights and sounds so distressing
as to produce a high level of immediate or delayed emotional reaction.



Incidents that attract extremely unusual or critical news media coverage.



Incidents that are charged with profound emotion.



Personal identification with the victim or circumstances.

9.2 Should any staff member respond to or come across while on duty a situation that may fit the above
definition then the following process shall be used as a guideline with no requirement to select only one
course of action.

Track calls
that exposed
staff to a
traumatic
event. Track
individuals
that may have
been more
effected by
the event
based on
awareness
training.

Fire Notify
Fire Chief

1. Internal
Debrief/
remind of
resources list

Discuss situation as
a group with 2nd
and 3rd debrief as
needed

2. Call in CIIG

CIIG take over
group/assess and
make
recomendations for
actions

3. Individual
Debriefing

One on One
debriefs with
reminder of
resources and
follow-ups as
needed

Platoon Chief
or Captain
Police Notify

Discuss options
to address

Police Chief
Inspector

or Sargent

10. Attachments


Mental Health in the Workplace Work Plan



Mental Health Resources List

This policy is a living document which will be updated as our organization advances on our PTSD journey.
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Employee Assistance Program:
The Town of Hanover has an Employee Assistance Program through Com Psych. It is available 24/7, online
or by phone 1-844-393-4980. There is no cost to employees, and it is a confidential service. Staff can identify
that they are first responders upon calling to be directed to appropriate counselling and support.
Community Support
Tema.ca; 1-800-288-8036
Tema, helps support emergency response personnel in the aftermath of the tragic events they respond to
through research, education, and training and through the provision of peer and psychological support.
Mental Health Crisis Line Grey-Bruce 1-877-470-5200
Available 24/7. This telephone helpline is available to anyone in need during times of stress or crisis. The
helpline also seeks to reduce the risk of suicide and can assist callers to access necessary services and
resources.
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