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SAFETY POLICY STATEMENT


ComFact Corporation commits to take every reasonable measure to provide and maintain a safe and healthy work environment. ComFact Corporation has zero tolerance for unsafe work practices and will hold responsible anyone who practices them or encourages others to practice them.
 

ComFact Corporation management, supervisory staff, employees, and sub-contractors are required to work in compliance with established Project Protocols and Procedures.  This includes but is not limited to requirements of the Ontario Occupational Health & Safety Act (and regulations), the Workplace Safety and Insurance Act (and regulations), authority safety requirements (municipal or owner generated) and the safety requirements of any site owner or supervisor on which ComFact Corporation   personnel work. 


Supervisory staff shall be provided with training, tools, and material to ensure their competency and ability to maintain a healthy and safe working environment.  Workers shall be made knowledgeable in the hazards of their workplace so that they may work to all safety standards.  We encourage everyone to take an active, positive position about safety. 


This statement of our commitment and objectives is to be posted at Head Office and all Project Offices, in the location where it is most likely to be read by persons attending the project. In addition, all persons in our employment or under a contractual commitment with us will be provided a copy for their personal reference and are expected to read it and ask questions should any exist.
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POSITIONAL RESPONSIBILITES

Part 1
Management shall:

Be knowledgeable on the ComFact Corporation Safety Program, ComFact’s Workplace Safety, Violence, and Harassment Policy, the Occupational Health and Safety Act and regulations, the Workplace Safety and Insurance Act and regulations, and all other applicable legislation.

Ensure that all personal injury accidents resulting in lost time, or requiring medical treatment beyond basic first aid, and all occurrences of occupational illness are investigated, and that the investigative results are reviewed and analyzed to determine the probable causes.

Ensure that all occurrences involving property damage, fire, explosion, or any occurrence classed as a near accident with potential to cause property damage, fire or explosion, or personal injury/occupational illness are investigated and that the investigative results are reviewed and analyzed to determine the probable causes.

Ensure that appropriate corrective/preventative measures are developed and implemented.

Ensure that regular contact is maintained with an injured worker to assess the worker’s recovery/rehabilitation and that appropriate modified duties (temporary or permanent) are provided to the injured worker at the earliest opportunity.

Visibly support and promote the activities of Project Health and Safety Representative, or any other person undertaking activities to promote and enhance health and safety at the project.

Ensure that information, instruction, and competent supervision are provided to all workers for their protection, and to provide formal training to all workers and supervisors as appropriate.

Cause The ComFact Corporation Safety Program to be reviewed at least once per year or more frequently as necessary to ensure its effectiveness in preventing injury/illness and fulfill legislative requirements.
                                                                                                                          
Always provide supervision on site when there are five (5) or more workers and appointing a competent worker as supervisor should he/she need to leave the worksite.

Ensure that performance and behaviour meet standards of the company’s safety program.

Encourage employee involvement (comments, observations) in the ongoing development of the safety program.




Ensure contractors, sub contractors, consultants and visitors follow safety policies, procedures and regulatory requirements.

Ensure NO worker under the age of 16 is permitted to work on a construction project.

Conduct and document regular inspections of the worksite.

Implement programs to ensure workers use/wear personal protective equipment properly.

Ensure that equipment provided is adequate and well maintained.

Ensure that employees are properly trained and competent to perform their work.

Advise workers of hazards in the workplace.

Part 2
Supervisors/Lead Hand shall:

Be knowledgeable on the ComFact Corporation Safety Program and ComFact’s Workplace Safety, Violence, and Harassment Policy, and have a basic understanding of the Occupational Health and Safety Act and regulations, the Workplace Safety and Insurance Act and regulations, and all other applicable legislation.

Enforce the standards above and take disciplinary measures as appropriate in the circumstances to achieve and maintain conformance.

Ensure that every worker under his/her direct control works safely and uses the equipment, materials and safety devices provided by the employer.

Conduct regular safety inspections in the area of his/her control and take immediate action to rectify and unsafe condition or practice observed and provide a written record of his inspection and actions taken.

Ensure that all accidents are investigated immediately to establish causation and ensure appropriate corrective measures are taken.
               
· Advise workers of hazards or potential hazards on the project.

· Ensure that workers do not work in such a manner to endanger themselves.

· Ensure employees are properly trained and competent to perform their work.



· Provide instruction to workers pertaining to specific job tasks including safe work procedures.

· Ensure that every reasonable precaution is taken to prevent a hazardous condition in the workplace.
Part 3
Every worker shall:

· Work in compliance with the Occupational Health and Safety Act and regulations for Construction, ComFact Corporation Safety Program, ComFact’s Workplace Safety, Violence, and Harassment Policy, and all other applicable legislation.

· Cooperate fully with all persons engaged in safety activities.

· Not work in a manner which endangers himself/herself or another person.

· Use or wear the equipment, material and protective devices required by the employer to protect the worker’s safety.

· Report any defects in equipment or tools before using.

· Not be under the influence of any substance, legal or illegal, which impairs the worker’s ability to work safely.

· Maintain his/her work area in an organized and tidy manner.

· Immediately report any injury to his/her immediate supervisor and obtain prompt medical attention as warranted by the degree of injury.

· Immediately report to his/her immediate supervisor any unsafe condition or practice observed or otherwise known to exist.

· Inform his/her immediate supervisor of any pre-existing or underlying condition which may increase the worker’s potential for injury while performing a specific task so that appropriate work modifications can be implemented.

· Attend training programs and participate in safety activities as directed by his/her supervisor.

· Request further information and instruction from his/her immediate supervisor if the worker does not clearly understand the direction given; and refuse to work if the worker believes that the work assignment given is unsafe.



VISITORS

Visitors to our company premises and /or our workplaces must comply with all company rules, our safety policy and any safe work procedures required.  All visitors will be required to sign in at the front desk, at the job location in our trailer or by notifying the supervisor in charge of their presence.

Visitors must use and wear the required PPE that is appropriate or regulated for the duration of their time on our site or premises.  Any visitor on site should be there for a specific reason and for a specified time.  A member of our company should always accompany the visitor unless they will be at a specified work location for the day.

Any visitor that arrives without the required PPE or that refuses to comply with our safety policy or procedures will be refused entry to our premises and will be refused all future entry until they receive written authorization from our senior management.

SUB CONTRACTORS


Under the HA&SA the definition of an employer includes those who contract for the services of one or more workers, thus ComFact Corporation and its staff can be held accountable under the OH&SA for the company’s relationships with the employees of contractors.  Potential liabilities also exist under the W.S.I.B.


Process:
Execution of the Contract

· Each employee of the contractor working on a ComFact Corporation site must receive an orientation to ComFact Corporation’s Health and Safety requirements.

· The contractor’s worksite on the premises must be visited daily to ensure that the safety measures and procedures as detailed in the contract are being met.

· Should the contractor or its employees not be found complying with these requirements, the matter must be reviewed internally with the Constructor who shall make the decision based on the nature of the violations and remedial actions, as to whether to continue or terminate the contract.

· All dealings with the contractor shall be in writing






ACCIDENT & INCIDENT REPORTING


It is our policy to investigate every personal injury accident that requires medical attention, major equipment or machine damage and any incident with the potential for serious injury or property destruction.

One of the reasons why we investigate accidents is that reports may need to be sent to the WSIB or MOL reporting the circumstances surrounding the occurrence.  It is impossible to complete the WSIB and MOL forms without a proper investigation into the facts of the case.

Our investigations will establish who was involved, what happened, when it happened, where it happened and why causes.  If an injured worker does not report their accident, we will be unable to file the necessary reports on their behalf and it will cause ComFact Corporation to request an independent investigation form the WSIB into the reasons why a report was not received.

During a new worker orientation and intermittently through job site reminders all employees will be made knowledgeable of their reporting requirements.  These reminders will include what to report and how to report; and shall not be limited to include disciplinary action for non-reporting.

Critical or Fatal injury investigations will be conducted with the assistance of one or more members of our senior management team.  We may also request assistance from outside specialists in this area to ensure that we are in full compliance with OH&S Act reporting requirements.  Witnesses to an occurrence of this nature will identify themselves to their supervisors for completeness of the investigation.

Written statements and pictures of any accident scene will be required along with the supervisors/investigator’s findings.

Through your cooperation, we will be able to process the required forms and documents on a priority basis.

What to investigate?

· A near miss with an Employee
· Damage to property/equipment over $1,000.00
· Injury to employee or subcontractor
· Injury to another individual by our equipment or employees.
                                                                                 





When to Investigate?

Incidents should be investigated:
· Immediately when discovered
· After an injured employee has been given First Aid
· No later than 24 hours after the incident

Who Does the Investigation?

Job site investigations will be conducted by a safety representative or designate of ComFact Corporation trained in investigative procedures.  A report will be prepared and kept on file on site, and at head office.  These reports shall not be destroyed unless written authorization from the Ministry of Labour is obtained.

Incident Report Record:

The completed Incident Report becomes a legal document and is to be maintained in an Incident Report Log file.  It may not be destroyed or removed from the file without the written permission of the Ministry of Labour or other such equivalent officer.

Accident Reporting Procedures & Responsibilities:

· When an injury or illness occurs, the worker shall notify his/her foreman/site supervisor immediately.

· The foreman/site supervisor will obtain an accident history from the injured work and complete the Accident Reporting Checklist. 

· If a serious or critical injury occurs, the foreman/site supervisor will decide to have the worker transported to the nearest medical clinic or hospital.  MOL is also called when required.

· The foreman/site supervisor will provide the worker, at time of injury the Modified Job Availability & Offer form, which confirms the company’s ability to accommodate him/her with modified work duties within his/her medical restrictions.

· The worker is asked to sign the Modified Job Availability & Offer form to acknowledge the employer’s ability to accommodate him/her with modified work duties.  A copy of this form is submitted with the form to WSIB.







· The worker at time of injury is given a letter addressed to the treating physician, explaining the employer’ ability to accommodate the worker with modified work.  Enclosed with the letter is an FAF for the physician’s completion on a priority basis.

· The worker is instructed to have the FAF completed by the doctor rendering first treatment and instructed to return to the site if able with the completed FAF, so that his/her foreman/site supervisor will be able to accommodate him/her with suitable modified work duties.

· The foreman/site supervisor will notify the Health & Safety Manager of the incident immediately after having been notified.

· The Health & Safety Manager will conduct his accident investigation and develop a prevention action plan to ensure a similar accident will not happen again.  

· When the FAF is returned a return to work (RTW) plan is developed either by the WSIB Claims Manager or the Health & Safety Manager, along with the worker and his/her foreman/site supervisor.  

· The RTW plan is developed on-site to ensure that all interested parties have a mutual agreement with the RTW plan developed.  The RTW plan is dated, signed and implemented.  The completed RTW plan is given to the worker and foreman/site supervisor for their future reference.  A copy of the RTW plan is also given to the WSIB.


· The WSIB Claims Manager and Health & Safety Manager will monitor the worker’s progress in his/her RTW plan, and make adjustment necessary, until the worker returns to his pre-injury job or full duties.  FAF’s will be given to the worker periodically to assess the worker’s progress and functional limitations.

· The worker and his/her employer shall keep regular communication throughout the RTW plan.












EMERGENCY PREPAREDNESS

This safety standard outlines the responsibilities of ComFact Corporation employees when responding to the site emergencies.

Emergency such as:

· Fire				
· Earthquake
· Rain/Snow
· Structure failure
· Windstorm
· Flood
· Equipment collapses
· Other emergencies

RESPONSIBILITIES:

· ComFact Corporation will provide training as needed to its employees
· Employees are responsible for recognizing their limitations and using training provided when needed.
· ComFact Corporation employees are not trained in SITE SPECIFIC emergency procedures.  They are not to become involved in site emergency response programs.

GENERAL REQUIREMENTS:

As a general procedure all ComFact Corporation employees will be provided with information from the site owner on site emergency plans.
These plans should include:
· Plant alarm systems
· Assembly points
· Location of shelters
· Role of contractors on site properties
· How to initiate emergency alarm
· Evacuation routes
· Types of emergencies to be expected







ON SITE EMPLOYEES: 
Senior site representatives will maintain a daily record of all ComFact Corporation employees on site.  A “head count” will be completed and reported to the site owner or representative for each emergency.

COMFACT CORPORATION employees are responsible to maintain control and be prepared to respond to simple site emergencies they can handle within their assigned work area.

Training will be provided in the following:
Fire extinguishers
Chemical spill containment procedures and supplies
Emergency First Aid and CPR

REPORTING OF SITE INCIDENTS: 
The senior site ComFact Corporation representative will report any incident to the site owner or representative.
A written record will be:
Kept on site for review upon request by MOL officials
Reported to ComFact Corporation Head Office
Maintained as part of the site records

FIRST AID AND MEDICAL AID STANDARD
This safety standard outlines the level of training employees should have and how to obtain assistance when needed.

First Aid Training:
Employees can receive First Aid Training at the Standard Level from either:

· The Canadian Red Cross
· St John Ambulance
· Other organizations deemed suitable by the WSIB

First Aid Supplies:
Each site will maintain an acceptable First Aid Kit based:

· On the requirements detailed in the current WSIB Act Regulation 1101
· The requirements of the jurisdiction in which the project is located
· The requirement of the site owner







First Aid Treatment:
Project First Aiders will be identified at the beginning of each site project.  Any injured employee may receive First Aid Treatment as needed from the site First Aider.  Each employee who receives First Aid should follow up with a visit to his/her family physician.  This is to ensure infection does not develop and that any follow up treatment required is obtained (i.e., Tetanus Shot).

Medical Aid Treatment:
Medical Aid treatment is any treatment rendered by a licensed Medical Practitioner Registered Nurse, Physicians Assistant, or other licensed medical professional.  Such assistance may be obtained from any community clinic or health care center and hospital.  Medical care is to be obtained for any condition a First Aider is not able to care for.

Transportation for Health Care:
Transportation to and from a health care facility will be arranged:

· By the site representative of ComFact Corporation or designate
· By calling 9-1-1 or the local emergency services number.

NOTE:  As a safety measure an injured worker must never be allowed to drive themselves to a health care facility.  This may result in a motor vehicle accident and is a violation of the employer responsibility to provide prompt medical attention to an injured worker.

Follow-Up & Assignment of Modified Duties

After treatment for a workplace injury, the employee shall when possible:
· Report back to the site project manager and provide information on physical restrictions caused by the injury and assigned by the medical practitioner
· If the condition is such that it may be aggravated by the site conditions and no other suitable task can be assigned, the employee shall be removed from the site until able to return to work
· The injured employee should ensure a copy of the medical report is forwarded to his/her family physician to ensure follow-up treatment is given as needed
· Modified work will be provided based on physical restrictions and jobs available
· Workers are required to cooperate with modified work offers and report any problems to their supervisor


NOTE:  Modified duties may include minor modifications to your job which allow you to work while recuperating from your injury.  During that period, you will receive regular wages from ComFact Corporation. This in no way affects your eligibility to WSIB benefits.






WORKPLACE HAZARDOUS MATERIALS INFORMATION SYTEMS (W.H.M.I.S.)


The mandate to provide a safe workplace includes making all employees aware of potential hazards within the workplace.  It is for this reason that the WHMIS legislation is to be maintained as a critical part of ComFact Corporation’s Safety program.  Several items shall be part of this program to ensure that it is maintained over and above the legislated requirements.  The safety department shall be active in obtaining and maintaining the MSDS sheets for all products used by ComFact Corporation.  Annual safety audit shall review the MSDS files and check that all are up to date as per legislative requirements.
  
Training Specifications 

· All ComFact Corporation employees should have the required WHMIS training certificate.  Any employee who does not have adequate training this will be arranged by ComFact Corporation within the first month of employment.

· Training will be presented by a person having full knowledge of the Workplace Hazardous Materials Information Systems (WHMIS) Act.  All employees will receive this training which details the WHMIS Act Material Safety Data Sheets, Labelling Requirements & Training Requirements.

· Site specific training 

· will be arranged with the site manager/supervisor outlining the specific hazards of the site.  Normally the project manager will arrange this training with individual clients for each job site.

· A WHMIS review will be conducted on an annual basis with all employees.

· Contract & sub-contractor employees will provide written evidence of having completed generic training to ComFact Corporation no later than the first day on a site or job assignment.

Site-specific training for sub-contractors will be arranged by ComFact Corporation representatives.  This will be completed the first day on a job site.
Records:
· Records of this training will be maintained on the ComFact Corporation training log and the employee’s file.

MSDS Sheets:
· Shall be updated every year to ensure changes to the manufacturers MSDS sheets.  Whenever possible, ComFact Corporation will request automatic issues of revised MSDS sheets from the product distributor.
· The Material Safety Data sheets to any chemical used on the work site (e.g., adhesives, solvents, form oils etc.) are available in the job site office trailer.
· Concerns regarding hazardous material should be relayed to the site supervisor.


TRAINING STANDARDS

This Safety Standard outlines the general provisions regarding safety training of employees needed to provide a safe work site.

Responsibility:
· ComFact Corporation is responsible to provide training as needed
· Supervisors are responsible for ensuring all workers have required training certificates prior to assigning work duties
· All employees are responsible to attend training sessions when scheduled and to utilize learned skills as part of their regular work habits

Training Requirements:
· The current Ontario Occupational Health & Safety Act & Regulations outlines training that employee are to receive to work safely.
· The Health & Safety committee has a responsibility to identify and make recommendations on training needs it feels are necessary in the workplace.
· Section 25 of the Occupational Health & Safety act states that an employer is to provide tools, equipment and instruction required to work safely.

The following is a brief listing of some of the training requirements ComFact Corporation provides to their employees:
· New employee orientation including safety policy procedures manual*
· OH&S Act and Regulations for Construction Projects
· WHMIS *
· Working at Heights*
· Use of Personal Protective Equipment
· Worker Health and Safety Awareness in 4 Steps*
· Emergency procedures
· Accident investigation
· Basics of supervising (all supervisors)
· Fire Extinguishers

*Indicates mandatory training for all employees regardless of job or position.

 











DISCIPLINARY PROCESS AND JOB SAFETY INSTRUCTION

Policy:
The primary focus of disciplinary action is to establish that a violation of our health and safety and/or company policy, safe work procedure and/or provincial regulation has occurred.  We cannot and will not tolerate violations of this nature as it serves to weaken and diminish our entire program.
· Disciplinary action will be administered in the following manner.
· For a first violation – a verbal warning will be given.
· For a second similar or other violation – a written warning will apply.
· For a third similar or other violation – other disciplinary actions which may include up to and including immediate discharge from employment.
· Violations of major health and safety concerns, which are immediately threatening to life or health, shall result in immediate suspension and/or termination.  Examples of these circumstances could be (and without limited) not wearing fall-arrest when required, fighting or horseplay on the job, the use of illegal substances or selling these on the job, failure to report accidents immediately, etc.
· Initially, disciplinary action allows a person to understand and realize that health and safety, and company rules of conduct are essential and are a vital part of our company’s operations.
· Repeat violations usually indicate the person has little or no regard for our program and as such they will be dealt with in a swift and just manner.  These actions also provide a clear commitment to many of our other employees who comply with our programs each day.
· All disciplinary action shall be recorded by the Supervisor/Manager itemizing the job safety instructions, the worker involved, date of the task, the risks involved, site location and safe work instruction provided.
· A copy of this shall be given to the worker, a copy placed on the worker’s file and a copy placed on the disciplinary action file.  Argument/concerns the worker may have regarding the job safety instructions are to be revised by the on-site Safety Representative.  These concerns may then be taken to the Safety Manager for review.
· The management of ComFact Corporation shall review all job safety instructions.  Noted recommendations may be made to address the issues during training courses and or during weekly toolbox talks.


SAFETY INSPECTIONS

It is ComFact Corporation’s policy to perform work in the safest possible manner.  To ensure that the safest possible conditions exist on our projects, workplace safety inspections are conducted.  They establish what conditions and practices are acceptable and what conditions and practices need attention. The Safety Representative conducts these inspections as required by the OH&SA.  In addition to their inspections, our company may also do more frequent inspections of our workplace to ensure that all health and safety requirements are being observed and in place.

The ComFact Corporation Health & Safety Coordinator shall conduct at a minimum a weekly safety inspection.  ComFact Corporation may also opt to have a third-party professional conduct 



the inspections to verify our level of compliance.  The inspection process is one of observation and education whereby we first see what the issues are and then educate the workers as to the required standards.  In circumstances where workers continue to violate known health and safety standards, we will have no other alternative but to discipline the worker(s) involved, as we will not condone violations.


Corrective Actions:
· Corrective actions will be done immediately once a hazard is identified.  Hazards that cannot be corrected by the inspector (employee) shall be brought to the attention of the individual with most control over the hazardous element (supervisor).  Temporary precautions must be taken if a hazard cannot be removed immediately. Any temporary precautions must not be permitted to exist for more than 48 hours.

ITEMS TO POST ON PROJECTS

The mandate to provide a safe workplace includes making all employees aware of potential hazards within the workplace.  It is for this reason that the noted information is provided in a visible high traffic area for reference.  The safety department shall be active in maintaining this information and updating as required to comply with legislation and with the diverse needs of ComFact Corporation employees.

Process:
The following items must be available and posted on site:

· Occupational Health and Safety Act and Regulation for Construction Projects.
· ComFact Corporation’s Health and Safety Policy.
· Ministry of Labour (MOL) inspector orders and/or reports.
· Emergency procedure (including hospital directions and evacuation procedure).
· WSIB poster 82 (how to report injuries). 
· MOL notice of project (only is ComFact Corporation is the constructor)
· Address and telephone number of the nearest MOL office.
· Name of certified safety representative
· Name of first aider.
· Recent safety inspection of the project

The items must be posted on site in a highly visible or high traffic area for all workers to have access.








WORKER ORIENTATION

The following issues must be addressed during the first week of your work.  These topics will allow you to understand our operating procedures and assist in your success as a member of the company.

· General Orientation – A discussion of hours of work, breaks, restroom facilities, emergency evacuation procedures, phone numbers and exits in the building or while working on another site.  Absences from work, rate of pay, overtime and other administrative issues are also discussed during this session.

· Safety Policy Orientation – A discussion and review of our Safety Policy and Safe Work Procedures Manual which outlines all required performance objectives and requirements for your work.  Each employee is required to review and acknowledge receipt of our policy.  A copy of the policy may be provided to you directly but, in any case, will be always available on site with your supervisor for your reference.

· Equipment & Skills Orientation – A discussion of the machinery and tools used in our work and the safety precautions required for use.  No employee is allowed to operate any machine, device, tool, equipment, or thing without knowledge and /or previous training in the safe operation of the apparatus.

· Workplace/site Orientation – Once you arrive at your workplace it is very important that every employee familiarize themselves with their surroundings and safety hazards that exist or that could present themselves during work.


HAZARD REPORTING STANDARD

It is the mandate of ComFact Corporation to ensure that workers are provided with the necessary resources to recognize and report unsafe conditions.  Supervisors and Safety Representatives will be provided with the necessary training to assess a hazard and where possible correct the hazard immediately.  ComFact Corporation’s Health and Safety Manager shall review all hazard reports and where necessary prepare preventative measures to update the Safety Program Procedures manual.  Senior management shall be made aware of the issues and ensure that the measures/resources required to prevent the hazard from repeating itself are provided.

Procedure:
· Hazard is identified.
· Communicate the hazard to workers in the immediate area.
· Secure the area to prevent injury and facilitate investigation.
· Report to the Supervisor and safety Representative.
· Supervisor shall investigate with safety representative and reporting worker.




· Hazard is isolated – skip to #10.
· Hazard cannot be isolated, call safety manager to address issue.
· Area shall be cleared of production work until hazard can be isolated.
· Hazard is isolated
· Each member in shall prepare complete Hazard Reporting Form indicating the circumstances surrounding the hazard or unsafe condition.
· Submit one copy each report to all parties including senior management.

WORK REFUSAL

The right to refuse unsafe work is not only mandated in legislation but is also a required code of conduct in our company.  A work refusal is a positive effort to ensuring the internal responsibility system is functioning in the organization.  It also allows us to collectively review the circumstances and take the appropriate action to resolve the problem.

Work Refusal Criteria:
An individual may refuse to perform work when he/she has reason to believe that:

· Any equipment, machine, device, or thing he/she is to use is likely to endanger him/herself or another worker.
· The physical condition of the workplace or part of the workplace is likely to endanger him/herself.
· When the equipment, thing, device, tool, or the workplace is in violation of the Occupational Health & Safety Act or regulations and is a threat to the worker or another worker.

Procedure:
If any worker has reason to believe that their safety is in jeopardy, they should report the hazard to their safety rep and supervisor.  The hazard will be addressed and corrected at that time by the involved parties (see hazard reporting standard).  Should the parties be unable to correct the hazard, the following Work Refusal Standard will apply.

· The supervisor must notify a member of senior management of any work refusal.
· The Supervisor shall provide a description of the circumstances involved.
· An investigation into the refusal shall be conducted with the worker, the supervisor, the safety manager and one member of senior management.
· If, after consulting with above noted participants, the supervisor asks you to return to work and you feel that you have reasonable grounds to believe that your safety is still in jeopardy, you should again advise the supervisor of your refusal to work.
· At this point the company will make the necessary calls to the MOL and request that an inspector be dispatched to address the work refusal.
· The worker who refused to work will be given alternative work until the inspector arrives.

NOTE:  No disciplinary action or any other actions will be taken against the employee who has a legitimate concern over their health and safety and exercises their right to refuse.



WORKPLACE HARASSMENT


Harassment is any unwanted physical or verbal conduct that offends or humiliates you.  Such conduct can interfere with your ability to do a job or obtain a service.

Harassment is a type of discrimination.  It can take many forms, such as:

· Threats, intimidation, or verbal abuse.
· Unwelcome remarks or jokes about subjects like your race, religion, disability, or age.
· Displaying sexist, racist or other offensive pictures or posters.
· Sexually suggestive remarks or gestures.
· Inappropriate physical contact, such as touching, patting, pinching, or punching.
· Physical assault, including sexual assault.

Harassment can consist of a single incident or several incidents over a period.

Harassment can create a negative or hostile work environment which can interfere with your job performance and result in your being refused a job, a promotion, or a training opportunity.

The Harasser, who could be of the same or opposite sex as the person harassed, may be a supervisor, a co-worker, or someone providing you with a service, such as a bank officer or a clerk in a government department.

Harassment will be considered to have taken place if a reasonable person ought to have known that the behaviour was unwelcome.


Procedure:
Report the unwelcome behaviour to one of the following persons:

· Health and Safety Representative
· Health & Safety Manager
· Supervisor
· Owner

A report will be completed based on the report given.
The issue will be resolved within the company to satisfy all parties.
The offending party will be reprimanded for inappropriate behaviour.






PROJECT SAFETY PROCEDURES (Inspections and Toolbox Talks)


It is the policy of ComFact Corporation to perform work in the safest possible manner.  To ensure that the safest possible conditions exist on our projects, workplace safety inspections are conducted.  Inspections help to establish what conditions and practices are acceptable and also what conditions and practices need attention.  The safety representative may conduct these inspections as required by the OH&SA.  In addition to their inspections, our company may also do more frequent inspections of our workplace to ensure that all health and safety requirements are being observed and in place.

ComFact Corporation’s Health and Safety Manager shall ensure at a minimum that a weekly safety inspection be conducted on each project.  ComFact Corporation’s health and safety manager may also opt to have a third-party professional conduct the inspections to verify our level of compliance.  The inspection process is one of observation and education whereby we first see what the issues are and then educate the workers as to the required standards.  In circumstances where workers continue to violate known health and safety standards, we will have no other alternative but to discipline the worker(s) involved, as we will not condone violations.
‘Toolbox’ meetings will be held weekly with all workers to assist in the ongoing education and communication of the ComFact Corporation safety policy.  Whenever possible, ‘toolbox’ meetings will specifically address issues raised/observed/corrected during weekly project inspections.


Responsibilities:
Supervisors and employees shall conduct daily informal inspections on tools and equipment they are required to use.  Supervisors shall in addition to daily inspections conduct and document formal weekly inspections to the workspace accompanied by one worker.


Inspection Schedule:
Site safety inspections will be done:
· At the beginning of each workday by each employee on their equipment.
· By supervisors daily informal and weekly formal via the weekly checklist and documented.
· Unplanned inspections shall be done by safety manager at least once monthly.
· Each member of senior management at least once each quarter shall conduct unplanned inspections.









Inspections:
Site safety inspections should include but not be limited to the following:
· Equipment condition, operator manuals, operator training and maintenance records.
· Administrative materials such as WHMIS, Form 82, a copy of OH&SA posted.
· Working procedures of workers.
· Physical condition of the work area.
· Access and routes for clear pathways to and from work areas, and lighting.
· Hand tools, extension cords and cord-connected tools condition.
· General housekeeping and hygiene condition.
· The condition of assess equipment such as scaffold systems and ladders.
· Worker training records, notice boards posted.
· Condition of the tools and equipment to be used on the site.
· Condition of electrical wiring, outlets, and appliances.
· First aid kits and fire extinguishers.
· Personal protective equipment availability and proper use.
· Compliance to procedures specified during training and in this manual
· Fire exits are clean/clear

Corrective Actions:

Corrective actions will be done immediately once a hazard is identified.  Hazards that cannot be corrected by the inspector (employee) shall be brought to the attention of the individual with most control over the hazardous element (supervisor).  Temporary precautions must be taken if a hazard cannot be removed immediately.  Any temporary precautions must not be permitted to exist for more than 72 hours.

Documentation:

Inspections shall be documented and kept in the OH&SA folder, the safety files and posed at the safety bulletin board.

This report will be:
· Provided to a safety inspector when requested
· Provided to the site owner when requested
· Provided to legal counsel should the need arise
· Be maintained as a permanent part of plant documentation

                                                                                                              







TOOLBOX MEETINGS

Toolbox meetings will be held at least once weekly and as often as deemed necessary by management, supervisors, or safety personnel.

All workers must initial their attendance at the meeting.  When a worker is absent the person delivering the meeting must note ‘Absent’ on the sheet or remove the workers name completely from the form. 

The meeting minutes must be documented dated and signed by the person conducting/delivering the meeting.  Meeting topics will vary from week to week and should directly address current on-site issues.

Supervisors may use Toolbox meetings as work coordination meetings whereby they review procedures to be performed on the specific day.  Copies of the meeting minutes will be kept off site with a copy provided to the Constructor each week.

Workers are encouraged to participate in Toolbox Meetings.  At the end of each meeting workers will be asked for their input on the items discussed.  Workers are also encouraged to report hazards and site-specific concerns during toolbox meetings.


INJURY PREVENTION

Workers shall wear protective clothing and personal protective equipment as necessary to protect against hazards to which the worker may be exposed.

· While on construction sites workers must wear CSA approved head protection and footwear.  Replace badly worn or deteriorated work boots and cracked or otherwise damaged hard hats.
· Wear protective eyewear whenever any eye hazard exists, specifically when using power actuated tools, chainsaws, compressed air staple or nail guns, skill saws, drills, and chipping guns.  Chemicals also pose a very serious eye hazard and eye protection is mandatory when using any chemical on a project.
· Wear hearing protection when noise levels are above 85 db.
· Wear respiratory protection when at risk of inhaling toxic vapour or dusts.  Respiratory protection is required when creating concrete dust with chipping guns and when using any type of chemical.
· Protective gloves shall be worn when handling tools, materials or chemicals that may cause injury to the hands and skin.  Refrain from wearing loose or baggy clothing, oily or greasy clothing, and jewellery that may get caught in the equipment.
· Wherever practical, heavy lifts should be done with mechanical lifting devices.






· Workers should know their own physical limitations as well as the weight of the material they are trying to lift.  Ask for assistance when lifting heavy objects.  Use proper lifting technique.
· Fall protection – when exposed to a fall (see fall protection)
· Spill containment equipment – chemical resistant boots, coveralls, gloves, aprons, and respirator with proper cartridges, goggles, and face shield. 


HEAD PROTECTION

All persons entering the site are to be in possession of a CSA certified Class E safety hat (hard hat).  The safety hat is to be always worn on the project.  This includes all delivery staff and visitors to the site.

Safety hats shall be worn when entering or departing the site, or in transit vehicles.

Exceptions are as noted below:
· A person who is inside the protective canopy of a vehicle which affords equivalent or greater protection may remove the hard hat while within the protected area.  If the person departs the protected area of the vehicle cab or the person’s head protrudes from the protected area the hard hat shall be worn.
· Site trailers may be designated “hard hat free” zones at the discretion of ComFact Corporation’s site superintendent.
· Sub-Contractors may request in writing that their site trailers be so designated.
· Where a washroom/hygiene facility provides overhead protection equivalent to or greater than a safety hat, a worker within the unit may remove the safety hat and shall put on the hat immediately prior to leaving the unit.


FOOT PROTECTION

All persons entering the site are to be possession of a CSA certified Grade 1 footwear or CSA footwear with heavy duty toe and sole protection.

· Safety footwear shall be always worn on the project.  This includes all deliver staff and visitors to the site.
· Safety footwear shall be worn when entering or departing the site, or in transit to vehicles.
· Workers purchasing new work boots should obtain CSA certified Grade 1 footwear.
· Safety boots should be tightly laced up to above the ankles.
· Damaged or badly deteriorated safety boots must be replaced as soon as the boot is no longer offering the protection so designated by the CSA standard.









TOOLS AND EQUIPMENT SAFETY

· Inspect all tools for the proper operating condition.  Workers shall not use unsafe or defective tools, power cords or machines.
· All electric power tools and cords must be safely grounded.  The tool must have an approved three-wire cord with a three-pole receptacle.  The ground pin must never be cut or bent back.
· Never use a two-prong adapter or replace a three-wire cord with a two-wire cord.
· All tools must be inspected for proper guards and safety devices must not be removed or tampered with.
· Tools must be stored safely and neatly.
· The switch on a tool must be off before the tool is connected to a power source.  Always disconnect the tool from the power source before adjusting or changing attachments.
· Never carry an electric tool by the cord and don’t disconnect the plug by pulling on the cord.
· Never disable the machine guard.
· Damaged equipment is to be tagged as ‘damaged’ and taken for repair to head office.




ELECTRICAL SAFETY

· Keep extension cords out of oil and water.
· Knotting extension cords to tools can cause short circuits and shocks.  Loop the cords or use a twist lock plug.
· Extension cords should have dead front plugs to lessen the danger of shock or short circuit.
· Keep operating tools away from extension cords.
· Extension cords should be of sufficient wire gauge and amperage for the tool.  Check the nameplate.
· When an extension cord feels exceptionally warm to the touch it should be checked by an electrician for overloading.
· Any shocks from tools or extension cords should be reported to the supervisor.
· Be alert around overhead wires and use a signal person to manoeuvre vehicles around wires.
· Ensure GFI protected electrical outlets are provided on panels for outdoor work.










LADDERS

· When climbing up or down, workers should always face the ladder, maintaining three-point contact.
· Do not carry tools or materials up and down a ladder.  Use a tag line and container.
· Straight ladders must be tied off.
· Ladders should be set up on a firm, level surface and not on boxes, pallets, tables, vehicles etc.
· Damaged ladders should not be used.  This includes broken or bent side rails, broken, bent or missing steps, damaged or missing bases or otherwise defective parts.
· Ladders must not be used horizontally as planks or other things for which they were not designed.
· Workers on a ladder must not straddle the space between the ladder and another surface or object.
· Stepladders must be properly locked, and the pail and top shelves never used to stand on.

HOUSEKEEPING AND GENERAL SAFETY

· Fire extinguishers must be readily accessible.  Employees should be aware of the various categories of extinguishers and firefighting equipment found on the jobsite.  Portable extinguishers are classified according to their capacity for handling specific types of fires.
· Waste material/debris, equipment and material must not be stored in areas of access and egress.
· Piles of waste are to be away from work areas and collected daily.
· Materials and equipment should be stored, moved, piled, and transported in a way that will not endanger others.
· Keep immediate work area clean and tidy and practice good material storage.
· Waste material will be removed to disposal area as necessary or at least once daily to prevent hazardous conditions.

Guardrails:

·    A travel restraint system is required when guardrails are removed or installed for production work.
·   Guardrails must be installed prior to commencing work in an area.
· Guardrails must be placed around the open perimeter of the floor, a mezzanine or balcony and on both sides of stairs (be they temporary or permanent).
· Guardrails are not to be removed unless necessary to work.  In such cases, removed guardrails are to be replaced upon completion of the work.
· Always place a bump line at the perimeter of an unprotected work area as well; a danger signage to warn other workers that guardrails have been removed.

Access Ramps:

·  Must be placed at heights of 3 feel or greater for access to work areas.
· Workers are never to jump from a level or climb onto a level ramp, ladders are to be used.
· Ensure ramps are a minimum of 18 inches wide and are cleated with 2.2’s for ease when climbing and descending.
· Secure ramps to prevent sliding or shifting when being used.
· Should be replaced or repaired when damaged.




Compressed Gas Cylinders:

· Are to be handled only by certified workers.
· Report tanks that:   
· Have been knocked over
· Have been placed in compromising locations
(e.g., exposed to road or traffic).
· Have not been connected correctly and /or may leak.
· Stay as far away from tanks as possible while performing work.
· Do not smoke or expose tanks to heat sources.
· Compressed gas cylinders are to be lifted in proper containers.     

Ventilation

· Work areas should be adequately ventilated when workers may inhale noxious gases, vapour, dusts or particles.
· Ventilation is also required when mixtures of gases, vapour or dusts my produce explosive mixtures.  
· Mechanical or natural ventilation should be provided when the above conditions arise. In most cases opening windows and doors in the work area should provide adequate ventilation.

Explosive Actuated Fastening Tools

· Workers are to be trained in the use of such equipment.
· Workers are to carry proof of training.
· Personal protective equipment including hand, eye, foot, and head protection should be always worn.
· Never leave such equipment unattended especially where an untrained worker can access it.
· Such equipment should be inspected prior to use and serviced regularly.

Hoisting and Rigging

· Only certified workers may engage the hook up of loads to a tower crane.
· Slings, chains and or lifting containers are to be inspected for obvious defects prior to making a lift.
· Tag lines must be used when loads are awkward or must be guided into a tight area where control is imperative for placement of the item.
· Workers are never to stand under a load.
· When receiving loads workers are to maintain a distance from the load and then approach the load once it has been lowered into place.
· Always keep your hands clear from chains when a load has been choked, particularly when the load is being lowered.
· Form work, steel cages and equipment must never release from the tower crane until they have been secured with jacks or by other adequate means.



      
                                                                                          

Tower and Mobile Cranes

· Only licensed operators are permitted to operate tower cranes, mobile cranes, or any other hoisting machine in the project.
· Operating equipment without proper authorization will result in dismissal.
· The crane will always be assisted by a signal person identified by a reflective vest.
· The signaller shall communicate with the crane operator via hand signals or two-way radio.
· Operators are to know the rated capacities of their machine and work only within their capacities.
· A daily logbook must be kept and made available for review upon request.  The logbook must have copies of all repairs, tests, modifications, or maintenance documents.
· When working near power lines, the operator must:
· Be assisted by a signal person
· Not permit the crane or its’ load to come within 3 meters of an energized power line.
· Have a sign posted in the operators cab to warn of the hazard.
· Only certified workers must hoist/rig loads to the crane.
· Weather conditions must never be overlooked.  The operator has full authority to decide when it is or is not within the crane’s capacity to work in extreme weather.
· Crane operators must never allow a load to pass over workers heads.
·   Operators must sound alarm when unable to avoid workers below.

Fly Forms / Wall Forms / Columns

· Worker must be supervised by a competent worker during stripping/dismantling formwork
· Workers are never to begin stripping/dismantling until given direct orders or permission from their supervisor.
· Caution tape and danger signs are to be placed at the perimeter of the stripping/dismantling location to restrict access to authorized workers only.
· Ensure adequate lighting is available and where required, adequate ventilation.
· Limit drops of material and hand dismantle all formwork from work platforms or from the ground.
· Ensure a clean walkway is always maintained.
· Pile material in neat stable piles and cleanup work area before moving onto next task.
· Wall & Column Forms:  ensure wall forms and columns have adequate bracing and are never left unsecured.  A minimum of 2 jacks are required on each side of a wall form when placing the walls.  When a wall exceeds 16 feet in length additional jacks may be required.  Column forms require at least one jack per side to support forms.  Specialty formwork such as Aluma or PERI prefabricated forms may require special support braces.  Always check with your supervisor if you have any concerns.
· Wall forms – prior to closing wall forms always ensure the walls are braced to prevent an inward collapse of the walls.

Fly Forms – ensure fall protection is used when performing fly form procedures.  Secure loose material on fly form panels and establish good communication with the crew and crane operator prior to beginning fly form procedures.




Scaffolds:
· The erection dismantling of scaffolds must be carried out by or under the supervision of a competent worker.
· Scaffolds must be erected with all brace pins, screw jacks, base plates and other fitting as required by the manufactured.
· Guardrails must be placed on the scaffold at all open sides of the work platform.
· Always plank the full width of the scaffold.  When standing below 8 feet height a platform of minimum of 18” width is required.
· Remember to tie yourself to the scaffold frame or to the structure of the building when working from a scaffold and no guardrails are in place.
· Secure the scaffold to the building at vertical intervals not exceeding three times its least lateral dimension.  Stabilizers/outriggers can also be used as per the manufacturer’s instructions.
· Access ladders must be used to access the scaffold work platform. Under no circumstances may a worker climb a scaffold frame.
· Ensure good planks are used for platforms and that all planks are secured to prevent lateral shifting/sliding.  Discard any planks found to be cracked or otherwise damage.
· Rolling scaffold must have a functioning locking mechanism on the wheels or castors.

Fall Protection/Working at Heights:
is required where a worker is exposed to:

· A fall hazard of three (3m) meters or more.
· Falling from a walkway or work platform
· Falling more than 1.2 meters (4feet) from a path.
· Falling into machine/water/hazardous substance.
· Falling through an opening.
· Falling 2.4 meters (8 feet) from a bridge/floor/balcony/scaffold/work platform/runway/ramp.

A full body harness is required for all workers working from a suspended platform, suspended scaffold, rolling scaffold, power elevated work platform or at the edge of a floor where guardrails are not in place.

Full body harnesses and lanyard must be CSA approved.  Bothe the harness and the lanyard must have the CSA label and it must be legible.  Ensure your harness is snug fitting and work with all hardware and straps properly fastened.

The D-Ring on your full body harness must be in the centre of the back between the two shoulder blades.  Your lanyard or lifeline must be attached to a structural member of the building or to an engineer approved location.  Ensure your lifeline or lanyard is kept as short as possible to prevent a fall.  Should you require the length on a lifeline to step off your work platform ensure that the length of the lifeline is kept as short as possible or less than 4 feet (1.5 meters) to reduce fall distance.  Remember a shock absorbing lanyard must be used when in a fall arrest situation (where the worker can step off the working platform.



Protruding Hazards:

· Ensure all protruding hazards are protected to prevent injury to workers.
· Nails protruding from sheer walls must be cut or bent over immediately after formwork is stripped.
· Protruding rebar must be covered, capped, or bent over to prevent hazards.
· When climbing onto walls, up ladders, or other heights, always look below for protruding hazards; protect them immediately before commencing work above the hazard.
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