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HEALTH & SAFETY POLICY STATEMENT 

 

Centis is committed to protecting the health and safety of all of its employees, clients and the public.  Safety is 

paramount to any successful company, and therefore must always be our first consideration in every decision 

or action we take. 

 

We firmly believe that all accidents can be prevented.  In order to achieve this objective, management, 

supervision and employees must work together in an environment of mutual respect and trust to resolve issues 

and problems which may arise. 

 

Centis management will: 

 Provide training for the protection of the health and safety of its employees, paying particular attention to 

the risks involved in the tile and terrazzo industry. 

 Continuously develop safety standards and safe working procedures 

 Maintain and practice an appropriate Emergency Response Plan 

 Provide all employees, supervisors and the Joint Health and Safety Committee with information and 

training on safe work practices, their duties and responsibilities under applicable legislation and their roles 

in the Internal Responsibility System 

 Promote healthy lifestyles 

 Develop and continuously upgrade an Accident Prevention Program to implement the Health and Safety 

Policy 

 Review the Policy and Program with all employees annually, and immediately with new hired employees 

before they are assigned work 

 

Project Managers and Supervisors will: 

 Ensure that these standards and procedures are communicated to the workers and followed 

 Take every reasonable step to ensure the safety of the worker and the public 

 

Every employee will: 

 Accept and follow these standards and procedures as they apply in their daily tasks 

 Work and act safely at all times and accept their responsibilities for preventing accidents and illnesses 

 

All accidents, incidents and illnesses have causes that can be eliminated or greatly reduced, and as such will be 

appropriately investigated and communicated to all levels of the company.   

 

Everyone must have a sincere wish to prevent accidents and illnesses, and must accept that health and safety 

is an essential part of doing his or her work.  By working together to eliminate accidents, we can achieve and 

maintain a safe working environment. 
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Health and Safety Continuous Imp2ovement Plan 

 

Centis has achieved a high level of performance in our product delivery and competitiveness by 

analyzing our performance against industry standards and by monitoring industry trends on a regular 

basis.  To meet our commitment to our Health and Safety Policy we understand that it is necessary to 

bring this same level of assessment to our Health and Safety Program.  As such, we have developed this 

Health and Safety Continuous Improvement Plan.  It is our hope that this plan will help us achieve our 

corporate goals in health and safety and place Centis in a mentoring role for other employers in the 

construction industry.  This process is meant to be ongoing and it is only through constantly assessing, 

evaluating, and revising processes that we can achieve continuous improvement.  If this process fails, 

then we fail to meet our Health and Safety Policy commitment. 

 

The following will outline our Health and Safety Objectives and Goals and a schedule for ensuring that 

these goals are met. 

 

Goal Target Date 

Responsibility 

(Key player is 

indicated first 

with supportive 

roles following) 

Resources 

Required 

Progress 

Review 
Approval 
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Communication  

 

Centis will ensure that this CIP is placed on the Safety board in the office for employees to review and it 

will become the subject of safety talks.  Centis recognizes that a continuous improvement plan is only 

successful if it effectively assesses current performance, analysis against past performance, recognizes 

both positive and negative aspects and reworks processes to ensure improvement can be made in those 

areas where we have been found to need improvement.  It is only by working in this circle and going 

back to assess again, after implementing improvement, can we truly say that we are functioning in a 

continuous improvement model. 

 

We understand that this effort requires the commitment of every Centis employee and we thank you for 

working with us to make Centis a healthy and safe work environment where health and safety is a 

corporate philosophy and not just a legislative requirement. 

 

Recognition System 

 

To recognize best efforts from our employees in their day to day functions with a view to safety 

excellence, Centis will commence an employee recognition program.  This represents the time frame 

where our workforce is geared up for high production.  At that time supervisors, the health and safety 

coordinator and the Health and safety reps will bring to the Field Supervisor a list of nominees.  From 

this list the Field Supervisor will select a worker (or workers, if merited) for recognition, and will present 

this worker(s) with a Certificate of Recognition and a Safety Item prize such as a first aid kit or safety t-

shirt. 

 

It is our hope that this recognition system will help communicate to our staff that we do not take your 

commitment lightly and that we appreciate and recognize your efforts to work safely. 
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ASSESSMENT OF CONTINUOUS IMPROVEMENT OBJECTIVES 

 

This report is to be completed at year end as part of the review of the Occupational Health and Safety 

Policy and Program.  This management function will be undertaken by the company Senior Management 

Rep. and the Health and Safety Coordinator to ensure that objectives have been met and realistic 

targets are established for the coming year.  Where objectives have not been met, a rationale or 

explanation shall be provided and those objectives should be considered for inclusion in the following 

years’ objectives with a defined plan for meeting those previously failed elements.  A copy of this report 

will be retained by the Health and Safety Coordinator and is available for review by any employee at any 

time. The PM Maintenance Review Document must be completed and reviewed at the same time. 

 

Objective 
Met 

Yes 

Met 

No 
Barriers Reviewed by: 

Action Plan for 

Improvement 
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CENTIS PREVENTIVE MAINTENANCE REVIEW 

 

Mechanics Assessment: 

 

Program difficulties (please be specific with respect to reporting requirements, flow of information, 

documentation, ease of document use etc). 

 

Scheduling Issues:  Timing of Inspections 

 

Manpower: Difficulty in fulfilling reporting obligation?  Reason for delays?  Manpower issues? 

 

Recommendations for improvement: 

 

 

Health and Safety Coordinator Assessment: 

 

Reporting structure concerns?  Binder inspection concerns?  Training issues? 

 

 

 

Health and Safety Representative Assessment: 

 

Any issues or concerns raised through worker interviews with respect to PM Program? 

 

 

 

President Review: 

 

Comments with respect to recommendations: 

 

 

 

Approval granted for: 

 

 

Effective: 

 

Signature: ___________________________  Date:___________________ 
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Senior Management Commitment to Health and Safety at Centis 

 

21 day response Guideline: 

As per the IRS, The Senior Management Rep. must respond to all recommendations presented as part of 

the Monthly Inspection Report, the Incident/Injury Prevention Report, the Major Incident Review report 

and the Hazardous Reporting Document personally.  This response is to be provided on the space 

indicated on each of these documents and will be signed and dated by the Senior Management Rep. The 

details of the responses are indicated on each of these recording forms.  These responses will be 

completed within 21 days as per the requirements put forth by section 9(20) of the Occupational Health 

and Safety act 

 

Program Review Guidelines: 

This detailed response will also include a yearly review of the Occupational Health and Safety Policy and 

Program (including the review of the PM program).  This review must be done yearly and is the 

responsibility of senior management.  This review will be reflected by reviewing each document and 

upgrading this signature sign off and date of review.  Recommendations from the PM team will be taken 

into consideration when revisions must be considered for the PM program.  The training log will be 

assessed with the Health and Safety coordinator and the CIP (Continuous Improvement Plan) will be 

reviewed to determine if corporate targets have been met.  The Senior Management Rep. will also 

review the performance reviews of management staff to see if safety targets have been met.  With all of 

this data, revisions will be considered to existing policy, standards and procedures.  Where possible, 

consultation will be held with Health and Safety Reps for additional input as part of this process. 

 

Management Inspections: 

To communicate our ongoing commitment to Health and Safety in the Workplace, senior management 

will conduct 2 workplace inspections. 

  

These will take place as per the following Schedule 

- June 2021 

- November 2021 

 

Centis Employee Safety Recognition Program 

 

Preamble: 

At Centis we recognize that due diligence is an integral part of an effective Health and Safety System.  

Using discipline as a reinforcement tool to encourage safe work practices, however, is not always the 

best method to ensure success.    Health and Safety Law requires effective discipline, but we believe that 

it is necessary to promote the positive effects of good safety performance. 

 

Objective: 

The objective of the program is to ensure that there is a positive and public recognition of best efforts 

and practices by an exemplary worker each month.   To arrive at this point it will be required for the 
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Supervisor and/or Senior Management to observe workers in the course of their duties on a regular 

basis and to comment, preferably in front of their peers, on the outstanding performance as it is noted. 

 

Process/Responsibilities: 

Supervisor/ Senior Management /Health and Safety Coordinator – each month these individuals will 

hold informal conversations to discuss those employees who have exhibited not only due diligence in 

safety performance, but who have contributed to the overall Health and Safety for the workplace in 

general, through effective mentoring, support of programs and positive safety attitude. 

 

Once an individual has been selected, his or her name will be announced during a mid- month safety talk 

and this individual will be presented with a safety-related token of the company’s appreciation in 

recognition of their efforts.   Examples of these will be: safety T-shirts with reflective strips, personal first 

aid kits, gift cards etc. 

 

Supervisor/Senior Management – will be responsible for observing employee performance as part of 

their daily functions and for taking note of those situations where recognition is warranted, and praising 

the worker at that moment.   Preferably this recognition should be in front of the worker’s peers.  By 

mid-month of each month, the Supervisor and Senior Management will hold conversations with the 

Health and Safety Coordinator, via phone or email, to discuss the individuals who have demonstrated 

the highest level of safety performance, mentorship and leadership on the job.    Input will also be 

requested from the Health and Safety Representatives who, themselves, are eligible. 

 

Health and Safety Coordinator - will be responsible for contacting Senior Management and/or 

Supervisor to initiate the monthly recognition process.  The H&S Coordinator will also select and obtain 

the “award” to be presented during that month’s presentation and will ensure that a certificate 

announcing the winner is posted on the Health & Safety board. 

 

The Health & Safety Coordinator will also maintain a list of “winners”. 

 

Employer – will be responsible for supporting this program and ensuring that the revenue necessary to 

fund this program is available to the Health and Safety Coordinator. 

Outcome – It is hoped that by formally recognizing this program and ensuring that the revenue 

necessary to fund this program is available to the Health and Safety Coordinator. 

 

 
 

   

 

 

 

   

  May 2022 

  Date 
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Internal Responsibility System Policy 

 

SCOPE:   

What is an Internal Responsibility System?  The Occupational Health and Safety Act defines the duties 

and responsibilities of workers, supervisors and employers.  While some of these duties may overlap 

each other, it is the collective process of these responsibilities and duties as a whole, that is understood 

as the Internal Responsibility System.  The success of the IRS and, ultimately, the ongoing health and 

safety of ALL Centis employees requires that the employer define the responsibilities and performance 

accountabilities for each individual noted below, and others as defined by Centis, for adherence to the 

system and the understanding of its intent.  It is expected that the IRS will also help to promote a safety 

culture, best practices, develop self-reliance and ensure compliance, in addition to establishing a sharing 

system for responsibilities. 

 

THE LAW:   

A well-developed Communication Process for Managers and key management stakeholders  with 

respect to ensuring that all parties understand the roles and responsibilities of all positions from a 

Health and Safety Point of View is required as part of the Workwell Audit. 

 

POLICY:    

Centis, in its ongoing efforts to provide excellence in Health and Safety in the workplace, and in its 

ongoing attempts to improve the communication process of Health and Safety in the Workplace, will 

ensure that all employees are trained in and understand all aspects of the IRS.  By supporting the IRS at 

all levels, the employer is demonstrating their commitment to effective communication, enforcement 

and education of health and safety concerns and initiatives.  The IRS also acts as a tool to illustrate the 

responsibilities and duties of all levels of staff and management, and the attached corporate flow chart 

will be updated on a yearly basis as part of the annual review of the Occupational Health and Safety 

Program, or earlier, should job responsibilities or staffing change.  Centis sees the employee/employer 

relationship as a partnership in ensuring a safe and disease free workplace. Through the IRS, Centis 

recognizes that everyone in the workplace is responsible for his or her own safety and for the safety of 

co-workers. 

 

PROCESS/PROCEDURE: 

1. Please note the attached corporate flow chart for a listing of all company positions and reporting 

structure. 

2. All new hires will be trained on the reporting process as part of their new hire orientation.  These 

new hires will also be trained on the duties and responsibilities of each position from a health and safety 

point of view in addition to the job specific requirements for the position to which they have been 

accepted. 

3. There will be a specific sign-off on the orientation process by which new employees will indicate 

that they have been trained on and understand the IRS for Centis. 

4. Existing Managers and front line supervisors will be required to review this process and sign-off on 

the review form to confirm completion. 



 

 
Internal Responsibility System 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 3  -  P a g e  2 | 9 

 

5. As part of the yearly Management review of the OH&S program, the President will review each 

senior manager’s performance and will consider their performance in Health and Safety as part of that 

process. 

 

 

IRS HEALTH AND SAFETY RESPONSIBILITES AND DUTIES DEFINED: 

Employer: 

As per the Occupational Health and Safety Act the employer’s duties are defined as follows: 

Section 23(1) A constructor shall ensure, on a project undertaken by the constructor that 

a) the measure and procedures prescribed by this Act and the regulations are carried out on the 

project; 

b) every employer and every worker performing work on the project complies with this Act and the 

regulations; and 

c) The health and safety of workers on this project is protected. 

 

2) Where so prescribed a constructor shall, before commencing any work on a project, give to a Director 

notice, in writing, of the project containing such information as may be prescribed. 

 

Section 25(1) An employer shall ensure that 

a) the equipment, materials and protective devices as prescribed are provided; 

b) the equipment, materials and protective devices provided by the employer are maintained in 

good condition; 

c) the measure and procedures prescribed are carried out in the workplace; 

d) the equipment, materials and protective devices provided by the employer are used as 

prescribed; 

 

2) Without limit the strict duty imposed by subsection 1) an employer shall 

a) provide information, instruction and supervision to a worker to protect the health and safety of 

the worker; 

b) in a medical emergency for the purpose of diagnosis or treatment, provide, upon request, 

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 prescribed; 

c) when appointing a supervisor, appoint a competent person; 

d) acquaint a worker or a person in authority over a worker with any hazard in the work and in the 

handling, storage, use, disposal, and transport of any article, device, equipment, or a biological, 

chemical, or physical agent;                                                                                                                                

e) afford assistance and co-operation to a committee and a health and safety representative in the 

carrying out by the committee and the health and safety representative of any of their 

functions; 

f) only employ in or about a workplace a person over such age as may be prescribed to be in or 

about a workplace; 

g) not knowingly permit a person who is under such age as may be prescribed to be in or about a 

workplace; 
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h) take every precaution reasonable in the circumstances for the protection of the worker; 

i) post, in the workplace, a copy of the OHSA and any explanatory material prepared by the 

Ministry both in English and the majority language of the workplace, outlining the rights, 

responsibilities and duties of workers; 

j) prepare and review at least annually, a written occupational health and safety policy and 

develop and maintain a program to implement that policy; 

k) post at a conspicuous location in the workplace a copy of the occupational health and safety 

policy; 

l) provide to the committee or the health and safety representative the results of a report 

respecting occupational health and safety that is in the employers possession and if that report 

is in writing, a copy of portions of the report that concern occupational health and safety; 

m) advise workers of the results of a report referred to in clause (1) and, if report is in writing, make 

available to them, on request, copies of the portions of the report that concern occupational 

health and safety. 

 

Section 26 (1) In addition to the duties imposed by Section 25, an employer shall 

a) establish an occupational health service for workers as prescribed; 

b) where an occupational health service is established as prescribed, maintain the same according 

to the standards prescribed; 

c) keep and maintain accurate records of the handling, storage, use and disposal of biological, 

chemical or physical agents as prescribed; 

d) accurately keep and maintain and make available to the worker affected such records of the 

exposure of a worker to biological, chemical or physical agents as may be prescribed; 

e) notify a Director of the use or introduction into a workplace of such biological, chemical or 

physical agents as may be prescribed; 

f) monitor, at such time or times or at such interval or intervals, the levels of biological, chemical 

or physical agents in a workplace and keep and post accurate records thereof as prescribed; 

g) comply with a standard limiting the exposure of a worker to a biological, chemical or physical 

agent as prescribed; 

h) establish a medical surveillance program for the benefit of workers as prescribed;                                                           

i) provide for safety related medical examinations and tests for workers as prescribed; 

j) where so prescribed, only permit a worker to work or be in a workplace who has undergone 

such medical examinations, tests or x-rays as prescribed who is found to be physically fit to do 

the work in the workplace; 

k) where so prescribed, provide a worker with written instructions as to the measures and 

procedures to be taken for the protection of a worker; and 

l) carry out such training programs for workers, supervisors and committee members as may be 

prescribed. 

 

As part of the Centis Internal Responsibility System, in addition to the expectations of the 

Occupational Health and Safety Act of Ontario and the Construction Regulations and Associated Acts 

and Guidelines, the company defines the Employers IRS responsibilities as follows: 
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Employer –Senior Management Representative 

Direct report for:   Dennis Centis 

The employer will ensure that there are competent senior levels of management and will ensure, 

through part of the regular yearly performance review of senior management, that the Company’s 

Occupational Health and Safety Policy and Program is recognized as an integral value of the company’s 

structure.  This will require confirmation and documentation through the performance review that the 

senior management team has undergone, the yearly review of the Policy and Procedure with input from 

the management team, as to what initiatives or improvements or personal education they have engaged 

in for the betterment of the company’s safety culture.  This facet will be overseen by senior 

management as instituted by the Employer. 

 

Further, in addition to the above defined responsibilities, the employer/senior management 

representative, will ensure that he/or she reviews, on a yearly basis (at a minimum), the accident 

analysis statistics for the company and the recommendations and reviews by the H&S Rep, Health and 

Safety Coordinator and the President, and to provide support, when requested, on matters of 

recommendation (or earlier, as deemed by senior management rep).  Any safety matter deemed urgent 

can be brought to the Senior Management Rep. by any level of employee if they do not feel that their 

concern has been addressed through the normal reporting process. 

 

The employer is cognizant of and will ensure that reprisals are prohibited as a result of any concern 

being raised as confirmed by Section 50(1) of the Occupational Health and Safety Act. 

 

Accountability:  The employer is accountable by law to the legislative requirements of the OH&SA and 

Construction Regulations, the Human Rights Codes of Canada, The Employment Standards Act and the 

Corporate Health and Safety Policy. 

 

Accounting Manager – Reports to the President or Senior Management Rep 

Responsibility: 

In terms of IRS from a health and safety point of view, the Account Manager will ensure that all aspects 

of financial reporting to the Workplace Safety and Insurance Board are current and in compliance with 

the requirements of CAD 7 and the WSIA. (S)He will investigate and document any 

accidents/injuries/illnesses that may occur to office staff. 

 

Accounts Payable/Receivable – Reports to the Account Manager 

Responsibility: 

Will be required to obtain all Clearance Certificates and Purchase Certificates in those situations where 

new acquisitions are made.  

 

Accountability:   

This will be reviewed as part of the yearly performance review. 
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Chief Estimator – Reports to the President and/or Senior Management Rep 

Responsibility: 

In terms of IRS from a Health and Safety point of view, the Chief Estimator, if required by the Request 

for Proposal, will ensure that a PHR (Process Hazard Review) is completed and that copies of this review 

are made available to the Safety Coordinator and the foremen for the project.  

 

If required, the Chief Estimator will ensure that a design for every job is posted at each job site. 

 

 

Accountability:  

The PHR’s will be provided to the Supervisor/foreman, Safety Coordinator and the Senior Management 

Rep. will sign off on the document provided to the Safety Coordinator.  These PHRs will be reviewed by 

the Safety Coordinator for proper completion and any omissions or concerns will be brought to the 

attention of the Senior Management Rep. for disciplinary process.  This will be a part of the Performance 

Review. The Senior Management Rep. will keep a copy of the PHR in the PHR binder for each Centis 

Project.  These will be audited by the H&S committee to ensure compliance. 

 

The Chief Estimators performance will be assessed yearly as part of the Senior Management Team 

performance reviews. 

 

Project Manager/ Supervisor - Reports to the Senior Management Rep 

Responsibility:  

As per the Occupational Health and Safety Act the supervisors’ responsibilities are defined as the 

following; 

Section 27 (1). A supervisor shall ensure that a worker; 

a) works in a manner and with the protective devices, measures and procedures required by the 

Act and the regulations, and 

b) uses or wears the equipment, protective devices or clothing that the worker’s employer requires 

to be used or worn; 

 

(2)  without limiting the duty imposed by subsection 1, the supervisor shall 

a) advise the worker of the existence of any potential or actual danger to the health or safety of 

the worker of which the supervisor is aware; 

b) where so prescribed, provide a worker with written instructions as to the measures and 

procedures to be taken for the protection of the worker; and 

c) take every precaution reasonable in the circumstances for the protection of the worker. 

 

In terms of IRS from a Health and Safety point of view, the Project Manager/Supervisor, is responsible 

for  

 performing workplace inspections 

 conducting information sessions (ensuring that the tool box lunches are held and documented) 

 conducting incident investigations, employee training as required, 

 correcting unsafe conditions and acts at the shop and at the sites 
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 commending employee health and safety performance 

 as part of the above, to observe all workers safety performance 

 ensuring that all accidents reported to the field supervisor in the absence of the foreman or lead 

hand/supervisor are investigated and then, in turn, reported to the WSIB Safety Coordinator 

before the end of the shift on date of accident to ensure timely reporting to the WSIB and/or 

Ministry of Labour, if required 

 ensuring that all employees are aware that he/she can be approached directly with any safety 

concerns, at any time, without fear of reprisal. 

  

 to be aware and understand the requirements of the OH&SA sections 25 and 26. 

 

Accountability: 

The Project Manager/Supervisor will be accountable to the employer by way of an Internal Performance 

review whereby these above elements will be graded and performance will be scrutinized.  This review 

will be conducted yearly as part of the performance review. 

 

Foreman/Lead Hand is required to perform all duties of the supervisor, as noted above, if he has been 

placed in a supervisory role by the Project Manager/Supervisor or Senior Management Rep. The 

Foreman reports to the Project Manager/Supervisor 

 

Accountability: 

Annually, as part of the yearly review of corporate management team, the above elements will be 

assessed as part of the yearly performance review by the Senior Management Rep for the Project 

Managers/Supervisors, lead hands/foreman. 

 

WSIB / HEALTH AND SAFETY Coordinator  

The WSIB/ Health Safety Coordinator reports to the Senior Management Rep. and is responsible for and 

will handle the following duties: 

 Ensure that all new hires undergo orientation training as per the Company  Occupational Health 

and Safety Policy and Training Program 

 Ensure that current and detailed training logs are maintained 

 Ensure that all accidents are reported to the WSIB in a timely manner 

 Ensure that all inspection sheets are completed by operators and signed off in addition to the 

monthly inspections 

 Act as support to the Health and Safety Reps and will conduct inspections with them 

 Alert senior management to trends or concerns in light of quarterly accident analysis and make 

recommendations with respect to prevention 

 Conduct quarterly accident analysis for entire company and make report available to the Health 

and Safety reps as required 

 Ensure and enforce compliance with PPE 

 Ensure compliance and enforcement of all aspects of the company Health and Safety Policy and 

Program 
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 Maintain regular contact with Supervisor and Senior Management Rep. on matters pertaining to 

health and safety 

 Responsible for the Safety Notice Board in terms of ensuring that all data contained is current 

 Ensure that the WHMIS binders are current and up to date 

 Responsible for developing a health and safety library of reference material that is available for 

all employees to access. 

 

Experience Requirements:  Centis Health and Safety Coordinator must have experience and knowledge 

in applicable safety legislation, incident investigation and planned workplace inspections or basic 

certification training. 

 

Health and Safety Coordinator must have knowledge and experience in the Construction and Mining 

Sectors as well as training in:    Supervisory training, Safety Rep training, WHMIS, NORCAT, Fall Arrest, 

Incident Investigation, Basic First Aid plus CPR, TDG, TCP and other workplace specific training. 

 

Accountability:  The Safety Coordinator reports directly to the Senior Management Rep. and his/her 

performance will be assessed as part of the yearly management performance review.  Each 

responsibility will be measured for performance. 

 

Workers: Report directly to the supervisor in charge at site (this may be Project Manager, lead hand or 

foreman or supervisor.  This will be communicated at project start by the Supervisor or Senior 

Management).  Centis recognizes that everyone within the company is a worker under the Act.  As noted 

previously, Centis recognizes that we all share equally in terms of Health and Safety, and the workers 

role is just as significant and important as that of the Senior Management Rep. as he/she quite often are 

the first eyes or ears to detect any safety concerns.  With that in mind, the Occupational Health and 

Safety Act states the following: 

 

Section 28 (1) A worker shall; 

a) work in compliance with provisions of this Act and the regulations, 

b) use or wear the equipment, protective devices or clothing that the workers’ employer requires 

to be used or worn; 

c) report to his or her employer or supervisor the absence of, or defect in, any equipment or 

protective device of which the worker is aware and which may endanger himself, herself or 

another worker; and 

d) report to his or her employer or supervisor any contravention of this Act or its regulations or the 

existence of any hazard of which he or she is aware. 

 

(2) No worker shall 

a) remove or make ineffective any protective device required by the regulations or by his or her 

employer without providing an adequate temporary protective device and, when the need for 

removing or making ineffective the protective device has ceased, the protective device shall be 

replaced immediately; 
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b) use or operate any equipment, machine, device or thing or work in any manner that may 

endanger himself, herself or another worker; or 

c) engage in any prank, contest, feat of strength, unnecessary running or rough or boisterous 

conduct. 

 

In addition to those items addressed by the OHSA, Centis’ Internal Responsibility system expects that all 

workers will be responsible for: 

 report all accidents immediately as they are aware of their occurrence to their foreman, lead 

head or in that absence to the WSIB/Health and Safety Coordinator. 

 That they recognize and comment on positive safety initiative taken by new employees 

 That they consistently portray safe work practices to co workers 

 That they report any and all safety concerns to their direct report as soon as possible to ensure 

that prevention steps can be taken 

 That they observe their buddy when working during hot weather as per the Heat Stress Policy 

and Hot weather plan. 

 

Worker Accountabilities: 

Centis has a three step discipline process that involves verbal and written warning, and then 

termination.  Centis reserves the right to terminate a worker with no warning if conducting work in such 

a manner that may pose immediate/serious threat to him/herself or co-workers in a flagrant disregard 

of the Company’s Heath and Safety Policies and Programs.  Further, should any worker assault, threaten 

or engage in harassment of any kind, the Management reserves the right to terminate, without notice, 

depending on the circumstances of each individual case.  The discipline process and safe work 

processes, as well as Centis Health and Safety Policies, are clearly defined in the Orientation Program.  

The worker is required to sign off on completion of this program.  This is confirmation of his/her 

understanding of those conditions. 

 

Contractor  

Responsibility:  The Contractor who provides services for Centis must ensure the following: 

 the health and safety of all workers  

 qualified workers are provided for work performed and that all necessary tickets and 

certifications are current and valid  

 all work is performed to Centis  standards as well as all required governing legislation, 

construction regulation, Traffic Control and General Construction industry standards 

 provide the necessary certificate of clearance prior to commencing work 

 adhere to all Centis  Occupational Health and Safety Policies while on site   

 ensure that all contractors have their necessary documentation on them at all times 

 are subject to removal from the project or shop site for failure to comply with any of the above. 

 

Accountabilities:  Centis, as part of the contract renewal process, will review any complaints registered 

by any Centis employee with respect to any Contractor.  At the discretion of Senior Management, the 

contractor will be given an opportunity to remedy any deficiencies in an agreed upon time frame.  

However, should the contractor fail to meet the responsibilities as outlined above, Senior Management 
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has the right to terminate this relationship.    This will be assessed on an as needed basis and, at least 

annually, at time of contract renewal. 

 

 

 

Visitors 

Responsibility: 

 Visitors, as well as guests and suppliers, to Centis’ main office/shops are required to be 

accompanied by an employee at all times unless in the showroom area only.  

 While on a project site, no visitor shall be permitted around the operation unless accompanied 

by the Supervisor or foreman/lead hand. 

 While on site, must wear all applicable personal protective equipment. 

 Must remain in designated areas if advised by his escort or other Person of authority. 

 Must report any illness or injury immediately to the supervisor or foreman during the visit. 

 

 

 

Any Visitor found to be in non-compliance may, at the discretion of Senior Management, be formally 

advised that they are no longer welcome at Centis. 

    

 

 

 

 
 

   

 

 

 

   

  May 2022 

  Date 
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Health and Safety Responsibilities 

Confirmation of Internal Responsibility System Review 

 

Manager Name 

(print) 

Manager Name 

(Signature) 
Department Date of Review 

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

_______________________________________________________  

Review noted for Calendar Year 

 

This document must be completed and current for each calendar year.  This document must be revised 

each year to include in the OH&S Policy and program review to ensure that Centis is clearly 

communicating Health and Safety Responsibilities in a defined, written process to each manager. 

 

This process will only help to improve our safety culture within Centis Construction. 

 

 

 

 

   May 2022 

  Date 
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Process for Completion of Performance Review 

 

The performance review for those key positions noted previously and contained within the IRS will be 

conducted each year at year end.  It is expected that these performance reviews and employees stretch 

objectives will help the company work toward a higher level of safety performance in the coming year.  

These reviews will serve to provide further input as part of the yearly Health and Safety Policy and 

Program review in addition to providing a clear and definitive measurement for ownership to assess 

their management performance. 

 

Process: 

 

 Commencing in November, each management team member will be asked to complete their 

key results contained within their performance review, and also to review their job duties to see 

if any elements have changed within the year. 

 

 Those key results are then discussed with the Senior Management Rep.  At this point, a grade is 

assigned to the performance in achieving those key results. 

 

 The employee is then asked to consider stretch objectives to indicate how he or she can assist 

this company in terms of bettering their current position in a number of areas within this 

industry group.  Those objectives are then noted and these will be considered along with the 

Key Results for the following years’ performance. 

 

 The Employer will advise each employee as to their scoring at the time the review is conducted 

or shortly thereafter.  The employee will have an opportunity to add their remarks to the 

document once the scoring has been completed. 

 

 

 

Through these steps, Centis believes that, not only will we improve our position within the community 

and province as a progressive employer, but also as one with a clear ingrained safety culture. 

 

 
 

   

 

 

 

   

  May 2022 

  Date 
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Centis Employee Performance Review 

Calendar Year (To be completed at year end prior to Program Review) 

 

Position:  Senior Management Representatives 

Date of Review: _________________________ 

Name: _________________________________ 

 

Principal Duties and /or Objectives 

 

Operational/ Administrative: 

Provides project/ office management, material purchasing and 

job estimating. 

1 2 3 4 5 

Acts in a senior management role for the satellite location and is 

responsible for all hires, final discipline process and makes 

recommendations for equipment purchases to Sudbury. 

1 2 3 4 5 

Acts as company representative for all contacts with Ministry 

representatives for the satellite location. 

1 2 3 4 5 

 

Health and Safety: 

Performs workplace inspections 1 2 3 4 5 

Conducts information sessions 1 2 3 4 5 

Conducts incident investigations 1 2 3 4 5 

Provides employee training as required 1 2 3 4 5 

Corrects unsafe conditions and acts at the shop and sites that are 

brought to his attention and or are observed by him 

1 2 3 4 5 

Commends employees on their positive safety performance 1 2 3 4 5 

Is aware and understand the elements of the OH&SA, 

particularly Sections 25 and 26. 

1 2 3 4 5 

Scoring Matrix: 

1 – Needs Much Improvement – performance is well below acceptable level – weak in skills – requires great direction – 

continuation at this level is unacceptable 

2 – Objectives in keys areas are not always accomplished satisfactorily. Requires more than normal attention. Performance 

needs improvement 

3- Performance meets requirements. Major objectives are achieved. 

4- Performance goes well beyond job requirements in key areas of responsibility- exceeds normal expectations – demonstrates 

thorough knowledge 

5- Performance is outstanding and is significantly and continuously beyond job requirements in all aspects. 
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Operational and Administrative Stretch Objectives 

 

Important objective for upcoming year: 

 

 

 

 

 

 

How will this be accomplished? 

 

 

 

Health and Safety Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 

 

 

 

 

__________________________________ 

Employee Signature 

 

___________________________________ 

Date 

___________________________________ 

Senior Management Signature 

 

____________________________________ 

Date 
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Centis Employee Performance Review 

Calendar Year (To be completed at year end prior to Program Review) 

 

Position: Project Manager/Supervisor (or foreman/lead hand) 

Date of Review: _________________________ 

Name: _________________________________ 

 

Principal Duties and /or Objectives 

 

Operational/ Administrative: 

Project management for all local sites and provides 

recommendations with respect to material purchasing. 

1 2 3 4 5 

Coordinates all equipment and labour for local sites. 1 2 3 4 5 

Enforces Health and Safety Requirements. 1 2 3 4 5 

Issues Disciplinary process. 1 2 3 4 5 

 

Health and Safety: 

All elements of Section 27 of the OH&SA 1 2 3 4 5 

Performing inspections 1 2 3 4 5 

Conducting safety talks 1 2 3 4 5 

Accident and Incident Investigations 1 2 3 4 5 

Training 1 2 3 4 5 

Correcting substandard acts or conditions, 1 2 3 4 5 

Observing employee safety performance 1 2 3 4 5 

Commending good safety performance 1 2 3 4 5 

Promoting a positive safety culture- Promoting the OH&S Manual 

and program 

1 2 3 4 5 

Scoring Matrix: 

1 – Needs Much Improvement – performance is well below acceptable level – weak in skills – requires great 

direction – continuation at this level is unacceptable 

2 – Objectives in keys areas are not always accomplished satisfactorily. Requires more than normal attention. 

Performance needs improvement 

3- Performance meets requirements. Major objectives are achieved. 

4- Performance goes well beyond job requirements in key areas of responsibility- exceeds normal expectations – 

demonstrates thorough knowledge 

5- Performance is outstanding and is significantly and continuously beyond job requirements in all aspects. 
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Operational and Administrative Stretch Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 

 

 

 

 

Health and Safety Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 

 

 

 

 

__________________________________ 

Employee Signature 

 

___________________________________ 

Date 

___________________________________ 

Senior Management Rep. Signature 

 

____________________________________ 

Date 

 

 

 



 

 
Performance Review – Office Manager 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 8  -  P a g e  1 | 2 

 

 

Centis Employee Performance Review 

Calendar Year (To be completed at year end prior to Program Review) 

 

Position: Office Manager 

Date of Review: _________________________ 

Name: _________________________________ 

 

Principal Duties and /or Objectives 

  

Operational/ Administrative: 

Provides management level expertise for the coordination and 

delivery of payroll program 

1 2 3 4 5 

Manages receptionist and accounts payable/receivable functions 1 2 3 4 5 

Manages and coordinates major Accounts (Insurance processing, 

Sales) 

1 2 3 4 5 

Provides financial reporting to various Ministry departments (ie 

Ministry of transportation and WSIB – revenue) 

1 2 3 4 5 

 

Health and Safety: 

Is responsible for ensuring that all financial reporting to the WSIB 

is correct and in compliance with the requirements of WSIA 

1 2 3 4 5 

Required to obtain all Purchase Certificates in those situations 

where new acquisitions are made and for investigating any office 

incidents/accidents and reporting these to the Health and Safety 

Coordinator for his/her reporting to the WSIB 

1 2 3 4 5 

Responsible for ensuring that any office related safety concerns 

(ie ergonomic, housekeeping etc) are responded to 

1 2 3 4 5 

Scoring Matrix: 

1 – Needs Much Improvement – performance is well below acceptable level – weak in skills – requires great direction – 

continuation at this level is unacceptable 

2 – Objectives in keys areas are not always accomplished satisfactorily. Requires more than normal attention. Performance 

needs improvement 

3- Performance meets requirements. Major objectives are achieved. 

4- Performance goes well beyond job requirements in key areas of responsibility- exceeds normal expectations – demonstrates 

thorough knowledge 

5- Performance is outstanding and is significantly and continuously beyond job requirements in all aspects. 
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Operational and Administrative Stretch Objectives 

 

Important objective for upcoming year: 

 

 

 

 

 

 

How will this be accomplished? 

 

 

 

 

Health and Safety Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 

 

 

 

 

__________________________________ 

Employee Signature 

 

__________________________________ 

Date 

____________________________________ 

Senior Management Rep. Signature 

 

____________________________________ 

Date 
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Centis Employee Performance Review 

Calendar Year (To be completed at year end prior to Program Review) 

 

Position: Health and Safety Coordinator 

Date of Review: _________________________ 

Name: _________________________________ 

 

Principal Duties and /or Objectives 

 

Operational/ Administrative: 

Responsible for ensuring that all new hires have had orientation 

on the Company’s health and Safety Policy and program binder 

and understands the methods in which the company 

communicates Health and Safety 

1 2 3 4 5 

Responsible for providing support to the H&S reps and Sr. Mgt 

on all health and safety related matters 

1 2 3 4 5 

Responsible for monitoring and scheduling Safety training  1 2 3 4 5 

Reports all work related, injuries and illnesses to the WSIB as 

legislatively required 

1 2 3 4 5 

Responsible for ensuring that all elements of the OH&S program 

are current and legislated postings are visible and for 

maintaining all logs (training, communications, Inspections , PHR) 

Follows up on 21 day response time lime 

1 2 3 4 5 

 

Health and Safety: 

Coordinates orientation and keeps records of checklists, 

maintains training logs, reports all accidents (injuries and 

illnesses) to WSIB 

1 2 3 4 5 

Collects inspection sheets and logs 1 2 3 4 5 

Assists H&S Reps 1 2 3 4 5 

Conducts accident analysis and ensures compliance with 

corporate H&S policies 

1 2 3 4 5 

Keeps Sr. Mgt apprised of all critical issues and key safety 

concerns 

1 2 3 4 5 

Ensures WHMIS binders are current 1 2 3 4 5 

Keeps safety Board current 1 2 3 4 5 

Develops a health and safety library. (in addition to Operational 

and Administrative ) 

1 2 3 4 5 

Scoring Matrix: 

1 – Needs Much Improvement – performance is well below acceptable level – weak in skills – requires great direction – 

continuation at this level is unacceptable 

2 – Objectives in keys areas are not always accomplished satisfactorily. Requires more than normal attention. Performance 

needs improvement 



 

 
Performance Review – Health and Safety 

Coordinator 
 

Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 9  -  P a g e  2 | 2 

 

3- Performance meets requirements. Major objectives are achieved. 

4- Performance goes well beyond job requirements in key areas of responsibility- exceeds normal expectations – demonstrates 

thorough knowledge 

5- Performance is outstanding and is significantly and continuously beyond job requirements in all aspects. 

 

Operational and Administrative Stretch Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 

 

 

 

 

Health and Safety Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 

 

 

 

 

__________________________________ 

Employee Signature 

 

__________________________________ 

Date 

___________________________________ 

Senior Management Rep. Signature 

 

____________________________________ 

Date 

 



 

 
Performance Review – Estimator 

 

Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 1 0  -  P a g e  1 | 2 

 

Centis Employee Performance Review 

Calendar Year (To be completed at year end prior to Program Review) 

 

Position: Chief Estimator 

Date of Review: _________________________ 

Name: _________________________________ 

 

Principal Duties and /or Objectives 

 

Operational/ Administrative: 

Provides all contract administration - Project management to 

obtain job orders 

1 2 3 4 5 

Provides bidding, estimating, planning and material purchasing 

recommendations 

1 2 3 4 5 

 

Health and Safety: 

Will ensure that a PHR (Process Hazard Review) is completed for 

each construction project where required by the General 

Contractor and that copies of these are made available to the 

safety coordinator and the foreman for the project 

1 2 3 4 5 

Ensure a design for every job is posted at each site in those 

situations 

1 2 3 4 5 

May be called upon to assist with PHR for any situation where 

Non Routine Work is to be performed or confined space work 

1 2 3 4 5 

Scoring Matrix: 

1 – Needs Much Improvement – performance is well below acceptable level – weak in skills – requires great direction – 

continuation at this level is unacceptable 

2 – Objectives in keys areas are not always accomplished satisfactorily. Requires more than normal attention. Performance 

needs improvement 

3- Performance meets requirements. Major objectives are achieved. 

4- Performance goes well beyond job requirements in key areas of responsibility- exceeds normal expectations – demonstrates 

thorough knowledge 

5- Performance is outstanding and is significantly and continuously beyond job requirements in all aspects. 

 

Operational and Administrative Stretch Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 
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Health and Safety Objectives 

 

Important objective for upcoming year: 

 

 

 

 

How will this be accomplished? 

 

 

 

 

__________________________________ 

Employee Signature 

 

__________________________________ 

Date 

___________________________________ 

Senior Management Rep. Signature 

 

____________________________________ 

Date 
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 Procurement and Contractor Management 
Purpose 

The purpose of this document is to provide Centis with a clear and standardized process for the 

procurement and management of contractors. 

 

Scope 

This document applies to all Centis employees and contractors. 

 

Policy 

Due to the variability of work that subcontractors and contracted organizations are hired to preform, 

many CENTIS sites may host up to several contractors at once. As such, it is important for all contracted 

employees be held accountable to the same standards of health and safety. It is CENTIS’s responsibility to 

ensure that all contract workers maintain and uphold overall site safety procedures and demonstrate 

capability to control any hazards that should arise. 

 

Responsibilities 

Senior Management 

• Ensure that adequate actions are developed for all operations 

• Ensure that adequate resources are available to support the policy and process 

• Appoint competent supervision and do everything practicable for the protection of the worker 

 

Supervisor 

• Ensure compliance to this policy and its procedures 

• Ensure contractor’s adherence to this policy and the health and safety system 

• Ensure that contractor’s representative are trained in site specific procedures and orientation, 

as required 

 

Contractor 

• Adhere to guidelines outlined in the policy herein 

• Demonstrate ability to identify, assess and control hazards that arise in the workplace 

• Communicate effectively with on-site personnel, supervisors and senior management 

• Adhere to CENTIS Health and Safety guidelines 

• To adhere to all site specific requirements, policies, and procedures 

 

Process 

At CENTIS, it is required to complete a hazard assessment as per Element 2 Hazard Assessment, Analysis 

and Control, and Element 3 Controls. This requirement extends to the execution and maintenance of this 
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policy and all procedures herein. This policy also applies to all contractors to CENTIS to ensure that 

contractors comply with the established health and safety system. 

 

Furthermore, CENTIS will use the following criteria when selecting, monitoring, and evaluating contractors 

and service providers. If a contractor or service provider fails to adequately demonstrate the following 

criteria, CENTIS may be obliged to reassess all contracts and work within the corporate environment.  

 

Assess and Control Hazards 

• The Contractor must demonstrate competency in assessing and analyzing hazards that arise in 

their work environment, with the protection of their employees and CENTIS’s employees and all 

present in mind.  

• The Contractor must be able to identify and control hazards that could impact CENTIS’s employees 

on account of their own work as part of the project they have been contracted for. They must also 

demonstrate the ability to protect, assess, and analyze and control from their own operations. 

• The Contractor must be able to adequately identify and control hazards that could impact 

CENTIS’s employees on account of work that is not their own. 

 

Communication & Change Management 

• The Contractor must demonstrate consistent and adequate communication throughout their 

contractual agreement with CENTIS.  

• The Contractor must effectively communicate with all workplace parties when there are changes 

on site that might impact the health and safety of the workers on site.  

 

Health and Safety Coordination 

• Centis will ensure to communicate all required client policies to all workplace parties, including 

but not limited to Health and Safety Policy, Workplace Violence and Harassment policy, Drug and 

Alcohol policy, Site Access Requirements, etc. 

• CENTIS is responsible to coordinate the adherence to all Health and Safety policies throughout 

the organization, including multi-employer workplaces. All contractors shall adhere to CENTIS’s 

health and safety system unless it is deemed that their own policies and procedures are 

equivalent or stronger. 

• The Contractor must acknowledge and adhere to all Health and Safety legislation required and 

all CENTIS policies pertinent to the scope of work tied with CENTIS.  

• CENTIS will report all incidents involving any contractor to all required personnel, including 

management, clients, etc, and will remain involved in the investigation process until the 

investigation is completed 

 

Forms and Documents 

• The Contractor must adhere to all forms and documents that were signed upon the original 

contractual agreement, and any forms and documents that followed.  
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• Such forms and documents may include (but are not limited to): 

o Health and Safety Policy updates 

o Contractor Evaluations 

o Health and Safety statistics including Worker Compensation rates and frequency of injury 

o Amendments to Contractual Agreement 

o HSE Contractor Agreement (appendix 1) 

Evaluation and Approval 

Senior management will ensure that all contractors retained complete a risk assessment of their 

operations tied to the contracted scope of work. Review of this document shall take place prior to work 

commencing and will be evaluated to ensure proper recognition of hazards and controls as well as 

contractor management review. Should any retained contractor require assistance with this process, 

CENTIS’s health and safety team will help ensure CENTIS standards are met. Once this process is 

completed, senior management shall deem the contractor competent and approve them to begin 

contracted work.  

 

Any records captured/retained as part of this policy shall be documented and retained as per the CENTIS 

document control policy. 

 

CENTIS will perform a post-contract review of a contracting company, upon completion of the contract. 

All details and documents with regards to the contractor will be reviewed by management. 

 

Enforcement 

Any noncompliance to this policy may result in disciplinary action as per the CENTIS discipline policy. 

 

Approval & Authority 

 

 

 

 

    May 2022 

    Date  
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Appendix 1:  

 

Health, Safety and Environment Contract Agreement 
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Health, Safety and Environment Contractor Agreement 
 

The following agreement between ______________________ (contractor) and CENTIS is to ensure that 

all safety elements are in place to ensure the safety of not only the contractor’s but also CENTIS’s 

workforce tied to the score of work of the agreed upon project. The contractor agrees to the following: 

1. Any contractor bidding on a project with CENTIS will be required to submit to CENTIS the following IF 

THE WORK IS AWARDED TO THE CONTRACTOR: 

a) Company H&S policy / Program Manual 

b) WSIB Certificate Clearance (current) 

c) Names of first aid trained and H&S Reps 

 

2. Compliance with relevant legislation and CENTIS Health and Safety procedures is mandatory. 

 

3. All contractors must provide competent, trained personnel. CENTIS reserve the right to spot audit 

sub-contractor staff to verify certificates and competencies.  Typically, the required current 

certificates are: 

a) WHMIS 

b) MOL Awareness (relevant worker and supervisor) 

c) Competency Determination (workers/operators) 

d) Supervisory Training (IHSA preferred) 

e) ANY job specific certifications needed (to be determined before job start) 

 

4. Contractors are responsible for ensuring that any supplied labour performing any task has had 

appropriate training and written instruction on the safe work requirements for that task.  This will be 

verified through spot audits with contractor staff. 

 

5. Any contractor who has been found to be in contravention of any Health and Safety Legislation as 

deemed by any MOL inspector will be accountable for their own penalties of any nature. 

 

6. Contractors are responsible for the ongoing administration of their own Health and Safety Program 

including the following: 

a) Contractors will be required to conduct their own hazard assessments and provide copies to 

CENTIS for review. In addition, contractors shall be required to review CENTIS applicable 

hazard assessments and ensure understanding. This is to be completed prior to project start.  

b) Provide prestart inspections of all equipment to be used on the project and to provide a copy 

of these inspections to the CENTIS supervisor on site. 

c) Each contractor will be required to inspect their worksite or area weekly, document said 

inspection, and provide a copy to CENTIS.  Copies of these inspections shall be handed in on 

a weekly basis to the Supervisor on site. 

d) Contractors are required to conduct their own weekly safety talks with their employees, 

Meeting topics and attendance must be documented and a copy of each meeting report 
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provided to the CENTIS Supervisor on site. Alternatively, Contractors can, if scope of work is 

similar, participate in CENTIS’s toolbox talk.  

 

e) All contractors are required to maintain a daily work diary.  They may use their own 

documentation, but this document must be made available for inspection by CENTIS and must 

include the following: 

a) daily progress of work completed 

b) equipment brought on site and used 

c) manpower 

d) list of job delays and reason for the delays 

e) Infractions, Incidents and non compliances 

f) All contractors are required to become familiar with the emergency evacuation plan should 

an emergency arise.   This will be reviewed as part of the prestart meetings on site.  

g) A contractor shall promptly notify an CENTIS supervisor on site of any accident or near miss 

at the site / project.  

h) Contractors are responsible for reporting their own injuries to the WSIB and for recording and 

tracking all first aid reports and keeping of all necessary records relevant to the accident. 

Contractors must advise us of any injuries sustained on our projects or properties. 

i) Should a near miss, incident, or injury occur, it must be investigated by the contractor and a 

report must be completed by detailing the following and submitted to CENTIS for review. 

a) Details of the near miss, incident, or injury 

b) Root cause analysis (immediate and root cause items) 

c) Corrective Actions and timelines for implementation 

d) Copies of certifications of all workers involved 

e) If applicable; pictures, pre operation checks, inspections, witness statements, and 

any other relevant documentation. 

 

7. The contractor shall appoint someone, who will be on-site during the contract, the responsibility of 

contractor health and safety representative. The employee who is assigned health and safety 

responsibilities will provide the CENTIS Supervisor on site with copies of minutes of all safety meetings 

and safety inspections which deal with work carried out under the contract. Should the contractor 

workforce number remain low, the contractor supervisor can assume this role. 

 

8. The contractor shall ensure that all equipment brought onto CENTIS worksites is in safe working order 

and that all safety features and protections are in good operation order and that the equipment is 

maintained in this condition.  

 

9. No contractor shall bring onto CENTIS worksites or projects any product controlled under the 

Workplace Hazardous Materials Information System (WHMIS) unless the product is appropriately 

labelled, employees are fully trained in WHMIS, and in the safe use, storage and disposal of the 

chemical. Additionally, the contractor must first provide CENTIS with a current safety data sheet for 

the product prior to bringing the product on site.  
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10. The contractor shall maintain the worksite in a neat and safe fashion, following good housekeeping 

practices. Upon the completion of the work, the contractor shall remove all equipment, supplies, 

debris, etc. from the CENTIS project or worksite.  

 

11. Where a hazard cannot be otherwise controlled, the contractor shall ensure that employees have the 

appropriate personal protective equipment and that the equipment is worn when needed. 

Additionally, the contractor shall ensure that adequate safety precautions are in place to avoid injury 

or damage by the hazard. 

  

12. The contractor will provide a first aid trained personnel and supplies as appropriate to the nature of 

the work and the requirements of provincial regulations. (Regulation 1101)  

 

13. Contractor shall abide by the smoke free act. No contractor shall smoke or vape in any CENTIS 

buildings, vehicles, equipment or enclose areas. Should there be a designated smoking area, the 

contractor’s workforce is expected to smoke there and properly dispose of cigarettes when done. 

 

Process Flow 

Task Responsibility Enforcement Other 

Inspection of 

Certification 

documents 

On Site Supervisor 

Audit to be done periodically by 

H&S Coordinator and 

discCentisine rendered for failing 

to follow procedure 

 

Safety Inspections 

while on site 

Contractor with 

collection by CENTIS 

Supervisor on site 

If contractor fails to conduct 

safety inspections and provide 

data to CENTIS, it may result in 

termination of contract 

Failure to conduct 

safety inspection 

will impact the 

potential for any 

future awarded 

work  

Safety Meetings / 

Toolbox talks 
On site supervisor 

If contractor fails to conduct 

safety talk, meetings and/or 

toolbox talks, and provide data to 

CENTIS, it may result in 

termination of contract 

Failure to conduct 

safety meetings, 

talks, toolboxes will 

impact the potential 

for any future 

awarded work 

 

 

CENTIS Enforcement 

• No site Supervisor shall allow any contractor to remain or continue work if not in compliance with 

this policy and with construction safety legislation. 
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• If a contractor’s worker is found to be in non compliance with the agreement, health and safety 

policies and legislation, is acting or performing work in a dangerous manner, CENTIS site 

supervisor has the authority to revoke contractor worker’s access to the site / project.  

• Failure to follow this policy will result in costly project delays and can result in immediate 

termination of contract / agreement at CENTIS senior management’s discretion.  

• Contractors failing to follow safety practices and this policy may result in the loss of the contract, 

removal from property and will directly impact any likelihood of future contracts awarded to 

them. 

 

Measurement: All contractor reports, and inspection records will be reviewed as part of the year end 

OH&S program review and w ill be factored into the ongoing development of the Continuous 

Improvement plan and this policy. 

 

 

We hereby acknowledge that we have read and understood the above policy and will abide by it,  

 

 

Contractor Centis Tile and Terrazzo Representative 

Representative 

(name) 
 

Representative 

(name) 
 

Signature 
 

 
Signature  

Date 
 

 
Date  
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Centis Employee Performance Review 

Calendar Year (To be completed at year end prior to Program Review) 

 

Position: Contractor 

Date of Review: _________________________ 

Name: _________________________________ 

 

Principal Duties and /or Objectives 

 

Operational/ Administrative: 

Must provide WSIB Certificates of clearance to Account 

Manager, and copies of all applicable licenses to Health and 

Safety Coordinator prior to job start 

1 2 3 4 5 

 

Health and Safety: 

Ensures the health and safety of workers 1 2 3 4 5 

Provides qualified workers for the work performed and provides 

documentation confirming competencies 

1 2 3 4 5 

Ensures all work performed is within the OH&SA and Regulations 

for Construction Projects 

1 2 3 4 5 

Comply with Centis Health and Safety Policy while on site 1 2 3 4 5 

Scoring Matrix: 

1 – Needs Much Improvement – performance is well below acceptable level – weak in skills – requires great direction – 

continuation at this level is unacceptable 

2 – Objectives in keys areas are not always accomplished satisfactorily. Requires more than normal attention. Performance 

needs improvement 

3- Performance meets requirements. Major objectives are achieved. 

4- Performance goes well beyond job requirements in key areas of responsibility- exceeds normal expectations – demonstrates 

thorough knowledge 

5- Performance is outstanding and is significantly and continuously beyond job requirements in all aspects. 

 

Verification of Documentation: 

Reviewer will verify with the Health and Safety Coordinator and/or Field Supervisor and General 

Foreman any instances where this contractor has failed to provide required documentation. 

 

Instances in 20 - -  

Nature of the circumstance: 

 

Remedial Action: 
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All Clearance Certificates have been verified: 

Confirmed: yes__________________ No ___________________  

By whom_____________________  

 

 

 

Health and Safety Performance: 

Issues with respect to lack of PPE, defective equipment, failure to follow advice of site 

foreman/supervisor: 

 

 

Remedial Action: 

 

 

 

Contractor can be renewed for future work: 

 

Yes_________________ No__________________ 

 

 

 

 

Reviewer: ________________________________   Date:________________________ 
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RIGHT TO REFUSE UNSAFE WORK 

                                                                                             

Standard: 

As part of the Centis Orientation Process all employees are to be aware of their right to refuse unsafe 

work.  This process will be explained to workers and available for their review during the orientation 

process. The Occupational Health and Safety Act and Regulations for Construction Projects note the 

following: 

 

Procedure: 

Section 43 (3) 

A worker may refuse to work or do particular work where he or she has reason to believe that, 

a) any equipment, machine, device or thing the worker is to use or operate is likely to endanger 

himself, herself or  another worker; 

b) the physical condition of the workplace or the part thereof in which he or she works or is to 

work is likely to endanger himself or herself; or 

c) any equipment, machine, device or thing he or she is to use op operate or the physical condition 

of the workplace or part thereof in which he or she works or is to work is in contravention of this 

Act or the regulations and such contravention is likely to endanger himself, herself or another 

worker. 

 

(4) Upon refusing to work or do particular work, the worker shall promptly report the circumstances of 

the refusal to the worker’s employer or supervisor who shall forthwith investigate the report in the 

presence of the worker, and if there is such, in the presence of one of, 

a) a committee member who represents workers, if any; 

b) a health and safety representative, if any; or 

c) a worker who because of knowledge, experience and training is selected by a trade union that 

represents the worker, or if there is no trade union, is selected by the workers to represent 

them, 

Who shall be made available and who shall attend without delay. 

 

(5) Until the investigation is completed, the worker shall remain in a safe place near his or her work 

station. 

 

(6) where, following the investigation or any steps taken to deal with the circumstances that caused the 

worker to refuse to work or do particular work, the worker has reasonable grounds to believe that , 

a) the equipment, machinery, device or thing that was the cause of the refusal to work or do 

particular work continues to be likely to endanger himself, herself or another worker; 

b) the physical condition of the workplace or the part thereof in which he or she works continues 

to be likely to endanger himself or herself; or  

c) any equipment, machine, device or thing he or she is to use or operate or the physical condition 

of the workplace or the part thereof in which he or she works or is to work is in contravention of 

this Act or its regulations and such contravention continues to be likely to endanger himself, 

herself or another worker, 
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The worker may refuse to do the work or do the particular work and the employer or the worker or a 

person on behalf of the employer or worker shall cause an inspector to be notified thereof. RSO 1990 

c.0.1,s.43(3-6) 

 

Centis advises that: 

Once this process has taken place a Ministry Inspector will arrive to inspect the situation with those 

parties noted above present. 

The Inspector will decide if the aspect of work questioned is likely to endanger the worker or another 

person. 

The inspector will give his decision in writing to the employer and worker and or rep in a reasonable 

time period. 

Subjective to a collective agreement, if any, the worker shall remain at a safe  place near his or her work 

station until a decision is rendered during normal working hours unless the employer assigns him/her to 

reasonable alternative work during such hours; or gives other directions to the worker (please note 

section 50 of the OHSA)  

Pending the investigation no other worker shall be assigned to do the work that was refused unless (IN 

THE PRESENCE Of A COMMITTEE MEMBER, HEALTH AND SAFETY REP OR PERSON SELECTED BY THE 

UNION TO ACT AS A REPRESENTATIVE BECAUSE OF HIS KNOWLEDGE, EXPERIENCE AND TRAINING) the 

worker has been advised of the other workers refusal and of his or her reasons for the refusal. 

 

Dangerous circumstances defined under the Occupational Health and Safety Act are  found in Section 44 

(1) and in part are defined as a provision of the Act or regulations that are contravened, the 

contravention poses a danger or hazard to the worker, the danger or hazard is such that any delay in 

controlling it may seriously endanger a worker. 

 

REPRISALS ARE PROHIBITED 

Section 50 (1) states 

No Employer or person acting on behalf of an employer shall; 

a) dismiss or threaten to dismiss a worker; 

b) discipline or suspend or threaten to discipline or suspend a worker; 

c) impose any penalty upon a worker, or; 

d) intimidate or coerce a worker 

 

because the worker has acted in compliance with the Act or the regulations or an order made there 

under, has sought the enforcement of this Act, or the regulations or has given evidence in a proceeding 

in respect of the enforcement of this Act or the regulations or in an inquest  under the Coroners Act.  
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The above information will be communicated to each worker as part of the orientation process. 

 

 

 
   
 
 
 
   

  May 2022 
  Date 
 

 
 

 
 



 

 
Hazardous Condition/Act Reporting Policy 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 1 3  -  P a g e  1 | 8 
 

 

Hazardous Condition/Act Reporting Policy 

 

Scope 

This policy is meant for the benefit of any employee regardless of position, contractor, sub-contractor, 

or client.  The intent is to outline the company’s policy regarding reporting hazardous conditions. 

 

Definitions: 

 Hazardous Condition/Act 

An existing or potential condition in the workplace that, by itself or by interacting with other 

variables, can result in personal injury, illness, fatality, property damage or other losses. Or the 

actions of an individual that can pose a similar threat. 

 Near Miss Accident 

An unplanned event that had the potential for property loss or injury 

 Due Diligence 

Means taking every precaution reasonable under the circumstances to protect health and safety of 

workers and being able to substantiate that 

 

The Law 

The OHSA Section 28(1) specifically addresses the workers right to report unsafe acts or conditions. 

 

Policy 

Centis recognizes that all employees of the company are workers and as such all have the right to report 

any unsafe acts or conditions (hazardous conditions) to the employer with the expectation of prompt, 

reasonable and remedial action.  To that end, Centis has developed this policy to ensure that workers 

understand their right to report hazardous conditions through orientation training and through yearly 

refresher training for existing employees.  Supervisors are responsible for taking appropriate actions and 

exercising due diligence to mitigate risks to health and safety and further to implement loss control.  

Centis senior management will provide assistance, on those situations that cannot be readily resolved by 

front line supervision. 

 

Responsibilities / Accountabilities: 

Worker:  The worker, as per Section 28(1)(c) and (d)   of the OHSA shall 28(1) (c) – “report to his or her 

employer or supervisor the absence of or defect in any equipment or protective device of which the 

worker is aware and which may endanger himself, herself or another worker; and (d) “report to his or 

her employer or supervisor any contravention of this Act or the Construction Regulations or the 

existence of any hazard which he or she knows.” 

The worker will be held accountable for his actions in this regard through enforcement of the Centis 

Discipline process.  Any worker who knowingly fails to advise a supervisor of any hazard that he/she is 

aware of will be subject to discipline.   

 

Supervisor:  The supervisor is responsible to take every precaution reasonable in the circumstances for 

the protection of the worker and to exercise due diligence in responding to the workers concerns. The 
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supervisor must clarify with the worker if the worker is making a hazardous condition report or if he is 

initiating work refusal. If work refusal than the work refusal process is to be followed. 

 

The Supervisor will be held accountable by reviewing the paper documents to ensure that hazards are 

being responded to within the 21 day time frame by the H&S Coordinator.  The Senior Management 

Rep. will respond with any disciplinary measures as may be required and if further training is required in 

this area it will be facilitated upon request by the Senior Management Rep. for the supervisor in 

question. 

 

Employer:  Employer is responsible to ensure that supervisors are competent people and the employer 

is responsible for ensuring that they   take every precaution reasonable for the protection of the worker. 

 

The employer is held accountable to the OH&S Policy by the OH&SA. 

 

Process 
Hazards can exist in many forms: they can be visible or hidden, a condition or an act. Recognition and 

controls of hazards are necessary to ensure that corrective actions are completed on a timely basis this 

is a critical step because the balance of the health and safety program deals primarily with controlling 

these hazards. 

 

It is through the control of hazards that the following can be accomplished: 

 

• Reduce frequency and severity of incidents  

• Reduced financial cost 

• Reduced human suffering  

 

This involves: 

 

Identifying the job/tasks performed by the company in the workplace  

• Determining what hazards are present or could be present in the workplace 

• Assessing the level of risk for the identified  

• Prioritizing job/tasks according to the level of risks, and  

• Identifying the appropriate control measures  

• Implementing the control measures  

• Monitoring and following up to ensure the control strategies chosen are implemented effective  

• Re-assessing the hazards assessment prior to carrying out work should lead to updates and / or 

significant changes to the work process be introduced. 

 

The Role of a Hazard Assessment is to: 

Identify hazards and potential hazards which exist where and when the job(s) are performed and implement the 

appropriate controls which will minimize the potential for worker injury. 
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Types of Hazard Assessments: 

 

Critical Risk Assessment: 

 

A critical risk assessment is conducted overall for the company to identify activities that are of a high-

risk nature. Once these activities are identified, they are assessed and analyzed based on harm and 

severity and control measures are implemented to reduce the risk to ALARP. Should there be a change 

to the identified activities or the development of new activities, the critical risk assessment is reviewed, 

and controls are updated to reflect the new changes. These updates could stem from a change in or new 

equipment, material, substances or process introduced / changed. 

 

Safe Work Practices (SWP’s)/Safe Operating Procedures: 

 

Safe Work Practices and Safe Operating Procedures are a set of general guidelines and/or “Do’s and 

Don’ts” on how to perform a specific task. 

 

SWPs and SOPs are completed for routine tasks that have high risk associated with them.  

 

Job Hazard Analysis (JHA) 

 

A Safe Job Procedure is a written specific Step-by-step description of how to complete a job safely and 

efficiently from start to finish. 

 

Completed for high risk non-routine work.  

 

 

Field Level Hazard Assessment (FLHA) 

 

FLHA is a method used by workers and crews to document hazards and potential hazards together with 

the appropriate controls immediately prior to the commencement of job-related activities (day of the 

job) taking into consideration the changing environmental conditions. This allows the identification of 

risks proactively prior to the commencement of a task. 

 

 

Types of Hazards to consider 

 Chemical – Chemical agents in the form of liquids, solids, gases, fumes and mists. 

 Physical – Noise, vibration, hot or cold temps. 

 Ergonomic – Awkward posture, poor tool design, manual materials 

 Biological - bacteria, viruses, fungi  
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Hazard Assessment  

Every workplace consists these major components. These are: 

 

• The workforce or personnel (workers, ergonomics involved, sub-contractors, visitors, level of 

training and more) 

• The environment they work in (design and / or layout of work area, laydowns and more). 

• The materials they work with 

• The equipment/machinery/tools they use 

• The processes that are being followed  

• The impact of actions outside of the workplace that have an impact on the work such as public 

interaction, traffic and more. 

 

Note: when conducting a hazard assessment, all six of these components must be examined, sub-divided, 

and evaluated to see what risks are present. 

 

Control of Hazards 

 

In order to control identified hazards, the following hierarchy is used prior to starting the work to reduce 

the risk of harm: 

• Elimination / Substitution: where the hazards is eliminated, or product is changed 

• Engineering controls: includes designs or modifications to plants, equipment, ventilation 

systems, and processes that reduce the source of exposure 

• Administrative Controls: controls that alter the way the work is done, including timing of work, 

policies and other rules, and work practices such as standards and operating procedures 

(including training, housekeeping, and equipment maintenance, and personal hygiene 

practices). 

• Personal Controls: equipment worn by individuals to reduce exposure such as contact with 

chemicals or exposure to noise. 

 

Conducting a Hazard Assessment 

 

Hazard assessments are to be conducted for all operational practices, both routine and non-routine 

(when faced with this scenario) and human factors. In addition, hazard assessments must be updated 

when change occurs due to a process modification, equipment or material has changes, substance and 

material changes, incident investigation findings, policy changes, phases of a project change or if an 

unplanned of unforeseen event causes changes. Hazard assessment shall be updated as changes 

necessitate updating, such as post investigation, and on annual basis.  

 

It is important to also consider current legal requirements that may affect the activity or task and ensure 

that it is part of the hazard analysis process. All hazard assessment shall utilize the standardized risk 

evaluation matrix included in this policy.  
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Risk Evaluation Matrix 

Consequence Probability 

 

Injury or Illness to people 

Damage to Equipment 

Production Loss 

Adverse Media Coverage 

Harm to the Environment 

A B C D E 
Common or 

frequent 

occurrence 

Has 

happened 

or known to 

occur 

Could occur 

or I’ve 

heard of it 

happening 

Not likely to 

occur 

Practically 

Impossible 

(Daily) (Weekly) (Monthly) (Yearly) (Decade) 

5 

Fatality 

Damage $2-5 million 

Very High ongoing product out of 

specification 

Adverse national media impact 

Permanent local environmental damage 

CRITICAL 

(25) 

CRITICAL 

(24) 

CRITICAL 

(22) 

CRITICAL 

(19) 
HIGH (15) 

4 

Permanent disability or ill health 

$1-2 million loss 

High product out of specification 

Adverse provincial media impact 

Non-permanent environmental damage 

CRITICAL 

(23) 

CRITICAL 

(21) 

CRITICAL 

(18) 
HIGH (14) HIGH (10) 

3 

Serious but non-permanent injury or ill 

health 

damage $500 000 – $1 million 

Large deviation outside control limits 

Adverse local media impact 

Adverse effects on the environment 

CRITICAL 

(20) 
HIGH (17) HIGH (13) MEDIUM (9) 

MEDIUM 

(6) 

2 

Medical attention needed 

Damage $100 000 - $500 000 

Significant deviation outside control limits 

General site awareness 

Off-site emission but no damage 

HIGH (16) HIGH (12) MEDIUM (8) LOW (5) LOW (3) 

1 

Minor cuts & bruises or sickness 

Short loss of production or loss > $100 000 

Minor increased variation 

Localized site awareness 

Minor Damage 

HIGH (11) MEDIUM (7) LOW (4) LOW (2) LOW(1) 
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Process Hazard Review / Job Hazard Assessment 

• Assemble the appropriate competent workplace parties and people to develop the hazard 

assessment. Appropriate parties are typically those who have experience in the work and can 

provide informed suggestions on identification and mitigation. 

• Tour the entire operation / worksite or review the task / action 

• Look for possible hazards originating from the environment, material, equipment, material, 

equipment, and people. 

• Keep asking “What if”. 

• Mark on a checklist all items that need attention  

• Review the finding with the supervisor/worker and solicit their input for control measures 

• Rank (prioritize) the items based on severity - Critical tasks/jobs are first to be analyzed. This is 

to be done by using the risk matrix.  

• Take corrective action and make recommendations for the control hazards (i.e. safe work 

practices and safe job procedures, rules, engineering and administrative controls, and personal 

protective equipment, etc.) 

• Monitor and follow up to ensure corrective action is taken. This is especially important as it is 

possible that a control measure implemented caused a new issue or problem.  

 

Field Level Risk Assessment 

• At the start of the shift, assess the work area and identify any risk that might have been missed 

on the JHA or PHR, if applicable.  

• Assess the hazards and identify the control methods that will be use to mitigate the hazards.  

• Document this in the FLHA document 

• Take the time to review the FLHA checklists to assist in identifying other possible issues on site.  

 

Good Practices to Avoid Creating Workplace Hazards 

• Prior to starting work, take a few moments to evaluate the work area and work activity for 

potential health and /or safety hazards that may affect workers.  

• Maintain good housekeeping standards   

• Inspect tools, vehicles and equipment prior to use   

• Maintain protective equipment in good clean condition   

• Follow established procedures, and do not take shortcuts  

• Review the Hazard Assessment with the affected workers before commencing work operations 

(weather changes, work process changes, new workers on site, introduction of chemicals in to 

the work process, etc.) 

• Report any health and /or safety hazard(s) that had not previously been included and/or 

incidents as soon as possible. 
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Risk Management 

 

The need for risk management and risk communication processes is common in every organization. The 

objective of risk management is to ensure significant risks are identified and that appropriate and timely 

action is taken to minimize as much as is reasonably achievable. 

 

The four main elements of risk management are: risk identification and measurement, risk analysis, risk 

assessment, and risk control. 

 

What is Risk Management?  

 

Risk management ensures that an organization identifies and understands the risks to which it is 

exposed. Risk management is a tool to create and implement an effective plan to prevent losses or 

reduce the impact if a loss occurs. 

 

A risk management plan includes strategies and techniques for recognizing and confronting these 

threats. Good risk management is not necessarily expensive or time consuming; it may be as 

uncomplicated as answering these three questions: 

 

1. What can go wrong? 

2. What is the likelihood or probability that it will go wrong? 

3. What are the consequences (severity) if it does go wrong? 

 

Benefits to Risk Management 

 

The benefits of risk management cannot be overstated. Risk management provides a clear and 

structured approach to identifying risks. Having a clear understanding of all risks will help measure and 

prioritize the appropriate actions to reduce losses. Risk management has other benefits including: 

 

• Saving resources: time, assets, income, property and people are a valuable resource that can be 

saved if fewer claims occur 

• Protecting the reputation and public image of the company 

• Preventing or reducing legal liability and increasing the stability of operations 

• Protecting people from harm 

• Protecting the environment  

• Enhancing the ability to prepare for various circumstances  

• Reducing liabilities 

 

The ability to anticipate and respond to any potential loss should be a key objective in our day-to –day 

activities. The major benefits are to: 

 

1. Reduce injuries and accidents  

2. Minimize the effects of claims on our organization  



 

 
Hazardous Condition/Act Reporting Policy 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 1 3  -  P a g e  8 | 8 
 

3. Provide information for legal defense  

4. Stabilize and reduce the long-term costs of insurance 

 

Risk Management Process 

 

Risk Management follows a similar process than that of hazard identification and control. The steps 

include: 

• Planning 

• Identification  

• Evaluation 

• Control 

• Prevention / Minimization 

• Review and Updates 

 

Both hazard assessment and control & risk assessment and management are focused on reducing losses. 

The focus of hazard assessment and control is limiting bodily harm, property damage and other financial 

losses. 

 

Risk management has a broader view and attempts to limit losses associated with bodily harm, property 

damage, employee relations, financial, liability, or other types of losses. 

 

Accidents occur because of unsafe practices (human errors or decisions to errors) and unsafe conditions 

(or situational aspects of the workplace). The goal is to reduce harm to its lowest possible level and the 

by conducting risk and hazards assessment, Centis Tile and Terrazzo ensures a safe and healthy 

workplace for all its workers.  

 

Measurement:  The success of this program will be measured by reviewing the dates and compliance 

elements of the hazardous conditions reporting. 

 

Enforcement:  As per the above, supervisors and Health and Safety Coordinator can initiate the 

discipline process if a worker has willfully created the hazardous condition/act. 

 

 

 

 
 

   
 
 
 
   

  May 2022 
  Date 
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HAZARDOUS CONDITION/ACT REPORTING FORM 

 

Name of Person Making Report:_____________________________________________ 

Date: (D,M,Y):                         Time:                                  Site Location: 

 

TO BE COMPLETED BY THE WORKER MAKING THE REPORT 

Hazardous Condition/Act Description: 

(Please state what the condition or Act is that you believe poses a threat.  Please be specific with respect 

to the situation.  If equipment is involved please provide equipment identification information, location, 

nature of concern.  If another worker or supervisors acts are of concern please indicate the individual, 

location, and nature of concern. 

 

Hazardous Condition(s):  

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________  

Hazardous Act(s): 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________ 

 

Hazard Classification 

Please indicate with a check mark in the appropriate Box. 

                                                                                                     Indicate Rating Here 

Major Immediate threat of serious injury or fatality 

and/or non-repairable property damage 

□ 

Moderate Potential for disabling injury that could 

result in lost time or medical aid and/or 

significant property damage 

□ 

Minor Small risk of injury requiring first aid and /or 

minor amount of property damage 

□ 

 

TO BE COMPLETED BY THE SUPERVISOR 

Immediate Response to Hazardous Report: (what was your first reaction upon hearing this concern from 

this worker? What did you do?) 
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Final Resolution Achieved:(What further steps did you take ie call to Mechanic, Discipline, Reinstruction, 

Contact next direct report for assistance, lock out etc) 

 

 

 

 

 

 

 

 

 

 

To be completed by the Supervisor 

If the hazardous condition(s) or act(s) cannot be addressed by shift end please advise what steps have 

been take to control these risks until such time as the appropriate measures can be taken.   (ie new 

brakes must be ordered, defective guard replaced etc termination letter to be prepared) 

 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____ 

 

When will this task be completed and Who will be responsible for completing this task? 

(Keep in mind 21 day response limitations) 

Name:_________________________________________________________________  

Date:__________________________________________________________________ 

 

Supervisor Signature:__________________________________   Date:______________ 

 

The worker or workers are satisfied with the above steps and signifies this by signing below 

 

Worker Signature:____________________________________   Date:______________  

 

Worker Signature:____________________________________   Date:______________  

 

Worker Signature:____________________________________   Date:______________  

 

Worker Signature:____________________________________   Date:______________  

 

Worker Signature:____________________________________   Date:______________  
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Health and Safety Coordinator Comments on Hazardous Conditions/Act report and response: 

 

 

 

Safety Coordinator Signature__________________________ Date_______________  

 

NOTE; IF THIS WAS A NEAR MISS ACCIDENT THE SUPERVISOR MUST COMPLETE THE INCIDENT REVIEW 

FORM. 

 

NOTE:  The worker should always be clear that he is reporting a hazardous condition or act and not 

initiating a work refusal.  The supervisor must clarify this with the worker.  If work refusal, contact the 

Health and Safety Representative immediately and the Health and Safety Coordinator. 

 

Once completed in full, Copies of this report go to: 

 

 Supervisor 

 Health and Safety Coordinator 

 Safety Notice Board 
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Incident, Injury, and Illness Reporting Policy 

 

Scope:  

This policy will impact every employee of Centis including Senior Management as even management is 

workers under the Act. 

 

Definition: 

Incident: for the purpose of this policy, an incident, in the context of occupational health and safety, is 

an unintended event that disturbs normal operations. It is defined an incident as "an unplanned, 

undesired event that adversely affects completion of a task." Incidents range in severity from near 

misses to fatal accidents. 

 

Injury and Illness Reporting Definitions 

Injury / Illness - The WSIB defines an Injury / Illness as  

a) a willful and intentional act, not being the act of the worker, 

b) a chance event occasioned by a physical or natural cause 

c) and disablement arising out of and in the course of employment 

For purposes of illness the Workplace Safety Insurance Act defines this is an  

 

Occupational Illness such as: 

a) an Illness resulting from exposure to a substance relating to a particular process, trade or 

occupation in an industry 

b) an Illness peculiar to or characteristic of a particular industrial process, trade or occupation 

c) a medical condition that in the opinion of the Board requires a worker to be removed either 

temporarily or permanently from exposure to a substance because the condition may be a 

precursor to an occupational Illness , or 

d) an Illness mentioned in Schedule 3 or 4 of the WSIA. 

 

The IAPA provides the following…” An Injury / Illness is an undesired effect that results in harm to 

people, damage to property, or loss in process.   An incident is an undesired event which under slightly 

different circumstances could have cause harm to people, damage to property or loss in a process.” 

 

The Law:  

Section 21 of the Workplace Safety and Insurance Act and section 51-53 of the Occupational health and 

Safety Act and Section 8, 9. 10. and 11 of the Construction Regulations. 

 

Policy:   

Centis understands its responsibility to report all incidents, injuries, and illnesses resulting in medical 

attention to the Workplace Safety and Insurance Board and all injuries of a critical nature as defined by 

the OHSA to both the WSIB and the Ministry of Labour. We are committed to ensuring that these 

reports are filed to the WSIB within 3 days of learning that a worker has sought medical attention and to 

the WSIB and the MOL immediately upon awareness of a critical injury. Should a worker not seek 

medical aid but requires light work for more than 7 days or loses wages due to injury, this incident will 
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be reported to the WSIB.  Centis is committed to the Health and Safety of our workers and understands 

that delaying this process will only result in increased hardship and pain and suffering to the worker and 

will not allow the employer or the supervisor to adequately address the elements of prevention that are 

necessary to reduce or eliminate the risk of this incident occurring again.  We are committed to sharing 

this process with the Health and Safety Representative(s) for their assistance particularly during the 

prevention phase. All reported incidents, injuries, workplace illnesses will be investigated to prevent re-

occurance.  

 

Basic Reporting Time Frames: 

 

WSIA – Section 21 (1) an employer shall notify the Board within three days after learning of an Injury / 

Illness to a worker employed by him, her or it if the Injury / Illness necessitates health care or results in 

the worker not being able to earn full wages. 

 

OH&SA Section 51 (1) where a person is killed or critically injured from any cause at a workplace, the 

constructor, if any, and the employer shall notify, the committee, H&S Rep, and trade union, if any, 

immediately of the occurrence by telephone or other direct means, and the employer shall, within 48 

hours after the occurrence, send to a Director a written report of the circumstances of the occurrence 

containing such information and particulars as the regulations may prescribe. 

 

Responsibilities / Accountabilities: 

All workers     

 To report all Injury / Illness as soon as possible, where practicable, verbally to their supervisors. 

 In the case of first aid incidents that develop into medical aid, to report  to the supervisor 

immediately when medical attention has been sought 

 To maintain daily communication with the employer (specifically your supervisor who will 

communicate with management the details of your recovery) during recovery where possible to 

return to light duty as soon as medically cleared to do so. 

 To seek treatment for an Injury/Illness (first aid, health care). 

Workers will be held accountable for failing to report any injury as part of the Centis Discipline Process.  

Further if a worker fails to maintain ongoing communication with the employer as a result of an injury 

(during the period of his or her recovery), the Health and Safety Coordinator will advise the WSIB of  this 

concern and request their intervention  if required. 

 

All First Aid staff    

 To render First Aid in a timely manner and to ensure that the first aid treatment log is recorded 

appropriately. 

 Where necessary, accompany the worker to medical attention (ambulance escorts will not 

require this) 

First Aid staff will be expected to respond to all requests for assistance.  They will be held accountable 

by having their first aid status at Centis revoked should they not render assistance in a timely manner.  

They are accountable to the supervisors who will also initiate the discipline process should this become 

necessary.    
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All Supervisors  

 To ensure that the Injury / Illness investigation is conducted efficiently as per the process noted 

above and that you have initiated steps for follow up and prevention and that these are 

documented.  

 If Critical Injury that the Critical Injury Process has been followed precisely. 

 That the report is provided to the Safety Coordinator before shift end. 

 That you contact the injured worker as soon as possible post Injury / Illness to follow up on 

his/her condition and to make an offer of light work for such time as it may be medically 

reasonable for the worker to return. 

 

All Supervisors are accountable to Senior Management.  If any supervisor is aware  of an Injury / Illness 

but fails to report this Injury / Illness to the Health and Safety Coordinator this delays the benefit 

process for the worker and places the employer in a penalty charge with the WSIB.   If a worker suffers 

an Injury / Illness that requires medical attention and this is not reported it is considered a fraudulent 

act by the WSIB.  The supervisor who fails to provide this information to the employer (Health and 

Safety Coordinator and Senior Management Rep.) will be subject the disciplinary process. 

 

Health and Safety Coordinator 

 To ensure that contact is made with the worker as soon as possible to clarify any omissions on 

the report of Injury / Illness. 

 To report to the WSIB in a timely manner, within three days at the latest. 

 To ensure that if Critical Injury the Critical Injury process is followed. 

 To follow up with the worker to check on the workers condition and to reiterate the offer of 

light work if and when medically appropriate. 

 To conduct Injury / Illness analysis on a quarterly basis to assess for trends and work with 

management and Health and Safety reps towards prevention strategies. 

 

The Health and Safety Coordinator is accountable to the Senior Management Rep..  As this person is 

responsible for reporting to the WSIB, any delays in getting this information to them will be reviewed by 

the Senior Management for the nature of the delay.  If the H&S has been found to be remiss in providing 

this information in a timely manner as required by the WSIB, then this person will be held accountable 

through the disciplinary process. 

 

Employer 

 To ensure that all supervisors understand their roles and responsibilities in reporting Injury / 

Illnesss. 

 To Review quarterly Injury / Illness analysis and to respond to prevention recommendations. 
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 To work with the supervisors to respond to the suggestions for prevention on specific Injury / 

Illnesss. 

 To provide a safe and healthy working environment. 

 To implement safe work processes where Injury / Illness review indicates that these are 

required in addition to those identified as part of the management hazard assessment. 

 To provide first aid training on a regular basis to keep competencies current. 

 To ensure that corrective measures are put in place and maintained to prevent recurrance 

 

The Employer is held accountable by the WSIB through financial penalties for not reporting and 

potential criminal action. 

 

Training: Training for the investigation process is provided to all persons who will be required to 

investigate incidents, injuries or events. It is included in the supervisor training provided to new 

supervision, health and safety team members and is refreshed on a yearly basis. As part of this training, 

the full process is reviewed as well as all relevant legislative requirements tied to investigation, 

incidents, and injuries.   

 

Enforcement:  Any supervisor or worker failing to report an injury will be dealt with as per the company 

discipline process.  It is a serious criminal offence to withhold evidence of an injury and our timelines are 

critical to both the injured worker and the company in terms of prevention. 

 

Measurement:  All Injury / Illness and incidents will be analyzed by the Safety Coordinator as part of the 

quarterly analysis.  There is a component in that report that will assess delays in reporting.  This tool will 

measure the effectiveness of our program as it would appear to be a reliable indicator. 

  

 

Process/ Procedures: 

 

Should an accident at Centis occur the following process must be followed in all cases, keeping in mind 

that the injured workers welfare and treatment is the utmost priority: 

 

 

Medical Aid Process: 

 

1. Get to the scene as quickly as possible 

 

2. Assess the situation/risk and do not put yourself at risk or anyone else as well (provide protection 

from other hazards where possible) 

 

3. If Critical Injury move to Critical Injury Process 

 

4. If it is an injury, render first aid to the best of your abilities and qualifications and contact 

emergency services if required. If you are rendering first aid and you require emergency 
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assistance, ask someone to call 911 for you. That person should follow all instructions given to 

them by the EMS dispatcher. 

 

5. If the worker has minor injuries but requires medical aid from a health care professional he/she 

should not be sent to hospital on his/her own even if he/she reports to you that he/she feels that 

he/she can drive.  He/she may be in shock or have a delayed reaction.   

 

6. If immediate medical attention from an ambulance is not required, transport the worker to the 

nearest medical facility (his/her doctor, clinic or hospital) The first aider/driver is not to leave this 

worker until he/she is under medical care and will make themselves available to the worker upon 

discharge to return them home or to work as per the Doctors instructions. 

 

7. If and ambulance is required, it is the employer’s responsibility to pay for the cost of ambulance 

transport to the hospital for a work related injury if it is so required 

 

8. If the worker does not require medical aid but needs provisions from a first aid kit, ensure that the 

log is recorded and continue with the supervisory investigation.  Please consider that the worker 

should be cautioned by the first aid provider that open wounds, while they may seem innocent, 

can develop infection and that these should be watched closely.  If the worker suspects such he 

should seek medical attention and report this to his supervisor. 

 

9. Do not render medical that you are not qualified to deliver. Certain procedures are illegal and 

could potentially aggravate the situation/injury. Always comply with instructions given 

emergency/medical professionals. 

 

 

Investigation Process: (can be used for both medical and critical investigations) 

 

10. Look around you and consider what is obvious as leading factors to the cause of this accident (was 

it people, equipment, environment, materials, the process)? 

 

11. Obtain witness names and interview witnesses as soon as practical. Provide witnesses with 

statement forms to complete. This accident investigation is to be conducted by the supervisor on 

shift. Always try and take pictures and assess the scene and any equipment involved. If you cannot 

take a picture, try and provide a sketch or a drawing of the scene.  

 

12. Remind the witnesses that this is a fact finding activity and not a blame finding activity. We only 

want to know what they saw. 

 

13. Supervisor must contact Superintendent immediately to give them a preliminary report so that a 

form 7 can be started (if it is an injury). 
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14. The report should include the identification of the root cause of the occurrence.  Could the end 

result have been more significant? Fill out the report in full and if required complete the Incident 

Review. 

 

15. Please remember that you are completing a document that can be used in a Court of law.  

Subjective comments have no room here.  It is critical that you stick to the facts and report them 

as such. 

 

 

16. Where possible complete the incident report with the worker (if not causing them discomfort to 

do so.)  He/she is the most reliable source for details. We must ensure that we report accurately 

on his/her behalf to the WSIB.  

 

17. As part of the investigation, ensure that the injury is defined (ie was it a near miss, injury requiring 

medical care, injury requiring first aid only, environmental spill, etc..) This will allow Centis to 

better track injuries/accidents and better provide identification/protection in order to prevent 

reoccurrence.    

 

18. The supervisor is to complete the incident report form and forward it before shift end to Senior 

Management who shall forward it to the Senior Management Rep. within 24 hours. He/she will 

review the investigation form and submit it to the JHSC for review. 

 

 

19. JHSC will review the event in the next scheduled meeting and if required make a recommendation 

to management if management has not already acted. 

 

Centis ensures that the immediate investigation of all incidents and injuries including but not limited to 

fatalities, critical injuries, lost time, occupational illness, property damage, fire, and environmental 

release. A review of the reports will be conducted as per the Joint Health and Safety Committee Policy 

 

 

 
 
 

   
 
 
 
   

  May 2022 
  Date 
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INCIDENT DETAILS 

Date of 
Occurrence: 

 
Time of 
Occurrence: 

  AM PM 

Location where even occurred: 
 

City / Nearest Town / General Area: 
 

Brief Description of Incident: 
 

TYPE OF INCIDENT 
Accident:  Type of Injury: Near Miss: 

 Injury 
 Illness 

 FAI  
 MTI 
 LTI 

 Regular 
 High Potential 

Environmental Property Damage General Incident 

 Under 100L 
 Over 100L 

 < $1,000 
 < $25,000 
 > $25,000 

 Other 

EMPLOYEE INFORMATION 
Last Name: 
 

First Name: 
 

Occupation / Job Title: 
 

Union: 
 

Address: 
 

Experience at Occupation / Work Involved: 
 

City: 
 

Province: 
 

Postal Code: 
 

Immediate Supervisor: 
 

Home Telephone: 
 

Date of Birth: 
 

Age: 
 

Date Hired: 
 

 
 INJURY INFORMATION  N/A 

What part(s) of body injured? 
Choose an item.  
List Additional:  

What is the nature of the injury or illness? 
Choose an item. 
List Additional: 

Critical or Fatal 
Injury?  

 Yes   No 

Repeat Incident for 
worker? 

 Yes  No  
If yes, describe: 

Who was the indent first reported to? What time? 

Length of 
Service: 

Avg. Shift Hours: Limitations: 
 Yes   

No 

Modified Work 
Offered?  Yes   

No 

Modified Accepted? 
 Yes   No 

 
 EQUIPMENT / VEHICLE / PROPERTY DAMAGE INFORMATION  N/A 

Items Damaged Owner Unit # Extent of Damage (explain fully) ($) 
 Centis 

Other 
   

 Centis 
OTHER 

   

 
SPILL / ACCIDENTAL RELEASE INFORMATION  N/A 



 

 
Incident Report Form 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

 

  T a b  # 1 4  -  P a g e  2 | 3 

 

Substance 
Qty 

Released 
Source of 
Release 

Duration of 
Release 

Contaminated 
Substance 

Total Qty of 
Contaminates 

  Choose an 
item 

Choose an 
item 

  

  Choose an 
item. 

Choose an 
item. 

  

Adverse impacts of spill / release:  
DETAILED INFORMATION 

Describe IN DETAIL what happened to cause this incident. You must fully describe what the worker was doing leading up to AND 
at the time of the incident. Please include as much detail as possible. Also describe what tools, equipment, materials, etc. the 
worker was using (including their condition). State any other contributing factors such as work area, working surface, weather, 
other person, etc. Use details such as approximate weights, size, distance or other units of measure. 

 
 
 
 
 
 
 
 
 
 

 General Incident Info  Near Miss Info  High Potential Near Miss Info 
Was the worker performing any tasks that were not part of their 
regular duties? 

 Yes  No 

If yes, describe: 

 
INCIDENT CAUSES 

Based on the information provided, what was the immediate cause and root cause of 
the incident? 
Immediate Cause(s) 
Choose an item. 
Choose an item. 
Choose an item. 

Root Cause(s) 
Choose an item. 
Choose an item. 
Choose an item. 

Immediate Cause description (if other) Root Cause description (if other) 
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PREVENTION AND CORRECTIVE ACTIONS 

Immediate Actions: 
List the immediate actions that were taken in order to stop or contain incident (ie secured scene, sent worker for drug test, etc…) 
 

Corrective Actions: 
list all actions that were or will be taken to correct the immediate cause(s) and root cause(s) (each listed immediate cause / root 
cause must be listed below and corrective measures identified) 

# 
Action 
Item 

Corrective 
Measure 

Target 
Completion 

Responsible 

1     
2     
3     
4     

INCIDENT CLOSE OUT 
Conclusion: 
 
 
 
 
 
 
 
  
Report Completed by: 
 

Date: 
 

Supportive Documentation Included 

 Witness 
Statements  Pictures  FLHA Cards  

Pre Use 
Verification  Certifications 

 Policy / Process  
Work Order / 
Purchase Order  Drug Test  Medical Report  Other: 

 
MANAGEMENT REVIEW 

Report Reviewed by: 
 

Position: 
 

Comments: 
 
 
 
 
Signature: Date: 
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CRITICAL INJURY GUIDE 

 

In the event of a critical Injury the following process must be adhered to: 

  

R.R.O. , 1990, REG 834 of the Occupational Health and Safety Act and Regulations for Construction 

Projects defines a Critical Injury as being an injury of a serious nature that; 

A) places life in jeopardy 

B) results in unconsciousness 

C) results in substantial blood loss 

D) involves the fracture of an arm or leg but not a finger or toe 

E) involves the amputation of an arm, leg, hand or foot but not a finger or a toe 

F) involves burns to a major portion of the body 

G) results in loss of sight in an eye 

 

IF a serious injury occurs that meets the above criteria: 

1) assess the situation and do not put yourself at risk 

2) arrange assistance (medical, emergency transportation- 911) 

3) secure the site (do not tamper with the scene or move evidence) 

4) lock out equipment or machinery 

         5a) notify 

a) The company Senior Management  

b) The Ministry of Labour  

c) The Health and Safety Coordinator  

d) The Health and Safety Representative on site 

         5b) designate a management official to act as the MOL contact person       

6) provide full co-operation to the MOL inspector 

7) record comments, tests, measurements and photographs 

       8)    copy and retain all statements given to the inspector 

9) PREPARE and send a complete report to the MOL within 48 hours 

 

The report to the MOL must include the following: 

i. name and address of employer 

ii. details of the incident and the injury sustained 

iii. description of equipment and machinery involved (photos are helpful) 

iv. time and place of occurrence 

v. name and address of the injured 

vi. names and addresses of witnesses 

vii. names and address of treating physician 
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In the unlikely event that a critical injury does occur it is expected that the supervisor on site at the 

scene will follow the above steps.  Senior Management will make arrangements to contact the family to 

offer support and advice of the situation.   If necessary arrangements will be offered to the family for 

transport to the hospital.  

 

 

 
   
 
 
 
   

  May 2022 
  Date 

 
 



 

 
First Aid Policy 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 1 4  -  P a g e  1 | 3 

 

Purpose:  

The purpose of this procedure is to ensure that any person at any Centis worksite who is in need of 

Emergency First Aid Treatment will receive such treatment promptly and efficiently from a Certified and 

qualified person. 

 

Scope:  

Centis will endeavour to ensure that all worksites have certified and qualified first aid trained staff who 

are readily available on site, as well as sufficient first aid boxes/supplies in the workplace at all times, as 

required under the Workplace Safety and Insurance Board (WSIB) Regulation 1101 First Aid Regulations.   

 

Definitions: 

First Aid – The care provided for, but not limited to: cleaning minor cutes, scrapes or scratches, treating a 

minor burn, applying bandages and/or dressings, cold compress, cold pack, ice bag, splint, changing a 

bandage or a dressing, temporary splinting during transport, simple splinter removal or blister drainage, 

adhesive bandages or wound closures, non-rigid splints, eye irrigation for a foreign body, and/or the use 

of eye patches or finger guards. 

 

Responsibilities: 

Project Manager/ Supervisors 

Project Managers/Supervisors are responsible for the development, review, implementation and 

enforcement of this procedure.  Specific Project Manager/Supervisor responsibilities pertaining to this 

procedure are as follows: 

• In the case of personal injury, ensure that the injured employee(s) receive immediate and 

appropriate first aid and/or medical care; 

• If trained in First Aid/CPR, provide continuous care to injured employees in non-emergency and 

emergency situations; 

• Ensure that employees are trained in First Aid/CPR by an approved provider; 

• Ensure there is a certified first aider on every jobsite; 

• Ensure adequate first aid boxes and supplies are both available and accessible; 

• Ensure employees are trained in this procedure; 

• Ensure legal reporting requirements for critical injuries are followed (this involves immediate 

communication with the Ministry of Labour and a report to be provided within 48 hours of the 

incident occurring).  At the time of the incident, it is important to avoid disturbing the scene 

unless there is a need to relieve human suffering.  The work must stop and the scene must be 

secured until it has been investigated and permission is provided by an inspector; and, 

• Ensure appropriate paperwork and correspondence are provided to the Workplace Safety & 

Insurance Board (WSIB) within 3 business days of the incident or upon first becoming aware of 

any incident that causes injury which results in medical care or Lost Time. 
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Employees 

All employees, contractors and sub-contractors must comply with the provisions outlined in this 

procedure.  All employees must seek first aid right away for any injury that occurs at work.  Specific 

employee responsibilities pertaining to this procedure are as follows: 

• In the case of personal injury, ensure that the injured employee(s) receive immediate and 

appropriate first aid and/or medical care; 

• If trained in First Aid/CPR, provide continuous care to injured employees in non-emergency and 

emergency situations; 

• Report any first aid received, given or witnessed to their Superintendent/Supervisor; 

• Complete the incident report in consultation with their Superintendent/Supervisor; and, 

• Complete the required WSIB paperwork. 

 

General procedures: 

All Centis sites must have the following items posted on at each worksite: 

• Form 82 WSIB poster; 

• Health & Safety at Work – “Prevention Starts Here” poster; and, 

• Valid First Aid Certificates of current holders of First Aid Certification (photocopies). 

 

All first aid boxes owned by Centis must be inspected monthly and a record of these inspections must be 

maintained.  Inspection cards must be available and used to record the date and initials of the person 

who inspected the first aid box/supplies (Note: This Regulation specifies the requirements for first aid 

boxes which is dependent on the type and size of the workforce).   

 

Ontario Regulation 1101, RRO 1990 – First Aid Requirements specifies that first aid boxes be in the charge 

of workers who hold valid first aid certificates. 

 

All incidents that require first aid must be reported to a supervisor and recorded in the First Aid Log 

Sheet.  Centis will keep an electronic database of all incidents including work-related injuries and illnesses.  

All incidents are to be documented as per the Incident Reporting Policy.  The information entered into the 

database will be used as for internal reporting, injury trending and any other means as required.  All 

personal information will be kept confidential.   

Emergency procedures: 

When any employee or contractor requires Emergency First Aid treatment at any of the Centis’ worksites 

a Certified First Aider will be present to provide a level of adequate care until Emergency Medical Services 

(EMS) arrive.  This will also apply to visitors who are members of the public and therefore not at work but 

who are in need of Emergency First Aid. 

 

The first person on the scene will, if trained in First Aid/CPR, take appropriate actions based on their level 

of training to assist injured persons if it is safe to do so.  Determine the need for EMS to be called. 
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Eye Wash Stations: 

Since no Canadian standard for the design or placement of eyewash stations or emergency showers 

exists, the American National Standards Institute (ANSI) Standard Z358.1-2009 “Emergency Eyewash and 

Shower Equipment” is generally used as a guide. 

 

Where an eye injury hazard such as chemicals, flying dirt and debris, and the risk of foreign objects are 

present, Centis will ensure that an adequate eye wash facility is provided or available.  Emergency eye 

wash stations must be clearly marked, visible, and maintained within a safe distance and kept clear of 

obstructions and dirt/debris. 

 

Training: 

Centis will ensure that an adequate number of workers at each worksite, shop and office are certified and 

qualified in First Aid & CPR.  Employee’s identified for First Aid/CPR training will be required to attend 

either on or off-site training at a service provider decided by Centis. The training will be conducted by a 

training agency recognized by the Board. The training will be refreshed at least every three years and 

should include: 

• Standard First Aid; and 

• Cardio pulmonary resuscitation (Level A) (minimum); 

• Automated External Defibrillation (AED) 

 

 
 

   
 
 
 
   

  May 2022 
  Date 
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Early and Safe Return to Work Program 

 

PREAMBLE:  Section 40(3) of the WSIA states that ”employers primarily engaged in construction and 

worker who perform construction work shall co-operate in a workers early and safe return to work and 

shall do so in accordance with such requirements as may be prescribed.”  Subsections (1) and (2) do not 

apply with respect to those employers and workers. 

 

Subsections (1) and (2) of Section 40 of the WSIA relate to employers and workers Early and Safe Return 

to Work obligations.  Having referenced that document it is important to note that the WSIA is currently 

consulting with employer/worker groups from the construction industry in order to consider new 

regulations for the management of Construction Industry Early and Safe Return to Work requirements.  

In order to ensure ongoing legislative compliance, the Health and Safety Coordinator will continually 

monitor the WSIB website to obtain information if the Boards’ position changes (and subsequently if the 

WSIA changes) with respect to this process.  If changes do occur, the Senior Management Rep. will be 

responsible for the update and revision of this program. 

 

Scope:  This program affects all full time and part time workers during normal operational seasonal time 

frames. 

 

Program:  Centis supports the concept of an early and safe return to work when medically appropriate. 

Centis will make every reasonable attempt to assist in the rehabilitation of its workers by providing 

meaningful modified/transitional work whenever and wherever possible.  Where possible, this modified 

work/ transitional work will be provided at no wage loss to the worker. 

 

For a period of 6 to 8 weeks following a workplace injury or illness, Centis will make every effort to 

provide suitable modified work within functional abilities. 

 

For a longer period of time, as may be medically required, the Health and Safety Coordinator, along with 

Senior Management, will consult to determine whether an extension of the program is beneficial to the 

expected long term recovery of the worker and if the company has sustainable work to accommodate 

the worker further, noting the seasonal nature of this industry. 

 

Regular updated medical reports that provide functional abilities information, along with modified work 

plans, and dialogue with the worker and the WSIB will be necessary to review the worker’s level of 

ability and continued availability of suitable work during this program.  Extension of the program will be 

determined on the basis of these reports and the likelihood of additional accommodations allowing this 

worker to return to pre accident employment.  The duration of the extension will be at the discretion of 

the employer with consideration given to the worker’s needs, the collective bargaining unit and the 

availability of sustainable, meaningful work. 
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The purpose of this Return to Work (RTW) policy is: 

a) to provide for the early and safe return to work of injured employees 

b) to provide meaningful employment for employees who are may be impaired due to an 

injury in the workplace 

c) to assist the worker to regain his/her ability to perform the essential duties of their pre-

injury job 

 

Roles and Responsibilities: 

 

Worker:  As part of the Workplace Safety and Insurance Act (Section 40(2)(a-d) the worker is expected 

to cooperate with an early and safe return to work by: 

a)   contacting the employer as soon as possible after injury and maintaining weekly telephone 

contact with the assigned supervisor throughout the period of recovery assisting the employer 

to identify suitable employment that is available and within functional abilities and, when 

possible, restores earnings level; 

b)   providing information to the WSIB as requested by the WSIB about his return to work; 

c)   providing the WSIB with other information that they may require. 

d)   attending medical appointments  

 

 

As Part of the Centis Early and Safe Return to Work Program the expectations of the worker are as 

follows: 

 

1. Get proper medical treatment immediately following a work-related injury or illness and follow 

the recommendations of the health care providers.  

2. Report the injury to the employer as soon as possible with the FUNCTIONAL ABILITIES FORM.  

Stay in contact with the employer throughout the recovery, to keep the company informed 

about the progress and status.  

3. Give his/her WSIB case manager or WSIB nurse consultant any information requested 

concerning his/her return to work.  

4. Report any significant change in his/her medical condition or income that may affect his/her 

benefits immediately to the assigned supervisor. The employee must report any material change 

in his/her status within 10 days of the change occurring. Significant changes include: returning 

to work, beginning to receive other income or government benefits and/or significant changes 

in his/her medical condition 

5. Co-operate with the employer and the WSIB in his/her early and safe return to work. 

 

Accountabilities:  Workers who fail to uphold their responsibilities are subject to action by the 

Workplace Safety and Insurance Board for possible non-compliance.   

 

Supervisor:  Once a worker has been injured, the supervisor is responsible for investigating the accident 

to work towards prevention.  Once this has been completed the supervisor must make an immediate 

offer of light work to the worker.  Although the supervisor may not have a Functional Abilities Form at 
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the time, there are reasonable precautions to be considered for most types of injury. 

 

Once the worker has provided medical documentation to support his functional abilities and has 

accepted the offer of work, the supervisor must, together with the worker, develop a modified work 

plan that will allow for work that is WITHIN THE WORKERS FUNCTIONAL ABILITIES.  The supervisor must 

keep in mind that the work needs to be meaningful, within precautions and available to the worker.  The 

Health and Safety Coordinator must be contacted at this point and advised of the development of the 

Modified or Early and Safe Return to Work Plan.  The Coordinator can and will provide assistance and 

will manage the program with the Supervisor. 

Once a signed plan is completed, PRIOR to the worker performing the work, the document will be given 

or faxed to the Health and Safety Coordinator who will review it to ensure that the work is appropriate.   

 

The supervisor will be responsible for checking in with the worker during the course of the program on a 

daily basis and for providing ESRTW Plans on a weekly or bi weekly basis, depending on the period of 

time authorized by the Functional Abilities Form.  The supervisor will ensure that all forms are given to 

the Health and Safety Coordinator.  IF at any time the worker reports difficulty with his program, 

develop new tasks that he feels more comfortable with and advise the Health and Safety Coordinator 

immediately who will work with the worker, the treating physician and the WSIB to determine if the 

worker requires additional treatment and perhaps lost time or if the worker’s plan needs to be adjusted. 

 

Responsibilities and procedures: 

 

The employer/employer representative is required to: 

1. Report the injury to the WSIB  

2. Document any medical concerns and first aid treatment. Supervisor and Health and Safety Rep 

to complete accident investigation report. 

3. If the worker requires more than first aid, the worker is sent for medical treatment and provided 

with a FUNCTIONAL ABILITIES FORM and an offer of at least sedentary duties in writing. 

4. Stay in regular contact with the employee throughout the recovery. For example, a telephone 

call once a week, that should be recorded on paper (such as the date, time and topic) and kept 

in the employees file with the medical documentation. 

5. When the doctor or worker returns the FUNCTIONAL ABILITIES FORM, meet with the worker 

and anyone else in the company involved in the return to work process and discuss suitable 

work to match restrictions provided. 

6. Compare the Functional Abilities with the physical requirements (essential duties) of the pre-

accident job. Modify the pre-accident job to the functional abilities if possible or necessary. 

7. If it’s not possible to modify pre-accident job to worker’s abilities, then find other suitable work 

within his/her functional abilities. 

8. Attempt to provide the employee with suitable work. This is work that:  

• Is safe and within his/her physical capabilities   

• The employee has the skills to do or that can learn the skills to do   

• Restores his/her pre-injury earnings as much as possible  

9. Give the WSIB any information requested about the employees return to work.  
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The Supervisor must advise the Coordinator immediately as soon as the worker has been cleared to 

regular duties. 

 

Accountability:  Supervisors are accountable to the Senior Management Rep. IF supervisors do not 

provide the necessary documentation and make an offer of light work and manage the light work, they 

will be subject to progressive discipline with Centis.  This is due to the fact that we must ensure we 

always have adequate documentation to provide to the WSIB, when requested, and to ensure that we 

meet the needs of the WSIA. 

 

Health and Safety Coordinator:  The Health and Safety Coordinator will provide ongoing support to both 

the worker and the supervisor during the course of the program. 

 

The Coordinator will be responsible, upon receiving confirmation from the supervisor, that modified 

work has been offered and to relay this information to the WSIB.  This information must include the 

details of the offer (what type of work has been offered and the worker’s response to the offer) and 

information confirming the workers earnings.  

 

The Coordinator will review the plans on a weekly basis to ensure the appropriateness of the work and 

to measure the success of the program, and will stay in close touch with the supervisor, the worker and 

the WSIB during this time frame. 

 

Upon completion of the program, and once the worker has been cleared to regular duty, the 

Coordinator will be responsible for advising the WSIB of this return as soon as possible. 

 

Accountability:  If the H&S Coordinator fails to provide the necessary documentation or information to 

the WSIB when requested, the employer faces potential penalties and the worker may deal with delays 

in his or her claim.  As such, the H&S Coordinator will be held accountable to the Senior Management 

Rep. and will be subject to the disciplinary process for failing to comply with this process. 

The WSIB: 

1. Will help the employee understand :  

• What to expect through the Return to Work (RTW) process  

• What the employee and employer are expected to do  

• His/her rights and obligations  

• Who to ask for help 

2. Monitor his/her activity, progress, and cooperation between the employee and the employer 

throughout the RTW process.  

3. Obtain and clarify functional abilities information.  

4. Assess the need for Work Reintegration services if return to work is unlikely.  

5. Help resolve difficulties and disputes through the process.  
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6. Provide ergonomic and/or mediation services, and/or site visits to help the employee and the 

employer through the process.  

7. Make decisions on all claim-related and compliance issues.  

 

Senior Management:  Senior Management will meet with the Health and Safety Coordinator in those 

situations where the modified work is required for longer than the 6 to 8 week program timeframe to 

determine if additional accommodations can be provided should the seasonal nature of the work 

become a factor.  Other elements that could affect this work are the ongoing availability of lighter work 

in this moderate/heavy work industry.  Every reasonable attempt will be made to accommodate. 

 

Health Care Providers:  The Physician (chiropractor or physiotherapist) are expected to provide ongoing 

medical documentation pertaining to functional abilities so that the employer is able to provide 

accommodated work.  The health care provider is also to provide detailed information to the WSIB with 

respect to specific medical findings.  The employer is only entitled to receive information pertaining to 

functional abilities from this individual unless the worker has agreed to the release of additional 

information and has provided signed written consent. 

 

Co-Workers: Co-Workers can play an important role in the RTW process. The role of the co-worker 

becomes more prominent once the injured worker returns to work. They can help ensure that the 

workers return goes smoothly on a day to day basis. Co-worker relations play an important role in the 

RTW process.  

 

Enforcement:  The Health and Safety Coordinator will monitor the worker’s progress and communicate 

with the WSIB.  The Coordinator will review the modified/ESRTW plans and, if the supervisor is not 

providing these plans, the Coordinator will discuss discipline with Senior Management in those cases.   IF 

the worker is not cooperating with the plan, doing work that is outside his precautions or not doing the 

work, or not providing the required information, the Coordinator will seek support and intervention 

through the WSIB in this matter. 
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  Date 
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Modified Work Offer Form 
 
 
 

Employee Name:  

 

 

Date (dd/mm/yyyy):  

 

 

Our approach to modified work is designed to enable a return to work for an employee who has 

suffered an injury in the course of their employment. In keeping with our policy to consider suitable 

employment for any Employee unable to perform their regular duties, we are offering the following 

Modified Work: 

 

 

Temporary Work Restriction / Limitation:  

 

 

 

 

 

Description of Modified Work: 

 

 

 

Duties will Commence : Effective Date: End Date: 

  

Hours of Work will be: Start Time End Time: 

  

Rate of Pay: You will receive your regular base hourly rate.  

  

Location:  

  

Your Supervisor will be:  
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We will continually review your progress and revise the modified work arrangement as necessary. 

During the course of this modified work, it is your responsibility to report any difficulties to your 

Supervisor / Manager immediately.  It is also important to provide ongoing/updated medical 

information which pertains to your abilities / limitations in order to achieve the best possible outcome 

for your recovery.   

 

 

Offer Accepted:   

 

 

 Employee’s Signature 

Offer Not Accepted:   

 

 

 Employee’s Signature 

Reasons for Refusal:  

 

 

  

 

Supervisor / Manager Name (Please Print)  Supervisor / Manager Signature 
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Centis - Emergency Contact List 

 

For any work related Accidents or Injuries take care of the employee first then call 

 

Sudbury 

Fire, Ambulance, Police………………………………………………..911 

911 is the number of choice for all emergency needs.   

Non-emergency numbers for police, fire and ambulance administration are noted below. 

 

Sudbury Area                                                                                                         After Hours 

Fire 705.855-9062 911 

Ambulance 705.674-4455 911 

Police 705.675-9171 911 

Ministry of Labour 705.564-7400 1-800-268-6060 

Environmental Emergencies 416.346-1971 24 hours 

Min of Environment / Sudbury Office 705.564-3237 1-800-268-6060 

Sudbury Hydro Emergencies 705.675-7536 24 hours 

Hydro One Emergencies and Outages 800.434-1235 24 hours 

Sudbury Natural Gas Emergencies 877.969-0999 24 hours 

Bell Telephone       310-2355 8:00 – 5:00 or 

611 

INTERNAL CONTACT NUMBERS  Cell # 

Dennis Centis 705-673-5213  

Robert Centis 705-673-5213  

Angela Adams (Acclaim) 705-675-2400 

ext 3236 

705-669-9047 

Sebastien Gervais (Acclaim) 705-675-2400  705-929-5785 
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Centis Emergency Evacuation Plan 

 

The majority of work conducted by Centis is done out of the office. Due to the nature of the work, the 

work sites may vary from job to job and unforeseen potential emergencies can develop.  As such, when 

setting up at a project site, once the PHR (process hazard review) has been completed, (if required) an 

Emergency Evacuation Plan for that site will be created.  These cannot be done ahead of time as the 

unforeseen potential emergencies that are likely to occur cannot be anticipated depending on the site 

(i.e. hospital, mine, local prison, chemical plant, etc).  

 

What are some threats that could result in the Need for Emergency Evacuation? 

Indoor Staff Potential Threats 

 The shops do have containment facilities for gas and propane that could ignite. 

 Hazardous material could start a fire inside the shops.  

 Offices are at risk of fire due to electrical hazards that may develop. 

 Office staff could be at minor risk due to burglary.  

 Potential for workplace violence. 

 

Outdoor Staff Potential Threats 

 Outdoor crews have the potential of being struck by irate drivers or perhaps being physically 

assaulted. 

 Outdoor crews have the potential for suffering heat related illnesses during heat waves. 

 Leaks from storage containment could cause environmental and fire hazards. 

 

Potential Threats from General Construction Sites 

At construction sites there are many potential threats, in general, to consider such as the following: 

 Third Party Hazards (violence from irate public) 

 Explosions  

 Fires 

 Structure Collapses 

 Fumes from escaped gases 

 

Exits and Evacuation Routes - Offices and Shops: 

From office and shops, all employees are to evacuate using the nearest available safe exit. Each office 

has more than one exit and each employee must make themselves familiar with them. 

 

NOTE:  Should an exit be blocked by fire, workers are to evacuate using the next nearest safe exit.  

Remember, in the case of fire, to stay low and to use extreme caution when opening a door (feel handle 

to measure for heat and potential for fire on other side).  
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Exits are to be kept free from congestion AT ALL TIMES. 

 

Exits and Evacuation Routes - On Sites: 

At project sites, in the event of an alarm warning of an explosion, or structure failure/fire, employees 

must vacate their equipment and shut the unit down.  They are to meet at a pre-arranged zone 

determined by the Foreman or Supervisor, depending on who is the most senior supervisor on duty at 

the job start. This location will be posted in the office trailer when available or the Supervisor’s vehicle 

when no trailer is being used. It will be accompanied by the Emergency Evacuation Plan. 

 

Safe Meeting Points for Shop and Office Locations: 

 

Sudbury – Office and Shop workers are to meet at the street entrance located at the front of the 

property.  

 

Sites: 

At project sites where Centis is not the General Contractor,  all employees are to be advised of the safe 

meeting point prior to project start by the Foreman or Supervisor and are to meet where designated by 

the General Contractor. 

 

Training:   

All employees will be given training on emergency evacuation as part of the Orientation Process.  In 

addition, while the office and shop locations are small, it is necessary to conduct timed evacuation drills.  

This will be done yearly under the coordination of the Health and Safety Coordinator and the Office 

Manager with assistance from the shop mechanic. The dates will not be announced prior to the drill in 

order for the H&S Coordinator to effectively measure response times. Speed of exit and clarity in 

determining exit routes and clarity in understanding meeting zones will be evaluated. 

 

Evacuation Procedure 

Steps to Follow: 

1. Once a fire has been detected and an alarm sounded or a call has been made for evacuation, all 

employees are to vacate the premises. 

2. The receptionist shall call 911. 

3. The office receptionist is to bring the employee sign in/out board and the emergency contact list 

and the MSDS/SDS book. 

4. In the case of a site emergency, all employees are to shut down and lock equipment and vacate 

immediately. 

5. Site Supervisor will bring worker attendance form. 

6. All employees are to meet at the pre-arranged safe meeting place at project sites. 

7. The Office Manager will do a head count of all staff to confirm all have evacuated. 

8. The senior management person on site will notify all Key Management as per the Emergency 

Contact List. 
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9. The same senior Management person will meet the emergency response unit as they arrive.  

This person must have knowledge of contents of the shop and any hazardous materials that may 

be on site.  

10. Once the site has been deemed clear to enter by the Emergency Response Unit (fire or police), 

the Senior Management Person on site will give the clearance to return to work. 

 

 

Responsibilites: 

All workers                 To sound alarm in case of emergency 

Receptionist / Office mgr To call 911, take employee attendance sheet, MSDS binder, emergency 

contact list 

Office Mgr                  To conduct head count 

Senior Mgr                 To call Emergency contact list numbers as required 

(Shop/Office)              To act as liaison with emergency response unit 

                                   To give all clear to enter after this action has been     

                                   approved by emergency personnel 

 

Site Supervisor:         To liaise with General Contractor and inform staff 

                                         of a safe meeting place in case of emergency 

                                  To bring employee list, MSDS/SDS sheets, and  

                                   Emergency contact list to a safe meeting place  

                                          and to contact those names on the contact list. 

                                   To develop list of hazards using PHR and posting        

                                         the Emergency Evacuation plan on site. 

 

H&S Coordinator        To coordinate timed fire drills yearly 

                                    To train workers on Emergency Evacuation 

                                    during orientation process.  

                                    To report any emergency related injury/illness to  

                                    WSIB and/or MOL as may be required 

                      

 
 
 

   
 
 
 
   

  May 2022 
  Date 
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Name of Project:  

Project Start Date:  

General Contractor (if applicable):  

Project Location:  

Pre-Construction Meeting Completed 

By: 

 

 

Hazards that could result in the need for Emergency Evacuation are noted as the following: 

 

Potential Emergency Hazard Resulting Emergency 

  

  

  

  

  

 

 

Safe Meeting Zone 

 

Supervisor has determined safe meeting zone as:  

Process: 

In the event of an emergency (fire, explosion, other disaster): 

1. All workers to proceed directly to safe meeting Zone. 

2. Supervisor to pull First Aid Kit, Serious Injury Kit, WHMIS documentation and emergency contact 

list and Employee list to safe meeting zone and is to commence call outs to those on the contact 

list. 

3. First aid is to be provided by trained first aid worker on site, if required. 

4. All operators to shut down equipment and ensure stored energy is drained (if possible). 

5. Supervisor to use cell phone to call for 911assistance if not at a site of a general contractor. 

6. If at a general contractor site, confirm with General that emergency assistance has been contacted. 

7. Return to work is only initiated by the most senior management on site and only after the all clear 

has been given by the Emergency Response Unit (ie. Fire Dept, police) 

 

Employee List for Workers Assigned to this Site (First column to be filled in at Job Start) 

Employee Name On Site at time of 

Emergency 

Offsite at Time of 

Emergency 

Accounted For 

    

    

    

    

    

 

               

Completed by:     Title:     Date 

To be provided to the Health & Safety Coordinator at Project Completion. 
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Emergency Equipment Process 

 

 

The Law:  The National Fire Code parts 6 & 7 requires that fire protection equipment shall be installed 

and inspected and maintained in every building in which there is a work place. 

 

Company Commitment:  Centis recognizes that, while the company will strive for excellence in safety, 

we must be prepared for all potential emergencies. 

For the protection of our workers the following emergency equipment is available and on site.  It is the 

company’s responsibility to ensure that this emergency equipment is kept in good working order and 

this will be included in the Health and Safety Reps’ monthly checks. Fire extinguishers will be inspected, 

charged, maintained and tagged by an outside Fire Protection provider. The following is a list of 

equipment: 

 

Inventory 

 

Location: Sudbury (including sites and equipment) 

Equipment Found 

Fire extinguishers Each supervisor vehicle 

First Aid Kits Each supervisor kit and 

Eye Wash Each supervisor vehicle 

 

 

Equipment Review/Selection 

 

The Fire Extinguishers will be inspected and charged by an outside provider as per the inspection tags 

on each unit.  This provider will also verify the appropriateness of the unit. 

 

The Health and Safety Reps will verify that the number of units are adequate and near processes that 

require appropriate fire suppression devices.  They will conduct an audit yearly or at time of process 

change (if any) to assess this need. 

 

Alarms/Smoke Detectors 

All alarms will be inspected by Senior Management to ensure that they are in working order.  This will be 

done twice yearly: at season start up and again at season close. 

 

Stretcher 

Stretcher will be kept in a secure location at the First Aid Station, as required by regulation 1101, at a 

site where more than 15 employees. The condition of the stretchers will be inspected as part of the 

Health and Safety Inspection and any damage will be reported to the Health and Safety Coordinator for 

replacement. 
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Eye Wash Stations and Hand Held Units 

Will be located in the shop where the greatest risk of exposed eye injury remains.  These will be 

inspected for cleanliness monthly by the Health and Safety Reps as part of their monthly inspections. 

 

Hand-held units will be kept in all supervisors’ vehicles on site and will be the responsibility of the 

supervisor for cleanliness and readiness.  The Health and Safety Reps will be checking these on their 

monthly Health and Safety Checks. 

 

Training 

 

Fire Extinguishers – The Fire Extinguishers will be demonstrated by the Supervisor to ensure that those 

in closest proximity to their location are able to discharge them appropriately.  This will be done once.  

From that point on the Health and Safety Coordinator will instruct employees at time of orientation. 

 

Eye Wash Stations and Hand Held Units 

The health and Safety Coordinator will train employees at time of orientation. 

 

 
 
 
 

   
 
 
 
   

  May 2022 
  Date 
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Training Requirements 

 

 

Centis has developed the following list of areas where training is required.  

 

Training  Requirements Legislation 

Health and Safety  Rep training One worker to be trained from 

each area. 

OH & SA 8(2) 8(11) 

Supervisory Training  Training to establish competent 

person 

OH&SA 25(2)(c) Regs 14(2) 

14(3) 

Accident Investigation Ensure that supervisors and 

Health and Safety Reps are 

trained to conduct 

Sections 8,9,10,11,12 of the 

Construction Regulations of 

the OH &SA  

 

Equipment Training  Competent person Construction Regulations 

94(1) 

Fall Protection Training in its use and adequate 

oral and written instruction 

(written records required) 

Construction Reg 26.2(1) 

Fire Safety Workers trained in safe use of a 

fire extinguisher 

Construction Reg 52(1.1) 

 

First Aid Standard first aid plus CPR, one 

worker for work crew of five or 

more 

Regulation 1101 Section 

8(2)9(2) and 10(2) of First Aid 

Regulations 

PPE 
Instruction in the use and 

maintenance of PPE 

Construction Reg 21(3) 

Propane Workers handling propane either 

IHSA propane in construction or 

Record of Training 

Propane Storage and 

Handling Reg 211/01 sections 

6 & 8 

Traffic Control Competent worker and adequate 

oral and written instructions 

Construction Regulations 

67(6) and 69(4) 

Vehicle Operation Competence to operate, proof of 

license and drivers abstract 

Construction Regulations 

96(1) 

WHMIS All workers exposed to hazardous 

materials 

OH&SA and WHMIS Reg 

RSO, 1990 and RRO 860 

amended Reg36/93 and RRO 

1990 Reg 834 

Transportation of Dangerous 

Goods 

Competent person who 

transports must receive formal 

training 

TDGA 1992 

Orientation Training Communicate H&S Policy and Centis New Hire/Promotion 
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Program and Orientation Policy 

Safe Operating Procedures  To provide written and oral 

instruction on safe operation 

Centis Requirements for 

equipment operators 

 

Heat Stress Training from a first aid provider 

on signs and symptoms 

Requirement of Centis Heat 

Stress Policy and Plan 

Safety Talks Ongoing Continuous Improvement in 

Health and Safety 

Strains/Sprains and Back Care Training from competent person Ministry of Labour new 

initiative to enforce under 

Section 25(2)(h) 

 

Further Training Elements Required by Centis: 

 

Initial Job Instruction 

 

Initial job instruction will be the responsibility of the immediate supervisor. This training will address 

each specific activity that the worker must perform and the supervisor or his designate is to provide this 

training. This individual must be a competent person. 

 

This training is to be given prior to commencement of actual work. 

 

This is a reference on the orientation checklist for new hires. Elements such as PPE to be considered, 

safe operating procedures, specific hazards and controls are all included in this process. The worker is to 

be provided with safe work/operating procedures as part of this training if his position has been deemed 

high risk. Throughout the orientation process the worker will be apprised of his right to refuse unsafe 

work and his right to participate in the Health and Safety Representation process. 

 

During the period of probation there will be an evaluation of the workers’ progress by the supervisor 

and a recommendation on confirming suitability will be made in writing by the supervisor to Senior 

Management. 

 

Planned Health and Safety Inspection/Health and Safety Representative: 

 

As part of the Health and Safety Representation Process and the Inspection Policy and Procedures, 

documents contained in the Health and Safety manual are guidelines for health and safety inspections. 

 

Health and Safety Representatives are required to attend training through the IHSA.  

 

The Health and Safety Coordinator will schedule this training and this training must be completed within 

two months of election as a Health and Safety Representative. Exceptions will only be made where 

scheduling needs to be postponed to coincide with other training (ie investigations) when financially 

more prudent.         
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The training will be evaluated by the worker and the effectiveness will be monitored by the Health and 

Safety Coordinator by reviewing the monthly inspection reports. Records of training will be recorded in 

the employee file.  

 

Injury/Incident Investigation 

 

Health and Safety Reps and Supervisors and Management who may be called upon to investigate any 

work related injuries or illnesses are required to partake in injury and incident investigation training. 

This process will include a review of the corporate policy on investigation and reporting 

incident/illnesses/accidents and will also entail a review of the “In all cases documents and the Critical 

Injury Process”. The proper forms to be completed (Incident Review form, FAF, and offer of light work) 

will also be addressed at the time of this training. 

 

This training is to be provided and taken within 2 months of assuming a supervisory role or Health and 

Safety Function. Exceptions will only be made where scheduling needs to be postponed to coincide with 

other training (ie inspections) when financially more prudent. 

 

The training will be evaluated by the worker and the effectiveness will be monitored by the Health and 

Safety Coordinator by performing the quarterly accident/incident analysis reports. Where unclear data 

is evident or insufficient documentation is reviewed, refresher training will be scheduled. 

 

Records of training will be recorded. 

 

Emergency Preparedness and Response  

As required by Section 25(2) and (h) 

 

Training for Emergency Preparedness and Response will be done during initial orientation by reviewing 

the Emergency Plan, Equipment Inventory, Emergency Contact List and Floor Plans where applicable and 

a review of evacuation requirements for site specific locations. 

 

Emergency Equipment use (fire extinguishers and respirators) will be provided by the Supervisor during 

weekly safety talks, but on initial orientation will be a formalized process. Please refer to the orientation 

checklist for this reference. 

 

Emergency Preparedness must be completed prior to commencement of work. 

 

Timed fire drills done on a planned but non publicized date will be reviewed and evaluated for 

effectiveness of program delivery. 
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PPE Use and Maintenance 

OHSA Section 25 (2)(a) and (h) 

 

The Use of Personal Protective Equipment is addressed in the Occupational Health and Safety Policy and 

Manual along with a detailed guide of the equipment available and the functions that require the use of 

that particular equipment. 

 

The use of PPE is to be addressed specifically during new hire orientation and as a part of the initial job 

instruction. This training will include the proper use and maintenance of PPE as well as how to report 

defective PPE and the issue of discipline for failing to use PPE. 

 

This will be provided by the Health and Safety Coordinator and is required prior to commencement of 

work activities.  

 

The effectiveness of the training will be evaluated through periodic reviews of PPE in use by workers 

during the course of the work day. Those found not to be wearing PPE will be subject to progressive 

discipline. Those found not to be enforcing the use of PPE will be subject to progressive discipline. Fines 

can be levied by a MOL inspector and details regarding the cost of these fines are posted on the safety 

board and will become subject of safety talks. 

 

Heat Stress 

Centis has developed an Intensive Heat Stress Plan and Program. Safety talks will take place to provide 

awareness of the effects of heat related illness and to empower workers to recognize the symptoms of 

heat related illness. 

 

The program on Heat Stress will be delivered as part of the new hire orientation and specifically to 

Supervisors by the Health and Safety Coordinator. This is a program and not a training process, 

therefore ongoing review of the temperature recording logs will be undertaken and workers are 

reminded by their supervisors of the need to replace fluids and take breaks in the shade. 

 

The work rest schedule will be strictly enforced. 
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  Date 
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WHMIS Information System and Process 

 

Introduction  

WHMIS (Workplace Hazardous Information System) is a national system that incorporates both federal 

and provincial laws.  The intent of this system is to inform and educate all workers about hazardous 

materials in the workplace.  It is expected that employers and workers would use this information as 

another tool that will help protect the health and safety of everyone using hazardous materials.  The 

process is to ensure that information is relayed from supplier (or producer) to employer and from the 

employer to the worker.  Having an SDS binder and SDS (Material Safety Data Sheets) that contain all of 

this hazardous information, protection measures and effects of exposure are of no benefit if the worker 

does not understand the information or how to access the information when dealing with unknown 

product. 

 

Centis provides training on WHMIS to all employees through a consultant and the information focuses 

on two components:  WHMIS Label and Material Safety Data Sheets (MSDS) or Safety Data Sheets (SDS). 

 

The Law 

 OHSA R.S.O. 1990 

 WHMIS – Regulation 860 

 Control of Exposure to Biological or Chemical Agents – Regulation 833 

 Hazardous Products Regulation SOR/88-66 (Federal) 

 Hazardous Products Act (Federal) 

 

Definitions 

Hazardous risky; dangerous. For this policy, risky or dangerous products, substances or 

chemicals. 

Safety Data Sheet 

(SDS) 

A WHMIS document that contains information tied to a specific product. From 

what the product is, safe handling, PPE requirements, first aid measures and 

more. With WHMIS 2015, SDS are now standardized with 16 sections each. 

Labels A WHMIS Label is adhered on the product (or part of its packaging) that indicates 

what hazards are tied to it. 

Competency the ability to do something successfully or efficiently. 

 

 

Responsibilities 

 

Suppliers/Producers 

Suppliers are responsible for and must: 

 classify hazardous materials into nine WHMIS classes 

 provide supplier labels on hazardous materials being supplied to Centis 

 provide SDS sheets with the hazardous materials being supplied to Centis 
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President/ Senior Managers/ Supervisors 

Managers and field supervisors are responsible for and must: 

 ensure that workers and supervisors are notified of their responsibilities when working with 

hazardous materials 

 ensure that all workers, if exposed to hazardous materials, have taken WHMIS training and that 

this is verified. 

 ensure that procedures, equipment and material are provided to protect the health and safety 

of all employees 

 ensure that workers are given adequate supervision and instruction when using hazardous 

materials 

 

Supervisors are responsible for and must: 

 advise workers of the potential hazards associated with the environment and the materials 

contained within the work environment 

 provide written procedures to workers, where required, by regulations or where the supervisor 

believes it to be reasonable for the protection of the employees 

 ensure that appropriate and effective PPE is available, worn, is in good use and that the worker 

has been instructed in its safe and effective use 

 make sure that all hazardous materials in the workplace are labeled appropriately 

 promptly investigate and report any known or suspected exposure incidents, unsafe conditions 

or unsafe procedure to the Health and Safety Coordinator, Supervisor and Senior Management 

 provide any information relating to SDS to a hospital, doctor or nurse as required and to an MOL 

inspector as required 

 Ensure that a proper workplace label is affixed to any container to which a hazardous product 

was decanted into 

 

Health and Safety Coordinator is responsible for and must: 

 maintain a current file of SDS for hazardous materials in the workplace and ensure that these 

are current within 3 calendar years.  SDS file to made readily available to all workers and located 

in a conspicuous location. New SDS to be obtained from the supplier 

 ensure that training logs are kept updated and current for all workers with potential exposure to 

hazardous materials to ensure that accurate records are maintained of their training 

 ensure that WHMIS process is discussed with all new hires as part of the orientation process 

 arrange WHMIS training 

 work with Health and Safety Reps in conducting a yearly WHMIS audit of materials 

 

Health and Safety Reps are responsible for and must: 

 investigate and identify hazards and recommend procedures to eliminate risk that  may be 

associated with the use or application or interaction of those hazardous materials 

 consult in the development of and review of ongoing Health and Safety training initiatives within 

Centis 
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General Contractors must NOT: 

 request that any worker perform work with any hazardous material without informing a 

supervisor of the hazardous material component, providing the worker with written instructions 

on its safe use, providing the worker and supervisor with the SDS sheet and with adequate PPE. 

 Worker has the right to refuse this work if these steps are not met and must refuse. 

 

TRAINING: 

 Centis will provide WHMIS training, and it is mandatory for all workers and management who 

work in close proximity to hazardous materials. 

 It is recommended that all trained Health and Safety Reps take WHMIS training so they are 

educated in the area and are better able to participate in investigations and to respond to 

worker’s concerns or complaints in this area. 

 Supervisors and the Health and Safety Coordinator are required to review and determine which 

workers are required to participate in WHMIS training. 

 For a specific chemical that is used in the workplace, the supervisor is to ensure that the worker 

is informed of the hazards and risks associated with the product. 

 

 

CONTRACTOR ISSUES: 

No worker is to work with or near any product that is supplied by a contractor without approval of the 

supervisor (Centis) and without full SDS sheets, PPE and written and oral instruction in its safe use by the 

General. 

 

WORKER COMPETENCY: 

WHMIS regulations require that workers must demonstrate a competency that will ensure the 

information regarding WHMIS that they have received will benefit their health and safety and they 

understand the information.  As a result, workers are required to complete a quiz at the end of their 

training and a passing grade of 70% or greater is required to meet the WHMIS content.  Centis will issue 

the worker a wallet card confirming a passing score on WHMIS. 

 

TRAINING REQUIREMENTS: 

WHMIS training as per legislation must include the following: 

 Contents required on a supplier label, purpose and significance of the information contained 

 Contents required in SDS and the purpose and significance of the information contained 

 Procedures for safe use, storage, handling and disposal of a hazardous product 

 Procedures to follow when fugitive emissions are present 

 Procedures to follow in case of an emergency that involves a hazardous product 

 

TRAINING REVIEW: 

On a yearly basis the WHMIS program will be reviewed by the Health and Safety Coordinator and the 

Health and Safety Representatives at year end or more frequently if there is a change in work process, 

equipment or materials supplied to Centis. 
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Orientation Training Policy and Procedure 

 

 

Scope:  All new hires and those existing employees who have not undergone the new formal orientation 

process including: 

 employees returning from an extended absence or prolonged sick leave 

 student workers 

 employees hired on a contract basis 

 

 

Law:  The OH&SA section 25(2)(2) and (h) requires that workers be provided with information and 

instruction to protect the health and safety of that worker. 

 

 

Policy:   

Centis recognizes its responsibility as an employer to ensure that all new employees are familiar with 

the hazards associated with their jobs along with the precautions, equipment and procedures required 

to do the job safely.  As a result, all new hires of Centis will receive a general safety orientation through 

the Safety Coordinator and specific supervisors as may be required.  This training will include a detailed 

review of the company Health and Safety Policy and the accompanying policy and procedural manual. 

Further, a detailed review of the training binder will be conducted. 

Centis shall develop an orientation checklist indicating the items reviewed with the employee and shall 

be signed off prior to commencement of first shift by both the new hire and the WSIB/Health and Safety 

Coordinator and or Supervisor or Senior Management Rep. in the Safety Coordinator’s absence 

(whoever is delivering the orientation). 

The elements of the orientation checklist will be reviewed yearly along with the Corporate Health and 

Safety Policy and program. 

 

Orientation Program: 

Centis has developed an orientation program to ensure it provides every worker the knowledge to 

perform their work safely. To ensure the delivery of all this information, each Centis employee must 

complete the onboarding orientation program. This program includes: 

• MOL Awareness in 4 steps (or/and 5 steps if supervisor) 

• CENTIS Policies and Procedures 

• CENTIS Safe Work and Safe Operating Procedures 

• CENTIS Critical Risks 

• Applicable Legislation 

 

In order to ensure that all workers become competent, Centis utilizes their orientation program to 

provide the following: 

• Knowledge of the acts and regulations pertaining to the type of work they will be doing 
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• Information on the hazards present in the workplace and their controls 

• Training on how to recognize, evaluate and control hazards associated to their work and 

working with others 

• Training in work tasks and how to perform them 

 

In order for workers to transfer to a supervisory role, the worker will have to be deemed to be 

competent in the work that they are performing and demonstrate knowledge of legislation. There is 

additional training that will have to be completed. Those training components include: 

• MOL Awareness in 5 steps for supervisors (within 7 days of working as a supervisor); 

• the duties and rights of workers, employers, and supervisors; 

• the roles of health and safety representatives and joint health and safety committees;  

• the roles of the Ministry, the Workplace Safety and Insurance Board and entities designated 

under section 22.5 of the Act with respect to occupational health and safety;  

• how to recognize, assess and control workplace hazards, and evaluate those controls; 

• sources of information on occupational health and safety. 

• Front Line Supervisor and/or Basics of Supervising 

 

Onboarding orientation is completed prior to work. No Centis worker shall perform company operations 

without completing the onboarding orientation.  

 

When workers are promoted or transferred to a much different position or role, a review of their 

training needs is completed to ensure that all relevant safety training and information is provided. For 

example, this could occur when an employee is promoted to supervisor. 

 

 

Responsibility and Accountability 

Senior Management: 

 Ensure that an orientation program designed to address all known hazards is developed and 

delivered to all employees within the company in a timely manner. 

 Ensure that the program is reviewed as part of the yearly review of the Health and Safety Policy 

and to ensure that an audit system is in place yearly to measure the success of the orientation 

program. 

 Ensure that Safety is a leading indicator of job performance during performance reviews.  This 

will be measured by accuracy of reporting, timeliness of report completion and verbal discussion 

with employees on their understanding of the company’s value on safety in the workplace. 
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Supervisors/ Foreman/Lead Hand: 

 Ensure that no new hire commences any work or project without having undergone orientation 

training.  This is to be done through verification with the Safety Coordinator. 

 Front Line Supervisors are responsible for field orientation on each specific job.  Pre-job meeting 

reviews must be communicated to all workers prior to job start through a pre job safety talk.  

He/she is responsible for ensuring that all workers are familiar with all safe work/operating 

procedures. 

 If a new hire or current employee reports a job task that is unfamiliar to him/her to the 

supervisor, the supervisor is responsible for immediately ensuring that adequate training and 

education is provided.  Formal documentation of this additional training must be provided to 

the Safety Coordinator so that the training logs can be updated. 

 Supervisor is accountable to Senior Management and is subject to discipline for failing to follow 

this process. 

 

 

Health and Safety Coordinator:  

 Is responsible for reviewing the OH&S Policy and Program with all new hires and those 

undertaking job transfers. 

 Is responsible for the review and development of the orientation checklist with the assistance of 

the Health and Safety Reps. 

 Will retain records of orientation training. 

 Will conduct ongoing audit of the program to ensure effectiveness.  This audit will be done by 

periodic question and answer sessions with employees to determine their level of 

understanding of process hazards, environmental hazards, job specific hazards and the company 

policy and program. 

 The H&S Coordinator is accountable to the Senior Management Rep. and is subject to discipline 

for failing to follow this process. 

 

 

Employees: 

Employees are responsible for participating in and successful completion of the orientation program.  

Should an employee fail to complete orientation, he or she shall be required to repeat orientation prior 

to the commencement of work with Centis. Employees are responsible for informing their supervisor of 

any new job activities that they are not familiar with so that appropriate training can be undertaken and 

recorded.   

 

 

Health and Safety Reps: 

As part of their monthly reviews, the Health and Safety Reps will go through the Orientation check list 

and make recommendations for updates as required based on their observations of workplace hazards. 

Health and Safety Reps will participate by questioning workers on their health and safety awareness 

level during monthly inspections on a random basis. 

 



 

 
Orientation Training Policy and Procedure 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 2 0  -  P a g e  4 | 4 

 

Enforcement/measurement:   

Enforcement of this policy will be strictly upheld through the company progressive discipline policy.  Any 

worker found to be working as a new hire that has not had orientation training will be pulled from the 

job and given the appropriate training.  The supervisor responsible will be subject to the discipline 

policy.  Measurement will be conducted during periodic audits by the Health and Safety Coordinator. 
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NEW WORKER SITE ORIENTATION CHECKLIST 

 

 

Employee Name : ___________________ 

Supervisor Name:___________________________ 

Name of person giving orientation:______________________       

 

No. ITEM 
EMPLOYEE’S 

INITIALS 

SUPERVISOR’S 

INITIALS 

1 Reviewed a copy of the company’s Safety Policy 

in the Orientation Booklet. 

  

2 Reviewed all requirements for personal 

protective equipment (PPE). 

  

3 Reviewed accident reporting procedures.   

4 Be aware that first aid kit, fire extinguishers, 

telephone numbers for emergency needs can be 

found in supervisor’s vehicles or in site trailer or 

permanent establishments (ex. Garage or main 

office)  

  

5 Be aware by supervisor of specific project hazards 

(PHR) sign off. 

  

6 Be aware by supervisor of lunch area, washrooms 

and  break areas 

  

7 Be aware by supervisor of storage area where 

tools are kept for safety reasons 

  

8 Be aware of the H&S representatives and JHSC 

members  

  

9 Be aware of location of the MSDS sheets   

10 Become familiar with the Safe Operating 

Procedures (SOPs) for your tasks. 

  

11 Be aware of responsibility of advising your 

supervisor if you are not capable of safely 

performing the above tasks. 

  

12 SUPERVISOR HAS ASKED EMPLOYEE IF THEY 

HAVE ANY QUESTIONS OR CONCERNS, AND HAS 

GIVEN RESPONSE.  

  

13 Supervisor has observed the above mentioned 

employee and feels comfortable in the safe 

operating procedures that the employee 

demonstrates while performing their job duties. 

  

 

 



 

 
Young Workers Policy 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 2 2  -  P a g e  1 | 3 

 

 

Young Workers Orientation Policy 

 

Scope: 

All new hires under the age of 25 and those existing employees under the age of 25 who have not 

undergone the new formal orientation process including: 

 Employees returning from an extended absence or prolonged sick leave 

 Employees hired on a contract basis 

 Employees who have an experience level of 6 months or less 

 

Law:   The OH&SA section 25(2)(2) and (h) requires that workers be provided with information and 

instruction to protect the health and safety of that worker.  

 

Policy: 

Centis recognizes its responsibility as an employer to ensure that all new Employees, under the age of 

25, are familiar with the hazards associated with their jobs along with the precautions, equipment and 

procedures required to do the job safely. As a result, all new hires of Centis will receive an in depth 

safety orientation through the Safety Coordinator and specific supervisors as may be required. This 

training will include a detailed review of the Health and Safety Policy and the accompanying policy and 

procedural manual. Further, a detailed review of the training binder will be conducted.  

 

According to the WSIB, workers under the age of 25 (known as Young Worker) have a much higher rate 

of injury/illness during their first month of work. Because of this, we at Cemtis have added extra training 

for Young Workers to help minimize/eliminate possible risks associated to said work. 

 

Therefore, any new worker under the age of 25 with less than 6 months of previous work specific 

experience shall go through both the regular orientation as described by the orientation and training 

policy as well as the “Young Worker Orientation Program” and be considered on “probation” for a 

period of 4 weeks. After the successful completion of the “probationary period” the young worker will 

deemed properly trained. 

 

Centis shall develop an orientation checklist indicating the items reviewed with the employee and shall 

be signed off prior to commencement of first shift by both the new hire and the Health and Safety 

Coordinator and or Supervisor or Senior Management in the Safety Coordinator’s absence (whoever is 

delivering the orientation). The elements of the orientation checklist will be reviewed yearly along with 

the Corporate Health and Safety Policy and program. 
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Responsibility and Accountability 

President/ Senior Management: 

• Ensure that an orientation program designed to address all known hazards is developed and 

delivered to all employees within Centis in a timely manner.  

• Ensure that the program is reviewed as part of the yearly review of the Health and Safety Policy 

and to ensure that an audit system is in place yearly to measure the success of the orientation 

program. 

• Ensure that Safety is a leading indicator of job performance during performance reviews. This 

will be measured by accuracy of reporting, timeliness of report completion and verbal discussion 

with employees on their understanding of Centis’ value on safety in the workplace. 

 

Supervisors/ Foreman/Lead Hand: 

• Ensure that no new hire commences any work or project without having undergone orientation 

training. This is to be done through verification with the Safety Coordinator. 

• Front Line Supervisors are responsible for field orientation on each specific job. PHR reviews 

must be communicated to all workers prior to job start through a pre job safety talk. He/she is 

responsible for ensuring that all workers are familiar with all safe work/operating procedures. 

• If a new hire or current employee reports a job task that is unfamiliar to him/her to the 

supervisor, the supervisor is responsible for immediately ensuring that adequate training and 

education is provided. Formal documentation of this additional training must be provided to the 

Safety Coordinator so that the training logs can be updated. 

• Supervisor is accountable to Senior Management and is subject to discipline for failing to follow 

this process. 

 

Health and Safety Coordinator: 

• Is responsible for reviewing the OH&S Policy and Program with all new hires and those 

undertaking job transfers. 

• Is responsible for the review and development of the orientation checklist with the assistance of 

the Health and Safety Reps. 

• Will retain records of orientation training. 

• Will conduct ongoing audit of the program to ensure effectiveness. This audit will be done by 

periodic question and answer sessions with employees to determine their level of 

understanding of process hazards, environmental hazards, job specific hazards and the Centis 

policy and program. 

• The H&S Coordinator is accountable to the Senior Management Rep. and is subject to discipline 

for failing to follow this process. 
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Young Workers: 

Employees are responsible for participating in and successful completion of the young worker 

orientation program. Should an employee fail to complete orientation, he or she shall be required to 

repeat orientation prior to the commencement of work with Centis. Young Workers are responsible to 

complete their personal log book for a period determined by Centis.   

 

 

Health and Safety Reps: 

As part of their monthly reviews, the Health and Safety Reps will go through the Orientation check list 

and make recommendations for updates as required based on their observations of workplace hazards. 

Health and Safety Reps will participate by questioning workers on their health and safety awareness 

level during monthly inspections on a random basis. 
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Orientation Training Policy and Procedure for Transfers and Promotions 

 

Scope:  All employees who have been promoted or transferred regardless of duration of the term of 

promotion and any worker particularly promoted to a supervisory function requires to undergo formal 

orientation process. 

 

Law:  The OH & SA section 25(2) (2) and (h) requires that workers be provided with information and 

instruction to protect the health and safety of that worker. 

 

Policy: Centis recognizes its responsibility as an employer to ensure that all new employees are familiar 

with the hazards associated with their jobs along with the precautions, equipment and procedures 

required to do the job safely.  As a result, all new hires of Centis will receive a general safety orientation 

through the Safety Coordinator and specific supervisors as may be required.  This training will include a 

detailed review of the company Health and Safety Policy and the accompanying policy and procedural 

manual. Further, a detailed review of the training binder will be conducted including the Internal 

Responsibility System, safe operating procedures where indicated and task specific hazards and controls 

that may be inherent in the position. 

Centis shall use an orientation checklist indicating the items reviewed with the employee and 

shall be signed off prior to commencement of first shift by both the new hire and the Health and Safety 

Coordinator and or Supervisor or Senior Management Rep. in the Safety Coordinator’s absence 

(whoever is delivering the orientation). 

 

Responsibility and Accountability: 

President / Senior Management 

1) To ensure that an orientation program designed to address all known hazards is developed and 

delivered to all employees within the company in a timely manner. 

2) To ensure that the program is reviewed as part of the yearly review of the Health and Safety 

Policy and to ensure that an audit system is in place yearly to measure the success of the 

orientation program. 

3) Will ensure that Safety is a leading indicator of job performance during performance reviews.  

This will be measured by accuracy of reporting, timeliness of report completion and verbal 

discussion with employees on their understanding of the company’s value on safety in the 

workplace. 

4) Senior Management is accountable to the President and the MOL in this regard. 

 

Project Managers/Supervisors / Foreman / Lead Hand 

1) To ensure that no worker commences any work or project without having undergone 

promotion / transfer orientation training.  This is to be done through verification with the 

Safety Coordinator. 

2) Front Line Supervisors are responsible for field orientation on each specific job.  Pre-job 

meeting reviews must be communicated to all workers prior to job start through a pre job 
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safety talk.  He /she must communicate to all workers prior to job start through a pre job safety 

talk.  He / she is accountable to the Senior Management Rep.. 

3) If a current employee reports a job task that is unfamiliar to him or her to the supervisor, the 

supervisor is responsible for immediately ensuring that adequate training and education is 

provided.  Formal documentation of this additional training must be provided to the WSIB / 

Safety Coordinator so that the training logs can be updated. 

4) The supervisors are accountable to the Senior Management Rep. and discipline will be issued 

for failing to comply as per the company discipline policy. 

 

Health and Safety Coordinator 

1) Is responsible for reviewing the OH & S Policy and Program with all those undertaking job 

transfers or promotions and is responsible for the review and development of the orientation 

checklist with the assistance of the Health and Safety Reps. 

2) Will retain records of orientation training. 

3) Will conduct ongoing audit of the program to ensure effectiveness.  This audit will be done by 

periodic question and answer sessions with employees to determine their level of 

understanding of process hazards, environmental hazards, job-specific hazards and the 

company policy and program. 

4) The Health and Safety Coordinator is accountable to the Senior Management Rep. and will be 

subject to discipline for failing to retain records and ensure training is current. 

 

Employees: 

1) Employees are responsible for participating in and successful completion of the orientation 

program.  Should an employee fail to complete orientation, he or she shall be required to repeat 

orientation prior to the commencement of the new position with Centis. 

2) Employees are responsible for informing their supervisor of any new job activities that they are 

not familiar with so that appropriate training can be undertaken and recorded.   

 

Health and Safety Reps: 

As part of their annual review the Health and Safety Reps will go through the Orientation check list and 

make recommendations for updates as required based on their observations of workplace hazards. 

Health and Safety Reps will participate by questioning workers on their health and safety awareness 

level during monthly inspections on a random basis. 
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Enforcement / measurement:   

Enforcement of this policy will be strictly upheld through the company’s progressive discipline policy.  

Any worker found to be working at a promoted or transferred position that has not had orientation 

training will be pulled from the job and given the appropriate training.  The supervisor responsible will 

be subject to the discipline policy.  Measurement will be conducted during periodic audits by the Health 

and Safety Coordinator. 
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Joint Health and Safety Committee 

 

Legislation: 

Section 9(18)(b)(c) states: 

It is the function of a joint health and safety committee and it has the power to, 

 

• Make recommendations to the constructor or employer and the workers for the improvement of 

the health and safety of workers; 

• Recommend to the constructor or employer and the workers the establishment, maintenance 

and monitoring of programs, measures and procedures respecting the health and safety of 

workers. 

 

Sections 9(20)(21) states: 

 

• A constructor or employer who receives written recommendations from a committee shall 

respond in writing within twenty-one days (calendar days). 

• A response of a constructor or employer shall contain a timetable for implementing the 

recommendations the constructor or employer agrees with and give reasons why the constructor 

or employer disagrees with any recommendations that the constructor or employer does not 

accept. 

 

Scope: 

Centis has established an Occupational Health and Safety policy in compliance with section 26 (2)(j) of 

the Occupational Health and Safety Act. The policy states that Centis will provide safe and healthy 

working conditions for all employees in keeping with the legislative requirements of the Occupational 

Health and Safety Act. To fulfill this commitment, we will: 

 

1. Meet or exceed health, safety and ergonomic standards, applying the precautionary principle, as 

needed; 

2. Recognize the importance of consulting and co-operating with joint health and safety committees 

and representatives when developing and implementing programs and procedures 

 

Although this policy primarily references the recommendations of a joint health and safety committee, it 

also applies to recommendations made by a health and safety representative under section 8(10) of the 

Occupational Health and Safety Act. 
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Joint Health and Safety Processes: 

 

Selection Process 

 

The Joint Health and Safety Committee shall be comprised of at least 4 members. 2 of these members 

shall be appointed by management. The committee members that are to represent the workers shall be 

voted in by the workers. Workers will put forward names of workers that they feel will best represent 

them in the capacity of JHSC members. A vote is held and the workers (2 minimum) with the most votes 

are appointed to the committee. If the workers require training for their duties as JHSC members, they 

shall be sent for training with all possible efforts made to make sure that at least 2 members of the 

committee is fully certified by the first JHSC meeting. 

 

Roles / Responsibilities:  

 

Duties of committees are defined in the OH&S legislation. Duties common to all committees include:  

• attending all committee meetings  

• promoting the health and safety policy and program 

• assisting the employer in resolving worker health and safety complaints 

• providing feedback on workers' suggestions  

• promoting and monitoring compliance with health and safety regulations  

• attempting to raise health and safety standards above legal requirements  

• participating in the resolution of work refusals 

• assisting in the training of new workers  

• participating in the identification and control of workplace hazards  

• participating in assessments and the development of control programs for hazardous substances  

• participating in accident investigations 

• studying safety programs of other companies to enhance own program  

• conducting health and safety education programs  

• making health and safety recommendations  

• carrying out workplace inspections 

• advising on personal protective equipment  

• maintaining records of accidents and injuries 

• monitoring effectiveness of health and safety program  

• assisting in the development of organizational health and safety rules 

• assisting in the development of safe work procedures  

• initiating other activities as indicated by accident experience  

 

In addition to these regular duties, there are additional responsibilities. 

 

• Identify Workplace Hazards / Site Inspecting 

• Obtain Information from the Employer 

• Investigate Work Refusals 
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• Investigate Serious Injuries 

• Obtain Information from the Workplace Safety and Insurance Board 

• Making Recommendations to the Employer 

 

 

Committee Operation: 

 

The committee must meet at the workplace at least once every three months [section 9(33)] but is 

encouraged to meet on a monthly basis. 

 

The committee must be co-chaired by two members. One of the co-chairs is chosen by the members 

who represent workers, the other by the members representing the employer [section 9(11)]. 

 

As per legislation, committee members are entitled to one hour of paid preparation time before each 

meeting. The committee can decide that more paid preparation time is required. Members are also paid 

for time spent at meetings and for carrying out certain other committee duties (ex: work refusals). They 

are paid their regular rate or, where applicable, their premium rate of pay [section 9(34) and (35)]. The 

committee must keep a record (minutes) of its meetings.  

 

JHSC Recommendation Process:   

 

Making recommendations to improve health and safety is the single most important function of the 

joint health and safety committee. The importance of clear written recommendations cannot be over-

emphasized. 

 

A recommendation is advice or a suggestion to the employer to take a course of action to remedy a 

health and safety hazard or concern. A recommendation comes from all members of the committee, 

having reached consensus on the issue. Recommendations can only be made at a committee meeting 

and the recommendation shall be in writing.  

 

Committees should not submit recommendations to management using their committee minutes! It is 

recommended that JHSC's address the company in letter outlining the concerns at hand. 

Recommendations, when possible, will be practical and logical, and will address the root cause of the 

hazard or concern. 

 

The primary purpose of this document is to provide guidance in creating and responding to 

recommendations from a health and safety committee or health and safety representative. It is 

recognized that most concerns can be resolved in a more timely fashion by being immediately 

communicated to the supervisor in charge. The employer may be notified of health and safety hazards 

or concerns through the following methods. 
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Workplace Inspection Reports: 

 

Under the Act, the worker members of a JHSC and a health & safety representative have a legal duty to 

inspect the physical condition of the workplace once a month. Employees making these inspections will 

use the appropriate Inspection Report Form to record the hazards they have identified and submit the 

document to their supervisor (H&S representative) or to the JHSC committee (JHSC member). A copy of 

this form is given to the management representative at the workplace who has responsibility for taking 

corrective action. Management will take action to correct the identified hazards on a priority basis. 

Uncorrected hazards are reported to the JHSC, which then may make a formal recommendation to 

address the outstanding hazard or concern. 

 

JHSC Minutes: 

 

The Act requires the JHSC to keep minutes of its meetings. These minutes shall be filed in the JHSC 

binder. 

 

  

Individual worker concerns 

 

Sections 28(1)(c) and (d) of the Act state: 

 

(c) A worker shall report to his/her employer or supervisor the absence of or defect in any 

equipment or protective device of which the worker is aware and which may endanger himself, 

herself or another worker; and 

 

(d) A worker shall report to his/her employer or supervisor any contravention of the Act or the 

regulations or the existence of any hazard of which he/she is aware. 

 

If a worker communicates any of the aforementioned issues to a JHSC member, it is the members’ duty 

to address the issue via the proper channels (ex: speaking to the supervisor or management). If there 

are no resolutions, the issue is to be brought forth at the next JHSC meeting. 

 

Obtain Information from the Employer 

 

For the JHSC, the employer is an important source of information. The committee has the power to 

obtain information from the employer: 

 

• Any actual or potential hazards in the workplace [section 9(18)(d)(i)]; 

• The health and safety experience and work practices and standards in other workplaces of which 

the employer is aware [section 9(18)(d)(ii)]; and 

• Any workplace testing that is being carried out for occupational health and safety purposes 

[section 9(18)(e)]. In addition, the committee has the right to be consulted about any workplace 
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testing and to have a committee member representing workers present at the beginning of the 

testing to validate the procedures and/or the results [section 9(18)(f)]. 

 

Recommendations to the Employer 

 

The committee has the power to make recommendations to the employer and to the workers on ways 

to improve workplace health and safety. The employer will respond to any written recommendations 

from the committee, in writing, within 21 days. If Centis agrees with the recommendations, the 

response will include a timetable for implementation [sections 9(20) and (21)]. If Centis does not agree 

or the recommendation is not feasible, it shall be explained in writing. 

Investigate Work Refusals 

 

The committee members who represent workers must designate one of their group to be present at the 

investigation of a work refusal.  

 

Investigating Serious Injuries 

 

If a worker is killed or critically injured on the job, the members of the committee who represent 

workers must choose one or more of their group to conduct an investigation [section 9(31)]. This 

investigation can be part of, or in addition to, an investigation conducted by the employer or the 

Ministry of Labour. 

 

The member(s) chosen to investigate have the right to inspect the actual scene where the worker was 

injured (but cannot alter it without permission from an inspector) and can also inspect any machine, 

equipment, substance, etc., that may be connected with the injury. The findings must be reported to the 

committee and to a director of the Ministry of Labour. 

 

Obtain Information from the Workplace Safety and Insurance Board 

 

At the committee's request, the Workplace Safety and Insurance Board (WSIB) must provide an annual 

summary of information about compensation claims relating to all workplaces of the employer in 

Ontario [section 12(1)]. This information must include: 

 

• number of fatalities 

• number of lost-time injuries 

• number of workdays lost 

• number of injuries requiring medical aid but that did not involve lost workdays 

• incidence of occupational illnesses 

• number of occupational injuries. 
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The WSIB can include any other information it considers necessary. When this report is received from 

the WSIB, the employer must post it in the workplace, where it is likely to be seen by the workers. If 

necessary, it may be posted in more than one area of the workplace, to ensure that all workers see it. 

 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Health and Safety Representatives 

 

 

Selection Process/Representative Function/Documentation Requirements 

 

Health and Safety Representatives conduct monthly inspections to assist in recognizing and reporting 

hazards to the employer for remedial action (prevention strategies, guarding, training needs, etc.) 

and/or elimination where possible. 

 

Law:  The Occupational Health and Safety Act notes that in workplaces where there are 6 – 19 workers 

on one project and the project is 3 months in duration or more, and or where there are greater than 6 

workers and the project is less than three months, there is a legislated requirement for one Health and 

Safety Representative that is to be selected by the workers.  (Section 8 (1)) 

 

Responsibilities:   Under the OHSA the representative’s responsibilities are clearly outlined.  The 

representative has the responsibility and the right to: 

1) Obtain information from a constructor or employer regarding the testing of equipment, 

materials or chemicals in the workplace. 

2) Inspect the workplace at least once a month with the full co-operation of constructor, 

employers and workers. 

3) To ask for and obtain information regarding potential hazards in the workplace. 

4) To make health and safety recommendations to a constructor or employer who must respond in 

writing within 21 days, either giving a timetable for implementation or giving reasons for 

disagreeing with recommendations. 

5) Where a person has been killed or critically injured in the workplace, to investigate the 

circumstances of the accident and to assist with the reporting of these findings to the MOL 

inspector and to be on site and present if he/she so wishes when the inspector inspects the 

scene. 

6) To exercise any powers granted by the collective agreement with respect to health and safety 

representatives. 

 

Selection Process:   

Section 8(5) of the OHSA requires that the selection of the Health and Safety Representative be made by 

workers who do not exercise managerial functions and who will be represented by the Health and 

Safety Rep in the workplace. (Please refer to section 8(5) of the OHSA for further interpretation.) 

 

Process: 

 

1. At the start of the year, workers are asked to nominate workers that they feel will best 

represent their interests in meetings and on the job from a health and safety perspective. 

2. From the list of nominations, elections take place. From these elections, two workers become 

health and safety representatives and are then required to undertake Health and Safety 

training. 
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To meet our commitment to reduce unsafe acts and conditions that can lead to injury or illness in the 

workplace, and to demonstrate our commitment to our Occupational Health and Safety Policy, Centis 

determined that the company would undertake to train as many workers as Health and Safety 

Representatives as possible to ensure that, should one worker not be available, other workers would be 

able to assist. Further, Centis understands that by training as many workers as possible in the area of 

Health and Safety, everyone involved will gain a higher level of awareness of safety in the workplace 

with the anticipated result being reduced incidents and workers taking on a mentoring role for those 

less experienced. 

 

ALL WORKERS HAVE THE RIGHT TO PARTICIPATE IN THIS PROCESS AND ARE ENCOURAGED TO LET THEIR 

NAME STAND FOR NOMINATION. 

 

Composition:   

Officially, Centis has two functioning Health and Safety Representatives that will meet on a monthly 

basis to perform inspections.  Of the remaining workers that have been trained, some will be called 

upon to provide assistance with out of town inspections when required.  These will be initiated by the 

Health and Safety Coordinator.   

 

Reporting and Inspection Structure: 

Inspections:   

The Health and Safety representatives will meet monthly to conduct workplace inspections and will 

document their findings on the Monthly Inspection Report.  The Health and Safety Coordinator is 

available to them for assistance and to participate in the inspection. 

 

Inspection structure:   

The representative will follow a general guide to alert them to potential hazards and to remind them of 

areas to keep vigilant about (i.e. PPE, housekeeping, PHR notices, TCP, etc.)  Any issues that require 

intervention or remedial action by the employer will be reported on the inspection report.   

Health and Safety Representatives will inspect the following: 

 Daily pre shift/post shift  inspections logs (operators report) 

 PM Schedules 

 Office 

 Site specific (i.e. posting for non-routine work/confined space, site hazards) 

 PPE 

 PHR 

 TCP 

 Temperature Log for Heat Stress Plan 

 First Aid Kits 

 Safety Talk lists 

 WHMIS issues (labels in place and on a schedule to combine with the renewal of the MSDS 

binder to ensure that the MSDS sheets are current) NOTE:  This piece will be done periodically 
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throughout the year but not on a monthly basis.  A full formal audit will be done prior to the 

expiration of the MSDS documents and will be initiated by the Health and Safety Coordinator. 

 Will review the documents on site to ensure all necessary postings are current.  

 Will review and check to confirm that all emergency equipment is in good order.   

 Will review safety Board to ensure that all postings are current  

 Will review previous months’ inspection report and responses for any errors or omissions or 

delays. 

 

Reporting and Response: 

As noted, the Health and Safety Representative will complete their findings on the Monthly Inspection 

Report.  As per the report, the employer is required to provide a detailed response at to how they will 

address the concerns raised, providing a detailed timeline and referencing the individual’s responsible.  

In those situations where a response is not available in 21 days (example: an engineering report may be 

required), the employer is responsible to ensure that steps are taken to provide protective measures for 

the hazard until such time as the response can be done.  A detailed timeline must be indicated to 

confirm the reasons for the delay beyond 21 days and the responsibility the action is assigned to.  This 

21 day response form is to be completed by the worker in reporting the hazard and by the employer in 

providing the response. 

 

Details of report:   

The health and safety representative will report details of any hazard that they feel requires action in 

order to prevent the risk of injury or illness to a worker (eg: guards not in place, PPE not in use, defective 

equipment, or PPE, etc.).  In addition, these reps will be asked to review first aid kits, PHR reports, TCP 

and Temperature Logs and other elements) as noted above to assist the company in ensuring that the 

Occupational Health and Safety Policy and Program is being applied on a consistent basis. 

Centis’ Health and Safety Inspection Policy also requests that the reps periodically speak directly to 

workers and contractors to ensure that there are no other issues that, while they may not be readily 

visible, may have been raised verbally. 

 

Provision of Reports:   

The reports will be provided by the H&S reps to the Supervisor.  The 21 day response will be provided by 

either the Supervisor or the Senior Management. 

 

Copies of the report will go to the Health and Safety coordinators, the Senior Management Rep., 

Supervisor and the Health and Safety Coordinator (to allow for tracking of the 21 day response).  A copy 

will be posted on the Safety Board.  

It will be the Health and Safety Coordinators’ responsibility to ensure that the reports are copied and 

distributed. 

 

Follow up:   

The Health and Safety Coordinator will be responsible for tracking the 21 day response on a log book to 

ensure that no issues become overlooked.  These reports will be posted in a conspicuous place (Safety 

Board) and will remain posted for one month until the next month inspection report is available.  
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Postings:   

Inspection Reports will be posted for a period of one month and will then be logged into the inspection 

binder.  The exception will be those inspection reports that have not been responded to in their 

entirety.  Those will remain on the safety board until all issues are resolved. 

Names of all trained Health and Safety Reps will be posted on Safety boards and at sites where 

applicable. 

 

Vacancy:  

During the course of the term, should one of the functioning members be unable to complete his/her 

term, one of the other trained Health and Safety Reps will be asked to step forward.   This person will fill 

in until such time as the term expires and the regularly scheduled nomination and election process is 

scheduled to take place. 

 

 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
 



       

Guide for Assistance to H&S Reps in Completing Monthly Workplace Inspections 

Housekeeping  Ladders/Scaffolds Illuminated/visible Inspections posted Slippery surfaces 

Tool placement Free from defects Mechanical hardware(locks) First Aid Cracks, holes 

Debris Slip guards/nosing intact Doors kept closed where 

required 

Kits stocked as per Reg 1101 Electrical 

Material placement Free from ice buildup Ice controls: Log recorded properly CSA approved 

Air Quality Material/Equipment Handling Office (sand/salt box) Eye wash station in order Switches and outlets have plate 

covers 

Emissions/garage Safe clearance of equipment 

(overhead lines, underground 

cables noted) 

Garage (sand/salt box)  Fire extinguishers in 

order/inspected 

All breakers identified 

Unusual vehicle emissions Free from tipping hazards Dangerous Substances FA training posted Access to electrical panels 

unobstructed 

Garage exhaust system 

adequate 

Operator trained Have been identified Emergency equipment 

inspected quarterly (March, 

June, Sept, Dec) 

Electrical cords in good 
condition 

Lighting Posted info regarding max loads Workers familiar with harmful 

effects 

Personal Protective Equipment Guarding 

Stairwells Daily pre/post inspection logs 

collected 

MSDS/SDS sheets available Provided All moving parts/ nip hazards 

guarded 

Parking Traffic controls in 

place/adequate 

Labeling adequate Maintained Guards are not defective 

Adequate illumination (day) Stairs Documentation Meets the standard Guards are operational 

Adequate illumination (night) Free from objects Reg 1101 Posted Worker trained in proper use E stops visible/ labeled 

Back Up Lighting available Safe angle F82 posted Passageways Lock out/tags in place 

Vehicles (night work) Hand rail Any MOL issues posted Clear of clutter 

 

Postings on equipment 

Guarding Material/Equipment Handling  Flooring free of hazards  

All moving parts/ nip hazards 

guarded 

Safe clearance of equipment 

(overhead lines, underground 

cables noted) 

Safety Reps and First aid 

responders posted 

Adequate lighting  

Guards are not defective Free from tipping hazards Health and Safety Policy Posted 

in all locations 

Clear signage if necessary  

Guards are operational Operator trained Emergency Contact Flooring  

E stops visible/ labeled Posted info regarding max loads In all cases posted Free of trip hazards  

Lock out/tags in place Daily pre/post inspection logs 

collected 

Critical Injury Guidelines Good housekeeping in effect  

Postings on equipment Exits TCP plans/PHR/Weekly 

Inspection 

Measures taken to eliminate 

slippery surfaces 
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Inspection Policy & Program 

 

Scope:  All fleet vehicles, small equipment, machinery and hand tools, worksites and corporate 

buildings, WHMIS inventory and sites/work areas 

 

Policy:  It is Centis’ policy to maintain a comprehensive program of health and safety inspections at all 

its workplaces and facilities.  An effective inspection program is the primary tool to measure existing and 

potential hazards for corrective action.  It is the responsibility of Centis to respond to these reported 

hazards in a timely manner and to ensure a repair program and or preventative maintenance system is 

in place.  Concerns addressed through the formal monthly worksite inspections conducted by the H&S 

Representatives will be responded to within the 21 day follow up as defined further in this program.  

These inspections will also serve as a means of determining the level of compliance with established 

standards for hazard controls, safe work practices and safety rules.  Senior Management and supervisors 

are to conduct work site specific inspections on a weekly basis to constantly address the need for 

detecting and correcting unsafe conditions and acts.  Operators are responsible for pre start/shift and 

post shift inspections of their equipment. Drivers of fleet vehicles are responsible for performing 

inspections of their trucks prior to trip start. With this process in place, Centis will be able to recognize, 

control or eliminate hazards in the workplace.  This process keeps supervisors vigilante and 

communicates our commitment to health and safety to our workers. 

 

Law:  Section 8(1),(10),(11) of the OH&SA relating to Health and Safety Representatives and Section 

25(1),(2), relating to employers responsibilities Section 27(1),(2) relating to supervisors responsibilities 

and section 28(1)(2) relating to worker responsibilities under the Occupational Health and Safety Act of 

Ontario RSO 1990.  These elements are not the sole sections pertaining to responsibilities and the 

reader is encouraged to review the OHSA act and its regulations for Construction in its entirety. 

 

Responsibilities Defined:  All members of Centis have a role in conducting workplace inspections.  They 

are as follows: 

 

All employees are required to participate in the inspection program through informal inspections of 

their workplaces/sites.  As part of their daily routine, employees are expected to maintain a practiced 

awareness and vigilance of their surroundings and work habits that will identify potential hazards.  

Employees have a duty to report all hazards to their supervisors. Section 28(1)(a) of the OHSA states 

that “a worker shall work in compliance with the provisions of this Act and its regulations Section 

28(1)(c) and (d) requires in part  that a worker report any defect in material or equipment or any 

contravention of the Act and its Regulations that they are aware of. Section 28(2)(a) states in part that 

no worker shall make any protective device or guard defective and 28(2)(b) states in part that that they 

are not to use a machine, equipment, device or thing in such a way as to harm themselves or other co 

workers  

 

Supervisors are responsible for conducting informal inspections of all their workplaces and for directing 

formal inspections of workplaces under their control.  
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Supervisors are also responsible for conducting a weekly site inspection. Not only is this legislation but 

it allows the supervisor to be intimately involved in the preventative measures of health and safety. 

The supervisor is also responsible to document the site inspection and send a copy to the main office. 

Supervisors are also responsible to correct any issue that are detected/found on site no matter how it 

was brought to his attention (ie worker rep inspection, Senior Management Rep. inspection, sub- 

contractor inspection, etc…) Corrections to the site must be done immediately as this is paramount to 

the health and safety of all on site. Once the issue(s) has been corrected, it should be documented in 

the proper section of the site inspection form. 

 

They will ensure that the Worker Health and Safety Representatives are conducting their monthly 

formal inspections and will provide assistance to them to complete this task.  Supervisors are 

responsible for advising all workers under their supervision of any potential hazard and to ensure that 

the OH&SA are complied with in respect to workplace hazards and PPE.  Section 27(1)(a) states in part 

that supervisors must work in compliance with the OHSA and its regulations and Section 27(2)(a) states 

in part that a supervisor must advise a worker of any potential or actual danger to the health and safety 

of a worker that he is aware of.  Section 27(2)(b) states in part that, where necessary, the supervisor 

must provide written instruction as to the measures and procedures required for the protection of the 

worker and Section 27(2)(C) states that the supervisor must take every precaution reasonable in the 

circumstances for the protection of the worker.   

 

The Worker Health and Safety Representative will play a key role in the monthly worksite inspection as 

provided for under the Occupational Health and Safety Act.  They shall conduct a monthly site 

inspection, record and analyze results on the worksite inspection form and make recommendations for 

corrective action and follow up to ensure proper actions have taken place. Section 8(6) of the OHSA 

specifies that an inspection will occur at least monthly or, if not practicable, Section 8(7) allows for a 

partial inspection of each element of the business split out on a monthly basis. Section 8(11)(a-c) is the 

most relevant legal reference to the responsibilities and powers of the Health and Safety Rep.  These 

state in part that the Rep shall be privy to any information pertaining to the conducting or test taking of 

any equipment, machine, thing, device, article, material, biological or chemical agent or physical agent 

in or about the workplace for the purpose of occupational health and safety, that they are to be 

consulted about and present at the beginning of testing if they so wish, that they be advised of any 

potential or existing hazards that the employer share with them similar health and safety experiences of 

other employers in similar industry if the employer is aware of those issues.                              

 

Health and Safety Coordinator will assist with monthly and weekly worksite inspections as needed.  This 

person will ensure that a copy of the completed monthly summary inspection report is provided to 

Senior Management for review and sign off and that a 21 day follow up is initiated and monitored for all 

issues requiring corrective action in addition to any follow up undertaken by the Health and Safety 

Representative. This Company inspection will consists of a review of all site inspections conducted by all 

supervisors, worker reps, Senior Management Rep. and their own Coordinator inspections. This 

summary form will allow a better look at the companies’ sites and their health and safety status and a 

proper method of monitoring follow ups. 
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The employer is responsible for ensuring that an inspection program and preventative maintenance 

program is in place and that the program is enforced.  The employer is responsible for providing safe 

and effective tools and equipment and for ensuring that a repair program is in place to respond to 

deficiencies that could lead to unsafe acts or conditions for the protection of their workers. Section 25 of 

the OHSA is a lengthy section.  The relevant sections that pertain to inspections and PM programs are as 

follows: Section 25(1)(b)that material, equipment and protective devices provided are maintained in 

good condition, Section 25(2)(b) states in part that they will provide instruction and information and 

supervision to a worker to protect the health and safety of the worker (d) that they shall acquaint a 

person in authority over a worker with hazards in the workplace, (c) that they will afford assistance and 

co-operation to a health and safety representative, (h) that they will take every precaution reasonable 

for the protection of a worker and (l) that they will provide the Health and Safety Rep with a  copy of any 

report pertaining to workers health and safety.  Senior management is also responsible for conducting a 

yearly management hazard assessment in order to prepare for the yearly review of the OH&S 

program/policy review. 

 

Enforcement:  H&S Coordinator will report any delays in inspection process to the Senior Management 

Rep. who, in turn, will administer discipline and provide intervention action. 

 

Measurement:  Review of infractions, analysis reports, and disciplinary steps.  

 

As part of this policy and program. Centis supports preventative maintenance of all its tools, equipment, 

fleet and buildings to ensure that safe operating conditions are maintained. 

 

Legislative Requirements to Inspect 

The Occupational Health and Safety Act and its regulations require workplaces to conduct inspections as 

often as necessary to ensure safe workplaces. 

 

OHSA Part 11 Administration Section 8 (6) states….. 

“Unless otherwise required by the regulations or by an order by an inspector, a health and safety 

representative shall inspect the physical condition of the workplace at least once a month.” 

 

Section 8(7) states….. 

“If it is not practicable to inspect the workplace at least once a month, the health and safety 

representative shall inspect the physical condition of the workplace at least once a year, inspecting at 

least part of the workplace in each month.” 

 

Section 11 states…. 

“A Health and Safety Representative has the power 

a) to obtain information from the constructor or employer concerning the conducting or taking of 

tests of any equipment, machine, device, article, thing, material or biological, chemical, or 

physical agent in or about the workplace for the purpose of occupational health and safety; 

b) to be consulted about and be present at the beginning of testing referred to in clause (a) 

conducted in or about the workplace if the representative believes his or her presence is 



 

 
Inspection Policy and Program 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 2 7  -  P a g e  4 | 6 

 

required to ensure that valid testing procedures are used or to ensure that the test results are 

valid; and 

c) to obtain information from the constructor or employer respecting 

(i) the identification of potential or existing hazards 

(ii) health and safety experience and work practices in similar or other industries of 

which the constructor or employer has knowledge. 

 

Section 12 states……..”a constructor or employer who receives written recommendations from a health 

and safety representative shall respond in writing within 21 days.” 

 

Section 13 states….”A response of a constructor or employer under subsection 12 shall contain a 

timetable for implementing the recommendations the constructor or employer agrees with, give 

reasons why the constructor or employer disagrees with any recommendations that the constructor or 

employer does not accept. 

 

 

Further….Centis expects that the inspection team will make recommendations to the workplace 

management that will allow for appropriate corrective measures.  The recommendations may be made 

formally or informally.  Where the inspection team feels a formal recommendation is necessary, it will 

be documented and given to management.  Management in turn is required to respond to the formal 

recommendation in writing within 21 days.  Informal recommendations may be made verbally although 

possibly recorded in inspection notes and meeting minutes. 

 

The written response from management must indicate agreement or disagreement of the formal 

recommendation. Where agreement is noted, the matter of scheduling the implementation of 

corrective action must be outlined.  If the corrective action cannot be scheduled for a significant period 

of time, the matter of temporary hazard controls must be discussed and periodic updates must be 

provided on the progress of the implementation.  Where management disagrees, it must state its reason 

for disagreement.  In this situation an MOL inspector will be called in by the H&S coordinator and/or 

H&S Rep or Engineer and management will abide by their decision. 

 

The Health and Safety Representatives should keep records of their inspection activities.  Centis will 

provide the H&S Rep with a binder, pen and forms to document their findings. The Health and Safety 

Coordinator will participate in the monthly worksite inspection with the Health and Safety 

Representatives to provide additional support if required.  The Coordinator will also follow up on the 21 

day follow up. 

 

Types of Inspections 

 

Normally, inspections consist of walking through a workplace to determine the level of compliance with 

established standards for hazard controls, safe work practices and procedures.  It is often advisable to 

speak with workers and supervisors as part of this process to find out if they are aware of possible 

problems.  Inspections are meant to be proactive and to assist with preventive measures. It is hoped 
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that with diligent monthly inspections reactionary measures like accident investigations can be reduced 

or eliminated. 

 

The purpose of inspections is to identify: 

 potential problems 

 equipment deficiencies 

 improper employee action 

 inadequacies in hazard controls or remedial actions; and 

 the effects of change, including new hazards that were not previously identified 

 

Centis conducts three types of inspections and they are as follows: 

 formal 

 informal; and 

 pre-shift (pre operation/pre start) project start and PPE 

 

Formal Inspections (Monthly Health and Safety Rep Inspections, Weekly Site Safety, Weekly Sub 

Contractor Inspections, Management Inspections) 

Formal monthly inspections are planned, careful examinations of the Centis company that are 

conducted monthly by the Worker Health and Safety Representatives with support from the Health and 

Safety Coordinator.  The findings are recorded on the monthly site inspection form and a copy provided 

to management on a monthly basis.  At the end of each month these will be placed in the Worksite 

Inspection Binder for the current year and then will be filed with the Health and Safety Coordinator. A 

guide to assist H&S Reps is attached to the reporting form.  These inspections will also include formally a 

minimum of two employee contacts per monthly inspection. Weekly Site inspections are conducted by 

the supervisors.  These inspections are conducted by the supervisor on site and are recorded on the 

Weekly Site inspection log.  As per the Monthly inspections, results are posted on the safety board, 

records are retained in the inspection log and responses are to be addressed within 21 days of any 

reportable hazard or concern. 

 

These site inspections will also include a minimum of two formal worker contacts and or worker 

observances.  The reporting format provides the specifics for the elements of inspection. 

 

Management inspections are conducted by the President / Senior Management Rep of various 

locations twice per year. 

 

Informal Inspections 

Informal Inspections are ongoing inspections continually conducted by supervisors and workers as part 

of their daily job responsibilities. These inspections usually do not generate a formal inspection report.  

Informal inspections should be undertaken on a daily or weekly basis and are particularly important in 

temporary workplaces (off site locations) as these workplaces may not always get a formal inspection. 
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Formal Inspections 

 

Formal inspections are ongoing inspections that must be documented and conducted as per their 

scheduling. The schedule is as follows: 

• Weekly: The site supervisor must conduct a site inspection for his work site on a weekly basis. If 

there is a break in work for a week, the supervisor should document this on the next site 

inspection as to explain why the site inspection was not completed for that week. 

• Monthly: The worker rep must conduct a site inspection each month for their current location. It 

has been suggested that all worker reps conduct a site inspection mid-month.  

• Bi-annually: The president or senior management must conduct a site inspection on a bi-annual 

basis.  

 

 

Hazardous conditions are noted and are corrected immediately or reported for corrective action.  These 

are observations made by workers who feel that a hazard may place them or a co-worker at risk.  The 

worker can obtain the hazardous conditions report from either the H&S Rep or from his supervisor to 

complete at any time. 

 

 

Pre-Shift/Pre Start Inspections for equipment 

This inspection refers to inspections of equipment before it is put into operation.  This may be routine, 

or they may be the occasional inspections performed on new or modified machinery, as would be 

typically done after a shutdown.   

 

Centis equipment operators are required to perform pre shift and post shift inspections at the beginning 

and end of each shift.  Pre shift inspections must include all items on the pre shift list and the post shift 

must include all items on the post shift list (conducted during the equipment cool down period).  Any 

deficiencies must be reported immediately to the supervisor.  If the inspection discovered a defect that 

could, in turn, interfere the with safe operation of the equipment it must be recorded and the 

appropriate request for maintenance made, if necessary, locked and tagged out till repairs are 

completed.  Repairs must be completed by a certified competent mechanic or repair work reviewed and 

approved by a certified mechanic. 

 

Another form of pre shift inspection is the walk about of the equipment if it has been left parked/ 

unused for more than a very brief period.  This will assist to ensure that there are no hazards or 

potential obstructions that may have entered the operators’ blind spots during periods of inactivity.  

 
 
 

 
                          May 2022 

  Date 
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Worksite  Location  
Supervisor  Inspection Date  

 
Y= Yes / Acceptable;       N= No / Not Acceptable;      Leave both blank for Not Applicable 

Y N Postings Y N PPE Y N First Aid 

☐ ☐ OHS Policy ☐ ☐ Hard Hats ☐ ☐ Regulation 1101 w Kits  

☐ ☐ In All Case Accident Process ☐ ☐ Safety Glasses ☐ ☐ Kits Properly Stocked 

☐ ☐ Emerg. Procedures / Contacts ☐ ☐ Hearing Protection ☐ ☐ Eye Wash (Portable) 

☐ ☐ OHS Act & Regulations ☐ ☐ High Visibility Vests ☐ ☐ Eye Wash (15 min) 

☐ ☐ List of H&S Rep ☐ ☐ Cold Weather Plan ☐ ☐ Water (Accessible) 

☐ ☐ First Aid Regulations (1101) ☐ ☐ Hot Weather Plan Y N Compressed Gas / Fuel Pumps 

☐ ☐ MOL Orders/Bulletins/Alerts Y N TCP ☐ ☐ Cylinder Storage 

☐ ☐ Supervisor Binder / Key Policies ☐ ☐ 
TCP Plan (Completed and 
Accessible) 

☐ ☐ 
Good Operating Conditions (no 
leaks, etc…) 

☐ ☐ Orientation / Worker Certs ☐ ☐ Trained TCP Persons on site ☐ ☐ Hazard Signs 

Y N Fire Protection ☐ ☐ 
Signal Person for Reversing 
and Backing Vehicles 

☐ ☐ Spill Kits Ready / Available 

☐ ☐ Fire Extinguishers ☐ ☐ Flagging Procedures ☐ ☐ Ground Inspected for Stains 

☐ ☐ Fire Exits ☐ ☐ 
Traffic Signage Proper and 
Visible 

☐ ☐ 
Fuel Storage Cans (Above 
Ground) 

☐ ☐ Exit Lights / Emergency Lights Y N Housekeeping Y N Machinery & Tools 

Y N Hazardous Substances ☐ ☐ 
Storage and Piling of 
Materials 

☐ ☐ Tool Guards in Place 

☐ ☐ MSDS/SDS Sheets ☐ ☐ Tool Placement ☐ ☐ 
Guarded Belts/Gears/Pulleys 
(Moving Parts) 

☐ ☐ WHMIS Training (Use / Hazard) ☐ ☐ Cleanliness of Trucks / Equip. ☐ ☐ Safety Signs 

☐ ☐ Labelling ☐ ☐ Stairs / Aisles / Floors / Decks ☐ ☐ 
Ladders / Scaffolds (Proper / 
Inspected) 

☐ ☐ All Spills Cleaned Up ☐ ☐ Doors and Walkways Clear ☐ ☐ Lock Out Procedures Followed 

☐ ☐ 
Proper Storage (Flammables / 
Hazardous Items) 

☐ ☐ Work Surfaces ☐ ☐ Maintenance is Appropriate 

Y N Vehicles & Equipment ☐ ☐ Waste Surfaces Y N Security 

☐ ☐ Operator Daily Inspections ☐ ☐ Waste Disposal ☐ ☐ Fencing / Barricading 

☐ ☐ Heavy Equipment Bi-Weekly Y N Environmental Factors ☐ ☐ Mobile Equipment 

☐ ☐ First Aid Kits ☐ ☐ Adequate Lighting Y N Other / Misc 

☐ ☐ 
Flares / Reflective Triangles / 
Cones 

☐ ☐ Adequate Ventilation ☐ ☐ __________________________ 

☐ ☐ Equipment Secured ☐ ☐ Noise Levels ☐ ☐ __________________________ 

☐ ☐ Seat Belts ☐ ☐ Air Quality ☐ ☐ __________________________ 

☐ ☐ Grab Handles ☐ ☐ Dust Suppression ☐ ☐ __________________________ 

☐ ☐ Buckets & Mechanisms ☐ ☐ Noise Complaints ☐ ☐ __________________________ 
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Worker Contact/Observations  

Minimum of two worker contacts and one observation – This will help supervisors be aware of more than just physical 
surroundings and allows for employee feedback- Also opportunity for supervisors to ensure worker understanding of 
safety processes – example ask worker questions like – Do you know what to do in case of accident? Etc) Make note 
of positive safety practices 

 

Name 
Contact 
V = Verbal 

O = Observed 

Question / 
Observation 

Worker 
Response 

PPE 
(Consider the 
condition and 
effectiveness) 

Action 
Required 

Responsible 

 
 

      

 
 

      

 
 

      

 

Detailed Report / Corrective Actions 

No. 
Problem 

/ Concern 
Action Taken  

/ to Take 
Responsible 

Target 
Completion Date 

Repeat 
Item? 

1.  
 

    

2.  
 

    

3.  
 

    

4.  
 

    

5.  
 

    

 

Additional Comments: 

 
 
 
 
 
 
 
 
 
 
 
 
Inspection  
Completed By: 

 Signature:  
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 Equipment Pre-operation Policy  

 

Scope: This policy covers all aspects of equipment inspections with respect to all motorized equipment 

owned by Centis and in use by employees. 

 

Standards: Inspection of all motorized equipment and tools will meet the requirements of the Ministry 

of Labour with respect to safe operation. In this way, Centis can demonstrate a commitment to its 

Occupational Health & Safety Policies and Procedure.  

 

Policy:  Centis recognizes that the Ministry of Labour requires a documented paper work record in order 

to prove the existence of pre-operation and post-operation inspections.  This policy is meant to 

efficiently keep track of the condition of all equipment.  This policy also aims to quickly report any 

deficiencies with the equipment in order to repair the problem as fast and efficiently as possible.  

 

Employer Responsibility: The employer is responsible for ensuring the measures and procedures 

prescribed are carried out in the workplace.  The employer is responsible for providing information, 

instruction and supervision to a worker if necessary.  The employer is responsible for maintaining a 

legitimate paper work record and system for preventive maintenance. 

 

Supervisor Responsibility: The supervisor is expected to exercise due diligence for ensuring the 

Equipment Pre-operation Policy is adhered to.   

 

Operator Responsibility: The operators are expected to complete a ‘walk around’ for every piece of 

equipment they operate, even if they operate 2 or 3 pieces of equipment per day.   

 

Occupational Health & Safety Coordinator Responsibility: The coordinator is responsible to train new 

operators on all necessary related policies and to review it on a yearly basis with Senior Management. 

 

 
 
 
 

   
 
 
 
   
  May 2022 
  Date 
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Date: 
 

Licence Plate # 

Vehicle / Equipment Model: 
 

Unit # Trailer # 

Odometer: Engine Hours: 
 

Checked by: 
 

Signature: 

 

INSPECTION ITEM 
(  = Satisfactory    = Not Satisfactory) 

 

INSPECTION ITEM 
(  = Satisfactory    = Not Satisfactory) 

 
 ENGINE OIL LEVEL  HORN / BACK UP ALARM 
 ENGINE COOLANT LEVEL  HEATER / DEFROSTER 
 TRANSMISSION OIL LEVEL  SEAT-BELTS / SEAT SECURITY 
 HYDRAULIC OIL LEVEL  TIRES (Condition / Pressure) 
 BRAKE FLUID LEVEL  WHEELS / WHEEL NUTS 
 BELTS & HOSES  FRAME & CHASSIS 
 HEADLIGHTS / WORKING LIGHTS  UNDERCARRIAGE (Tracks, Chains, Rollers, 

Idlers) 
 BRAKE LIGHTS / TAIL LIGHTS  HYDRAULIC CYLINDERS 
 GAUGES/INDICATOR LIGHTS  CUTTING EDGE / TEETH CONDITIONS / FORKS 
 WARNING LIGHTS (Beacons, Signals, Etc.)  BUCKETS / BLADE CONDITION 
 BATTERY & CONNECTIONS  STEPS / GRAB HANDLES 
 BRAKE OPERATION  WINDSHIELD WIPERS / WASHER FLUID 
 PARKING BRAKE  FIRE EXTINGUISHER 
 AIR SYSTEMS  GUARDS / SAFETY CHAINS & CABLES 
 EXHAUST  FIRST AID KIT 
   OTHER: 
    

 

REMARKS:  (give details of any defects found on equipment ) 
 
 
 
 
 
 
 

 

Operator’s Signature:_________________________  Date:________________________ 
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Preventive Maintenance Policy & Program 

 

Scope:  

This policy covers all aspects of preventive maintenance with respect to all equipment owned by Centis 

and in use by its employees.  A precise schedule is included for mechanical review for equipment 

operators and drivers to follow to ensure that all equipment and vehicles are kept in prime safe working 

condition. 

 

The Law: 

Section 25(1)(a) of the OHSA outlines the employers responsibilities to ensure that equipment, material 

and protective devices are provided and in good working order and maintained in good condition; 

Section 27(2)(a) outlines that a supervisor will inform a worker of the existence of any potential or 

actual danger of which the supervisor is aware; 27(2)(c) that the supervisor will take every precaution 

reasonable in the circumstances for the protection of the worker.  In Section 28(1)(c ) the Act outlines 

that every worker shall report an absence of or a defect in any equipment , device or PPE that the  

worker is aware of and that could cause danger to himself, herself or another worker and will report any 

contravention of the Act to his or her employer. Section 28(2) (b) states that no worker shall operate any 

device, equipment, or thing in such a manner that may endanger themselves, the equipment, device or 

thing or another worker.  Please refer to the OHSA and Construction Regulations for specific language. 

 

Standards:  When following preventive maintenance, Centis is committed to ensuring that the quality of 

work will meet the manufacturers recommendations and that the schedule (contained in this report) 

will meet general industry standards for timing of this work.  Further, inspection of the tractors and 

trailers will meet the requirements of the Ministry of transportation with respect to vehicle inspections.  

In this way, Centis can demonstrate a commitment to its Health and Safety Policy. 

 

Policy:  Centis recognizes its responsibility as an employer to ensure that all heavy and small equipment 

are kept in good condition in order to reduce the risk of injury to its employees that may result from 

these sources.  To this end, in their ongoing commitment towards Health and Safety in the Workplace, 

Centis has developed a detailed Preventive Maintenance Program.  This program is scheduled with the 

aim of preventing wear and tear or sudden failure of equipment components on all of our small 

equipment.  Mechanical, process or control equipment failure can have serious adverse effects in both 

terms of personal injury to employees and potentially to the public, and financially to the company in 

terms of equipment failure and replacement requirements.  This program is meant to reduce the risks 

associated with equipment breakdown and inferior servicing.  Centis is committed to reducing unsafe 

acts and conditions in the pursuit of a safe and healthy work environment for all employees and the 

public at large. 

 

Responsibilities 

Employer 

• Ensure that equipment, material, and protective devices are provided and in good working order 

and maintained in good condition. 
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• Responsible for the development and implementation of the preventative maintenance 

program.  

• Arrange for regular operational maintenance and preventive maintenance to be performed in 

accordance with the manufacturer’s recommendations. 

• Ensure that steps are immediately taken when a defect is found in equipment to protect the 

health and safety of any worker who may be at risk. 

• Monitor the preventive maintenance program and make revisions when required. 

 

 

Service / Maintenance Technicians 

• Inspect, test, and diagnose electrical/hydraulic construction equipment, vehicles, and regular 

maintenance. 

• Conduct maintenance on equipment and vehicles as per established schedules.  

• Operate and test equipment and where possible, do so under actual operating conditions. 

• Follow the appropriate checklists and procedures including referring to owners’ manuals and 

schematics when servicing equipment. 

• Complete detailed work orders for all work performed on Centis owned or leased vehicles and 

equipment. Work orders must be dated, state the work performed and must be signed by 

mechanic. All work orders must be provided to the supervisor.  

 

Supervisors 

• Ensure that all tools, equipment, and machinery are monitored and checked for safety on a 

regular basis. 

• Ensure that all tools and equipment are in good repair before assigning them to a worker. 

• Enforce company policies and ensure pre-use inspection are completed by the operators. 

Review pre-use inspection, complete weekly equipment list and submit documentation to the 

Centis office.  

• Ensure that all tools and equipment that are in need of repair are taken out of service until they 

have been repaired or replaced. 

• Advise the shop foreman immediately of any major defects. 

• Ensure that all workers use the appropriate tools, equipment, or machinery in a safe manner 

and as intended. 

• Ensure that workers receive appropriate training to use tools, equipment, or machinery required 

as part of his or her job. Ensure that loose fitting clothing or jewelry is not worn around 

equipment with moving parts 

• Ensure that a copy of the out of town work/service order is provided to the Accounts Payable 

office as soon as possible. 

 

Workers 

Use of Equipment 

• Use all tools, equipment and/or machinery assigned or designed to prevent or minimize injuries 

to workers as required. 
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• Prior to using, inspect all tools, equipment, and/or machinery required to complete the task(s). 

• Follow operating and maintenance procedures for specific equipment. 

• Stay alert when using equipment and/or tools. 

• Follow the manufacturer’s operating instructions for use.  

• Keep tools, vehicles, and equipment well maintained.   

• Store equipment and tools in a designated storage when not in use in order to eliminate 

accidents, guard against abuse, and prevent deterioration. 

 

Defective Equipment 

• Immediately report to his or her supervisor any tool, equipment, or machinery that is not in 

good working order, not functioning properly, or poses a hazard to his or her health or safety. 

• Immediately remove and/or isolate from service tools that are worn, malfunction, or require 

replacement or repair. 

 

Training to Use the Equipment 

• Participate in the training of proper use of tools, equipment, and/or machinery. 

• Training on the use of equipment requires a return demonstration by the worker indicating his 

or her understanding/competence. 

• Tools and equipment are to be used by qualified employees.   

 

Accounts Payable 

• Must ensure that a copy of the Work Order or Invoice from third party providers are given to the 

shop foreman for his maintenance records.  

 

JHSC 

• Make recommendations to the employer and the workers for the improvement of the health 

and safety of workers. 

• Review PM Program annually with the shop foreman and the H&S Coordinator.  
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Program Review:  The review of the Preventive Maintenance Program will be undertaken at year end by 

a team consisting of Senior Management.   

 

 

 
 

   
 
 
 
   
  May 2022 
  Date 
 



Centis Preventative Maintenance Master Checklist 

Heavy and Small Equipment & Vehicle Inventory  

 

Location             Date     

Signature Senior Management               Date                  

 

 

Tool or Equipment Serial # Previous 

Service Date 

Scheduled 

Service Date 

Date Serviced   Date of Next Service 
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Lock Out Policy 

 

Scope:  This policy is intended for any worker or management person who discovers faulty or defective 

equipment that must be safely locked out in order to prevent possible injury due to a potential hazard 

from an energy source. 

 

The Law:  OH&SA RRO 1990, Section 25 (2)(h) (notes that employer must take every reasonable 

precaution for the protection of a worker, 26(1)(k) (notes that an employer must provide a worker with 

written instructions for the protection of the worker), 27(2)(b), notes that a supervisor will provide a 

worker with written instructions on measures and procedures for his protection), 27(2)(c) (notes that a 

supervisor must take every reasonable precaution for the protection of a worker), 28(2)(b) (notes that 

no worker shall use any equipment , machine, device or thing in a manner that may endanger himself, 

herself or  any other worker),  28(1)(c) (notes a worker must report to his/her supervisor any defect or 

absence of in ant equipment or  protective device of which the worker is aware that can injure himself, 

herself or another worker and Section93(2)(c) of the Construction Regulations that notes ( no vehicle, 

machine or tool shall be used while it is being repaired or serviced, unless the repair or servicing 

requires that it be operated).  Section 42 of the Industrial regulations pertains to power supply, and 

Section 75-76 of the Industrial regulations pertains to machinery. 

 

Definition:  “Lockout” means to physically neutralize or disable energies in a piece of equipment before 

beginning any maintenance or repair work.  This generally involves stopping all energy flows, locking 

switches and valves, securing the machine, device or power line in a de-energized state. 

 

Policy:  Centis’s Occupational Health and Safety Policy outline the company’s responsibility to do 

everything reasonable to provide a healthy and safe workplace environment and to reduce unsafe acts 

and conditions.  To meet that commitment, Centis has developed this lock out policy to express the 

company’s position that no worker is to perform any maintenance or repair work on any energized piece 

of equipment without ensuring that the equipment is locked out. The company is responsible for 

ensuring that an effective lockout/tag program is in place and that workers have the training to 

recognize sources of potential energy.  The employer is also responsible for ensuring that assessments 

of all machines, devices or processes that require a lockout are identified. 

 

Types of Energy Forms and Sources: 

 

Electricity   Power transmission lines, machine power cords,  

    solenoids, capacitors (stored) 

Air Pressure   Pneumatic systems (ie cylinders, presses) 

Kinetic Energy   Energy of a moving object or of materials moving  

    object may be powered or coasting – For example, 

    blades or flywheels 
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Potential Energy  Stored energy that an object has the potential to  

    release due to its position. For example – springs in  

    air brake cylinders or counter weights 

Fluid Pressure   Hydraulic systems 

Pressurized Liquid  

and gases   Supply lines, storage tanks and vessels 

  

Tags:    

Tags will also be used to indicate the work being done or the repair required.    

                

Process: 

 

1. Employees that work on machines, equipment or processes must perform the lockout 

themselves. Employees will never rely on someone else to lock something out. 

2. Employees required to perform a lockout will have a tag that will include their name, 

department, phone numbers and applicable warning (ie: equipment locked out, do not operate) 

3. All locks will possess only one key and will be numbered and no replacement key shall be made 

for any lock. 

4. A separate tag will be issued when equipment cannot be locked out. These tags will include the 

details of the tag out and will not be reused.  

5. Standard operating procedures must be completed for all machine, equipment and processes 

requiring lockout. 

6. A zero energy state will be verified after a lock out device is used prior to work commencing 

 

Identifying Lock out Situations: 

Equipment/ 

Process 

Energy Form Energy Source    Lockout 

Requirements 

Lockout Guidelines 

Small Equipment 

Grinders 

 

Electricity  

Kinetic energy 

 

Power cords 

Blades, fly 

wheels 

Repair work, 

adjusting speed 

of grinder 

Disable power 

source – unplug 

 

Hand Tools 

 

Electric, 

Kinetic energy 

Power cords 

Exposed 

moving parts 

Repair work  Source – unplug 

Walk Behind 

Tools 

 

 

Electric Kinetic 

Energy 

Exposed 

moving parts 

Repair Work Source- unplug 

Electrical Panels 

 

 

Electricity Cords, circuits, 

capacitors 

  Have serviced by 

Electrician 

(3rd party) 
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Special Hazards for each should be noted (ie does a piece of equipment have a part that spins for a 

minute after the equipment is shut down?) 

 

 

                                                

Equipment   Special hazards PPE 

Grinders Wheel remains 

spinning after shut 

down for 

approximately 20 

seconds. 

Eye, hearing, foot 

and hand 

protection 

required 

Hand Tools Tools with Drills 

Bits or saw blades 

will continue to 

spin after shut 

down. 

Eye, hearing, foot 

and had protection 

required. 

 

 

 PPE must be worn at all times including protective eye wear and insulated foot protection 

Specify the testing procedure to ensure that all energy sources are controlled 

 

Lock Out Procedure for Small Equipment: 

 

Small tools, such as hand held power tools or equipment such as compactor, must follow the following 

procedures for locking out and tagging to identify the need for repairs: 

 

1. Shut down the equipment. 

2. Ensure all controls are in the off position. 

3. Apply the personal lock and tag the equipment indicating the nature of the problem. If the 

equipment cannot be locked due to small size ensure it is clearly tagged indicating the nature of 

the defect. 

4. Notify your supervisor of the lockout for this equipment. 

5. Bring equipment to Mechanic or have Supervisor deliver to mechanic. 

6. Not to be operated until Mechanic has signed off on tag indicated equipment is repaired. 

7. Inspect equipment to ensure repair has been completed prior to use. 

8. Owner/Operator to remove tag once repair has been completed. 

 

Removal of lock - Person is not on the property 

 

The following flowchart outlines the mandatory steps required if a worker’s lock must be removed if the 

person is not on the property. 
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Training:  All employees including mechanic will be trained on this process at time of orientation. 

 
  
 

 

 

    May 2022 
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Fall Arrest Policy 

Scope: 

All Centis Employees who will be working where there is a chance of fall hazard risks. 

 

Law: 

O. Reg. 851, R.R.O. 1990, Industrial Establishments, Section 85,  O. Reg. 213/91 Construction Projects, 

Section 26, Section 207, and O. Reg. 145/00 Regulation to Amend O. Reg. 213/91 requires that fall 

protection application apply where a worker is exposed to any of the listed hazards. 

 

Policy: 

Centis recognizes its responsibility as an employer to ensure the health and safety of all its employees. 

To protect their employees from any and all fall hazards, Centis has implemented a fall protection 

training regimen. All Centis employees who will be working where the chances of (1) falling more than 3 

metres, (2) falling more than 1.2 metres, if the work area is used as a path for a wheelbarrow or similar 

equipment, (3) falling into operating machinery, (4) falling into water or another liquid, (5) falling into or 

onto a hazardous substance or object, and/or (6) falling through an opening on a work surface.  

 

Centis will ensure that all its employees that are exposed to these hazards receive fall protection 

training. This training will include proper training in Fall Protection, Fall Arrest, Fall Restraint, Ladders, 

Scaffolds, Harness and Lanyard Maintenance, Horizontal and Vertical Life Lines.  This training will be 

provided by a qualified professional and be given before any work done at height is undertaken.  

 

Responsibility and Accountability: 

 

Senior Management's Responsibilities: 

 

• Ensure that the fall protection program is designed to address all known falling hazards and that 

it is developed and delivered to all employees in a timely manner.  

• Ensure that the program is reviewed as part of the yearly review of the Health and Safety Policy 

and to ensure that an audit system is in place yearly to measure the success of the program. 

• Ensure a written worksite specific fall protection plan is in place. 

• Ensure that a fall Protection System is being used. 

• Ensure that guardrails are used when practicable. 

• Ensure a Fall Restraint system is in place when applicable. 

• If a Fall Restraint cannot be used, ensure a Fall Arrest system is in place. 

• Provide appropriate Control Zone procedures if the above are not appropriate. 

• Ensure supervisors and workers are trained. 

• Ensure all equipment is safe, maintained, inspected and used correctly. 

• Investigate any anomalies in the system to make recommendations so that such anomalies will 

not happen again. 

• Update the program as needed. 
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Project Manager/Supervisor/Lead Hands/Foreman Responsibilities: 

 

• Ensure the program is prepared for each site. 

• Ensure the program is being implemented. 

• Inspect the program as it is used. 

• Review the program 

• Investigate any anomalies and make recommendations to prevent reoccurrence. 

• Investigate all workers reports of anomalies to the system. 

• Keep a log of all workers trained for the fall protection program and topics that were covered 

before they work in the fall protected area. 

• Ensure all workers have a copy of the fall protection program. 

• Inspect, maintain, and use the equipment in the recommended methods. 

• Ensure that all workers are provided with the appropriate equipment. 

• Observe workers, work practices and site operations and correct when necessary. 

• Supervisor is accountable to the Senior Management Rep. and is subject to discipline for failing 

to follow this process. 

 

Worker Responsibilities: 

 

• Know the fall protection plan. 

• Follow the procedures, as trained. 

• Inspect equipment before each use. 

• Maintain equipment. 

• Report any anomalies to the supervisors. 

• Ensure the equipment is used as the manufacturer recommends. 

• To inspect the program. 
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Enforcement: 

 

Any employee of Centis not following the proper fall protection guidelines instituted by the company 

will be subject to disciplinary action through the progressive disciplinary policy and could be subject to 

immediate termination. 

 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Fall Arrest Program 

 
Personal Fall Arrest Systems 
  
The use of a body belt for fall protection is prohibited.  

All personal fall arrest systems shall be inspected by the user prior to each use. The inspection shall 

include examination for wear, damage and other deterioration. If during the inspection the user 

discovers defects or damage, the user shall immediately remove the component from service.  

Dee-rings and snap-hooks shall have a minimum tensile strength of 5,000 pounds without 

cracking, breaking or suffering permanent deformation. Snap hooks shall be sized to be 

compatible with the member to which they will be connected, or shall be of a locking 

configuration.  

 
Snap hooks that are not of the locking type shall not be engaged directly to:  
 

1. To each other;  

2. Webbing, rope or wire rope; 

3. To a Dee-ring to which another snap hook or other connector is attached;  

4. To a horizontal lifeline; or  

5. To any object incompatible in shape or dimension relative to the snap hook, thereby causing the 

connected object to depress the snap hook keeper and release unintentionally.  

 

A hook is considered to be compatible when the diameter of the Dee-ring is greater than the inside 

length of the snap hook when measured from the bottom (hinged-end) of the snap hook keeper to 

the inside curve of the top of the snap hook. Thus, no matter how the Dee-ring is positioned or 

moved with the snap hook attached, the Dee-ring cannot touch the outside of the keeper, thus 

depressing it open. The use of non-locking Dee-rings is prohibited.  

 

On suspended scaffolds or similar work platforms with horizontal lifelines that may become vertical 

lifelines, the devices used to connect to a horizontal lifeline shall be capable of locking in both 

directions on the lifeline.  

 

Horizontal lifelines shall be designed, installed and used under the supervision of a qualified person, 

as part of a complete fall arrest system that maintains a safety factor of at least two. Lifelines shall 

be protected against being cut or abraded.  

Self-retracting lifelines and lanyards that automatically limit free fall distance to two feet or less shall be 
capable of sustaining a minimum tensile load of 3,000 pounds applied to the device with the lifeline or 
lanyard in the fully extended position.  

 

Self-retracting lifelines and lanyards that do not limit free fall distance to two feet or less, rip stitch 

lanyards, and tearing and deforming lanyards shall be capable of sustaining a minimum tensile load of 

5,000 pounds applied to the device with the lifeline or lanyard in the fully extended position.  

Ropes and straps used in lanyards, lifelines and strength components of body belts and body 

harnesses shall be made of synthetic fibres.  
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Anchorage shall be designed, installed and used under the supervision of a qualified person. 

Anchorage used to attach personal fall arrest systems shall be independent of any anchorage being 

used to support or suspend platforms and shall be capable of supporting at least 5,000 pounds per 

person attached.  

 
Lanyard and vertical lifelines shall have a minimum breaking strength of 5,000 pounds.  

Body harness systems shall be set up so that a worker can free fall no more than two feet. All belts or 

harnesses shall be secured to an anchorage capable of supporting at least twice the potential impact 

load of an employee's fall or 3,000 pounds, whichever is greater.  
 
Obligation to use fall protection  

 
1. Unless otherwise provided for in this policy, an employer must ensure that all employees and 
contractors use a fall protection system when work is being done at a place  

• From which a fall of 3 meters (10 feet) or more may occur, or  

• Where a fall from a lesser height involves an unusual risk of injury.  

• At all times when working from a scissor lift or fork lift man cage.  

 
2. The employer must ensure that guardrails meeting the requirements or other similar means of fall 
restraint are used where practicable.  
 
3. If the use of guardrails or similar means of fall restraint is not practicable, the employer must ensure 
that another fall restraint system is used.  

 

4. If the use of a fall restraint system is not practicable, the employer must ensure that a fall arrest 

system is used.  

 
5. If the use of a fall arrest system is not practicable or will result in a hazard greater than if the system 
was not used, the employer must ensure that a  

• control zone is used or a safety monitor system with a control zone is used.  
 
Fall protection plan  

 

1. The employer will have a written fall protection plan for areas of the job site that are accessed on a 

frequent basis. For all other areas of the job site, where maintenance or inspection work is performed, 

fall protection equipment will be used in accordance to the principles laid out in this policy and 

procedure.  

 

2. The plan must specify;  

• the fall hazard expected in each work area.  
• the fall protection system or systems to be used in each work area.  

• the procedure to assemble, maintain, inspect, use and disassemble the fall protection 

system or systems, and  

• the procedure for rescue of a worker who has fallen and is suspended by a personal fall 

protection system but is unable to effect self-rescue.  
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Instruction of workers  

 

Before a worker is allowed into an area where a risk of falling exists, the employer must ensure the 

worker is instructed in the fall protection for the area and the procedures to be followed.  
 
 
Training  

 

All employees that are exposed to fall hazards shall be trained in the recognition and 

minimization of such hazards. The employee shall be trained in the following areas:  

 

• Fall Protection 

• Fall Arrest 

• Fall Restraint 

• Ladders 

• Scaffolds 

• Horizontal Lifelines 

• Vertical Lifelines 

• Harness/Lanyard Maintenance 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Concrete Cutting/Grinding Standard and Procedures 

 

Preamble:  Concrete Cutting/Grinding and other work generating significant amounts of dust, such as 

demolition, carries a risk for exposure to airborne silica.  The Ministry of Labour (MOL) has guidelines for 

silica in the construction industry.  These guidelines recommend specific respiratory protection for 

individual workers.  Following the Ministry’s guidelines and taking every reasonable precaution for the 

protection of our workers, Centis has developed this Concrete Cutting/Grinding Standard and Safe Work 

Practice. 

 

Definitions 

 

Silica – Is a compound (SlO2) that results from the combination of one atom of silicon with two atoms of 

oxygen.  It is the second most common mineral in the earth’s crust and is a major component of sand, 

rock and mineral ores.  Crystalline silica is of most concern, and the most abundant type of crystalline 

silica is quartz.  Silica (quartz) is found in many common construction materials, including abrasive, brick, 

concrete, concrete block, cement, mortar, rock, sand, dirt, and aggregates. 

 

(Source – Guideline – Silica on Construction Projects/Ontario MOL) 

Accute Silicosis:  Exposure to high concentration of crystalline silica over short periods of time result in 

acute silicosis.  Symptoms can develop within a few weeks of exposure. 

Accelerated Silicosis:  Result of high exposure to crystalline silica and may take 5 to 10 years to develop 

after the first exposure to the substance. 

Chronic Silicosis – Results from long-term exposure to low concentrations of free crystalline silica and 

may not develop until after 10 years or more of exposure to the substance. 

 

Understanding Silicosis 

How does silica enter the body?  Through inhalation of small airborne particles of silica dust, mainly in 

the range of 5.0 mm to 0.5 mm which are not expelled from the lungs when exhaled.  They remain in 

the lungs and are deposited into lymph nodes.  In time, calcium can deposit in those nodes and settle 

(“Egg shell calcification”).  The hardened scars gradually show up on the chest x-ray as fibrosis of the 

lung.  Chronic silicosis can be either simple or complicated.  Unfortunately, changes in the lung are 

irreversible and the effects of silicosis on lung health can continue to develop long after exposure 

ceases. 

(Source – Guideline – Silica on Construction Projects MOL) 

 

Scope:  This standard pertains to any employee, sub-contractor or management personnel who may be 

involved in the cutting or grinding of concrete or other concrete products containing silica.  All 

employees and sub-contractors performing these tasks will be expected to comply with this standard or 

will be subject to either progressive discipline or termination of contract by direction of the Senior 

Management Rep. 

 

The Law:  Section 25(2) (h) of the Occupational Health and Safety Act (taking all reasonable precautions 

for the protection of the worker). 
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Section 25(1) (b) OHSA ensure that equipment, materials and PPE are maintained in good condition. 

Section 25(2) (a) OHSA provide information and instruction and supervision to protect worker health 

and safety. 

25 (2) (d) OHSA – acquainting a worker or person with authority over a worker with potential hazards. 

R.R.O. 1990, Rag 845 – Designated Substance – Silica 

MOL – Guideline – Silica on Construction Projects 

Section 14 OHSA – Competent person performs tests and detection of hazardous conditions 

Section 21 (1) – Workers are required to wear PPE and the employer shall require the worker to comply 

(Selection 21(2) OHSA) and the worker shall be instructed in the use and care of the PPE (Section 21(3) 

of the OHSA) 

Section 30 – worker exposed to substances will have washing facilities with soap, water and towel. 

 

Standard:  In recognition and support of the Corporate Health and Safety Policy, Centis has developed 

safe work practices and safe operating procedures to provide operators and workers with the 

information required to perform their jobs safely with an awareness of potential hazards and safeguards 

that are in place for their protection.  The Ministry of Labour has provided the benchmark standard for 

the construction industry in their Guideline – “Silica on Construction Safety Association” and NIOSH will 

be referred to as ongoing tools to manage and control this potential hazard. 

 

Step by Step Procedures 

1. Review the pre-job meeting (Process Hazard Review) and job order to consider what aspects of 

the work is hazardous and to comment on the nature of the silica that may be present; 

communicate with crew on site. 

2. Document and confirm that the worker has been made verbally aware of the hazards associated 

with silica prior to commencement of the work. 

3. Other workers entering the work area should remain at least 10 meters away (MOL guidelines) 

unless they are wearing appropriate respiratory protection. 

4. If there is an entrance to an enclosed work area where concrete is being cut, a warning sign 

should be posted following MOL guidelines which state: 

 There is a silica dust Hazard 

 Access to the work area is restricted to authorized persons 

 Respirators must be worn in the work area 

5. Ensure that the PPE is effective, and in good condition and meets the standards outlined in the 

MOL Guideline – Silica on Construction Projects. 

6. Inspect PPE to ensure effectiveness and document of the concrete cutting/grinding form.  

7. Post or have available the MOL Guideline – Silica on Construction Projects at the site, available for 

all workers to review at their leisure.  Ensure that workers are aware of the location of this 

document. 

8. Workers exposed to silica should be provided with or have access to washing facilities equipped 

with clean water, soap, and individual towels (MOL guidelines). 

9. No smoking, chewing, eating or drinking should be done in areas with high amounts of dust.  

Ensure that no food is consumed or drank near the work process to avoid the risk of absorption of 

this substance.  Good work and hygiene practices are to be followed. 
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10. Dust on the ground should be sprayed with water to keep the airborne risk low.  Clean-up after 

each operation should be done to prevent silica dust from spreading.  Dry sweeping should be 

avoided.  No worker shall clean an area of dust using compressed air as this can cause dust to fly 

in the work area. 

11. Silica dust on personal protective clothing and equipment can be cleaned by damp wiping or by 

vacuuming with a High Efficiency particulate air filter vacuum (HEPA).  Compressed air should not 

be used for removing dust from clothing. 

12. Workers or contractors not using proper PPE will be subject to progressive discipline or 

cancellation of contract at the discretion of the Senior Management Rep.. 

13. Centis will advise all contractors of the potential for airborne silica on the site as part of the 

bidding process and the requirement for approved respiratory protection following MOL 

guidelines. 

 

Respiratory Selection: 

Respirator selection has been based on a review of the MOL Guideline “Silica on Construction Projects” 

and NIOSH and ACGIH standards. The MOL current guidelines for concrete cutting stipulate that an 

approved respirator with an Assigned Protection Factor of 50 (APF=50) is required for concrete cutting.  

The respirator selected for this company to meet MOL guidelines in a full face-piece air-purifying 

respirator with P-100 filters (3M, North, MSA, or Survivair are NIOSH approved manufactures.) 

 

Training: 

All workers involved in concrete cutting, or grinding will be required to be trained in the use, care and fit 

of the required respirator by a competent person.   The supplier will provide training and documentation 

of fit-testing.  No worker shall perform any concrete cutting or grinding without verification of this 

respirator training by his supervisor.   

 

Use, Care and Maintenance of Respirators: 

 

   ● Respirators must be used and maintained in accordance with the directions provided by the 

manufacture. 

   ● Workers must be clean shaven to wear a respirator where the seal meets the skin.  Proper seal 

of fit (fit test/seal test) of respirator must be tested prior to each use. 

   ● Any respirator parts that are damaged or that have deteriorated should be replaced before the 

respirator is used.  Damaged filter should be replaced.  The face-shield of respirators should be 

protected with a lens protector (peel-away plastic), and changed when necessary. 

   ● Storage of respirators should be in a convenient, clean and sanitary location and stored in a way 

that does not place them at risk of damage or deterioration. 

   ● This PPE is to be for the exclusive use of one worker, and should be cleaned, disinfected and 

inspected after each shift following manufacturer’s instructions. 

   ● Respirators used by more than one worker should be cleaned, disinfected and inspected after 

each use.  Respirators used by more than worker have to be the correct size for each worker, 

determined by fit testing. 
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Responsibilities Defined: 

 

Employer – The employer is responsible for ensuring that the workers and contractors have access to 

training, information, PPE, instruction with respect to all work place hazards.  The employer is 

responsible for ensuring a competent person is assigned to coordinate training and that the employer 

takes every precaution reasonable for the protection of the worker. 

 

Health and Safety Coordinator – The H & S Coordinator is responsible for recommending the correct 

respirators and cartridges to the company and its employees, and for monitoring the respiratory 

protection program.  If changes are required in respiratory protective devices, The H & S coordinator 

informs appropriate personnel to make changes. 

Accountabilities:  The Health and Safety Coordinator is accountable to the Senior Management Rep. 

 

Supervisors/ Project Managers:  Supervisors are responsible for taking every precaution reasonable for 

the protection of the workers and for informing the workers of the hazards in their workplace and 

acquainting them with the proper use and care of PPE.  

Accountabilities:   The supervisor is accountable to senior management and is subject to progressive 

discipline for failing to following the standards and policies contained within the Centis Health and 

Safety Manual. 

 

Worker – Workers are responsible for ensuring that they are wearing appropriate PPE, that they follow 

the instructions on the use, care and fit of the PPE, and that they advise their supervisor of any defect in 

their PPE.  Workers are responsible and are expected to follow all safe work practices and procedures 

and to follow the policies and standards contained within the Centis Health and Safety Manual. 

Accountabilities:  Workers are accountable to their supervisors and all other senior management.  

Failure to follow process/procedure will result in progressive discipline. 

 

Contractors/Subcontractors – are expected to meet the requirements of all Centis Policies and 

Procedures with respect to Health and Safety.  They are required to ensure that documentation 

pertaining to training and verification for same is carried with workers at all times while on Centis sites 

and that all PPE supplied by them to these workers are in compliance with industry and company 

standards. 

Accountabilities:  Subcontractors/contractors who fail to meet this standard are subject to termination 

of contract at the discretion of the Senior Management Rep. of the company. 
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Hot Work Statement of Practice 

  

Definition: 

Hot work is defined as any welding, cutting, grinding or any other activity involving open flames, sparks 

or other ignition sources which may cause smoke or fire or which may trigger detection systems. 

 

 

Exemptions:  

Workshops equipped with appropriate fire prevention and suppression facilities are exempt from the 

requirement for Hot Work Permits. 

 

Scope: 

This policy is of particular relevance to any shop employee who would be required to perform welding, 

torching or hot work of a similar nature. 

 

The Law: 

Work well requirements place an expectation on employers to provide Hot Work Policies for those cases 

where workers must perform hot work outside of a shop environment.  This would require the provision 

of a hot work permit and heat shields for the worker. 

Ontario Fire Code (O.Reg 388/97 Section 5.17 welding and Cutting) 

 

Policy: 

As Centis does not routinely conduct hot work outside the shop area, the company has redefined its 

position and now demands that any routine welding processes must be done in the shop where the Hot 

Work Requirement is not applicable due to the nature of the work normally conducted in the shop.  

 

There is to be no Hot Work routinely performed in the field.  Only on those rare occasions where it is 

physically impossible or impractical to move the equipment to the shop will hot work be allowed at a 

site, in those Non routine situations, the Non Routine Work Process with Hot Work Considerations must 

be followed.  Please refer to the Non Routine Work process. 

 

Enforcement: 

Supervisors are aware of the requirement to ensure that Hot Work is performed in the shop only and if 

any Hot Work is performed outside of the Shop with the exception of extreme non routine work 

situations.  The supervisors will apply discipline as per the Progressive Discipline Policy should an 

employee be found to be conducting routine welding outside the shop facility. 

 
 

   
 

 

 

   

  May 2022 

  Date 



 

 

Safe Driving Standards and Procedures 
 

Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 3 4  -  P a g e  1 | 4 
 

 

Safe Driving Standards & Procedures 

 

Scope:   

The following standard applies to all owners, managers and employees who are required to drive in and 

out of town on company business in company owned “fleet” vehicles.   

 

Standard: 

Centis is committed to safe, accident free driving among our employees and management team.  Centis 

is committed to safe and courteous operation of all vehicles used to conduct company business.  Every 

Centis employee who drives a Centis vehicle as part of their employment is responsible for its safe 

operation and condition.  Drivers must practice defensive, not aggressive, driving and take every 

possible precaution to avoid accidents.  While recognizing the jurisdiction of related legislation (ie the 

Highway traffic Act RRO 1990), the company will implement internal procedures and practices for Fleet 

Safety that will allow for the maintenance of the Company Insurance Policy coverage and provide a pro-

active long term sustainable fleet safety program. 

 

Enforcement/ Monitoring:   

Failure to operate a vehicle in a safe manner that can place the life of the driver or another employee or 

a member of the public at risk, or cause personal damage to a company or other private vehicle or 

property, will be dealt with as a disciplinary issue and may result in termination of the employee at the 

employer’s discretion if gross negligence is cited as the cause.  This will be determined by the Senior 

Management Rep.   

 

Employer/Supervisor Responsibilities Defined: 

1. Ensure vehicles are in good maintenance and safe operating condition. 

2. Ensure that PM (preventative maintenance) is done on a regularly scheduled basis and duly 

documented. 

3. Ensure drivers have appropriate licenses and that insurance coverage is adequate. 

4. Enforce Alcohol/Drug/Substance Abuse Policy. 

5. Enforce the requirement associated with the Drivers Abstract. 

6. Advise workers of potential and actual hazards including those on the road. 

7. Educate workers on vehicle safety. 

8. Investigate and respond to worker’s complaints or concerns. 

9. Respond and address worker’s/client complaints about other workers driving habits. 

10. Report all road related accidents to the OPP, Insurance Company and Health and Safety 

Coordinator and Senior Management Rep. where required, following the “In All Cases of 

Accident document. 

 

Worker Responsibilities Defined: 

1. Recognize that driving is subject to the same health and safety scrutiny as activities that you 

would associate with a regular workplace setting. 

2. Identify any unsafe habits that you have and work continually to correct them. 
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3. Get adequate rest prior to a trip and stay calm.  If your emotional or physical well-being is in 

question, do not operate a vehicle for your own personal safety and for that of other motorists. 

4. Schedule enough time to arrive at your destination safely. 

5. Report all near misses, injuries and unsafe conditions to your supervisor/foreman as per the “In 

all cases of Accident Report/ Incident Report”. 

6. Adhere to the rules and regulations of the Highway Traffic Act. 

7. Do not pick up hitchhikers at any time. 

8. If driving to an unfamiliar area for the first time, plan your route in advance or ask the office 

with help in obtaining “Map Quest” directions and information.  Ensure a current map is in your 

vehicle as well as all first aid and emergency supplies as noted in the procedures section. 

9. Check in with branch office periodically if you are driving alone and definitely once you have 

reached your destination. 

 

Procedures:  This section will outline the process by which Centis will provide for and ensure vehicle 

safety. 

1. Pre-start safety check.  Prior to embarking on road trips all workers, foremen, managers, and 

owners will perform a circle check to ensure that all signal and braking lights are operational and 

to check for any visible leaks or structural damage that could impair the safe operation of the 

vehicle, and to refrain from driving the vehicle should these be apparent.   

2. Regular preventative maintenance to be carried out on all vehicles as outlined in the 

Preventative Maintenance Policy and Program 

3. Ensure that all phones for communication and emergency assistance are in good working order 

prior to commencing trip. 

4. Ensure that all necessary ownership/insurance papers are in vehicle prior to commencing trip. 

5. Ensure that a valid first aid kit is in the vehicle along with any emergency supplies required for 

winter driving (i.e. blanket, candle, tin, matches, shovel, energy bars, caution pylons, etc). 

6. All vehicle operators are to ensure that the company has a current copy of their valid driver’s 

license and that the operator is licensed to drive that particular vehicle.  A current driver’s 

Abstract must be submitted for all current drivers and thereafter will only be required on a bi-

yearly basis.  At time of hire, the company will request a copy of the drivers Abstract at the new 

employee’s expense. No person under the age of 18 will operate a Centis vehicle. 

7. Drivers are encouraged to rest frequently to avoid fatigue during trips. 

8. Each employee is responsible for their own speeding and parking tickets.  Each speeding 

infraction will result in a level of disciplinary action and excessive speeding will result in 

termination. 

9. Alcohol/substance consumption is zero tolerance for all drivers.  Any criminal convictions for 

impaired driving will result in immediate termination.  All employees are expected to operate 

vehicles with zero alcohol/substance levels. 

10. In the event that an operator of a vehicle must make a phone call, drivers must pull over to the 

side of the road and stop to allow for safe use of cell phones while in transit.  Statistics show 

that use of phones while driving reduces the attention of the driver to his surroundings.  We 

have a responsibility to drive safely for ourselves, our families and the public. 
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11. In the event of road closure/bad weather, the driver is expected to obtain overnight 

accommodation to minimize the risk of motor vehicle mishap in adverse weather conditions.  

The company will reimburse hotel/motel accommodations to $150.00 per night. 

12. Ensure that all near misses, accidents or complaints are recorded as per the “In all cases of 

Accident” process. 

13. In the case of Highway accident, contact the Senior Management Rep immediately using the 

emergency contacts list in your vehicle.  Contact the Health and Safety Coordinator and the 

Insurance Company.  Obtain the name of all parties to the accident and the responding police 

authority.  Where possible, obtain a copy of the police report.  

14.  All staff that operates company owned vehicles are required to sign the attached declaration of 

good standing indicating that they will promptly inform senior management should their license 

become suspended or revoked due to an infraction of the Highway traffic Act. The signed 

Declaration of Good Standing will be kept in the employee’s file.  

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Sample Form: 

 
Declaration of Good Standing – Safe Driving Standards and Procedures 

 
As an employee of Centis, I have read and reviewed the Safe Driving Standards and Procedures. I 
fully understand my responsibility to drive safely as this protects not only myself but other drivers on 
the road and Centis property. 
 
I understand that, should I lose my license/ or have driving privileges curtailed on non-company 
hours, I am responsible for advising the company of this if I would have otherwise been expected to 
drive or operate company equipment.  
 
I understand that operating any Centis Vehicle or piece of Heavy Equipment without a valid 
drivers/operators license will result in immediate termination. 
 
 
____________________________________________________                   _________ 
Worker Signature                                                                                               Date 
 
 
 
____________________________________________________                   _________  
Witness                                                                                                               Date 
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Personal Protective Equipment 

 

Scope:  The following policy applies to all Centis employees, management and contractors. 

 

Law:   Section 28(b)(c) of the OHSA regarding workers responsibilities, Section 27 (1)(a)(b) regarding 

supervisors responsibilities with PPE, and Section 25 (1) (a)(b) regarding an employers responsibilities 

with regards to PPE. 

 

Policy:  Centis recognizes that the best response to prevention is to control hazards at the source.  In 

some cases, however, this is not always possible.  To this end, Centis will ensure that specific personal 

protective equipment is available to our workers.  The exception to this is for footwear and standard 

safety gloves.  While it is expected that footwear (CSA approved steel toed work boots) be worn and 

safety gloves, if needed, it will the responsibility of the worker to provide them.  Failure to work with 

appropriate PPE will result in disciplinary measures. 

 

PPE Supplied By Worn By When Worn Acceptable 

Reflective Wear Employer Traffic 

controllers  

While directing 

traffic  

Reflective vests (Velcro) 

or  

t-shirts with approved 

reflective markings 

Hard hats 

 

 

 

Employer All 

employees 

At all times when 

on site 

CSA certified Class B 

Work Boots 

 

 

 

Worker All 

employees 

At all times CSA approved Grade 1 

(green patch) 

Masks 

 

 

 

Employer Concrete 

cutters or 

grinders 

At any time when 

working in dusty 

environment 

Small   particulate mask 

Fall restraint 

system 

 

 

 

Employer All 

employees 

At any time a 

worker is in 

danger of falling 

more than 3 m 

(10ft)  

CSA full body harness 

lanyard with shock 

absorber, lifeline and 

rope grab 

Glasses / goggles 

 

 

 

Employer All 

employees 

Any time a worker 

may be exposed to 

the hazard of an 

eye injury 

CSA approved glasses, 

goggles, side shields, 

face shield 

Hearing Employer All While working CSA approved 
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protection employees around or with 

high level 

producing 

machines, tools or 

equipment 

disposable ear plugs, 

reusable ear plugs or 

earmuffs 

 

Employer Responsibility:  Employer will ensure personal protective equipment and clothing are 

available and in good condition for every worker.  Employer will ensure the safety of every worker by 

providing training and written instruction for the use of PPE and clothing. 

 

Employer will ensure compliance with Section 25–28 of the OHSA, with regards to ensuring that 

equipment, materials and protective devices are provided, used and maintained in good condition, 

measures and procedures prescribed are carried out.  Employer will provide information, instruction and 

supervision to a worker to protect the health or safety of the worker by appointing a competent person 

for this duty. 

 

Supervisor/ Project Manager Responsibility:  Each is responsible for enforcing compliance with PPE 

policy and for replacing all defective PPE immediately on being advised and to instruct worker on its safe 

use.  They are also responsible for ensuring that proper disciplinary action is taken in regards to those 

employees and sub-contractors who do not follow the company policy.  When a defect or concern in 

regards to PPE is brought to a Supervisor’s attention, it is to be dealt with immediately.  Replacement 

personal protective equipment will be given to a worker promptly when required, in order for them to 

continue working safely. 

 

Supervisor Accountability:  Every Supervisor will follow the duties of supervisors, Section 27 in the 

OHSA.  They will ensure that workers are wearing and using appropriate PPE and clothing, advise 

workers of any danger to their health and safety, provide a worker with written instructions 

(procedures) and take every precaution reasonable in the circumstance for the protection of a worker.  

Supervisors will be assessed on their safety performance through the yearly performance reviews, and 

monthly inspections by H & S Reps will measure the effectiveness of the PPE program by determining 

the number of workers not wearing appropriate PPE. 

 

Safety Coordinator Responsibility/Accountability:  The safety coordinator is responsible for providing 

training orientation in regards to personal protective clothing, equipment or devices.  It is a workers 

right to be given proper training in the use of personal protective clothing, equipment, devices (O. Reg. 

213/91, s.21 (3)).  Workers will also be given specific training with company PPE policy/procedures.  The 

Health and Safety Coordinator will include PPE Policy and Procedure in with the quarterly accident 

analysis and will forward this summary report to Senior Management with recommendations for 

increased PPE use. 

 

Worker Responsibility:  Each worker is responsible for following Centis’ personal protective equipment 

policy and procedure.  It is also the workers responsibility to report any defects in regards to PPE 

immediately to their Supervisor. 



 

 
Personal Protective Equipment Policy 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 3 5  -  P a g e  3 | 3 

 

 

Worker Accountability:  All workers will work in compliance with Section 28 of the OHSA. Workers will 

wear PPE and clothing that the employer requires to be used and worn, report absence or defect in any 

equipment or protective devices which may endanger him/her or another worker, and report the 

existence of any hazard or contravention of the OHSA and Regulations to their Supervisor.  A worker will 

not operate or use equipment, machine, or device or thing, or work in a manner which may endanger 

himself, herself or any other worker.  A worker will not engage in pranks or rough or boisterous conduct. 

 

Measurement:  Senior Management:  Centis’ Personal Protective Equipment policy and procedure will 

be reviewed quarterly in conjunction with an Accident Analysis review by senior management.  This 

policy will also be included in the annual review of the corporate health and safety manual/program. 

 

Enforcement:  Any employee (regardless of level of authority) found not wearing PPE will be subject to 

the progressive discipline policy and process.  Any employee found to make PPE defective will be subject 

to the progressive discipline policy and process.  Any employee who refuses to ensure a proper seal fit 

on a respirator shall be subject to the progressive discipline policy and process. 

 

 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Non Routine Work Standard & Procedure 

 

Preamble:  In addition to typical Tile and Terrazzo work, Centis occasionally conducts unique projects.  

 

Definition:  Non routine work is any work that is considered not part of the normal work process or 

activities than an employee performs.  This work is not normally conducted during day to day operations 

and may not be referenced specifically with a safe work or safe operating procedure. 

 

Scope:  All employees who are expected to do a task that is not routine to them are expected to follow 

these standards and procedures. 

 

Standard:  In recognition and support of the Corporate Health and Safety Policy, Centis has developed 

safe operating/work procedures to provide operators and workers with the information required to 

perform their jobs safely with an awareness of potential hazards and safeguards that are in place for 

their protection.  Construction can be an ever changing environment and, by its very nature, there may 

be occasional requirements for tasks or work that is not normally performed.  In these cases, to ensure 

that our workers have the training, instruction and PPE required to perform the job, Centis has 

developed Non Routine Work Procedures to meet those requirements.  Any employee, who is asked to 

perform a non-routine task, and any supervisor authorizing the worker to perform a non-routine task, is 

expected to complete the documented procedures below. 

 

Step by step Process: 

1. Review pre-job meeting and job order to consider what aspects may be considered Non Routine 

Work. 

2. Document the nature of the non-routine work. 

3. Conduct pre-work meeting to address potential hazards and include Health and Safety Rep(s). 

4. Implement Controls (ie PPE, Guards, TCP, Safe Operating Procedures if required). 

5. Document hazards and controls on a Non Routine Work Report. 

6. Determine when the non-routine work will start and when it will end. 

7. If SOP’s have been developed and written, post at site and communicate process directly to 

workers involved. 

8. If emergency preparedness is required, arrange for Emergency Response to be on location (ie 

paramedics, fire). 

9. If hygiene testing is required, arrange for this prior to work start (ie Air Sampling). 

10. Inspect PPE to ensure effectiveness (ie appropriate respirator, fall restraint, two way 

communication, etc). 

      11.   If non routine work is performed at the request of a General Contractor, no non- 

              routine work will commence until Contractor provides written instructions and training  

              and safe work procedures for this non-routine work and all applicable PPE and  

              emergency preparedness elements. 

12. Have Supervisor inspect to ensure that all workers have been trained on process and that all 

necessary PPEs are in place. 
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       13. Post the non-routine work notice on site at job start and Supervisor must remove upon        

completion. 

 

 

Roles Responsibility/Task Non Routine Work Consideration 

Supervisor PHR Consider what aspects of this project, 

if any, may require or result in non-

routine work being performed 

 Documentation Document clearly the nature of the 

non-routine work 

Supervisor, and/or President 

and/or Senior Management 

Rep, Health and Safety Rep 

and Health and Safety 

Coordinator 

MEETING Conduct a pre work meeting to discuss 

what routine work is required and 

conduct a hazard assessment using the 

management hazard assessment guide 

to measure the risks associated; 

review pre-job meeting. 

Supervisor Document Based on previous meeting, document 

the hazards associated with the work 

and list and implement controls.  

These may include PPE, guarding and 

defined Safe Operating Procedures 

Senior Management Rep/ 

Supervisor 

 Document If Safe Operating Procedures are 

required, ensure that no work is 

completed until these SOP’s are 

written.  These must be written and 

approved by either the Senior 

Management Rep. or Supervisor if 

deemed to be competent persons 

regarding the non-routine work.  If in 

doubt, the opinion of a professional (ie 

engineer, inspector or occupational 

hygienist ) must be obtained 

Supervisor Control 

implementation 

In addition to the SOP to be written, 

ensure that all other controls are 

available during the period of non-

routine work (ie PPE, guarding, 

emergency response personnel, two 

way communication, etc) 

Supervisor Consultation If hygiene testing such as air sampling 

is required, it is the Supervisors’ 

responsibility to arrange.  The Health 

and Safety Coordinator can provide 

assistance in this regard 
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Supervisor Contractor Requests If work is to be done at request of a 

general contractor, obtain all SOP’s 

from the general contractor in 

addition to ensuring that the General 

contractor provides instruction and 

training to all affected workers 

Supervisor Worker 

Awareness/training 

Conduct safety talk on nature of work, 

review written safety procedures and 

remind workers of their right to refuse 

unsafe work.  All workers must be 

trained prior to commencing work 

Supervisor Inspection Inspect PPE for effectiveness and 

ensure it meets requirements (ie 

respirator for air quality issues).  If 

specific training is required (ie fall 

restraint/travel) then verification that 

the worker has had training must be 

documented 

Health and Safety Rep  Participation Health and Safety Rep is to participate 

in pre work safety meeting and should 

be willing to contribute in any way to 

the development of safe work 

procedures 

 

Elements to consider for various forms of Non Routine Work: 

Working from Heights  

 

Law 

All elements of Section 26 of the regulations for Construction under the OHSA. 

 

When would a process be required?   

 

Any non-routine work that is unique to a project will require a step by step process to be developed with 

and documentation approved by the HSC and Senior Management Rep. 
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SUMMARY NOTE:   When in doubt, at any time, as to the nature of the work to be performed, the 

worker must address this concern with the supervisor at time of job/task allocation.  Workers are 

reminded of their rights to refuse unsafe work. 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Heat Stress Policy (Hot Weather Work) and Heat Plan 

 

Scope:   All Centis Employees and management, regardless of employment status, who are exposed to 

high temperatures and humidity while performing their duties. 

 

The Law:   25(2)(h) of the Occupational Health and Safety Act states that employers must take every 

precaution reasonable in the circumstances for the protection of a worker.    This includes the 

development of hot environment policies and procedures to protect workers in hot environments due 

to hot processes or hot weather.   The Ontario Ministry of Labour recommends the Threshold Limit 

Values (TLV’s) for Heat Stress and Heat Strain for compliance purposes.    These are published by the 

ACGIH (American Conference of Governmental Industrial Hygienists). 

 

Policy:   Centis recognizes that construction operations involving heavy physical work in hot humid 

environments combined with hot working materials can place workers at risk for heat stress related 

illnesses.  As such, as part of the company’s ongoing efforts to reduce and control unsafe conditions and 

acts in the workplace and to take every precaution reasonable for the protection of our workers, Centis 

has implemented this heat stress policy (working in Hot Weather Conditions) which is intended to 

protect workers from the potential adverse effects of overexposure to heat.   Centis is committed to 

ensuring the effectiveness of this program by allowing for careful monitoring of temperature and 

humidex factors on those days where the temperatures reach 25 degrees Celsius and by ensuring that 

all workers are familiar with the Processes noted below to understand the risks of hot weather work and 

to recognize the symptoms of heat stress. 

 

Employer Responsibility:     The employer is responsible for ensuring that an effective policy and Hot 

Weather Plan is in place during the months of May to September where risk is highest and, in particular, 

once temperatures are consistently at the 25-degree mark or higher.   The employer is responsible for 

ensuring that an initial refresher course on recognizing the signs of heat stress is delivered prior to the 

hot weather season.   The employer is responsible for ensuring that a hot weather plan is implemented 

and adhered to by supervision, management and workers. 

 

Accountability:     The employer is accountable to the Centis Occupational Health and Safety Policy, their 

employees and the Ministry of Labour in this regard. 

 

Supervisor Responsibility:  Supervisors are expected to exercise due diligence for personal safety when 

assigning work in extreme heat, and shall ensure that all employees are familiar with first aid procedures 

for illnesses.  Any worker on any site who has been recently hired must have had the orientation 

process, particularly for hot weather work with the Occupational Health and Safety Coordinator prior to 

commencing work at a site.    The supervisor is responsible for making sure there is an adequate fresh 

water supply and for ensuring that time is allotted to “buddy up” prior to the days’ work to allow for 

workers to be paired to monitor each other for signs and symptoms of heat stress. 
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Accountability:    The supervisor is accountable to the Centis Occupational Health and Safety Policy, the 

employer and the Ministry of Labour in this regard as well as the OH&S coordinator who will periodically 

monitor random locations during hot weather work to ensure the program is in effect. 

 

Worker Responsibility:  Workers are expected to comply with the processes noted below and to report 

immediately to their supervisor or first aide staff on scene if they recognize any symptoms in themselves 

or a co-worker.    Workers are expected to refrain from excessive caffeine intake during hot weather 

work as this reduces the body’s ability to cool.    Workers are expected to follow the hot weather plan 

and to observe their “buddy” as well as themselves on a vigilant basis for signs and symptoms of heat 

related illness. 

 

Accountability:    The worker is accountable to the OH&S Policy, their supervisor and ultimately the 

employer as well as the Ministry of Labour. 

 

Occupational Heath & Safety Coordinator Responsibility:     The coordinator is responsible for ensuring 

that the hot weather plan is in effect on those days where temperature exceeds 25 Celsius.      

 

Accountability:    The coordinator is accountable to the Senior Management Rep. 

 

  
 

   
 

 

 

   

  May 2022 

  Date 
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Hot Weather Plan  

Preamble: 

This plan is to be used during those periods that the Hot Weather Policy is in effect.  It is expected that 

an awareness of hot weather-related heat illness is considered during the period of May 1st to 

September 30th of any calendar year, so the plan is in effect for that time frame. 

Using guidelines from the Ministry of Labour, the Construction Safety Association and the Occupational 

Health Clinic for Ontario Workers, Centis has developed this Hot Weather Plan to protect workers from 

potential adverse effects from overexposure to heat/hot weather.   

 

Centis has determined that a schedule of recording temperatures will take place once the temperature 

reaches 25 degrees Celsius.  These temperatures will be recorded on a Temperature Log and will be 

collected by the Health and Safety Representative and/or Health and Safety Coordinator during the 

monthly inspections to check for compliance. 

 

Attention must be paid to not only temperature readings but humidex forecasts as well.  Centis will 

cease road work operations on those dates where the humidity reaches 40 degrees and alternate work 

will be considered or the scheduled work will be deferred until the level is reduced below 40.  It is 

understood that, while a humidex reading of 45 may be tolerable according to TLV standards, the 

radiant heat from hot equipment can directly impact temperature readings on site to a greater level 

than those provided by Environment Canada. 

Prior to the commencement of the summer season, Centis will commit to refresher training sessions for 

all workers on recognizing the signs and symptoms of heat stress.  While this is covered as part of the 

first aid training, Centis recognizes that this health issue is serious enough to warrant specific 

instruction.  Any worker who has not had the benefit of this heat stress training at the start of the 

season (i.e. late or mid-season hires) will receive instruction on recognizing the signs and symptoms as 

part of the orientation process from the Health and Safety Coordinator. 

 

NOTE:  THE CSAO provides guides for determining work class categories 

 

Acclimatization: Most Centis workers are field workers and so are naturally acclimatized.  In periods of 

extreme hot weather, however, if a new hire is made during extreme hot weather,, this worker should 

not be placed on a schedule until he has had a period of acclimatization whereby he commences work 

(following work rest schedule) on a graduated basis (2 hours first day, 4 hours second day, 6 hours third 

day and 8 hours fourth and fifth day with no overtime till acclimated) 

 

PLAN 

Employer Responsibility:   

The employer is responsible for ensuring that all staff is trained to recognize the signs and symptoms of 

heat stress in themselves and other workers.  This will be accomplished via specific training provided by 

a competent person, health care or first aid professional prior to season start. This is to be scheduled by 

the Health and Safety Coordinator in conjunction with the Supervisor/foreman.  The H&S Coordinator 
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will deliver a session on those signs and symptoms for those hired mid/late season who would not have 

had the benefit of such a training course. 

 

The employer will ensure that there is a drug/alcohol policy in place to reduce the risk of increased 

exposure that these factors play in relation to heat stress. 

 

The employer will ensure that the heat stress policy and hot weather plan are incorporated into the 

orientation process for all new hires and existing staff.  As part of the new hire orientation and review of 

existing staff, workers will be asked to provide brief details on any medical condition or drug/medication 

requirement that may place them at higher risk of suffering adverse effects from heat exposure. 

 

The employer will ensure that there is a first aid trained worker at each job site. 

 

The employer will assign the task of monitoring daily temperatures to the supervisor on each site where 

outdoor work is being conducted. The employer is responsible for ensuring that the Supervisor is a 

competent person. 

 

The employer will reinforce with the Supervisor/lead hand the requirement for all workers to be in a 

buddy system during extreme hot weather temperatures. 

 

The employer will ensure that there is an adequate supply of fresh drinking water at each outdoor work 

location. 

 

Supervisor Responsibility: 

The supervisor must take daily temperature readings at each site at 9:00 a.m., 12:00 and 3:00 p.m. and, 

on those days where work exceeds usually working hours, at 6:00 p.m.  These temperatures are to be 

recorded on the daily temperature log and retained in the Supervisors truck with all other inspection 

forms.  These logs will be collected monthly by the Health and Safety Coordinator.  These temperatures 

will be recorded on dates where temperatures reach 25 degrees Celsius or higher. 

The supervisor is required to monitor humidex readings from Environment Canada.  These will be 

obtained by calling Environment Canada at 677-7928 (located at the Sudbury airport) and will be done 

at the same time that the daily temperature readings are recorded. 
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The supervisor must allow, prior to job start, each worker to pair up with a co-worker.  This buddy 

system will help provide additional monitoring for symptoms of heat stress.  For new workers hired after 

May 1 who have not had the benefit of the training with either the health care provider or first aide at 

season start, it will be expected that the supervisor will pair these workers with a worker who has 

already been trained to recognize the signs and symptoms of heat stress.  The Health and Safety 

Coordinator will go over the signs and symptoms with this new hire at point of orientation. 

 

All employees are expected to be constantly vigilant and aware of all signs of heat stress and to look for 

these symptoms in workers during the course of hot weather work. 

Supervisors must allow workers who are reporting heat stress symptoms the opportunity to obtain relief 

immediately. The symptoms and treatment guidelines are noted in the following chart. 

 

DEFINITIONS, SYMPTOMS AND FIRST AID   FOR HEAT STRESS HAZARDS 

Term Definition Cause/Symptom First Aid Prevention 

Heat Rash Rash, also known 

as prickly heat 

Red bumpy rash and 

prickly sensation 

Rinse with cool 

shower and dry 

well 

 

Wash frequently, 

keep skin clean 

and dry 

Heat 

Cramps 

Spasms in the 

larger muscles, 

usually the arms, 

back and legs.  

Cramping creates 

hard painful 

lumps within the 

muscles. 

Under extreme 

conditions, excessive 

sweating can drain a 

person’s body of salt.  

Symptoms include 

painful cramps that 

occur suddenly at 

work or later at 

home.  Heat cramps 

are serious and can 

be a warning of more 

serious problems. 

Move to a cool 

area; loosen 

clothing and drink 

cool salted water (1 

tsp salt per gallon 

of water) or 

commercial fluid 

replacement 

beverage.  If the 

cramps are severe 

or don’t go away 

seek medical aid. 

Reduce activity 

levels and/or heat 

exposure.  Drink 

fluids regularly.  If 

possible, workers 

should work on a 

buddy system so 

that workers can 

more readily spot 

the signs or 

symptoms of heat 

stress in others to 

prevent heat 

stroke.  
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Heat 

Exhaustion 

This occurs when 

the body can no 

longer keep 

blood flowing to 

supply vital 

organs and at the 

same time send 

blood to the skin 

to reduce body 

temperature. 

Heavy sweating; cool 

moist skin; weakness; 

headache; 

breathlessness; 

nausea or vomiting; 

weak pulse, normal or 

low blood pressure; 

fatigue; thirst; 

panting or breathing 

rapidly; possibly 

blurred vision; 

fainting 

SEEK MEDICAL AID 

IMMEDIATELY 

Those suffering 

from heat 

exhaustion usually 

respond quickly to 

first aid, however 

heat exhaustion 

can lead to heat 

stroke which is a 

medical 

emergency. Move 

person to a cool or 

shaded area, 

loosen or remove 

excessive clothing, 

fan and spray with 

cool water and 

offer sips of cool 

water to drink until 

medical aid can be 

provided. Medical 

aid must be 

summoned or 

worker transported 

to medical care. 

Drink fluids 

regularly and 

reduce heat 

exposure and/or 

activity levels. 

Ensure that, on 

days of extreme 

heat and humidity, 

workers are not 

left alone but 

rather work on a 

buddy system to 

spot symptoms as 

they appear. 

HEAT 

STROKE 

(sometimes 

called 

sunstroke) 

The result of the 

body’s inability 

to cool itself and 

body 

temperature 

rises to critical 

levels 

Causes are as per the 

definition: lack of 

fluid and extreme 

over heating 

Symptoms are: 

confusion, irrational 

behavior, loss of 

consciousness, 

convulsions, lack of 

sweating, hot dry 

skin, abnormally high 

body temperature, 

rapid or weak pulse, 

rapid, shallow 

breathing 

CALL 911 

IMMEDIATELY. 

This condition can 

cause death 

quickly.  Move 

person to cooler 

place.  If possible, 

quickly cool the 

body by wrapping 

wet sheets around 

it and fan rapidly. If 

you have ice or 

cold packs, place 

them on the 

victim’s wrists and 

ankles, in the 

armpits and on the 

Reduce activity 

levels and 

exposure on 

extreme hot or 

humid days,  drink 

fluids regularly, 

work in a buddy 

system, seek 

shade in non- 

productive periods 
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neck to cool the 

large blood vessels.  

Immerse victim in 

tub of cool water 

or place in a cool 

shower or spray 

with cool water 

from a hose. Watch 

for breathing 

problems and keep 

the airways clear.  

Keep the person 

lying down.  Do not 

give anything by 

mouth to an 

unconscious victim 

Fainting A person will lose 

consciousness as 

a result of 

fainting 

Cool moist skin, weak 

pulse, sudden loss of 

consciousness 

Get medical 

attention and 

assess need for 

CPR 

Reduce activity 

levels and drink 

fluids regularly; 

work in buddy 

system 

                                

NOTE:  HEAT STROKE CAN BE FATAL, EVEN AFTER FIRST AID IS GIVEN.  ANYONE SUSPECTED OF 

SUFFERING FROM HEAT STROKE SHOULD NOT BE SENT HOME OR LEFT UNNATTENDED UNLESS THAT 

ACTION HAS BEEN APPROVED BY A PHYSICIAN.   

IF THERE IS ANY DOUBT AS TO WHAT TYPE OF HEAT DISORDER THE WORKER IS SUFFERING FROM, 

CALL FOR IMMEDIATE MEDICAL ASSISTANCE.  CENTIS WOULD RATHER REACT IN A PROACTIVE 

MANNER IN THIS SITUATION THAN TO HAVE SOMEONE SUFFER UNDUE HARM FROM UNCERTAINTY. 

 

Worker Responsibilities: 

Workers are responsible for ensuring that they are not reporting to work with the effects of alcohol or 

drugs in their system.  These elements increase the risk of adverse effects from heat stress.  Everyone is 

reminded that there will be strict enforcement of the drug and alcohol policy at Centis.   

 

Workers are responsible for ensuring that they consume a reasonable amount of                                

water, at a minimum, as per the guidelines found in this plan. 

 

Workers are responsible for working in the “Buddy System” on those days where heat stress is a risk.  As 

part of the buddy system, workers are responsible for observing their “buddy” for signs of heat stress 

and reporting these to the foreman/lead hand on site. 
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As noted previously in this plan, workers are encouraged  to  report any of those health 

factors/conditions that may put them at a greater risk of adverse effect due to heat stress (for example; 

diabetic conditions, certain medications, extreme fatigue, high blood pressure, cardiac conditions, etc.). 

Workers are encouraged to decrease caffeine intake during hot weather periods and to consume water 

as an alternative. 

 

 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Workplace Violence and Harassment Policy 

 

 

Scope:  The following policy applies to all Centis employees and all management. 

 

Law:   

Violence in the workplace can be considered covered under Section 25 (2)(h) of the Occupational Health 

and Safety Act that states: “Without limiting the strict duty imposed by subsection 1 an employer shall 

take every precaution reasonable in the circumstances for the protection of the worker.” 

 

Further, issues pertaining to harassment can be found in the Ontario Human Rights Code RSO 1990 

Chapter H.19 Section 5(1) that states: “Every person has a right to equal treatment with respect to 

employment without discrimination because of race, ancestry, place of origin, color, ethnic origin, sex, 

sexual orientation, age, record of offences, marital status, family status, or disability.” In 2009, Bill 168, 

now known as section 32 in the OHSA, was introduced to ensure workers’ rights to a safe and 

harassment free workplace.  

 

As of September 08, 2016, the company’s obligations under Bill 132 which came into effect July 1st 2016 

refer to updates in the Occupational Health and Safety Act (R.S.O. 1990, Chapter O.1), most notably in 

Part III 0.1 section 32.0.6 to 32.0.8.   

 

 

Policy:  Centis recognizes that each worker has the right to work without fear of personal injury from a 

violent act or from harassment of any kind.  Centis views acts of violence/harassment or threats of 

violence/harassment of any kind as unacceptable and beneath the integrity of the vision of Centis 

Occupational Health and Safety Policy and shall investigate fully all complaints of Violence or 

Harassment in the workplace. All workers, managers and owners are required to work and communicate 

in a manner that is not of a threatening or abusive nature.   Any threats from an outside party (public or 

client) will be treated with the utmost seriousness and, where required, police intervention will be 

solicited. Training is provided during the new hire orientation process and the policy is available to all 

workers, posted in conspicuous locations (ie. Health and safety boards). This policy will also be reviewed 

by all workers periodically. 

 

Definitions: 

 

Workplace Violence - The exercise of physical force by a person against a worker, in a workplace, that 

causes or could cause physical injury to the worker; 

• An attempt to exercise physical force against a worker, in a workplace, that causes or could 

cause physical injury to the worker; and 

• A statement or behaviour that is reasonable for a worker to interpret as a threat to exercise 

physical force against a worker, in a workplace, that causes or could cause physical injury to the 

worker. 
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Examples of Workplace Violence: 

• Verbally threatening to attack a worker 

• Leaving threatening notes at or sending threatening emails to a workplace 

• Shaking a fist in a worker’s face 

• Wielding a weapon at work 

• Hitting or trying to hit a worker 

• Throwing an object at a worker with malicious intent 

• Sexual violence against a worker 

• Kicking an object the worker is standing on (i.e. Ladder) 

• Trying to run down a worker using a vehicle or equipment. 

 

It should be noted that Workplace Harassment or Violence does not include reasonable action or 

conduct that is part of the day to day work function (i.e. Changes in work assignments, scheduling, job 

assessment and evaluation, workplace inspections, implementation of dress codes and disciplinary 

action) by Supervisors and Management where company business occurs, or differences of opinion or 

minor disagreements 

 

Workplace Harassment - Engaging in a course of vexatious comment or conduct against a worker in a 

workplace that is known or should be known to be unwelcome. 

Workplace Harassment can involve unwelcome words or actions that are known or should be known to 

be offensive, embarrassing, humiliating or demeaning to a worker or group of workers. It can also 

include behaviour that intimidates, isolates or even discriminates the targeted individual(s) 

 

Examples of Workplace Harassment: 

• Making remarks, jokes or innuendos that demean, ridicule, intimidate, or offend 

• Displaying or circulating offensive pictures or materials in print or electronic form 

• Bullying 

• Repeated offensive or intimidating phone calls or e-mails 

• Inappropriate sexual touching, advance, suggestions or requests 

 

Workplace Sexual Harassment - Engaging in a course of vexatious comment or conduct against a worker 

in a workplace because of sex, sexual orientation, gender identity or gender expression, where the 

course of comment or conduct is known or ought reasonably to be known to be unwelcome, or ; 

Making a sexual solicitation or advance where the person making the solicitation or advance is in a 

position to confer, grant or deny a benefit or advancement to the worker and the person knows or 

ought reasonably to know that the solicitation or advance in unwelcome. 

 

Examples of Workplace Sexual Harassment: 

• Asking questions, talking or writing about sexual activities; 

• Rough or vulgar humour or language related to sexuality, sexual orientation or gender; 

• Displaying or circulating pornography, sexual images, or offensive sexual jokes in print or 

electronic form; 

• Leering or inappropriate staring; 
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• Invading personal space; 

• Unnecessary physical contact, including inappropriate touching; 

• Demanding hugs, dates or sexual favours; 

• Making gender-related comments about someone’s physical characteristics, mannerisms or 

conformity to sex-role stereotypes; 

• Verbally abusing, threatening or taunting someone based on gender or sexual orientation; or, 

• Threatening to penalize or otherwise punish a worker if they refuse a sexual advance. 

 

 

Racial / Ethnic Harassment - Any conduct or comment which causes humiliation to an employee 

because of their racial or ethnic background, their colour, place of birth, citizenship or ancestry.   

 

Examples of racial or ethnic harassment:  

• Unwelcome remarks, jokes or innuendos about a person's racial or ethnic origin; Colour, place of 

birth, citizenship or ancestry; 

• Displaying racist or derogatory pictures or other offensive material; 

• Insulting gestures or practical jokes based on racial or ethnic grounds which create awkwardness 

or embarrassment; and 

• Refusing to speak to or work with someone or treating someone differently because of their 

ethnic or racial background. 

 

Appropriate Authority - Any delegated employee who has the authority to make final decisions 

regarding employees, harassment claims, and resulting actions. 

 

Complainant - A person who is or has been subjected to the alleged sexual harassment. 

 

Respondent - Someone who’s alleged conduct is the subject of a complaint.  

 

Retaliatory Acts - Any retaliation, retribution, or reprisal by a respondent against any complainant who 

reports an incident of alleged sexual harassment, or against any employee who testifies or otherwise 

participates in an investigation or hearing relating to the allegation of sexual harassment.  

 

Worker – Means any of the following, but does not include an inmate of a correctional institution or like 

institution or facility who participates inside the institution or facility in a work project or rehabilitation 

program; 

• A person who performs work or supplies services for monetary compensation. 

• A secondary school student who performs work or supplies services for no monetary 

compensation under a work experience program authorized by the school board that operates 

the school in which the student is enrolled. 

• A person who performs work or supplies services for no monetary compensation under a 

program approved by a college of applied arts and technology, university or other post-

secondary institution. 
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• A person who receives training from an employer, but who, under the Employment Standards 

Act, 2000, is not an employee for the purposes of that Act because the conditions set out in 

subsection 1 (2) of that Act have been met. 

• Such other persons as may be prescribed who perform work or supply services to an employer 

for no monetary compensation. 

 

Implementation 

 

Responsibilities: 

Senior Management 

• Conduct a risk assessment to evaluate the risk of workplace violence and harassment; 

implement the necessary measures and procedures to control the risks  

• Provide the support and resources necessary to ensure that the workplace is free from 

workplace violence and harassment 

• To ensure that appropriate procedures are in place to minimize the risk to workers from 

violence and harassment 

• To ensure the process for reporting and responding to incidents of workplace violence and 

harassment is communicated, maintained and followed 

 

Supervisors: 

• Take every precaution reasonable for the protection of the worker 

• Record and document all situations reported to him or her 

• Uphold the company’s Health and Safety Program and ensure that all policies and procedures 

are clearly communicated and understood 

• Investigate alleged cases of workplace violence and harassment 

• Ensure that the appropriate enforcement of discipline is rendered if worker/s found in 

contravention of company policies and procedures  

 

Health and Safety Coordinator: 

• Assist in the development, maintenance and evaluation of the Violence and Harassment in the 

Workplace Program 

• Assist Senior Management in conducting a risk assessment to evaluate the risk of workplace 

violence and harassment; implement the necessary measures and procedures to control the 

risks  

• Provide leadership, assist with administration of the Violence and Harassment in the Workplace 

Program, review documentation to determine completeness, and seek additional information 

where required 

• Investigate alleged cases of workplace violence and harassment 

• Maintain on a confidential basis, all files and documents of complaints of violence and 

harassment and subsequent action 
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Human Resources: 

• Provide leadership, assist with administration of the Violence and Harassment in the Workplace 

Program, review documentation to determine completeness, and seek additional information 

where required 

• Maintain on a confidential basis, all files and documents of complaints of violence and 

harassment and subsequent action 

 

Worker: 

• It is the worker’s responsibility to work in compliance with the company’s Health & Safety 

Policies and Programs in addition to adhering to the Occupational Health and Safety Act and its 

applicable regulations.  It is the worker’s responsibility to report all violent or harassment 

related incidents to his/her Supervisor. If the worker cannot report to the Supervisor, it is 

expected that the worker will report to the next level of authority.   To participate as required 

into the investigation of any workplace incident that he/she is involved with.   A worker has the 

right to refuse unsafe work if the threat of violence is perceived to still exist. 

• If the employer, manager or supervisor is the alleged harasser, the worker will report the 

incident to the Human Resources. 

 

Joint Health and Safety Committee: 

• Assist in the development, maintenance and evaluation of the Violence and Harassment in the 

Workplace Program and make recommendations for improvement 

 

Risk Assessments: Centis Tile will assess the risks of workplace violence and harassment that may arise 

from the nature of the workplace. The risk assessment procedure is to be completed by evaluating a 

combination of factors relevant to the workplace which may include: 

•  General Physical Environment Assessment (Appendix 1) 

o This assessment focuses on the nature of the workplace with regard to the physical 

environment and the security measures. 

• Assessment for a Mobile Workplace (Appendix 2) 

o This assessment is intended for those who work on the road, in remote areas and in 

situations which the public has access to the worker. 

• Assessment for those Working Alone or in Small Numbers (Appendix 3) 

o This assessment will be used for workplaces where work is performed at a fixed location 

by a single worker or a very few workers. 

• Assessment for those transporting people and/or goods (Appendix 4) 

o This assessment is used to determine the risk where workers transport goods in trucks 

and mid-size vehicles. 

 

The assessment forms listed above will allow Centis Tile to identify what existing controls are in place 

and what recommended controls should be implemented.  The risk assessments will be completed with 

the site supervisors, Health & Safety Coordinator and the JHSC members as required. 
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Procedures: 

It is the employer’s responsibility to ensure that there is no conflict of interest in the process of 

reporting and investigation with respect to this policy. The employer must ensure that an employee with 

a complaint can report to an alternate person if their employer, manager or supervisor is accused.  

 

In the event that an employee is either directly affected by or witness to any violence in the workplace, 

it is imperative for the safety of all Centis employees that the incident be reported promptly.   

Employees should report any violence or potentially violent situations immediately to their supervisor or 

management. 

• All reports shall be kept confidential; 

• All reports shall be investigated, and dealt with appropriately; 

• Any employee of Centis who threatens, harasses or abuses another employee, or any other 

individual at or from the workplace shall be subject to disciplinary action, up to and including 

termination of employment, and the pursuit of legal action; and   

• Violent action, threats and harassment are serious criminal offences, and shall be dealt with 

appropriately. 

 

Informal Procedure: 

• Confront the harasser personally or in writing pointing out the unwelcome behavior and 

requesting that it stop; or 

• Discuss the situation with the victim’s supervisor, management or Human Resources. 

Any employee who feels discriminated against or harassed can and should, in all confidence and 

without fear of reprisal, personally report the facts directly to your Human Resources and/or the 

Health and Safety Coordinator.  

 

Formal Procedure: 

If you believe you have been personally harassed, you may make a written complaint.  It should be 

noted that worker’s may contact the Health and Safety Coordinator by telephone to begin the formal 

procedure. The written complaint must be delivered to the Health and Safety Coordinator. Your 

complaint should include: 

• the approximate date and time of each incident you wish to report; 

• the name of the person or persons involved in each incident; 

• the name of any person or persons who witnessed each incident; and 

• a full description of what occurred in each incident. 

 

Once a written complaint has been received Health and Safety Coordinator in conjunction with the site 

supervisor and/or member of management will complete a thorough investigation.  Harassment should 

not be ignored. Silence can, and often is, interpreted as acceptance. In the rare event that the Health 

and Safety Coordinator is implicated in the harassment, the investigation shall be completed by a third 

party to ensure a proper investigation without bias. 

The investigation will include: 

• informing the harasser/s of the complaint; 
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• interviewing the complainant, any person involved in the incident and any identified witnesses; 

and 

• interviewing any other person who may have knowledge of the incidents related to the 

complaint or any other similar incidents. 

 

A copy of the complaint, detailing the complainant's allegations, is then provided to the respondent(s). 

• The respondent is invited to reply in writing to the complainant's allegations and the reply will 

be made known to the complainant before the case proceeds further. 

• The Company will do its best to protect from unnecessary disclosure the details of the incident 

being investigated and the identities of the complaining party and that of the alleged 

respondent.  

• During the investigation, the complainant and the respondent will be interviewed along with 

any possible witnesses. Statements from all parties involved will be taken and a decision will be 

made. 

• If necessary, Centis Tile may employ outside assistance or request the use of legal counsel. 

• Employees will not be demoted, dismissed, disciplined or denied a promotion, advancement or 

employment opportunities because they rejected sexual advances of another employee or 

because they lodged a harassment complaint when they honestly believed they were being 

harassed. 

• Where it is determined that harassment has occurred, a written report of the remedial action 

will be given to the employees concerned. 

 

If the complainant decides not to lay a formal complaint, Senior Management may decide that a formal 

complaint is required (based on the investigation of the incident) and will file such document(s) with the 

person(s) against whom the complaint is laid. 

If it is determined that personal harassment or a violent act has occurred, appropriate disciplinary 

measures will be taken as soon as possible. 

 

Employers Responsibility:  It is the employer’s responsibility as per Section 25 2(H) to take every 

reasonable precaution for the protection of the worker.   By doing so, the employer has instituted this 

policy and is responsible for ensuring that staff are trained on how to respond to these threats and that 

any employee guilty of any threatening physical act is terminated immediately. 

 

Supervisors Responsibility:  It is the supervisor’s responsibility to take every precaution reasonable for 

the protection of the worker as per Section 27 (2) (c).  The supervisor shall ensure that the appropriate 

enforcement of discipline is rendered for any verbal harassment or threat depending on the severity.  

The supervisor shall record and document all situations reported to him or her of a threatening or 

harassing nature from their subordinates.   It is the supervisor’s responsibility to uphold the principle of 

the company’s Occupational Health and Safety Policy Manual and that all policies and procedures 

involving workplace safety are clearly communicated and understood.   It is the supervisor’s 

responsibility to encourage employees who have been victimized of their legal right to prosecute 

offenders and to report and log all threats and incidents. 
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Accountability:     Any supervisor who fails these requirements is accountable to the Supervisor and the 

Senior Management Rep. and is subject to the progressive disciplinary process. 

 

Workers Responsibility:   It is the worker’s responsibility to work in compliance with the company’s 

Health & Safety Policy and Manual and within the Occupational Health and Safety Act.  It is the worker’s 

responsibility to report all violent or harassment related incidents to his supervisor.    If the worker 

cannot report to the supervisor it is expected that the worker will report to the next level of authority.   

To participate as required into the investigation of any workplace incident that he/she is involved with.   

A worker has the right to refuse unsafe work if the threat of violence is perceived to still exist. 

 

Accountability:  Any worker found to have initiated a violent act or harassed a coworker may be subject 

to immediate termination or progressive discipline at the discretion of the Senior Management Rep. 

 

 

Measurement/Enforcement:   Acceptance and measurement of this policy will be measured through 

periodic questioning of staff through the monthly Health and Safety Rep inspections, and enforcement 

will be applied through the progressive discipline policy.    Workers who do not feel they can approach 

their direct supervisors may report directly to the Senior Management Rep. 

 

 

 
 
   
  May 2022 

  Date 
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APPENDIX 1 

General Physical Environment Assessment 
This assessment focuses on the nature of the workplace. It takes you through a survey of your 
workplace’s physical environment and its security measures. There are spaces for you to note 
the controls that are already in place, and to identify what additional controls may be suitable for 
your workplace. 
 
You are not required to use all or any of the examples of controls. There may be other 
controls that are more suitable to your workplace’s circumstances and to controlling the risks of 
workplace violence that you identify. 
 

Job / Department/ Location: Completed by: Date: 

Shading indicates elevated risk 

General Physical Environment Assessment (GA) 

Physical 
Environment 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

Have you 
assessed the 
following?  

   
   

 Outside 
building and 
parking lot 

   
 Bolted entries / locks  
 Designated public entry 

doors 
 Clear sightlines (look at 

landscaping, layout, 
and bushes) 

 Good lighting 
 Motion/movement 

detectors 

  

 Entry 
control and 
security 
system 

   
 Coded doors / security 

doors 
 Employee ID cards and 

guest passes with sign-
in/out 

 Clearly labelled staff 
areas 

 Closed-circuit video 
system 

 Metal detectors 
 Alarms (silent or 
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General Physical Environment Assessment (GA) 

Physical 
Environment 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

sounding) 
 Mirrors 

 Reception 
and waiting 
areas 

   
 Clear sightlines 
 Means of 

communication 
 Signage (re: hours) 
 No heavy or sharp 

objects 

  

 Public 
counters 

   
 Widened service desks 
 Barriers (e.g., 

unbreakable screens) 
 Silent, concealed 

alarms 
 Other means to 

summon help 

  

 Interior 
design, 
hidden 
areas (utility 
rooms, etc.), 
and lighting 

   
 Restricted public 

access 
 Clear sightlines 
 Locked doors 
 Mirrors 
 Angled corners 

  

 Stairwells 
and exits 

   
 Exit signs 
 Good lighting 
 No obstructions 
 Panic bars to allow 

escape 
 Requirements of Fire 

Code and Building 
Code 

  

 Public 
meeting 
rooms, 
interview, 
treatment or 
counselling 
rooms 

   
 Clear sight lines 
 Communication devices 

or alarms 
 Furniture layout 
 Weighted furniture 
 Extra exit 
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General Physical Environment Assessment (GA) 

Physical 
Environment 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

 Isolated 
areas 

   
 Clear sight lines 
 Means of 

communication 
 Mirrors 
 Angled corners 
 Restricted access 

See the Assessment for 
Specific Risk: Working 
Alone or in Small Numbers 
for more suggestions. 

  

 Location of 
cash, 
goods, and 
medicines 

   
 Locked and hidden 

storage 
  

 Workplace 
location 
(shared 
building, 
neighbourin
g 
businesses, 
neighbourho
od)  

   
 Security tours 
 Cameras 
 Secured grounds  

Assessments for Specific 
Risks may have more 
detailed examples of 
controls. 

  

Are individual 
security devices 
necessary to 
protect 
workers? 

   
Individual security devices 
could include: 

 cell phones 
 two-way radios 
 GPS tracking devices 

or other locating 
devices 

Assessments for Specific 
Risks may have more 
detailed examples of 
controls. 

  

If used in your 
workplace, are 
security 

   
If used in your workplace: 

• Test the security 
systems regularly 
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General Physical Environment Assessment (GA) 

Physical 
Environment 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

systems and 
individual 
security devices 
tested?  

• Test individual security 
devices prior to use and 
regularly while in use 

• Keep records of tests 

Is there a 
designated safe 
area where 
workers can go 
during a 
workplace 
violence 
incident? 

 

   
For emergency purposes, a 
safe area (for example, a 
safe room, the business 
next door, etc.) should be 
identified.  

If using a safe room, it 
should: 

 have clear entry 
 have a lock that can be 

used from the inside, 
but which can also be 
accessed by security 

 have a means of 
summoning immediate 
assistance 

  

Are there other 
measures or 
procedures 
needed to 
protect workers 
from the risks 
arising from the 
physical 
environment? 

   
Measures and procedures 
will depend on the specific 
workplace. 

  

If your 
workplace has 
workplace 
security 
measures or 
individual 
security 
devices, are 
workers trained 

   
Provide workers training on 
workplace security 
measures and in the proper 
use and testing of individual 
security devices. 
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General Physical Environment Assessment (GA) 

Physical 
Environment 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

in their use? 

Are workers and 
supervisors 
trained in all 
relevant 
measures and 
procedures that 
will protect them 
from violence 
associated with 
the workplace’s 
physical 
environment? 

   
Information, instruction, or 
training could include: 

 risks of workplace 
violence arising from 
their job or location 

 other relevant 
measures and 
procedures 
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APPENDIX 2 

Assessment for Specific Risk: Mobile Workplace (MW) 
This assessment can be useful to workplaces where workers are required to travel in a vehicle 
most of their workday with limited communication with their office. These workers could be 
salespeople, consultants, auditors contract accountants, etc., who travel to clients’ premises. 
Examples of activities include: 
 

• Working on the road – a vehicle is a “mobile office”  
• Working in remote or unknown areas 

• Situations in which the public has access to the worker in and outside of the vehicle 

You are not required to use all or any of the examples of controls. There may be other 
controls that are more suitable to the circumstances of your workplace and to controlling the 
risks of workplace violence that you identify. 

Job / Department/ Location: Completed by: Date: 

Shading indicates elevated risk 

Physical 
Environment 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

MW1. Can 
workers call for 
immediate help 
when workplace 
violence occurs or 
is likely to occur 
while they are on 
the road? 

   
Measures and procedures 
could include: 

 providing equipment to 
summon assistance, 
such as individual or 
fixed alarms (sounding 
or silent) or cell phones 
(pre-programmed to call 
an emergency number) 

 providing GPS tracking 
devices or other 
locating devices 

 providing internal and 
external numbers for 
workers to call 

o at all hours of 
operations 

o posted or 
otherwise 
readily available 

 establishing an internal 
code word or words to 
indicate that help is 
needed 

  



 

 
Workplace Violence and Harassment Policy  

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 3 8  -  P a g e  15 | 32 

 

Physical 
Environment 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

MW2. Are 
vehicles used by 
workers regularly 
maintained? 

   
Develop procedures to 
ensure vehicles used by 
workers are regularly 
maintained. 

  

MW3. Are 
vehicles equipped 
with special 
security devices? 

   
Consider the following 
measures: 

 Installing an alarm 
system in the vehicle 

 Installing a video 
camera in the vehicle 

 Making GPS available 
for those who want the 
system or providing 
GPS-equipped cell 
phones 

  

MW4. Are 
workers working 
in remote or 
isolated 
locations?  

   
Provide appropriate 
communications or 
individual security devices 
(telephone, two-way radio, 
alarm buttons, etc.) and 
ensure these devices will be 
available should a problem 
arise. 

  

MW5. Do workers 
work at times of 
increased 
vulnerability, such 
as late at night, 
early in the 
morning, or at 
very quiet times 
of day? 

 

 
 
 

  
Assess higher-risk times 
and the need for additional 
measures to protect 
workers, such as: 

 having workers leave 
the building in groups  

 arranging for security 
patrols  

 joining with 
neighbouring 
businesses to 
coordinate security 
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Measures and 
Procedures 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

MW6. Do you 
have procedures 
to identify, 
evaluate, and 
inform workers 
about specific 
high-risk clients, 
situations, or 
locations? 

   
Develop and implement 
procedures to identify, 
evaluate, and inform 
workers about risks of 
violence related to specific 
situations or clients.  

  

MW7. Do you 
have procedures 
for workers to 
follow when 
dealing with 
strangers or 
intruders?  

   
Develop and implement 
such procedures, which 
could include: 

 how to question 
strangers or intruders 
about the 
appropriateness of their 
presence in a non-
confrontational manner 

 recommended actions 
and responses 

 when to call for help or 
go to a safe area 

  

MW8. Do you 
have procedures 
for workers to 
follow when 
dealing with 
aggressive or 
violent clients or 
members of the 
public? 

   
Develop and implement 
such procedures, which 
could include: 

 recommended actions 
and responses 

 when to call for 
assistance or go to a 
safe area 
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Measures and 
Procedures 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

MW9. Do you 
maintain regular 
contact with 
workers who are 
in a mobile 
workplace?  
 

   
Maintain regular contact 
with workers by: 

 providing cell phones 
or other 
communications or 
monitoring devices 

 establishing regular 
contact times or check-
in points 

 designating a person to 
monitor contact with 
workers, and to follow 
up if contact is lost 

  

MW10. Are there 
other measures 
or procedures 
needed to protect 
workers from the 
risks of a mobile 
workplace? 

   
Measures and procedures 
will depend on the specific 
workplace. 
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Measures and 
Procedures 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

MW11. Are 
workers trained in 
safety routines for 
parking, and 
leaving and 
returning to their 
vehicles? 

   
Training could include: 

 being observant – look 
and listen 

 not slinging purses or 
bags over the shoulder 
or around the neck 

 carrying keys in hand 
 walking around the 

vehicle and the 
checking back seat 
before unlocking the 
vehicle 

 locking doors and 
keeping windows up 
 

 the dangers of reading 
or writing in parked 
vehicles 

 maintaining a full gas 
tank or filling up at well-
lit and busy gas 
stations 

 how to choose a safe 
parking spot 

 looking for adequate 
light from street lamps 
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Measures and 
Procedures 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

MW12. Are 
workers trained to 
be aware of travel 
in potentially 
unsafe areas and 
of potentially 
violent situations? 

   Training could include: 

 how workers will be 
informed about 
potentially violent 
people, situations, or 
high-risk locations 

 areas that are remote, 
isolated, and/or unsafe 

 knowing where phone 
systems do not work  

 characteristics of 
aggressive or violent 
people and signs of 
escalation  

 recognition of 
potentially violent 
situations, including 
situations of sexual 
violence 

 recommended actions 
and reactions, including 
when to leave or 
escape 

  

MW13. Are 
workers and 
supervisors 
trained in all 
relevant 
measures and 
procedures for 
protecting 
themselves from 
workplace 
violence 
associated with a 
mobile 
workplace? 

   Information, instruction, or 
training could include: 

 risks of workplace 
violence arising from 
their job or location 

 relevant measures and 
procedures 
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APPENDIX 3 

Assessment for Specific Risk: Working Alone or in Small Numbers (WA) 
This assessment can be useful to workplaces where work is performed at a fixed location by a 
single worker or very few workers. This could include settings such as health care facilities and 
clinics, retail stores, gas stations, factories, manufacturing facilities, industrial settings, and 
office environments. Examples of activities include: 

• Working in a fixed location where there is limited or no access to communication tools 
and other security devices 

• Working in a fixed location where there is high potential for assault, sexual assault, or 
robbery  

• Working in isolated areas within a worksite, away from other workers 

• Working in a remote worksite where the public may have access 

You are not required to use all or any of the examples of controls. There may be other 
controls that are more suitable to the circumstances of your workplace and to controlling the 
risks of workplace violence that you identify. 

Job / Department / Location: Completed by: Date: 

Shading indicates elevated risk 

Physical 
Environment 

Yes  No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

WA1. Do you have 
a security system?  

   
Investigate the need for 
security systems such as:  

 personal alarms 
 fixed alarms connected 

to security services 
 video surveillance with 

a live feed to a central 
location  

 regular security patrols 

Develop and implement 
regular alarm checks. 

  

WA2. Can workers 
summon 
immediate 
assistance when 
workplace 
violence occurs or 
is likely to occur? 

   
Measures and procedures 
could include: 

 providing equipment to 
summon assistance, 
such as individual or 
fixed alarms (sounding 
or silent) or cell phones 
(pre-programmed to 
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Physical 
Environment 

Yes  No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

call an emergency 
number) 

 providing GPS tracking 
devices or other 
locating devices 

 providing internal and 
external numbers for 
workers to call 

o at all hours of 
operations 

o posted or 
otherwise 
readily 
available 

 establishing an internal 
code word or words to 
indicate that help is 
needed 

WA3. Is public 
access to the 
workplace 
restricted?  

   
Restrict public access to 
the workplace by: 

 providing a single 
entrance for clients and 
controlling access to 
other doors 

 installing security 
alarms on outside 
doors 

 installing door chimes 
or other means to notify 
workers when someone 
enters the workplace 

 posting signs about 
worker-only areas 

 using cards or keys to 
access worker-only 
areas 

 using reception desks 
and sign-in procedures 

 accompanying non-
workers in restricted 
areas 

 using video 
surveillance and 
posting signs to inform 
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Physical 
Environment 

Yes  No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

people of it 
 locking the public 

entrance and providing 
a bell  

WA4. Do workers 
work at times of 
increased 
vulnerability, such 
as late at night, 
early in the 
morning, or at very 
quiet times of 
day? 

   
Assess higher-risk times 
and the need for additional 
measures to protect 
workers, such as: 

 having workers leave 
the building in groups  

 arranging for security 
patrols  

 joining with 
neighbouring 
businesses to 
coordinate security 

  

WA5. Are there 
any other risks 
associated with 
the physical 
environment and 
working alone? 

   
See the General Physical 
Environment Assessment 
for some other aspects of 
the physical environment 
that should be assessed. 

  

 
 

Measures and 
Procedures 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

WA6. Do you have 
procedures for 
opening, closing, 
or securing the 
workplace prior to 
starting and at the 
end of shifts?  

   
Develop and implement 
procedures for opening, 
closing, or securing the 
workplace prior to starting 
and at the end of shifts.  

Include procedures for 
responding to and dealing 
with unusual circumstances. 

  

WA7. Do you 
maintain regular 
contact with 

   
Maintain regular contact 
with workers by: 

 providing cell phones or 
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Measures and 
Procedures 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

workers who are 
working alone?  
 

other communications 
or monitoring devices 

 establishing regular 
contact times or check-
in points 

 designating a person to 
monitor contact with 
workers, and to follow 
up if contact is lost 

WA8. Do you have 
procedures for 
workers to follow 
when dealing with 
strangers or 
intruders?  

   
Develop and implement 
such procedures, which 
could include: 

 how to question 
strangers or intruders 
about the 
appropriateness of their 
presence in a non-
confrontational manner 

 recommended actions 
and responses 

 when to call for 
assistance or go to a 
safe area 

  

WA9. Do you have 
procedures for 
workers to follow 
when dealing with 
aggressive or 
violent clients or 
members of the 
public? 

   
Develop and implement 
such procedures, which 
could include: 

 recommended actions 
and responses 

 when to call for 
assistance or go to a 
safe area 

  

WA10. Are there 
other measures or 
procedures 
needed to protect 
workers from the 
risks of working 
alone? 

   
Measures and procedures 
will depend on the specific 
workplace. 

  

WA11. Are 
workers trained in 
safety routines for 

   
Training could include: 

 being observant – look 
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Measures and 
Procedures 

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

parking, and 
leaving and 
returning to their 
vehicles? 

and listen 
 not slinging purses or 

bags over the shoulder 
or around the neck 

 carrying keys in hand 
 walking around the 

vehicle and checking 
the back seat before 
unlocking the vehicle 

 locking doors and 
keeping windows up 

 how to carry and store 
valuables 

 dangers of reading or 
writing in parked 
vehicles 

 maintaining a full gas 
tank or filling up at well-
lit and busy gas stations 

 how to choose a safe 
parking spot 

 looking for adequate 
light from street lamps 

WA12. In addition 
to the above, are 
workers and 
supervisors 
provided with 
information, 
instruction, and/or 
training to protect 
them from the 
risks of working 
alone? 

   
Information, instruction, or 
training could include: 

 risks of workplace 
violence arising from 
their job or location 

 relevant measures and 
procedures 
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APPENDIX 4 

Assessment for Specific Risk: Transporting People and/or Goods (TG) 
This assessment is designed to help workplaces determine the risk of workplace violence where 
workers transport people in taxis, buses, streetcars, or subways, and where workers transfer 
goods of all kinds in trucks and mid-size vehicles. Examples of activities include: 

 

• Working in high-density traffic routes  

• Working in areas where there is exposure to “road rage” 

• Working in areas where there is limited or no access to communication tools  

• Working in situations where the public has physical access to the driver/staff 

• Working in situations where fare collection and the enforcement of fares is required 

• Working in situations where there is exposure to theft of goods that are being transferred 

You are not required to use all or any of the examples of controls. There may be other 
controls that are more suitable to the circumstances of your workplace and to controlling the 
risks of workplace violence that you identify. 

Job / Department/ Location: Completed by: Date: 

Shading indicates elevated risk 

Physical 
Environment 

Ye
s 

N
o 

N/
A 

Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

TG1. Do 
passengers have 
physical access to 
drivers? 

   
Consider the following 
measures: 

 Removing direct 
access by installing a 
cage, barrier/partition, 
or door with a glass 
shield 

 Posting a sign to warn 
passengers of the 
outcomes if the driver 
is harassed (e.g., they 
will be denied access 
to service, the police 
will be called) 
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Physical 
Environment 

Ye
s 

N
o 

N/
A 

Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

TG2. Do drivers 
carry large 
amounts of 
money?  

   
Public transportation:  

 Encourage the use of 
tickets, tokens, or 
Smart Cards  

Truck drivers (transporting 
goods): 

 Increase the use of 
debit/credit cards for 
payment of goods 

 Carry little cash 
(establish a rule that 
money in excess of a 
set amount must be 
deposited at the bank) 

Taxi drivers:  

 Increase the use of 
debit/credit cards for 
fare payment 

 Carry little cash 
(establish a rule that 
money in excess of a 
set amount must be 
deposited at the bank)  

See the Assessment for 
Specific Risk: Handling 
Cash for more suggestions 
about deposits. 

  

TG3. Do workers 
work at times of 
increased 
vulnerability, such 
as late at night, 
early in the 
morning, during 
very long work 
hours, or at very 
quiet times of 
day? 

   
Assess higher-risk times 
and the need for additional 
measures to protect 
workers, such as: 

 rescheduling hours, if 
possible 

 adding workers or 
using a buddy system 

 providing appropriate 
communications or 
individual security 
devices for summoning 
assistance  
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Physical 
Environment 

Ye
s 

N
o 

N/
A 

Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

TG4. Are workers 
transporting 
people or goods in 
remote and 
isolated areas? 

   
See TG6 and TG9. 

Consider a buddy system. 

  

TG5. Are vehicles 
used by workers 
regularly 
maintained? 

 

   
Develop and implement 
procedures to ensure 
vehicles used by workers 
are regularly maintained, 
such as: 

 daily, weekly, and 
monthly maintenance 
checklists 

 checking interior and 
exterior mirrors and 
replacing damaged 
mirrors 

 installing new large 
full-access mirrors in 
areas where it is 
required 

Where a vehicle is 
inoperable while 
passengers are present, 
notify them in a calm 
manner and immediately 
call for back up. Avoid 
confrontations. 

  

TG6. Can workers 
call for immediate 
help when 
workplace 
violence occurs or 
is likely to occur? 

   
Measures and procedures 
could include: 

 providing equipment to 
summon assistance, 
such as individual or 
fixed alarms (sounding 
or silent) or cell phones 
(pre-programmed to 
call emergency 
number) 

 flashing lights, such as 
those used on taxis in 
some cities 
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Physical 
Environment 

Ye
s 

N
o 

N/
A 

Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, if 

possible) 

 GPS tracking systems 
to allow fast access to 
supervisors and 
emergency services  

 providing internal and 
external numbers for 
workers to call 

o at all hours of 
operations 

o posted or 
otherwise 
readily 
available 

 establishing an internal 
code word or words to 
indicate that help is 
needed 

TG7. Is there 
adequate lighting 
within and outside 
the vehicle? 

   
Ensure the brightness 
levels, glare, contrast, and 
shadows are maintained at 
levels that create 
appropriate surveillance 
conditions internally and 
externally.  

Ensure that all light fixtures 
work properly and are 
regularly serviced and 
maintained. 
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Measures 
and 

Procedu
res  

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

TG8. Do 
you have 
procedures 
to identify, 
evaluate, 
and inform 
workers 
about 
specific 
high-risk 
clients, 
situations, 
or 
locations? 

   
Develop and implement procedures to identify, 
evaluate, and inform workers about risks of 
violence related to specific locations or clients.  

  

TG9. Do 
you 
maintain 
regular 
contact with 
workers 
who are 
transporting 
people or 
goods?  
 

   
Maintain regular contact with workers by: 

 providing cell phones or other 
communications or monitoring devices 

 establishing regular contact times or 
check-in points 

 designating a person to monitor contact 
with workers and follow up if contact is lost 
(e.g., an operations room operator may 
contact the driver every hour via a 
dedicated radio system) 

  

TG10. Do 
you have 
procedures 
for workers 
to follow 
when 
dealing with 
aggressive 
or violent 
clients or 
others? 

   
Develop and implement procedures, which 
could include: 

 recommended actions and responses 
 when to call for assistance or go to a safe 

area 

  

TG11. Are 
passengers 
and  
clients 
notified of 
the vehicle’s 

   
All transportation sectors: 

 Early notification can relieve passenger-
client aggression caused by fear of 
missing a bus, streetcar, subway, or taxi, 
or the late arrival of goods. 

 If delays are expected, drivers should 
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Measures 
and 

Procedu
res  

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

schedule 
(including 
arrival 
time)?  
 

immediately notify passengers or clients 
(by announcement, on an electronic sign, 
or over the phone). 

Public transportation:  

 Post schedules to make it easy for public 
to view (e.g., at stations, at each stop, 
online) 

Truck drivers (transporting goods): 

 Notify client of the arrival day and time in 
advance, either by phone, letter, or email. 

 Call close to scheduled delivery time to 
notify client of delays, if necessary. 

Taxi:  

 Dispatcher should notify client of the 
anticipated arrival time and expected 
delays, if any. 

TG12. Do 
you have a 
procedure 
regarding 
the correct 
response to 
fare 
disputes? 

   
Procedures should:  

 clearly define when the driver should 
withdraw from the dispute (workers must 
not to put themselves in danger for the 
collection of the correct fare – do not leave 
the nature of the response to the individual 
driver’s discretion) 

 rule out any negative consequences for 
failure to collect the correct fare 

  

TG13. Are 
there other 
measures 
or 
procedures 
needed to 
protect 
workers 
from the 
risks of 
transporting 
people or 
goods? 

   
Measures and procedures will depend on the 
specific workplace. 
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Measures 
and 

Procedu
res  

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

TG14. Have 
workers 
received 
training in 
robbery 
prevention 
and 
response?  

   
Consider establishing a robbery prevention 
and response program. 

Training could include: 

 techniques for preventing robberies 
 safe responses to robbery 
 no negative consequences to workers 

  

TG15. Are 
workers 
trained to 
recognize 
and deal 
with 
potentially 
violent 
clients, 
situations, 
or high-risk 
locations? 

   
Training could include: 

 how workers will be informed about 
potentially violent people, situations or 
locations  

 characteristics of aggressive or violent 
people 

 signs of behaviour escalation 
 recognition of potentially violent situations, 

including situations of sexual violence 
 recommended actions and reactions, 

including when to leave or how to escape  
 appropriate responses to incidents, 

including defusing hostile or aggressive 
behaviours 

See the Canadian Urban Transit Association’s 
Ambassador Training Program for Difficult and 
Dangerous Situations on Buses and Streetcars 
(http://www.cutaactu.ca/en/transit_ambassador 
). 

  

TG16. In 
addition to 
the above, 
are workers 
and 
supervisors 
provided 
with 
information, 
instruction, 
and/or 
training to 
protect 
them from 
the risks of 

   
Information, instruction, or training could 
include: 

 risks of workplace violence arising from 
transporting people and/or goods 

 relevant measures and procedures 
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Measures 
and 

Procedu
res  

Yes No N/A Examples of Controls 
Existing 
Controls 

Recommended 
Controls 

(identify person(s) 
responsible and 

expected 
completion dates, 

if possible) 

transporting 
people 
and/or 
goods? 
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Substance Abuse (Drug/Alcohol) Policy 

 

Scope:  All Centis employees. 

 

Law:  Section 25 (2)(h) of the OHSA states that an employer must take every precaution reasonable in 

the circumstances for the protection of the worker. 

 

Policy:  Centis believes that every worker has the right to a safe and healthy work environment.  To 

provide that environment, Centis recognizes its’ responsibility to ensure that no workers are working 

near or on equipment, people, materials or processes when under the influence of alcohol or drugs.  If a 

worker has been found to be inebriated from the effects of either substance and is performing work in 

contravention of this policy, he/she is subject to immediate termination. If a worker is found to be in 

possession of either substance while at the work site but has not consumed the substance, he/she will 

be subject to suspension without pay for one week.  On the second offence, he/she will be subject to 

termination. 

 

No alcohol or drug use will be accepted at the work site, shop or at any of the offices.  

Should a worker arrive at work not in the possession of drugs or alcohol but showing signs of hangover 

or impaired judgment due to non-work hour alcohol use, he/she will be sent home, without pay, for the 

remainder of the shift.  A second such incident will result in termination. 

 

Procedure:  The supervisor will be observant of all workers in their employ and be empowered to 

terminate, on site, for situations where workers are working while impaired during the course of their 

shift. 

If a worker is in possession but has not consumed the substance, he/she will be suspended for one week 

(2nd offence will be termination). 

If arriving at work impaired, worker will be sent home for shift in question and will be terminated on 2nd 

offence. 

If a Sub Contractor is found to be guilty of the above, the information will be given directly to the Senior 

Management Rep. for action and the Sub contractor will be asked to refrain from work and leave.   

The supervisor will not allow any individual to leave the site impaired but will arrange for taxi service. 

 

Responsibilities: 

Supervisor:  Is responsible to enforce the policy on drug and alcohol (substance) abuse and to ensure 

that no impaired worker drives away or leaves the site. A taxi must be called.  Supervisor is to inform 

Senior Management of any issues affecting sub-contractors. 

 

Supervisor is to advise Health and Safety Coordinator of situation. 

 

Accountability:  Any supervisor who allows a worker on the job site who is aware the worker is 

intoxicated or otherwise under the effects of drug or other substance that impacts the workers’ 

judgment places not only that workers’ health and safety in jeopardy but that of other workers.  As such, 
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any supervisor who does not enforce this policy is accountable to Senior Management and will be 

subject to the progressive discipline policy. 

 

Workers:  Workers are responsible for working sober and not under the influence of any alcohol or 

drugs.  Workers are asked to report any medication use that may impair their ability to operate a vehicle 

safely to their supervisor. 

Senior Management will be responsible to uphold this policy and to ensure that any issues relating to 

sub-contractors are reviewed and contract considered for termination. 

 

Accountability:  Any worker who enters a job site intoxicated or otherwise under the effects of drug or 

other substance that impacts his or her judgment places not only his or her own health and safety in 

jeopardy but that of other workers.  As such any worker who does not adhere to this policy is 

accountable to the Supervisor and will be subject to the progressive discipline policy. 

 

Health and Safety Coordinator support: 

In the situations where a worker is suspended, the Health and Safety Coordinator will contact the 

worker and make an offer of providing a contact number for counseling if worker is experiencing 

personal difficulties.   

 

Health and Safety Coordinator will consider inviting speakers in to address substance abuse as part of 

weekly safety talks. H&S Coordinator will communicate this policy at point of orientation. 

  

Enforcement:   

This policy will be enforced by suspension and termination as noted in the policy section of this 

document. 

 

 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Smoking Policy 

 

Scope:   This policy will affect all employees, management, visitors and suppliers while on Centis 

property for personal or business reasons.  

 

Policy:   Centis is committed to the promotion of Health and Safety, wellness and the prevention of 

disease.  The employer recognizes and believes that all of its employees are entitled, under the 

Occupational Health and Safety Act, to work in an environment where safety and health hazards are 

eliminated where reasonably possible.  This includes ensuring that exposure to the potential of chronic 

illness that may be caused by exposure to smoking/and the or second hand smoke is eliminated in our 

environment.  This policy now confirms that Centis, its surrounding outbuildings, grounds, vehicles and 

work sites are smoke free environments.  This smoke free policy is to be communicated to all new hires 

upon orientation and to all existing staff through prominent public postings and through in-house 

communications (safety talks).  As per the municipal by law, an outdoor smoking area must be located 

30 feet away from entrances or exits.  

 

Publications:  No Smoking signs will be posted throughout shops and office locations.   

 

Vehicles:   Centis has a no smoking policy in place for all company vehicles at all times.  

 

The Law:  The Occupational Health and Safety Act section 25(2)(h) requires that employers shall take 

every precaution reasonable, in the circumstances, for the protection of the workers.  At Centis, as to 

the risk that second hand smoke and smoking can create to its employees, the company supports the 

enforcement of this policy.  Further, the City of Sudbury By-Law 2002-300, enforcing no smoking in 

public places, is to be strictly enforced.  

 

Enforcement:  The Provincial Tobacco Control Act will be enforced by Provincial Offences Officers 

designated under the Act.  The Municipal By-Law will be monitored and enforced by the City of Sudbury 

and its’ bylaw enforcement officers.  The Ministry By-Law will be monitored and enforced by the City of 

Sudbury and its bylaw enforcement officers.  The Ministry of Labour has the right to enforce the 

provincial Smoking in the Workplace Act through its inspectors.  

 

The company requires that compliance with this policy is the responsibility of all parties using and 

managing the buildings and grounds at Centis. In cases where there is an incident of non-compliance 

with respect to an employee, after due notification has been given, the management reserves the right 

to enforce the company’s disciplinary process for failing to comply.  The Health and Safety Rep and the 

Health and Safety Coordinator are available to assist and investigate. 

 

Please be aware that persons smoking in a public area, upon conviction, are subject to a maximum fine 

of $5,000.00 under the Provincial Offences Act.  
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Responsibilities and Accountabilities:  

 

All Employees:   Are expected to follow the No Smoking Policy and the No Smoking postings within the 

buildings.  Any employee who does not follow this process is accountable to their direct report in terms 

of progressive discipline and risks financial penalties imposed by the MOL and/or by-law enforcement 

offer with the City of Greater Sudbury.  

 

Monitoring & Measurement:   The success of the policy and its implementation will be measured by the 

number of infractions reported to the Health and Safety Coordinator and by the number of by-law 

enforcements required. 
 

 

 

 

 
   
 

 

 

   

  May 2022 

  Date 
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Cell Phone Policy 

                                                                                                

Scope:  Centis adheres to the cell phone legislation that bans hand held cell phone or texting while 

operating a vehicle.  

 

The Law: Bill 118 legislation prohibits the use of handheld cell phones or any other handheld electronic 

devices that can be used in a vehicle, such as GPS receivers, Satellite radio receivers, IPods and any other 

similar gadgetry. 

 

Policy:  All Centis supervisors who are provided a cell phone will be provided a hands free device that 

will remain in the company vehicle at all times. Each supervisor will be required to use the hands free 

device at all times while operating any Centis vehicle. The use of personal cell phones is prohibited 

outside of coffee/lunch breaks and emergencies.  

 

Process/Procedure:  All Supervisors are required to use the hands free device while operating any Centis 

vehicle. Failure to comply with the legislation will result in disciplinary action as per the Discipline Policy 

of the Centis Occupational Health & Safety Manual. Any lost or stolen hands free devices from any 

vehicle will be replaced by the supervisor.  

Other employees at Centis will not be permitted to use cellular devices while operating vehicles or 

operating any type of equipment.  The use of personal cell phones outside of the allowed time will be 

reason for use of the company discipline policy. 

 

Employer Responsibility: Employer will provide hands free devices for all assigned cell phones. 

 

Responsibilities and Accountabilities:  

 

All Employees:   Are expected to follow the cell phone policy. Any employee who does not follow this 

process is accountable to their direct report in terms of progressive discipline and risks financial 

penalties imposed by the MOL, MTO and/or by law enforcement offers.  

 

Monitoring & Measurement:   The success of the policy and its implementation will be measured by the 

number of infractions reported to the Health and Safety Coordinator and by the number of by law 

enforcements required. 

 

 
   
 

 

 

   

  May 2022 

  Date 
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Personal Hygiene Policy 

(Personal Hygiene and Drinking Water) 

 

Accommodations                                         

 

Scope:  All Centis employees are entitled to fresh drinking water, toilet and clean up facilities for any site 

at which they may be working. 

 

The Law: See attached for copy of Part II General Construction Application for personal hygiene. O. Reg. 

213/91, s.28-30. 

 

Policy: Centis is committed to providing clean drinking water and appropriate personal hygiene facilities 

to all workers regardless of location or site where they may be working. 

 

Process/Procedure:  Centis will arrange for or provide a fresh supply of potable drinking water, with 

cups for dispensing if required, regulation toilet and clean up facilities for every site that requires such 

needs.  If a job site is located in an area where easy access to public washroom facility is available, 

arrangements will be made with building management to allow for use of their facilities by Centis 

employees. If on a sub-contracted job site, access to toilet and clean up facility will be provided by 

general contractor.  When not acting as a sub-contractor, or in a remote area (or too far from public 

facility), Centis will provide toilet and clean up facility. If there is no access to a clean-up facility, Centis 

will supply hand sanitizer/cleaner.  All requirements for service and maintenance for toilet and clean up 

facilities are posted inside portable units from the provider. 

 

No Centis employee shall consume food on a work site without prior cleansing of hands, either by 

washing at a clean-up facility or by sanitizing with provided cleanser. The risk of illness due to 

consumption and absorption is significant when proper hygiene is not maintained prior to food intake.   

 

Employer Responsibility: Employer will providing clean drinking water and appropriate personal 

hygiene facilities to all workers. 

 

Employer Accountability: O. Reg. 213/91, s. 29 (3) Facilities will be arranged for prior to the start of the 

job and workers have reasonable access to these facilities.  

 

Foreman/lead hand Responsibility:  Each Supervisor will document a job plan if toilet and clean up 

facilities are required for that specific site.  If they are required, it is the Supervisor’s responsibility to 

make the appropriate arrangements. It is also their responsibility to make arrangements for use of a 

nearby facility with building management if suitable.   
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Supervisor Accountability:  Every Supervisor will also follow the duties of supervisors in the Act as per 

O. Reg. 213/91, s 27. Supervisors are accountable to Senior Management for failing to ensure adequate 

hygiene facilities. 

 

HYGIENE 

THE LAW:  O. Reg. 213/91, s. 28, 29, 29.1, 29.2, and 30.   

Drinking Water 

    28.  (1)  A reasonable supply of potable drinking water shall be kept readily accessible at a project for 

the use of workers.  O. Reg. 213/91, s. 28 (1). 

    (2)  Drinking water shall be supplied from a piping system or from a clean, covered container with a 

drain faucet.  O. Reg. 213/91, s. 28 (2). 

    (3)  Workers shall be given a sanitary means of drinking the drinking water.  O. Reg. 213/91, s. 28 (3). 

    (4)  Workers shall not be required to share a common drinking cup to drink water.  O. Reg. 213/91, 

s. 28 (4). 

Facilities 

    29.  (1)  In this section, 

“Facilities” means toilet, urinal and clean-up facilities; 

“Service”, when used as a verb, means to have waste pumped out and to have the facilities replenished 

where necessary.  O. Reg. 527/00, s. 1. 

    (2)  REVOKED:  O. Reg. 527/00, s. 1. 

Location 

    (3)  The constructor shall ensure, 

     (a)   that facilities are provided or arranged for workers before work has started at a project; and 

     (b)   that workers at the project have reasonable access to these facilities.  O. Reg. 145/00, s. 15. 

    (4) Subject to subsections (5) and (6), the facilities shall be located within 180 metres horizontally of 

the work area of the project.  O. Reg. 145/00, s. 15. 

    (5)  If work is being performed in a tunnel, the facilities shall be located within 180 metres horizontally 

from the entrance to the tunnel.  O. Reg. 145/00, s. 15. 

    (6)  The facilities may be located within 3 kilometres of the work area if transportation to the facilities 

is provided for workers where reasonably required.  O. Reg. 145/00, s. 15. 



 

 
Personal Hygiene Policy 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 4 2  -  P a g e  3 | 6 

 

    (7)  If the project is the construction of a building, then in addition to the requirement of subsection 

(4), the facilities must also be located within 9 metres vertically of the level at which work is being 

performed.  O. Reg. 145/00, s. 15. 

(8) The location of the facilities under subsection (7) may be varied if the arrangement affords 

reasonable accessibility for workers.  O. Reg. 145/00, s. 15. 

(9) If the location of the facilities is varied under subsection (8), the constructor shall document in 

writing the location and the reasons for the variance, and shall provide the document to, 

     (a)   the joint health and safety committee or the health and safety representative, if any, for the 

workplace; or 

     (b)   the workers, if there is no committee or representative for the workers.  O. Reg. 145/00, s. 15. 

    (10)  The constructor shall, 

     (a)   inform workers of the location of the facilities; and 

     (b)   post the location of the facilities in a conspicuous place at the project if it is practical to do 

so.   O. Reg. 145/00, s. 15.  

Service and maintenance 

    (11)  The facilities shall be serviced, cleaned and sanitized as frequently as necessary              to 

maintain them in a clean and sanitary condition.  O. Reg. 145/00, s. 15.  

    (12)  The constructor shall keep at the project for the duration of the project, 

     (a)   a record of the servicing, cleaning and sanitizing of the facilities; and 

     (b)   a copy of the document required under subsection (9), if any.  O. Reg. 145/00, s. 15. 

    (13)  Facilities that are not under the constructor’s control satisfy the requirements of this section only 

if the constructor has received permission from the facilities’ owner for workers to use the 

facilities.  O. Reg. 145/00, s. 15. 

Toilet facilities 

    29.1  (0.1)  In this section, 

“non-sewered flush toilet facilities” means water flush toilets or chemical flush toilets that have the 

features listed in subsection (0.2); 

“sewered toilet facilities” means water flush toilets that are connected to a sanitary sewer system and 

equipped with a trap in accordance with Part 7 of the Building Code.  O. Reg. 527/00, s. 2 (1). 

    (0.2)  The features referred to in the definition of “non-sewered flush toilet facilities” in subsection 

(0.1) are: 

      1.   The toilets are not connected to a sanitary sewer system. 
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      2.   They are equipped with a trap or a positive seal separating stored waste from the bowl. 

      3.   The waste is first flushed from the bowl with water or with water containing chemical additives. 

Then the waste is deposited into a container and chemically treated sufficiently for the container’s 

maximum capacity.  O. Reg. 527/00, s. 2 (1). 

    (1)  Each toilet facility shall meet the following requirements: 

      1.   There shall be a toilet with an open-front toilet seat. 

      2.   There shall be a toilet paper holder and an adequate supply of toilet paper.  If the facility is 

intended for use by female workers, there shall be a disposal receptacle for sanitary napkins. 

      3.   The facility shall afford the user privacy and protection from weather and from falling 

objects.  There shall be a self-closing door that can be locked from inside the facility. 

      4.   The facility shall be, 

                 i.   illuminated by natural or artificial light, 

                ii.   adequately heated, if that is possible, and 

               iii.   adequately ventilated. 

      5.   If the facility is intended for use by males only or by females only, it shall have a sign indicating 

that fact. 

      6.   The facility shall be kept in good repair at all times.  O. Reg. 145/00, s. 15; O. Reg. 527/00, s. 2 (2, 

3). 

    (2)  Separate toilet facilities shall be provided for male and female workers, unless the facilities are 

intended to be used by only one worker at a time.  O. Reg. 145/00, s. 15.  

    (3)  Sewered toilet facilities or non-sewered flush toilet facilities shall be provided at a project, subject 

to subsection (4).  O. Reg. 145/00, s. 15.  

    (4)  If a project is being carried out in a remote unpopulated area and it is not reasonably possible to 

provide the toilet facilities required under subsection (3), other types of toilet facilities that come as 

close as possible to having the features of non-sewered flush toilet facilities shall be provided 

instead.  O. Reg. 527/00, s. 2 (4). 

(5) When water flush toilets or non-recirculating chemical flush toilets are provided, the minimum 

number of toilets required at the project is as follows: 

TABLE 1 

 Minimum number of toilets Number of workers regularly employed at the 

project 

1 1-15 

2 16-30 

3 31-45 
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4 46-60 

4, plus 1 additional toilet for each 

additional group of 15 or fewer 

workers 

61 or more 

O. Reg. 145/00, s. 15; O. Reg. 527/00, s. 2 (5). 

    (6)  If the toilets are located in a multiple water flush toilet facility and are intended to be used by 

male workers, water flush urinals may be substituted for a maximum of two-thirds of the number of 

toilets required by subsection (5).  O. Reg. 145/00, s. 15.  

(7)  When toilets other than water flush toilets or non-recirculating chemical flush toilets are provided, 

the minimum number of toilets required at the project is as follows: 

TABLE 2 

 Minimum number of toilets Number of workers regularly employed at the 

project 

1 1-10 

2 11-20 

3 21-30 

4 31-40 

4, plus 1 additional toilet for each 

additional group of 15 or fewer 

workers 

41 or more 

O. Reg. 145/00, s. 15; O. Reg. 527/00, s. 2 (6). 

    (8)  If the toilets are located in a portable single-unit toilet facility intended for use by male workers, 

there shall be at least one urinal for each toilet.  O. Reg. 145/00, s. 15. 

    (9)  Portable urinals equipped with clean-up facilities are permitted in addition to the requirements of 

this section.  O. Reg. 145/00, s. 15. 

Clean-up facilities  

    29.2  (1)  Each single-toilet facility shall be provided with its own clean-up facility.  O. Reg. 527/00, s. 3. 

    (1.1)  In a multiple-toilet facility at a project, one clean-up facility shall be provided for every two 

toilets.  O. Reg. 527/00, s. 3. 

    (2)  Each clean-up facility shall meet the following requirements: 

      1.   Subject to subsection (3), the facility shall have a wash basin with running water.  Both hot and 

cold running water shall be available if reasonably possible. 
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      2.   Soap or hand cleanser shall be provided. 

      3.   Paper towels or a hand dryer shall be provided.  If paper towels are provided, there shall be a 

waste disposal receptacle nearby.  O. Reg. 145/00, s. 15. 

    (3)  If it is not reasonably possible to have a wash basin with running water at a clean-up facility, hand 

cleanser that can be used without water shall be provided instead.  O. Reg. 145/00, s. 15. 

30. Workers who handle or use corrosive, poisonous or other substances likely to endanger their 

health shall be provided with washing facilities with clean water, soap and individual 

towels.  O. Reg. 213/91, s. 30. 
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  Date 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
Discipline Policy and Procedure  

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 4 3  -  P a g e  1 | 2 

 

 

Discipline Policy and Procedure 

 

Scope:  All Centis employees 

 

Law:  Section 25 (2)(h) of the OHSA states that an employer must take every precaution reasonable in 

the circumstances for the protection of the worker. 

 

Policy:  Centis believes that every worker has the right to a safe and healthy work environment.  To 

provide that environment Centis recognizes its responsibility to ensure that the management and 

supervisory teams have the authority to enforce discipline for any infractions of the Occupational Health 

and Safety Policy and Program Manual and associated standards, procedures and tertiary policies. 

Consideration is to be given to the section 50(1) of the Occupational Health and Safety Act that states 

reprisals are prohibited against any worker for an action that he believes to be in support of the OH&SA, 

complied with the OHSA or sought enforcement of the OH&SA.   

 

Procedure:   

The supervisor will be observant of all workers during the course of their shift for safe work practices. 

If a worker is found to be in contradiction of any of the company Health and Safety Policies, Standards or 

Procedures, the company reserves the right to render discipline in the following manner: 

 

First offence:  Verbal and written warning 

Second offence:  Suspension for one day without pay 

Third offence:  Termination 

 

Serious and willful misconduct:   

On those situations where a worker has been found to be engaged in fighting or any action deemed to 

be a dangerous and flagrant disregard of accepted practices where the life of that worker or any other 

worker could be placed in jeopardy, that worker is subject to immediate termination at the discretion of 

Senior Management. 

 

Responsibilities: 

Supervisor is responsible to enforce the discipline policy for those infractions that he observes.  

Supervisor is to inform Senior Management of any issues affecting sub-contractors and of any 

immediate termination issues. 

Supervisor is to advise Health and Safety Coordinator of situation. 

 

Workers: 

Workers are responsible for working safely and for not damaging or tampering with any equipment, PPE 

or device that could cause harm to himself/herself or other workers. If workers have been threatened by 

co-workers they are to report this to their supervisor immediately and are not to engage in physical 

conflict. 
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Senior Management Rep:   

Will be responsible to uphold this policy and to ensure that any issues relating to sub-contractors are 

reviewed and contract considered for termination. 

 

Health and Safety Coordinator: 

In the situations where a worker is suspended, the Health and Safety Coordinator will contact the 

worker and make an offer of providing a contact number for counseling if worker is experiencing 

personal difficulties.   

 

Accountability:   

All parties are accountable to their direct reporter as per the IRS and all are subject to the progressive 

discipline process contained in this policy. 
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  Date 
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Environmental Policy 

 

Scope: All Centis employees and sub-contractors 

 

Preamble:  Centis considers environmental protection to be an important and integral part of 

conducting business. By choosing more environmentally friendly, sustainable products and installation 

methods, we can decrease the damage we do to the environment. We strive to provide and maintain a 

safe and healthy environment. It is our policy to minimize hazards to public health as well as protect the 

environment from any adverse effects of our activities. 

 

We comply with all legislated standards and regulations as well as the policies and procedures of our 

clients. lt is our policy to assess the potential environmental risks and evaluate and monitor our 

performance accordingly to ensure compliance. We provide education to our workers on the hazards 

and the controls required, thus enabling all participants to understand and work in compliance with the 

required standards of practice and legislation. We maintain an effective reporting and communication 

system that ensures constant monitoring of our company and client standards.  

 

Procedures: 

 

1. Reporting an Environmental Spill 

 

Every effort must be made to contain the spill. As Centis does not regularly deal with environmentally 

sensitive materials, the majority of spills we encounter will consist of hydraulic fluid or motor oil. Most 

spills of this nature can be easily contained. Once the spill is contained, notify the site supervisor 

immediately. The site supervisor, or designate, is responsible for notifying the Senior Management Rep.  

 

lt is the responsibility of the supervisor to inform the Senior Management Rep. of the spill and all actions 

taken. The Senior Management Rep. and supervisor may then decide to inform the client jointly, or the 

Senior Management Rep. may perform this task.   

 

Finally, the Ministry of the Environment may need to be notified of the spill. As noted above, Centis does 

not deal in environmentally sensitive materials as a matter of course. However, the company mandates 

that the MOE will be contacted as required.   

 

2. Waste Management 

 

Waste management is an important component of Centis’s approach to environmental management.  

The first step in managing waste is to segregate different aspects of the waste stream. Each project will 

use the Process Hazard Review system to identify different types of waste associated with that project. 

Waste is commonly sorted into categories of steel (or metal) waste, construction waste (may include 

wood, concrete, and insulation materials), household waste (generated by the crew on site), and 

hazardous waste materials.   
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Steel, construction and household waste are to be disposed of in bins on the job site. While handling 

waste, all workers will wear gloves for their protection. These bins may be supplied by the client, or 

Centis may be required to supply our own waste bins. The responsibility for waste bins should be 

determined during the Process Hazard Review or during the kick—off meeting with the client.  

Hazardous waste removal requires the services of a specialized contractor. The presence of hazardous 

waste should be identified during the Process Hazard Review meeting. Coordination of the hazardous 

waste removal should occur between the client, Centis and the hazardous waste removal contractor.  

 

3. Client Environmental Requirements 

 

Centis is responsible to meet the environmental requirements of clients on all projects and will strive to 

recycle whenever practical. Client requirements should be ascertained as part of site-specific 

indoctrination, during the Process Hazard Review with the client, or during the kick—off meeting before 

commencing work. Client requirements must be communicated to supervisors and workers through the 

PHR review prior to commencing any work.  
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Mould Policy 

 

Scope:  All Centis employees and management regardless of employment status who are exposed to 

mould while performing their duties. 

 

The Law:  Section 25(2)(h) of the Occupational Health and Safety Act states that employers must take 

every precaution reasonable in the circumstances for the protection of the worker.  This includes the 

development of mould policies and procedures to protect workers in situations where mould is present. 

Section 25(1) (b) OHSA ensure that equipment, materials and PPE are maintained in good condition.                                

Section 25(2) (a) OHSA provide information, instruction and supervision to protect worker health and 

safety. 

Section 25 (2) (d) OHSA – acquainting a worker or person with authority over a worker with potential 

hazards. 

Section 21 (1) OHSA – Workers are required to wear PPE and the employer shall require the worker to 

comply (Selection 21(2) OHSA) and the worker shall be instructed in the use and care of the PPE (Section 

21(3) of the OHSA) 

 

Policy:  Centis recognizes its responsibility as an employer to ensure the health and safety of all its 

employees. To protect their employees from any and all mould hazards, Centis has implemented a 

mould awareness program consisting of Safety Talks with information to assist in the identification, the 

control, and the proper PPE to be worn for the remediation of the mould.  

 

Procedure:  The supervisor will be observant of all workers during the course of their shift for safe work 

practices.  In the rare occasion that mould is discovered in an area of less than 10 square feet and 

reported to the supervisor, the proper controls will be put in place and the minimum amount of PPE will 

be required by all employees working in the vicinity of the mould. 

Minimum PPE – Gloves, Disposable Particulate Respirator, Goggles/Eye Protection 

 

Employer Responsibility: Employer will provide necessary PPE for all employees exposed to mould while 

performing their duties. 

 

Supervisor Responsibility: Supervisor will ensure that the worker is acquainted with the hazards 

associated with mould and ensure that the PPE provided by the employer is in good condition and being 

worn by all employees exposed to mould while performing their duties.  
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Accessible Customer Service Policy and Procedure 

 

 

Intent:  This policy is intended to meet the requirements of Accessibility Standards for Customer Service, 

Ontario Regulation 429/07 under the Accessibility for Ontarians with Disabilities Act, 2005, and applies 

to the provision of goods and services to the public or other third parties, not to the goods themselves. 

 

All goods and services provided by Centis Tile & Terrazzo Inc. shall follow the principles of dignity, 

independence, integration and equal opportunity.  

 

Scope: 

 

a) This policy applies to the provision of goods and services at the premise owned and operated by 

Centis Tile & Terrazzo Inc. 

 

b) This policy applies to all employees and sub-contractors who deal with the public or other third 

parties that act on behalf of Centis Tile & Terrazzo Inc., including when the provision of goods 

and services occurs off the premises of Centis Tile & Terrazzo Inc.  

 

c) The section of this policy that addresses the use of guide dogs, service animals and service dogs 

only applies to the provision of goods and services that take place at the premise owned and 

operated by Centis Tile & Terrazzo Inc.   

 

d) This policy shall also apply to all persons who participate in the development of Centis Tile & 

Terrazzo Inc.’s policies, practices and procedures governing the provision of goods and services 

to members of the public or third parties. 

 

Definitions: 

Assistive Device – is a technical aid, communication device or other instrument that is used to maintain 

or improve the functional abilities of people with disabilities. Personal assistive devices are typically 

devices that customers bring with them such as a wheelchair, walker or a personal oxygen tank.  These 

are devices that might assist in hearing, seeing, communicating, moving, breathing, remembering 

and/or reading.  

Disability – the term disability as defined by the Accessibility for Ontarians with Disabilities Act, 2005, 

and the Ontario Human Rights Code, refers to: 

• any degree of physical disability, infirmity, malformation or disfigurement that is caused by 

bodily injury, birth defect or illness and, without limiting the generality of the foregoing, 

includes diabetes mellitus, epilepsy, a brain injury, any degree of paralysis, amputation, lack of 

physical co-ordination, blindness or visual impediment, deafness or hearing impediment, 
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muteness or speech impediment, or physical reliance on a guide dog or other animal or on a 

wheelchair or other remedial appliance or device; 

• a condition of mental impairment or a developmental disability; 

• a learning disability, or dysfunction in one or more of the processes involved in understanding or 

using symbols or spoken language; 

• a mental disorder; or 

• an injury or disability for which benefits were claimed or received under the insurance plan 

established under the Workplace Safety and Insurance Act, 1997. 

Guide Dog – is a highly-trained working dog that has been trained at one of the facilities listed in Ontario 

Regulation 58 under the Blind Persons’ Rights Act, to provide mobility, safety and increased 

independence for people who are blind. 

 

Support Person – as reflected in Ontario Regulation 429/07, a support person means, in relation to a 

person with a disability, another person who accompanies him or her in order to help with 

communication, mobility, personal care, medical needs or access to goods and services. 

 

General Principles: 

 

In accordance with the Accessibility Standards for Customer Service, Ontario Regulation 429/07, this 

policy addresses the following: 

 

A. The Provision of Goods and Services to Persons with Disabilities; 

B. The Use of Assistive Devices 

C. The Use of Guide Dogs 

D. The Use of Support Persons 

E. Notice of Service Disruptions 

F. Customer Feedback 

G. Training 

H. Notice of Availability and Format of Required Documents 

 

A. The Provision of Goods and Services to Persons with Disabilities 

Centis Tile & Terrazzo Inc. will make every reasonable effort to ensure that its policies, practices and 

procedures are consistent with the principles of dignity, independence, integration and equal 

opportunity by:  

• ensuring that all customers receive the same value and quality; 

• allowing customers with disabilities to do things in their own ways, at their own pace when 

accessing goods and services as long as this does not present a safety risk; 

• using alternative methods when possible to ensure that customers with disabilities have access 

to the same services, in the same place and in a similar manner; 
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• taking into account individual needs when providing goods and services; and 

• communicating in a manner that takes into account the customer's disability. 

B. Assistive Devices 

Customer’s own assistive device(s): 

Persons with disabilities may use their own assistive devices as required when accessing goods or 

services provided by Centis Tile & Terrazzo Inc.  

 

In cases where the assistive device presents a safety concern or where accessibility might be an issue, 

other reasonable measures will be used to ensure the access of goods and services.  For example, the 

accommodation of a customer may involve ensuring the customer is in a location that would be 

considered safe for both the customer and business.   

C. Guide Dogs, Service Animals and Service Dogs 

A customer with a disability that is accompanied by guide dog, service animal or service dog will be 

allowed access to premises that are open to the public unless otherwise excluded by law. “No pet” 

policies do not apply to guide dogs, service animals and/or service dogs. 

Exclusion Guidelines: 

If a guide dog, service animal or service dog is excluded by law (see applicable laws below) Centis Tile & 

Terrazzo Inc. will offer alternative methods to enable the person with a disability to access goods and 

services, when possible (for example, securing the animal in a safe location and offering the guidance of 

an employee). 

 

Applicable Laws:   

 

Dog Owners' Liability Act, Ontario: If there is a conflict between a provision of this Act or of a regulation 

under this or any other Act relating to banned breeds (such as pitbulls) and a provision of a by-law 

passed by a municipality relating to these breeds, the provision that is more restrictive in relation to 

controls or bans on these breeds prevails. 

 

Recognizing a Guide Dog, Service Dog and/or Service Animal: 

 

If it is not readily apparent that the animal is being used by the customer for reasons relating to his or 

her disability, Centis Tile & Terrazzo Inc. may request verification from the customer.  

Verification may include:  

 

• a letter from a physician or nurse confirming that the person requires the animal for 

reasons related to the disability;  
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• a valid identification card signed by the Attorney General of Canada; or,  

• a certificate of training from a recognized guide dog or service animal training school.  

 

Care and Control of the Animal: 

 

The customer that is accompanied by a guide dog, service dog and/or service animal is responsible for 

maintaining care and control of the animal at all time.  

 

Allergies: 

 

If a health and safety concern presents itself for example in the form of a severe allergy to the animal, 

Centis Tile & Terrazzo Inc. will make all reasonable efforts to meet the needs of all individuals.  

 

D. Support Persons 

If a customer with a disability is accompanied by a support person, Centis Tile & Terrazzo Inc. will 

ensure that both persons are allowed to enter the premises together and that the customer is not 

prevented from having access to the support person.  

There may be times where seating and availability prevent the customer and support person from 

sitting beside each other. In these situations Centis Tile & Terrazzo Inc. will make every reasonable 

attempt to resolve the issue.     

In situations where confidential information might be discussed, consent will be obtained from the 

customer, prior to any conversation where confidential information might be discussed.   

E. Notice of Disruptions in Service 

 

Service disruptions may occur due to reasons that may or may not be within the control or knowledge of 

Centis Tile & Terrazzo Inc.  In the event of any temporary disruptions to facilities or services that 

customer's with disabilities rely on to access or use Centis Tile & Terrazzo Inc.’s goods or services, 

reasonable efforts will be made to provide advance notice. In some circumstances such as in the 

situation of unplanned temporary disruptions, advance notice may not be possible. 

 

Notifications will Include:  

   

In the event that a notification needs to be posted the following information will be included unless it is 

not readily available or known: 

 

• goods or services that are disrupted or unavailable 

• reason for the disruption 

• anticipated duration 

• a description of alternative services or options  
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Notifications Options: 

 

When disruptions occur, Centis Tile & Terrazzo Inc. will provide notice by: 

• posting notices in conspicuous places including at the point of disruption, at the main entrance 

and the nearest accessible entrance to the service disruption and/or on the Centis Tile & 

Terrazzo Inc. website; 

• contacting customers with appointments; 

• verbally notifying customers when they are making a reservation or appointment; or 

• by any other method that may be reasonable under the circumstances. 

F. Feedback Process 

Centis Tile & Terrazzo Inc.shall provide customers with the opportunity to provide feedback on the 

service provided to customers with disabilities. Information about the feedback process will be readily 

available to all customers and notice of the process will be made available by placing on bulletin board. 

Feedback forms along with alternate methods of providing feedback such as verbally (in person or by 

telephone) or written (hand written, delivered, website or email), will be available upon request.  

Submitting Feedback: 

 

Customers can submit feedback to:  

 

Centis Tile & Terrazzo Inc. 

448 Falconbridge Road 

Sudbury, Ontario 

P3A 4S4 

 

Office Phone 705-673-5213 

 

  Customers that provide formal feedback will receive acknowledgement of their feedback, along with 

any resulting actions based on concerns or complaints that were submitted.   

 

G. Training 

 

Training will be provided to:  

 

a) all employees who deal with the public or other third parties that act on behalf of Centis Tile & 

Terrazzo Inc. 

b) those who are involved in the development and approval of customer service policies, practices 

and procedures.  
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Training Provisions: 

 

As reflected in Ontario Regulation 429/07, regardless of the format, training will cover the following: 

 

• A review of the purpose of the Accessibility for Ontarians with Disabilities Act, 2005.  

• A review of the requirements of the Accessibility Standards for Customer Service, Ontario 

Regulation 429/07. 

• Instructions on how to interact and communicate with people with various types of disabilities. 

• Instructions on how to interact with people with disabilities who: 

o use assistive devices;  

o require the assistance of a guide dog, service dog or other service animal; or 

o require the use of a support person. 

• Instructions on what to do if a person with a disability is having difficulty accessing your services. 

• Centis Tile & Terrazzo Inc.'s policies, procedures and practices pertaining to providing accessible 

customer service to customers with disabilities.  

 

Training Schedule: 

 

Centis Tile & Terrazzo Inc. will provide training as soon as practicable. Training will be provided to new 

employees, volunteers, agents and/or contractors who deal with the public or act on our behalf during 

orientation. Revised training will be provided in the event of changes to legislation, procedures and/or 

practices. 

 

Record of Training: 

Centis Tile & Terrazzo Inc. will keep a record of training that includes the dates training was provided 

and the names of employees who attended the training. 

Notice of Availability and Format of Documents 

Centis Tile & Terrazzo Inc. shall notify customers that the documents related to the Accessibility 

Standard for Customer Service are available upon request and in a format that takes into account the 

customer's disability. Notification will be given by posting the information in a conspicuous place.  

Administration 

 

If you have any questions or concerns about this policy or its related procedures please contact: 

 

Centis Tile & Terrazzo Inc. 

448 Falconbridge Road 

Sudbury, Ontario 

P3A 4S4 

Office Phone 705-673-5213 
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This policy and its related procedures will be reviewed as required and in the event of legislative 

changes.  

Referenced Documents: 

• Accessibility for Ontarians with Disabilities Act, 2005  

• Accessibility Standards for Customer Service, Ontario Regulation 429/07 

• Blind Person’s Rights Act, 1990  

• Dog Owners' Liability Act, Ontario 

• Food Safety and Quality Act 2001, Ontario Regulation 31/05 

• Health Protection and Promotion Act, Ontario Regulation 562 

• Ontario Human Rights Code, 1990  

 
 

   
 

 

 

   

  May 2022 

  Date 
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Safety Talk Policy 

 

Purpose:  Regularly scheduled safety meetings (tool box talks) are a hands on way of reminding workers 

that Health and Safety are paramount to the success of any project.  They are an effective method of 

helping prevent loss by reaching all workers.  These talks address potential safety issues before they 

become problematic.  The main objective of any toolbox talk is to help workers recognize and control 

hazards.  Toolbox talks also motivate employees to properly follow safety procedures and are ideal for 

demonstrating the “right way” to use equipment and techniques.  Toolbox talk have the ability to 

introduce workers to new Health and Safety rules, equipment and preventative practices and also 

reinforce existing rules, policies, and procedures. 

 

Scope:  This policy applies to all Centis Tile & Terrazzo employees. 

 

Policy:  Centis recognizes its responsibility as an employer to ensure that all employees are familiar with 

the hazards associated with their jobs along with the precautions, equipment and procedures required 

to do the job safely.  At Centis, safety talks are used as a forum to relay important safety information to 

employees.  Safety talks, along with formal occupational health and safety training; provide a worker 

with the necessary groundwork for success in the workplace and safety diligence/compliance. 

 

At Centis, our owners, supervisors, & workers, cumulative experiences offer the framework for thorough 

and thought provoking safety talks.  These safety talks include multilevel and multi trade workplaces. 

 

Centis Tile & Terrazzo Supervisors will provide detail oriented safety talk topics for all workers on their 

specific crew or jobsite, including the shop on a weekly basis (minimum) such as but not limited to: 

 

• Personal Protective Equipment (PPE) 

• Health 

• Vehicles & Safe Driving Standards 

• Working at Heights 

• Scaffolding 

• Ergonomics 

• Rigging and Hoisting 

• Tools and techniques 

• Manual Handling 

• Pre-Operational Circle Checks 
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Enforcement measurement:  Enforcement of the policy will be strictly upheld through the company’s 

progressive discipline policy.  Measurement will be conducted during periodic audits by the Health and 

Safety Coordinator. 

 

 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Purpose 

The purpose of this policy is to outline the process in the selection, use and maintenance of emergency 

equipment at Centis. 

 

Scope 

This policy applies to all Centis employees, contractors, and sub-contractors. 

 

Policy 

Centis recognizes that while the company will strive for excellence in safety, we must be prepared for all 

potential emergencies. For the protection of our workers emergency equipment is always made available. 

It is the company’s responsibility to ensure that this emergency equipment is kept in good working order 

and this will be inspected regularly as part of the inspection program. All staff will be trained on the 

proper use of the emergency equipment they may be required to use.  

 

Legislation 

• Occupational Health and Safety Act, R.S.O. 1990, c. O.1 

• O. Reg. 213/91: CONSTRUCTION PROJECTS 

• Fire Protection and Prevention Act, 1997, S.O. 1997, c.4 

• O. Reg. 213/07: FIRE CODE 

• R.R.O. 1990, Reg. 1101: FIRST AID REQUIREMENTS 

 

Definitions 

Inspected look at (someone or something) closely, typically to assess their condition or to 

discover any shortcomings 

Defective imperfect or faulty. 

 

Practicable able to be done or put into practice successfully. 

 

Suppression the action of suppressing something, in this case a fire or release. 

 

 

Responsibilities 

Senior Management 

• Ensure that emergency equipment is provided and available for use for identified emergency 

situations. 

• Ensure that emergency action or response plans are in place for all operations. 

• Develop a policy and program for the management of emergency equipment.  

 

Supervisor  

• Ensure that emergency equipment is available, inspected, and ready for use 
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• Ensure that all workers are trained in the emergency action plan and know the location of all 

emergency equipment. 

• Report any issues or defects with emergency equipment and remove from serviced where 

required.  

• Provide instruction on the emergency action plan, its execution and training on use of any 

equipment or devices tied to it. 

 

Worker 

• Adhere to the emergency action plan and responsibilities assigned within the plan. 

• Ensure they are aware of location of emergency equipment and know how to use the equipment 

• Provide feedback and communicate concerns should it be needed 

• Remove from service, any defective emergency equipment and inform supervision.  

 

Process 

In order to ensure proper response in the event of an emergency situation, having the proper equipment 

in place is imperative. Having equipment that is in good condition, inspected and accessible ensures that 

responses issues are mitigated.  

 

Each piece of equipment will be evaluated on the following: 

• Standards of maintenance (based on legislation, manufacturer suggestions, industry standards, or 

best practices).  

• Frequency of maintenance (in accordance with acceptable standards). 

• Qualifications required to perform maintenance/inspection.  

• Responsibility for maintenance/inspections (note if external inspector is required) 

• Schedule for assigned person to perform maintenance.  

 

For each piece of Emergency Equipment, the inspections will be utilized to review its suitability. The 

inspection, part of the workplace inspection, shall cover the points below: 

• Confirmation that the selected Emergency Equipment is appropriate to the need (in terms of type 

of equipment and, where applicable, number of pieces of equipment).  

• Emergency Equipment is placed to be as accessible as possible should it be needed. 

• Description of maintenance work, if required.  

• Identification of problems and listed, if required.  

• Recommendations for corrective actions, where required.  

• Follow-up to establish corrective action and assign responsibility/timeframe for action.  

 

This policy shall be reviewed annually to ensure that the equipment is adequate (in both type and 

number of pieces), that its location is convenient, and that employees are trained on how to use it. New 

pieces of equipment must be added to the inventory as they are acquired.  
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Fire Extinguishers 

A fire extinguisher is an active fire protection device used to extinguish or control small fires, often in 

emergency situations. It is not intended for use on an out-of-control fire, such as one which has reached 

the ceiling, endangers the user (i.e., no escape route, smoke, explosion hazard, etc.), or otherwise 

requires the expertise of a fire brigade. Typically, a fire extinguisher consists of a hand-held cylindrical 

pressure vessel containing an agent that can be discharged to extinguish a fire. They shall be made readily 

available at all offices, site locations, facilities and in company vehicles, equipment, and machinery in the 

correct sizing and correct fire suppression medium. Monthly visual inspections shall also be completed 

and yearly inspections by a trained and qualified third party. Placement and locations will vary depending 

on need and legislation. As part of the inspection program, routine inspections are completed on all fire 

extinguishers. 

 

Visual inspection of the extinguishers shall include: 

• Are the fire extinguishers well supported and hangers are fastened solidly? 

• Are the fire extinguishers accessible? 

o Can be easily reached 

o There are no obstructions 

o Location signs are clear 

o Class markings are clear 

o Operating instructions are clear 

• Are the extinguishers in good working condition? 

o Discharge opening is clear 

o It is fully charged 

o It has not been damaged or tampered with 

o Hydrostatic testing has been done 

• Is the ring pin in place? 

• Is the seal intact? 

 

Fire extinguishers shall be removed out of service when: 

• When the cylinder or shell threads are damaged 

• Where there is a corrosion that has caused pitting, including corrosion under removable name 

plate assembles 

• When the extinguisher has been burned in a fire 

 

Workers shall be trained it the PASS method of use and are under no obligation to put out fires: 

1. Pull the pin on the extinguisher. 

2. Aim the extinguisher. 

3. Squeeze the trigger or top handle. 

4. Sweep the fire area with the extinguisher’s spray until the fire is completely out. 

 

For floor fires, sweep from the edges in. For wall fires, sweep from the bottom up. 

• Never walk away from a fire, even if you think it is out. The residue may reignite. 

• Always stand between the escape route and the fire so you can leave safely if the fire grows. 
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• If the fire grows too large, leave the area. Activate the fire alarm to evacuate the area. 

 

Eye Wash 

As part of emergency equipment, eye wash stations and bottles are important should a worker have a 

chemical or debris in their eyes which requires to be “flushed out”. These provide the on-the-spot fluid to 

safely flush away hazardous substances or debris that could result in a serious eye injury including 

blindness. Information about first aid measures can be found in the SDS sheet including eye wash 

recommendations. In certain cases, 15 mins continuous flush station must be utilized or installed to meet 

the first aid requirements. Where possible, these shall be installed on existing water systems. Where it is 

not possible or practicable, bladder or container eye wash station shall be installed.  

 

The use of portable eye wash bottles is common for Centis as the hazards associated at sites isn’t due to 

harsh chemicals or products but rather dust and other minor irritants. As part of the emergency 

equipment, eye was bottles are present at all sites. Supervisors are responsible to ensure that they have 

eye wash bottles, to replace them when used and to report its use to management. As part of the 

inspection program, routine inspections are conducted on eye wash bottles and stations.  

 

First Aid Kits 

Prevention of injuries is something that Centis proactively works on they do sometimes occur. To ensure 

that emergency treatment can be provided, first aid kits are provided to each and every work location. 

Size and composition are based on O.Reg. 1101: FIRST AID REQUIREMENTS as are the determination of 

required first aid trained personnel at work locations. Additionally, the FIRST AID REQUIREMENTS 

regulation shall also accompany any first aid kit and a log shall be established to track the use of its 

contents. Should any of the first aid kit items be uses, the supervisor shall ensure that a record of the 

reason for use is documented. This is important as minor injuries could, if not treated properly, lead to 

larger injuries and possible infection.  

 

Detectors 

Smoke detectors and CO monitors are installed in each office and facility location at Centis. Routine 

testing of this detection equipment is done, and batteries are replaced as needed. Any detectors found 

defective shall immediately be replaced and disposed of.  

 

Spill Kits 

Should there be an emergency spill at the worksite, the use of spill kits is the best way to ensure 

containment and remediation. Each site shall have at least one spill kit with the majority of site having 

one tied to each vehicle or equipment. These kits, comprise of pads, socks, pillows, and absorbent 

material, are used to contain, and remediate the spill. While being proactive and keeping equipment, 

machinery and vehicle in proper mechanical condition, spills can still occur and need to be contained and 

cleaned. Consultation of the SDS sheet for the product in question will make things much easier for spill 

cleanup. The impact a spill can have on the environment, especially if left to spill in a body of water, can 

be devastating not to mention costly and require notification to the ministry of environment.  

 

Site Specific or Work Specific Emergency Rescue Equipment 
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As part of normal routine operations, emergency equipment required tends to be a fire extinguisher, eye 

wash, and first aid kit. That said, certain types of routine work do require some additional emergency 

equipment to ensure the safety of the workers. Specific rescue plans are created and rescue equipment 

specific for the need is selected and provided. This could mean a tripod or winch system for confined 

space rescue, aerial work platform for working at height rescue, a rope tied buoy and rescue boat for 

working near water, and more. Regardless of the scenario, the process is the same, assess the task and 

develop a emergency action plan or rescue plan with the correct rescue systems and equipment in place 

while ensuring this is communicated to the workers performing the work and tied to possible rescue. 

Included in these plans are the need to review and inspect the plan daily to ensure understanding and to 

manage change. Should any of the rescue equipment be defective, no work is to proceed until a properly 

working replacement is in place.  

 

Training 

All workers shall be trained in the use of emergency equipment prior to its use. For the standard 

emergency equipment (fire extinguisher, eye wash, spill kit, and first aid kit) training is done as part of the 

onboarding orientation. Additional training for site specific or work specific emergency equipment is done 

at the site itself prior to use or as per the emergency action plan. Workers are encouraged to ask 

questions and provide feedback for all the emergency action plans to not only ensure their understanding 

but also to identify possible concerns.  

 

Any records captured/retained as part of this policy shall be documented and retained as per the Centis 

document control policy. 

Enforcement 

Any noncompliance to this policy may result in disciplinary action as per the Centis discipline policy. 

 
 

   
 

 

 

   

  May 2022 

  Date 
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Purpose 

Centis is committed to ensuring safe working conditions for workers exposed to noise. Centis will 

ensure that whenever practical or feasible efforts to reduce or eliminate excessive noise exposure in 

the workplace by using the hierarchy of controls. Engineering controls and proper work practices will 

precede a requirement for mandatory use of hearing protection.  

 

Scope 

This program applies to all Centis employees who work in hazardous noise areas or who have the 

potential to develop noise-induced hearing loss as a result of their occupation.   

 

Policy 

Centis recognizes its responsibility as an employer to ensure that equipment and machines are kept in 

good condition in order to reduce the level of noise exposure to its employees that may result from 

these sources. Centis will also ensure that all employees receive instruction on the effect of noise 

exposure, noise sources, the proper fit and care of hearing protectors. This program is meant to 

reduce the risks associated with noise in the working environment. 

 

Legislation 

• (O. Reg. 381/15: NOISE) 

Section 2: 

1) Every employer shall take all measures reasonably necessary in the circumstances to 

protect workers from exposure to hazardous sound levels. 

2) The protective measures shall include the provision and use of engineering controls, work 

practices and, subject to subsection (5), hearing protection devices. 

3) Any measurement of sound levels in the workplace that is done in order to determine what 

protective measures are appropriate shall be done without regard to the use of hearing 

protection devices. 

4) Without limiting the generality of subsections (1) and (2), every employer shall ensure that 

no worker is exposed to a sound level greater than an equivalent sound exposure level of 

85 dBA, Lex,8. 

5) Except in the circumstances set out in subsection (6), the employer shall protect workers 

from exposure to a sound level greater than the limit described in subsection (4) without 

requiring them to use and wear hearing protection devices. 

6) Workers shall wear and use hearing protection devices appropriate in the circumstances to 

protect them from exposure to a sound level greater than the limit described in subsection 

(4) if engineering controls are required by subsections (1) and (2) and, 

a. are not in existence or are not obtainable; 

b. are not reasonable or not practical to adopt, install or provide because of the 

duration or frequency of the exposures or because of the nature of the process, 

operation or work; 

c. are rendered ineffective because of a temporary breakdown of such controls; or 

d. are ineffective to prevent, control or limit exposure because of an emergency. 
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Where practicable, a clearly visible warning sign shall be posted at every approach to an area in 

the workplace where the sound level, measured as described in subsection (3), regularly 

exceeds 85 dBA. 

 

Definitions 

• Audiometry – A method of hearing assessment that tests an individual's ability to hear sounds 

of different intensities and frequencies. 

• CSA – The CSA Group tests and certifies numerous global leading brands. The CSA mark on 

products means it has been tested against applicable North American standard requirements. 

CSA Group is also recognized and accredited by ANSI and OSHA which list CSA as a Nationally 

Recognized Testing Laboratory (NRTL).  

• Decibel – The decibel is a unit of measurement of sound pressure level that is a logarithmic and 

dimensionless. 

• Noise – In general, noise is considered to be any unwanted sound. The University's Noise 

Control and Hearing Conservation Program targets noise levels and noise exposures that are 

associated with noise-induced hearing loss. 

• Noise Dosimetry – This noise assessment technique measures an employee's personal noise 

exposure and is particularly useful and applicable when employees work in numerous noisy 

areas for short durations at a time or perform different noisy operations on any given day. 

• Noise Exposed – A person is considered noise-exposed if the 8- hour time-weighted average 

(TWA) exceeds 85 dBA or an "equivalent" exposure as listed in Appendix 1. 

• Noise Hazard Area – An area is considered a noise hazard if the sound levels regularly exceed 

85dBA. 

• Time-Weighted Average – The time-weighted average (TWA) represents the average (noise) 

exposure measured over a typical 8-hour workday. 

• Worker – Person who has entered into or is employed under a contract of service or 

apprenticeship. 

Responsibilities 
Senior Management: 

• Implementing and enforcing the Hearing Conservation Program in noise hazard areas. 

• Identifying noise hazard areas, equipment and tasks where hearing protection is required. 

• Must take the appropriate steps to minimize the risk of noise-induced hearing loss using the 

hierarchy of controls (elimination, substitution, engineering controls, administrative controls, 

hearing protection.  

• Ensuring employees receive noise awareness training and are informed on the selection, use, 

care and maintenance of hearing protection.  

 

Supervisors: 

• Must assess the risk of noise induced hearing loss on the project or job site.  

• Ensure that all noise-exposed workers under their supervision are trained, are aware of the 

hazards and are provided with measures to protect his/her hearing.  



 

 
Hearing Conservation Policy 

 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  # 4 9  -  P a g e  3 | 7 

 

• Ensure that workers wear appropriate hearing protection at all times in noise hazard areas or 

when performing tasks which generate potentially hazardous noise levels. 

Health and Safety Coordinator: 

• Provide noise awareness training with new employees and exiting employees annually.  

• Provide guidance to management supervisors and workers regarding control measures and 

hearing protection. 

• Conduct noise surveys and coordinate workplace dosimetry assessment internally or by a third 

party.  

 

Workers: 

• Report noise concerns to their supervisor. 

• Complete the noise awareness training.  

• Use and maintain hearing protection as per manufacturer recommendations and as outlined by 

Centis.  

 

Joint Health and Safety Committee: 

• Complete site inspection in the workplace and identify associated hazards. Inform Senior 

Management and the H&S Coordinator of noise hazards identify within the workplace.  

• Assist with the proposed industrial hygiene testing strategies in the workplace as stated in 

Section 11(1) of the OHSA.  

Process 
Process for Noise Monitoring 

1. Areas that are identified through a previous survey, with existing signage or posting, or which 

contain noisy equipment/machinery when in operation shall have a baseline sound level survey 

conducted and on record. 

2. If noise levels are found to be below 80 dBA in an area, no further monitoring is required 

provided there are no substantial process or equipment changes. 

3. Areas identified to be at or above 80 dBA, but less than 85 dBA, shall be surveyed every three 

years but are not required to be posted. Employees working in such areas are not enrolled in the 

HCP and are not required to wear HPD (hearing protection devices), though it may be provided 

if the noise causes a nuisance or distraction. 

4. Areas identified to be at or above the action level of 85 dBA will be classified as “high noise 

areas” and shall be surveyed every two years. 

5. More frequent surveys should be completed if substantial equipment, structural, or process 

changes occur, which could impact noise in the area. 

6. As part of the identification of high noise areas, appropriate signage shall be posted on all 

entrances to the area or on the source machinery/equipment if it is intermittently in use by an 

operator. 

7. Anyone entering a posted high noise area must wear proper hearing protection, regardless of 

the duration spent in the area. 
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8. It should be noted that the area monitoring shall be conducted using a calibrated dosimeter 

(sound level meter – SLM) meeting or exceeding current required standards. 

 

The Health and Safety Coordinator will forward a copy of the noise surveys and/ or personal dosimetry 

reports to the following: 

1. Senior Management 

2. Supervisor associated to the area assessed. 

3. Joint Health and Safety Committee 

4. Employee (only applicable if personal dosimetry testing was conducted). 

 

Strategies for Noise Control 

The first line of defense against noise is to remove as much noise as possible from the environment, and 

reduce the amount of noise that enters into the listening space. All risk mitigation measures 

implemented are compared to existing legislation to ensure compliance.  The selection of appropriate 

measures for the mitigation of risks is based on the following hierarchy of controls. 

1. Elimination of hazard 

2. Substitution  

3. Engineering Controls 

4. Administrative Controls 

5. Personal Protective Equipment 

 

Following exposure to loud noise, auditory rest is the key for allowing the hearing system an opportunity 

to recover. 

• Reduce at the source: Noise is reduced at the machinery sound source, and wherever possible 

machines are isolated or insulating materials are installed to muffle sound and damp vibration. 

In addition, the purchase of quieter machinery can greatly reduce the noise within a plant. This 

is the most effective method but not always possible. 

• Reduce transmission: Barriers of acoustic materials, machine enclosures, equipment mounts, 

exhaust silencers and mufflers help reduce the noise. Sound-absorbing coatings can be applied 

to machines and plastic gears substituted for metal ones. 

• Reduce exposure time: Workers should be rotated to less noisy areas regularly. This can be 

done by examining work schedules and time off. 

• Provide personal hearing protection: Employees will receive instruction on the proper fit and 

care of hearing protectors and their use will be encouraged at all times. A variety of hearing 

protection will be made accessible to the employees within the work area. 

 

Training and instruction 

• The company has developed and instruction program to communicate the care and use of the 

hearing protection device (ear plugs / muffs), including its limitations, proper fitting, inspection 

and maintenance. 

• All employees must receive initial and annual hearing conservation training. Information 

provided in the training program shall be updated to be consistent with changes in work 

processes and protective equipment. 
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o Training Components: (1) the effects of noise on hearing; (2) the purpose, advantages, 

disadvantages, and attenuation of various types of hearing protectors; (3) the selection, 

fitting, care, and use of HPDs; (4) the structure, components, and updates to the HCP. 

 

Hearing protection devices (HPD) 

A hearing protection device is a personal safety product that is worn to reduce the harmful auditory 

and/or annoying effects of noise. HPDs should be viewed as a last resort, when other means such as 

engineering and administrative controls are not practical or economical. Personnel who work in high 

noise areas shall have several HPD options available to them at no cost by their supervisor. Issued HPDs 

should not be shared with anyone and be periodically replaced as necessary. Employees shall be 

instructed in the proper use and maintenance of HPDs by the Health and Safety Coordinator and their 

supervisor. Personal/portable stereo headphones shall not be used as HPDs. 

 

Types 

1. Aural inserts (ear plugs): fit directly into the ear canal, both formable and pre-molded versions 

are available in various sizes. 

2. Circumaural protectors (ear muffs): Plastic domes that cover the ears and are connected with a 

spring band that fits on top of the head or attached to a hardhat. 

 

Noise Reduction Rating (NRR) 

1. All hearing protection devices offered for use on NIH facilities must have the NRR listed on the 

packaging. 

2. Employees found to have a dose equal to or greater than TWA of 85 dBA for 8-hours must have 

their HPD evaluated for effectiveness: (1) Obtain the employee's A-weighted TWA. (2) Subtract 7 

dB from the NRR, and subtract the remainder from the A-weighted TWA to obtain the estimated 

A-weighted TWA under the ear protector. 

 

Document Control 

The Health and Safety Coordinator is responsible for maintaining the Hearing Conservation Program 

records, to include: training records, noise surveys (area monitoring), personal noise dosimetry 

evaluations, and clinical audiometric evaluations as applicable. Documents and records will be 

maintained as per section 1.2 Document and Record Control Policy.  

 

Enforcement 

Any noncompliance to this policy may result in disciplinary action as per the Centis discipline policy. 

 

 
 

             May 2022 

  Date 
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Source: https://www.labour.gov.on.ca/english/hs/pubs/noise/gl_noise_4.php 
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Personal Protective Equipment (PPE) Policy 

Purpose 

The purpose of this policy is to outline Personal Protective Equipment (PPE) use and care at CENTIS . 

Proving the information on PPE requirements based on task or location and what is expected from every 

single employee at CENTIS .  

 

Scope 

The following policy applies to all Centis Tile and Terrazzo employees, contractors, and visitor to any 

CENTIS location. 

 

Policy 

CENTIS recognizes that the best response to prevention is to control hazards at the source. In some 

cases however this is not always possible.  Management will provide the appropriate Personal Protective 

Equipment to the workers. Management will ensure that each worker is properly trained in and 

knowledgeable of the hazards associated with their work, the type of Personal Protective Equipment 

(PPE) required and its maintenance, care and use. 

 

Personal protective equipment (PPE) is the last means of protecting employees, sub-contractors and 

visitors from injury. PPE is only employed when administrative and engineering controls are ineffective 

or insufficient. Hazards should be minimized by ensuring that all jobs are well planned, employees are 

properly trained, and safe work practices and safe job procedures are followed. Personal Protective 

Equipment (PPE) provides an additional degree of protection from injury. 

 

In order to ensure that all employees, sub-contractors and visitors are protected from hazards where 

possible at our physical work premises, it is policy for them to wear Personal Protective Equipment (PPE) 

that meets or exceeds current Canadian Standards Association (CSA) standards: eye protection, foot 

protection, hand protection, hearing protection, head protection, skin protection, respiratory 

protection, fall protection, and other applicable equipment, where appropriate. 

 

Legislation 

• Occupational Health and Safety Act, R.S.O. 1990, c. O.1 

• O. Reg. 213/91: CONSTRUCTION PROJECTS 

• O. Reg. 854: MINES AND MINING PLANTS 

 

Definitions 

PPE is used as temporary (until more effective hazard control techniques can be used) 

or last line of protection for workers against hazards 

IDLH Term used for Immediately Dangerous to Life or Health 
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TWA Time Weighted Averages for exposure. Typically, a TWA means an 8-hour 

sample. 

Respirator an apparatus worn over the mouth and nose or the entire face to prevent the 

inhalation of dust, smoke, or other noxious substances. 

Particulate matter in particulate form and are extremely small particles and liquid droplets 

that can be airborne. 

Met Guard Metatarsal guards normally located in footwear; they protect the small bones on 

the top of the foot from impact hazards 

Steel Toe Metal or composite cap normally located in footwear; they protect the toes form 

impact hazards 

Hazard a danger or risk. 

 

Corrosive A substance that can destroy or damage (metal, stone, or other materials) slowly 

by chemical action. 

Abrasions an area damaged by scraping or wearing away. 

 

Decibels a unit used to measure the intensity of a sound or the power level of an electrical 

signal by comparing it with a given level on a logarithmic scale 

Dermatitis a condition of the skin in which it becomes red, swollen, and sore, sometimes 

with small blisters, resulting from direct irritation of the skin by an external agent 

or an allergic reaction to it. 

Occupational  relating to a job or profession. 

 

 

Responsibilities 

Employer:   

• Develop and maintain a PPE policy and ensure that resources are made available for it. 

• Ensure personal protective equipment and clothing are available for routine and non-routine 

work, and in good condition for every worker.  

• Ensure the safety of every worker by providing training and written instruction for the use of 

PPE and clothing. 

• Ensure compliance with applicable legislation regarding PPE 

• Provide information, instruction, and supervision to a worker to protect the health or safety of 

the worker by appointing a competent person for this duty. 

• Ensure that this policy is reviewed at least annually to address PPE needs of the company.  

• Address, as needed, updates or changes to PPE needs within the organization and communicate 

any changes to all workplace parties as required.  

 

Supervisor:   

• Ensure compliance with the PPE policy to all under current supervision. 

• Communicate any PPE changes tied to their projects and their workforce. 

• Replacing, with employer assistance, all defective PPE 
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• Provide instruction, in conjunction with health and safety, to workers on its safe use.   

• Address concerns regarding PPE immediately.  

• Ensure replacement personal protective equipment will be provided to a worker promptly when 

required, for them to continue working safely. 

• Ensure that all contractors working for CENTIS on the supervisor’s project or site is adhering to 

the policy and procedure and providing the correct PPE to their workforce.  

 

Health & Safety Representative:   

• Provide training orientation regarding personal protective clothing, equipment, or devices. 

• Support the employer and supervisor in ensuring compliance to this policy. 

• Assist supervisors, when required, in addressing concerns regarding PPE 

 

Worker:   

• Follow CENTIS ’s personal protective equipment policy and procedure. 

• Report any defects regarding PPE immediately to their supervisor. 

• Maintain or properly care for any assigned or provided PPE 

• Use PPE as it is designed or intended to be used. 

 

Contractors & Visitors 

• Be informed of the PPE requirements of the site or project and wear all required PPE while at 

the site or project.  

 

Process 

It is important to remember that wearing the right PPE is important. While PPE does not reduce the 

workplace hazard, wearing it can be the difference between a minor and major incident. Just having PPE 

is not enough, it must be worn and cared for properly. At CENTIS, PPE selection is completely by 

considering the following: 

• Type of hazard and the degree of protection required 

• Usability in the presence of other work hazards 

• Applicable legislation 

• Fit and availability 

 

CENTIS has compiled a list of PPE used throughout the company, when it should be worn and what is an 

acceptable type. The following table provides this information.  

 

PPE Table 

PPE Supplied 

By 

Worn By Worn When Acceptable 

Reflective Wear 

(day) 

Employer All 

employees 

At all times when on a 

project or visibility issues. 

Reflective vests (Velcro) or  

t-shirts with approved 

reflective markings, 

Class 3 where required 

Reflective Wear Employer All At all times when on a Reflective clothing including 
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PPE Supplied 

By 

Worn By Worn When Acceptable 

(night) employees project or visibility issues.  arm and leg reflective bands. 

Hard hats Employer All 

employees 

At all times when on a 

project 

CSA certified class E 

Gloves Employer All 

employees 

Any time a worker may be 

exposed to a hand injury 

hazard 

Type to be determined by 

task 

Steel Toe Work 

Boots 

Worker All 

employees 

At all times, except when on 

a site with additional 

requirements (vale, glencore) 

CSA approved grade 1 (green 

patch) 

Met Guard Work 

Boots 

Worker All 

employees 

Where required on client 

properties 

CSA approved grade 1 (green 

patch) 

Masks Employer All 

employees 

At any time when dealing 

with small particulates 

Small particulate mask 

Fall Protection Employer All 

employees 

At any time a worker is in 

danger of falling more than 3 

m (10ft) or client 

requirement 

CSA full body harness 

lanyard with shock absorber, 

lifeline and rope grab. CPO 

approved WAH training is 

required. 

Eye / Face 

Protection 

Employer All 

employees 

Required at all times Safety 

Glasses – advanced eye/face 

protection will be identified 

through a hazard assessment 

process 

CSA approved glasses, 

goggles, side shields; 

face shield 

Hearing protection Employer All 

employees 

While working around or 

with high level producing 

machines, tools or 

equipment 

CSA approved disposable ear 

plugs, reusable ear plugs or 

earmuffs 

 

Education 

To ensure that PPE is currently selected, worn and cared for, all employees are trained in the 

identification, use and care of the PPE assigned to them. Notably, PPE training is provided at time of hire 

and when new PPE is provided to an employee.  

 

PPE Selection, fit and care 

 

Eye & Face Protection 

Approved eye and face protection, meeting CSA standards, must be worn by all employees, sub-

contractors and visitors who operate or observe the use of any machine or tool that may expose the 

employee, sub-contractor and visitors to hazards from flying objects or particles, molten metal, fumes, 

chemical liquids, gases, vapors, dusts, acids, caustics, and other potentially harmful chemical or physical 

hazards that may cause eye, face or ear damage 
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When wearing prescription lenses while engaged in operations that involve eye hazards, employees, 

sub-contractors and visitors must wear eye protection that can be worn over the prescription lenses 

without disturbing the prescription lenses or the protective lenses. Safety prescription glasses are 

acceptable. 

 

Eye and face can be prevented by using appropriate protective eyewear or face shield. All frames and 

lenses used as protective equipment shall be codes and standards (CSA) approved according to 

CAN/CSA-Z94.3-92 - industrial eye and face protectors. Eye and face protection must have proper fit and 

guard against the specific hazard presented.  

 

Types of Protection: 

 

Whether you are exposed to flying particles from drilling or scaling, UVA/UVB rays, welding light and 

electrical arcs, each task and worksite is unique and will require careful selection of proper eye 

protectors. Working with your supervisor you must determine your eye protection needs. 

 

• Safety Glasses – provide minimum protection and are for general working conditions where 

dust, chips, or flying particles may present a hazard. They are available in a variety of styles and 

provide side protection in the form of shields. Lenses should have an anti-fog treatment. 

 

• Goggles – provide higher impact, dust, and acid or chemical protection than safety glasses. 

Goggles are suitable when workers are continually exposed to splash or fine dust, and should 

have indirect venting. For less fogging when working with large particles, direct-vent goggles are 

recommended. 

 

• Face shields – protect the full face from injury and they offer the highest impact protection and 

shelter from spraying, chipping, grinding, chemicals, and blood borne hazards. A face shield is 

considered a secondary safeguard to protective eyewear; it should never be worn without 

safety glasses or goggles. 

 

• Welding Shield –prevent exposure to harmful radiation, when arc welding, gas welding, or 

burning. These protectors come in various shades, so wear the right one for the job.  

 

• Prescription Safety Glasses – If you wear prescription glasses, check whether they qualify as 

safety eyewear. 

• Glasses must be CSA approved 

• Glasses must have side shields 

• Lenses must be made out of polycarbonate or plastic 

• Look for manufacturer’s logo molded or etched into the top outside edges of the lenses 
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Fit & Care: 

 

In order to get maximum benefit from safety eyewear, your glasses need to fit and be kept clean and 

when not in use stored in a place where they are not harmed. 

 

Eye protection areas: 

 

All persons assigned to, or entering areas which have any of the following hazards must wear eye 

protection: 

• Sparks, open flame and spatters 

• Molten metals 

• Activities involving high energy, the possibility of flying particles, explosion or implosion of 

vessels 

• Hazardous chemicals 

• Shops: wood or metal processing, particularly grinding, welding, chipping, sawing and sanding 

• Injurious radiant energy, for example, welding, ultra-violet light, lasers and brazing 

 

 

Foot Protection 

Employees, sub-contractors and visitors who are required to work their working day in area(s) where 

there is a risk of foot injury from heavy objects or materials, or a risk from sharp objects, will wear 

approved safety boots that meet CSA standards. 

 

What workers should know about safety footwear 

• Safety footwear is designed to protect feet against a wide variety of injuries. Impact, 

compression, and puncture are the most common types of foot injury. 

• Choose footwear according to the hazard. Refer to CSA Standard Z195-14 "Protective 

Footwear". 

• Select CSA-certified footwear. Ensure that it has the proper rating for the hazard and the proper 

sole for the working conditions. 

• Use metatarsal protection (top of the foot between the toes and ankle) where there is a 

potential for injury at all times. 

 

Selecting Footwear  

 

Footwear must be chosen based on the hazards that are present. Assess the workplace and work 

activities for: 

• Materials handled or used by the worker. 

• Risk of objects falling onto or striking the feet. 

• Any material or equipment that might roll over the feet. 

• Any sharp or pointed objects that might cut the top of the feet. 

• Objects that may penetrate the bottom or side of the foot. 

• Possible exposure to corrosive or irritating substances. 
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• Possible explosive atmospheres including the risk of static electrical discharges. 

• Risk of damage to sensitive electronic components or equipment due to the discharge of static 

electricity. 

• Risk of coming into contact with energized conductors of low to moderate voltage (e.g., 220 

volts or less). 

• Type of walking surface and environmental conditions workers may be exposed to (e.g., lose 

ground cover, smooth surfaces, temperature, wet/oily, chemicals, etc.). 

 

Fit & Care of Safety Footwear 

 

Fit: 

• Try on new boots around midday. Feet normally swell during the day. 

• Walk in new footwear to ensure it is comfortable. 

• Boots should have ample toe room (toes should be about 12.5 mm from the front). Do not 

expect footwear to stretch with wear. 

• Make allowances for extra socks or special arch supports when buying boots. Try on your new 

boots with the supports or socks you usually wear at work. Check with the manufacturer if 

adding inserts affects your level of protection. 

• Boots should fit snugly around the heel and ankle when laced. 

• Lace up boots fully. High-cut boots provide support against ankle injury. 

 

Care: 

• Use a protective coating to make footwear water-resistant. 

• Inspect footwear regularly for damage (e.g., cracks in soles, breaks in leather, or exposed toe 

caps). 

• Repair or replace worn or defective footwear. 

• Electric shock resistance of footwear is greatly reduced by wet conditions and with wear. 

• Footwear exposed to sole penetration or impact may not have visible signs of damage. 

Replacing footwear after an event is advisable. 

 

Hand Protection  

Approved gloves, meeting CSA standards, must be worn by all employees, sub-contractors and visitors 

exposed to hazards from severe cuts, lacerations, abrasions, or punctures, chemical or thermal burns, 

harmful temperature extremes, and skin absorption of harmful substances.  

 

This section of the PPE program will provide approved suitable gloves to employees and volunteers who 

require them in the performance of their normal duties.  

 

Choosing the right Glove for the job 

 

Before deciding which kind of glove, workers should gather and analyze information on a number of 

factors. Be sure to: 

• Complete or have an accurate description of the task. 
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• Identify all hazards that may require hand protection. This identification should include a list of 

the chemicals involved as well as physical hazards such as abrasion, tearing, puncture, 

fire/flames, temperature, and/or biological hazards. The kind of hazards present will also affect 

the decision to use other chemical protective clothing in addition to gloves. Check the Safety 

Data Sheet and other sources for information. 

• Provide the necessary education and training required which includes: 

• what are the hazards of skin contact with the chemical/material, 

• what are limitations of the gloves, 

• what could happen and what to do if the gloves fail, and 

• when to dispose of or to decontaminate gloves. 

 

Points to Remember about Hand Protection  

 

• Choose hand protection that adequately protects from the hazard(s) of a specific job and 

adequately meets the specific tasks involved in the job (such as flexibility or dexterity). 

• Follow the manufacturer's instructions for care, decontamination, and maintenance of gloves. 

• Be aware that some materials may cause reactions in some workers such as allergies to latex. 

Offer alternatives where possible. 

• Make sure the gloves fit properly. 

• Do not wear gloves with metal parts near electrical equipment. 

• Do not use worn or torn gloves. 

• Clean gloves as instructed by the supplier. 

• Inspect and test gloves for defects before using. 

 

 

 

Hearing Protection  

Approved hearing protection, meeting CSA standards, must be worn by all employees, sub-contractors 

and visitors in environments where noise levels equal or exceed eighty-five (85) decibels during a period 

of eight (8) hours. This program will provide approved hearing protection to those employees and 

volunteers requiring such equipment. 

 

How can I Protect my Hearing at Work 

 

• The surest method of preventing occupational deafness is to reduce noise at the source by 

engineering methods. However, in certain workplace conditions, there is very little or nothing 

one can do to reduce noise at the source. In such workplaces, workers wear hearing protectors 

to reduce the amount of noise reaching the ears. 

• Workers are required to wear hearing protector if the noise or sound level at the workplace 

exceeds 85 decibels (A-weighted) or dB (A). Hearing protectors reduce the noise exposure level 

and the risk of hearing loss. 
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• The effectiveness of hearing protection is reduced greatly if the hearing protectors do not fit 

properly or if they are worn only part time during periods of noise exposure. To maintain their 

effectiveness, they should not be modified. Remember, radio headsets are not substitutes for 

hearing protectors and should not be worn where hearing protectors are required to protect 

against exposure to noise. 

 

Select Hearing Protection  

 

• Correct for the job. Refer to the Canadian Standards Association (CSA) Standard Z94.2-02 

(Reaffirmed 2011) "Hearing Protection Devices - Performance, Selection, Care and Use" or 

contact the agency responsible for occupational health and safety legislation in your jurisdiction 

for more information. 

• Provides adequate protection. Check the manufacturer's literature. 

• Comfortable enough to be accepted and worn. 

 

Types of Hearing Protection 

 

• Ear plugs are inserted to block the ear canal. They may be pre-molded (preformed) or 

mouldable (foam ear plugs). Ear plugs are sold as disposable products or reusable plugs. Custom 

molded ear plugs are also available. 

• Semi-insert ear plugs which consist of two ear plugs held over the ends of the ear canal by a 

rigid headband. 

• Ear muffs consist of sound-attenuating material and soft ear cushions that fit around the ear 

and hard outer cups. They are held together by a head band. 

 

How to Pick my Hearing Protectors 

 

• The choice of hearing protectors depends on a number of factors including level of noise, 

comfort, and the suitability of the hearing protector for both the worker and his environment. 

Most importantly, the hearing protector should provide the desired noise reduction. It is best, 

where protectors must be used, to provide a choice of a number of different types to choose 

from. 

• If the noise exposure is intermittent, ear muffs are more desirable, since it may be inconvenient 

to remove and reinsert earplugs. 

 

Advantages and Limitations of Ear Plugs and Ear Muffs 

 

• Ear plugs can be mass-produced or individually molded to fit the ear, and they can be reusable 

or disposable. On the positive side, they are simple to use, less expensive than muffs, and more 

comfortable in hot or damp work areas. On the negative side, they provide less protection than 

some muffs, and should not be used in areas having noise levels over 105 dB (A) (A-weighted 
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decibels). They are not as visible as muffs and a supervisor cannot readily check to see if workers 

are wearing them. They must be properly inserted to provide adequate protection. 

• Ear muffs can vary with respect to the material and depth of the dome, and the force of the 

headband. The deeper and heavier the dome, the greater the low-frequency attenuation 

provided by the protector. The headband must fit tightly enough to maintain a proper seal, yet 

not be too tight for comfort. On the positive side, ear muffs can usually provide greater 

protection than plugs, although this is not always true. They are easier to fit, generally more 

durable than plugs, and they have replaceable parts. On the negative side, they are more 

expensive, and often less comfortable than plugs, especially in hot work areas. In areas where 

noise levels are very high, muffs and plugs can be worn together to give better protection. 

 

Comparison of Hearing Protection 

Ear Plugs Ear Muffs 

Advantages: 

• small and easily carried 

• convenient to use with other 

personal protection equipment (can 

be worn with ear muffs)  

• more comfortable for long-term 

wear in hot, humid work areas 

• convenient for use in confined work 

areas 

Advantages: 

• less attenuation variability among users 

• designed so that one size fits most head sizes 

• easily seen at a distance to assist in the monitoring of 

their use 

• not easily misplaced or lost 

• may be worn with minor ear infections 

Disadvantages: 

• requires more time to fit 

• more difficult to insert and remove 

• require good hygiene practices 

• may irritate the ear canal 

• easily misplaced 

• more difficult to see and monitor 

usage 

Disadvantages: 

• less portable and heavier 

• more inconvenient for use with other personal 

protective equipment. 

• more uncomfortable in hot, humid work area 

• more inconvenient for use in confined work areas 

• may interfere with the wearing of safety or prescription 

glasses: wearing glasses results in breaking the seal 

between the ear muff and the skin and results in 

decreased hearing protection. 

 

Care for Hearing Protection Device 

 

• Follow the manufacturer's instructions and expiry dates on head protection.(5 years) 

• Check hearing protection regularly for wear and tear. 

• Replace ear cushions or plugs that are no longer pliable. 

• Replace a unit when head bands are so stretched that they do not keep ear cushions snugly 

against the head. 

• Disassemble ear muffs to clean. 
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• Wash ear muffs with a mild liquid detergent in warm water, and then rinse in clear warm water. 

Ensure that sound-attenuating material inside the ear cushions does not get wet. 

• Use a soft brush to remove skin oil and dirt that can harden ear cushions. 

• Squeeze excess moisture from the plugs or cushions and then place them on a clean surface to 

air dry. (Check the manufacturer's recommendations first to find out if the ear plugs are 

washable.) 

 

Head Protection  

Approved head protection, meeting CSA standards, is required for entry into any area by employees’, 

sub-contractors and visitors where there is a danger from falling objects or where head injury is 

possible. Hard hats will be worn at all times within any designated project or work site. 

 

What should I know about Head Protection 

 

If you are at risk for head injury at your workplace, you should wear the appropriate head protection. 

• Choose the correct headwear for the job. Refer to CSA Standard Z94.1-15 "Industrial Protective 

Headwear - Performance, Selection, Care, and Use" or the legislation that applies in your 

jurisdiction. 

• Classes of headwear can include: 

o Type 1 - protection from impact and penetration at the crown (top) and 

o Type 2 - protection from impact, penetration at the crown (top) and laterally (sides and 

back) 

o Each type is also available in the following classes: 

 Class E (20 000 V electrical rating) - non-conducting material (electrical trades) 

 Class G (2200 V electrical rating) - non-conducting material (general trades) 

 Class C (no electrical rating) 

 

• Headwear consists of a shell and the suspension. These work together as a system and both 

need regular inspection and maintenance. 

• Do not transport headwear in rear windows of vehicles. Heat and UV light can damage the 

material, making it brittle and less protective. 

• Inspect headwear before each use. 

• Always check with the manufacturer when adding or using accessories (non-metallic stickers, 

tape, bandanas, hanker chiefs, welder's cap, etc.). 

• Winter liners should be inspected to ensure they do not interfere with fit of headwear. 

• Do not draw the chin strap over the brim or peak of the headwear. 

• Do not wear baseball style hats under the headwear as it interferes with the suspension. 

 

Shell of my Headwear 

 

The shell is rigid and light and is shaped to deflect falling objects. Correct maintenance is important. 
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DO: 

• Inspect and replace a shell that shows signs of wear, scratches or gouges. Shells exposed to 

heat, sunlight and chemicals can become stiff or brittle. A visible pattern of tiny cracks may 

develop. Over time, weathered hats can become dull in colour or have a chalky appearance. 

• Replace headwear when any of the above signs of wear start to appear. 

• Replace headwear that has been struck, even if no damage is visible. 

• Remove and destroy any headwear if its protective abilities are in doubt. 

 

DO NOT: 

• Do not drill holes, alter or modify the shell. Alterations may reduce the protection provided by 

the headwear. 

• Do not paint the plastic shell. Paint solvents can make plastic headwear brittle and more 

susceptible to cracks. Paint can also hide cracks that may develop. Instead, use reflective 

marking tape to make numbers or symbols for identification purposes. Some headwear may be 

painted, but check with the manufacturer for approval. 

• Do not use winter liners that contain metal or electrically conductive material under Class G or E 

headwear. 

• Do not use metal labels on Class G or E headwear 

 

 

Maintenance of Headwear  

 

The care and maintenance of headwear are needed if the headwear is to protect as designed. Its 

lifespan is affected by normal use and by heat, cold, chemicals and ultraviolet rays. 

• Clean the suspension and shell regularly according to the manufacturers' instructions. 

 

Respiratory Protection  

Approved respiratory protection, meeting CSA standards, is provided by the CENTIS  program, and will 

be worn by all employees, sub-contractors and visitors who handle hazardous products that are deemed 

a health risk if inhaled. 

 

Managers/supervisors will conduct a hazard assessment to determine where respiratory protection is 

required. Employees and visitors will be properly fitted and trained in the use, wearing and cleaning of 

respiratory protective equipment prior to entering such work location. In addition, fit testing shall be 

performed prior to allowing anyone to don a respirator. 

 

Respirator fit testing shall also occur if/when a worker has a significant change to their face. This could, 

as example, be from resulting weight gain or loss as the seal of the respirator may be affected.  

 

When an employee requires respiratory protections, they shall be 1) sent for a fit test to determine fit 

and seal requirements, 2) provided instruction on how to don and care for the respirator and 3) how to 

store and clean the respirator to ensure maximum efficiency. All employees shall have the current 

hazards communicated to them to ensure understanding on wear of respirator and its importance.  
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When to “Don” Respirators 

 

Workers should use respirators for protection from contaminants in the air only if other hazard control 

methods are not practical or possible under the circumstances. Respirators should not be the first choice 

for respiratory protection in workplaces. They should only be used: 

• when following the "hierarchy of control" is not possible (elimination, substitution, engineering 

or administrative controls) 

• while engineering controls are being installed or repaired 

• when emergencies or other temporary situations arise (e.g., maintenance operations) 

 

When donning a respirator, workers must do a positive and negative pressure test to ensure proper seal 

is in place. This can be done in the following way: 

 

 
 

 

Negative-pressure and positive-pressure user seal checks are conducted on tight-fitting respirator pieces 

to check the respirator seal in the field. They are simple and quick and can be performed by the wearer 

to check the respirator fit at any time during a work shift.  

 

The positive-pressure test is conducted by covering the exhalation valve, usually located on the bottom 

of the respirator, with the palm of the hand and exhaling gently. The face piece should puff slightly away 

from the face without allowing air to escape.  

 

The negative-pressure test involves covering the air inlets and then inhaling. A slight collapse of the face 

piece with no air leakage indicates a satisfactory fit. 

 

Should a respirator fail a pressure test, check straps and placement. Should it keep failing, report it to 

your supervisor immediately. 
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Controlling Respiratory Hazards 

 

Workers should use respirators for protection from contaminants in the air only if other hazard control 

methods are not practical or possible under the circumstances. Respirators should not be the first choice 

for respiratory protection in workplaces. They should only be used: 

• when following the "hierarchy of control" is not possible (elimination, substitution, engineering 

or administrative controls) 

• while engineering controls are being installed or repaired 

• when emergencies or other temporary situations arise (e.g., maintenance operations) 

 

What are IDLH Situations 

 

Some types of atmospheres contain concentrations of hazardous substances that place the worker in 

immediate danger because these concentrations would impair the ability to leave the work area (self 

rescue) or potentially cause irreversible health effects, including serious injury or death in a matter of 

minutes. 

 

There are particular conditions that are considered "Immediately Dangerous to Life or Health (IDLH)". 

These include: 

• A known contaminant at a concentration known to be IDLH 

• A known contaminant at an unknown concentration with the potential to be IDLH 

• An unknown contaminant at an unknown concentration 

• An untested confined space 

• An oxygen-deficient atmosphere 

• Firefighting 

• Contaminants at or above 20% of their lower explosive limit (LEL—the concentration at which 

the gas or vapour could ignite) 

 

Cartridges and Filters 

 

Equally important is the selection of the correct type of cartridge or filter. Note ( N95 masks need to be 

fitted properly) 

 

Filters are made of material that is designed to trap particles as you breathe. Cartridges contain a 

material that absorbs gases and vapours. It is very important to make sure you are using the right filter 

or cartridge for the chemicals or substances present in the workplace. 

 

Selecting the Right Respirator  

 

Choosing a respirator is a complicated matter. Experienced safety professionals or occupational 

hygienists, who are familiar with the actual workplace environment, are the staff who should select the 
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proper respirator. They can choose a suitable respirator only after they have evaluated all relevant 

factors. This includes considering the limitations of each class of respirator. 

 

Before the proper respirator can be selected for a job, be sure you have already: 

• Identified the respiratory hazard. 

• Evaluated the hazard. 

• Considered whether engineering controls are feasible. 

 

"Decision logic" that a safety professional or occupational hygienist can use when selecting a respirator 

with the intended crew based off a proper assessment: 

• Is it to be used in firefighting or emergencies? 

• Is it to be used in oxygen-deficient atmospheres (less than 18% oxygen in air; some jurisdictions 

say below 19.5%)? 

• What is the nature of the hazard (chemical properties, concentration in the air, warning 

properties)? 

• Is there more than one contaminant (i.e. a mixture or more than one chemical is present)? 

• Is the airborne contaminant a gas, vapor or particulate (mist, dust or fume)? 

• Are the airborne levels below or above the exposure limit, or are they above levels that could be 

immediately dangerous to life or health? 

• What are the health effects of the airborne contaminant (carcinogenic, potentially lethal, 

irritating to eyes, absorbed through the skin)? 

• What are the characteristics of the operation or the process (e.g., hot temperature, confined 

space)? 

• What activities will the worker be doing while wearing the respirator (e.g., strenuous work)? 

• How long will the worker need to wear the respirator? 

• Does the selected respirator fit the worker properly? 

• Where is the nearest safe area that has respirable air? 

 

Use the SDS for guidance on requirements of the particular respiratory hazard. 

 

Cleaning and Disinfection 

Respirator must be cleaned after each use or shift or more often depending on the need. Respirators should only be 

used by one worker but if properly cleaned and the situation requires it, could possibly be shared.  

 

Cleaning a respirator can be done utilizing the following method: 

1. Remove the cartridges and/or filters attached to the mask. 

2. Clean the respirator face pieces (without the cartridges and filters) with a prep packaged 

cleaning wipe or by using a warm cleaning solution (water should not exceed 120 degrees 

Fahrenheit or 49 degrees Celsius) and scrub with a soft brush until clean. Can add a neutral 

detergent if necessary. Do not use cleaners containing lanolin or other oils. 

3. Disinfect face piece (for a full-face respirator) by soaking in a solution of quaternary ammonia 

disinfectant or sodium hypochlorite (1oz (30ml) of household bleach in 2 gallons of water (7.5L), 

or other disinfectant.  
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4. Rinse in fresh, warm water and air dry in a non-contaminated atmosphere.  

5. Store respirator mask in a respirator storage bag away from contaminated areas when not in 

use. 

 

Disposable Particulate Respirators are not designed to be cleaned or washed. Because of their cloth like 

construction, disposable masks should be disposed of if they become wet or damaged. However, often 

they are disposed of prematurely when the outer shell becomes slightly soiled with fingerprints or work 

area contaminants. The important part of the respirator is the inside and as long as this is clean, not 

visibly damaged and breathing has not become mor difficult, workers can continue to wear these masks 

as long as they are store outside the contaminated area. Cleaning disposable masks in any way will 

render them useless.  

 

Storage 

When not in use, respirators must be stored in a clean and sanitary location. The storage area should 

protect the respirator from dust, sunlight, hear, extreme cold, excessive moisture and damaging 

chemicals. It is recommended that individual respirators be placed in plastic bags or closed containers to 

present distortion of rubber or plastic parts.  

 

Skin Protection   

Where there is a hazard of injury or disease to or through the skin in a work place, whether through 

exposure to substances, surfaces or sun, CENTIS ’s program will provide every employee and volunteer 

exposed to such conditions with a shield or screen, a cream to protect the skin, or an appropriate body 

covering. 

 

Occupational Skin Diseases (OSD) are the second most common type of occupational disease and can 

occur in several different forms including: 

 

• Irritant contact dermatitis, 

• Allergic contact dermatitis, 

• Skin cancers, 

• Skin infections, 

• Skin injuries, and 

• Other miscellaneous skin diseases. 

 

Anatomy and Functions of the Skin 

 

The skin is the body’s largest organ, accounting for more than 10 percent of body mass. The skin 

provides a number of functions including: 

• protection, 

• water preservation, 

• shock absorption, 

• tactile sensation, 
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• calorie reservation, 

• vitamin D synthesis, 

• temperature control, and 

• lubrication and waterproofing 

 

Dermal Absorption 

 

Dermal absorption is the transport of a chemical from the outer surface of the skin both into the skin 

and into the body. Studies show that absorption of chemicals through the skin can occur without being 

noticed by the worker, and in some cases, may represent the most significant exposure pathway. Many 

commonly used chemicals in the workplace could potentially result in systemic toxicity if they penetrate 

through the skin (i.e. pesticides, organic solvents). These chemicals enter the blood stream and cause 

health problems away from the site of entry. 

 

The rate of dermal absorption depends largely on the outer layer of the skin called the stratum 

corneum (SC). The SC serves an important barrier function by keeping molecules from passing into and 

out of the skin, thus protecting the lower layers of skin. The extent of absorption is dependent on the 

following factors: 

• Skin integrity (damaged vs. intact) 

• Location of exposure (thickness and water content of stratum corneum; skin temperature) 

• Physical and chemical properties of the hazardous substance 

• Concentration of a chemical on the skin surface 

• Duration of exposure 

• The surface area of skin exposed to a hazardous substance 

 

Contact Dermatitis 

 

Contact dermatitis, also called eczema, is defined as an inflammation of the skin resulting from exposure 

to a hazardous agent. It is the most common form of reported OSD, and represents an overwhelming 

burden for workers in developed nations. Epidemiological data indicate that contact dermatitis 

constitutes approximately 90-95% of all cases of OSD in the United States. Common symptoms of 

dermatitis include: 

• Itching 

• Pain 

• Redness 

• Swelling 

• The formation of small blisters or wheals (itchy, red circles with a white centre) on the skin 

• Dry, flaking, scaly skin that may develop cracks 

 

Occupational contact dermatitis is frequently divided into two categories: 
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• Irritant contact dermatitis (ICD) is a non-immunologic reaction that manifests as an inflammation of 

the skin caused by direct damage to the skin following exposure to a hazardous agent. The reaction 

is typically localized to the site of contact. Available data indicates that ICD represents 

approximately 80% of all cases of occupational contact dermatitis. 

ICD may be caused by phototoxic responses (e.g., tar), acute exposures to highly irritating 

substances (e.g., acids, bases, oxiding/reducing agents), or chronic cumulative exposures to mild 

irritants (e.g., water, detergents, weak cleaning agents). 

• Allergic contact dermatitis (ACD) is an inflammation of the skin caused by an immunologic reaction 

triggered by dermal contact to a skin allergen. For ACD to occur, a worker must be first sensitized to 

the allergen. Subsequent exposures of the skin to the allergenic agent may elicit an immunologic 

reaction resulting in inflammation of the skin. The reaction is not confined to the site of contact and 

may result in systemic responses. 

ACD may be caused by industrial compounds (i.e. metals, epoxy and acrylic resins, rubber additives, 

chemical intermediates), agrochemicals (i.e. pesticides and fertilizers), and commercial chemicals. 

 

Because the symptoms and presentation of ICD and ACD are so similar, it is extremely difficult to 

distinguish between the two forms of contact dermatitis without clinical testing (e.g. patch testing). The 

severity of contact dermatitis is highly variable and depends on many factors including: 

• Characteristics of the hazardous agent (irritant and/or allergen) 

• Concentration of the hazardous agent (irritant and/or allergen) 

• Duration and frequency of exposure to the hazardous agent (irritant and/or allergen) 

• Environmental factors ( e.g., temperature, humidity) 

• Condition of the skin (e.g., healthy vs. damaged skin, dry vs. wet) 

 

 

Chemical Protective Clothing 

 

Chemical protective clothing should not be considered as a replacement for engineering control 

methods. However, there are often few alternatives available, or an emergency (e.g., a spill) requires 

their use. Since the clothing is the last line of defense for protecting the skin, care must be taken to 

ensure it provides the protection expected. 

 

Note: The phrase commonly found on the Safety Data Sheet (SDS) "Wear impervious (or impermeable) 

gloves" has very limited value. It is technically inaccurate.  

• No glove material will remain impervious to a specific chemical forever.  

• No one glove material is resistant to all chemicals. Some chemicals will travel through or 

permeate the glove in a few seconds, while other chemicals may take days or weeks. 

 

 

Choosing the right Personal Protective Equipment for the Job 
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Based on the above information, it becomes apparent that you must carefully choose the appropriate 

material for each job. Before deciding about which kind of glove or other chemical protective clothing to 

use, you should gather and analyze information on a number of factors. Be sure to: 

• Complete an accurate description of the task. 

• This identification should include a list of the chemicals involved as well as physical hazards such 

as abrasion, tearing, puncture, fire/flames, temperature, and/or biological hazards. Check the 

Safety Data Sheet and other sources for information. 

• Know the type of potential contact (e.g., occasional contact or splash protection or continuous 

immersion of hands). This contact will also help in choosing the appropriate length of the glove. 

• Determine the potential effects of skin exposure. The immediate irritation or corrosion of the 

skin must be considered in addition to the potential health effects to the entire body from 

absorbing the chemical through the skin. 

• Consider what hazards may be presented by the use of the protective clothing itself. For 

example, protective clothing can contribute to heat stress; reduced dexterity; rip or tactile 

functions; poor comfort; or may contribute to skin conditions. 

• Provide the necessary education and training required which includes what are the hazards of 

skin contact with the chemical/material. 

 

Fall Protection 

All workers who shall required the use of Fall Protection / Restraint PPE shall be trained in its use. This is required by 

the province of Ontario through a CPO approved course, Working at Heights. Accredited trainers train our workers to 

ensure they have knowledge of all applicable legislation and how to assess fall hazards, don and inspect all required 

PPE and plan between fall restraint and fall arrest scenarios. CENTIS  shall ensure that all their workers who must 

wear or use Working at Heights PPE is trained to do so.  

 

Fall protection must be worn if you are at risk for falling three metres (10 feet) or more at your 

workplace, you should wear the appropriate fall protection equipment. Reference O.Reg 213/91 section 

26.  

 

Worker should:  

• Inspect their equipment before each use. 

• Replace defective equipment. If there is any doubt about the safety of the equipment, do not 

use it and ask your supervisor for help. 

• Replace any equipment, including ropes, that have been involved in a fall. Do not use until you 

have asked your supervisor and/or checked with a competent person or the manufacturer. 

• Every piece of fall arrest equipment should be inspected and certified at least yearly or more 

often by a trained and competent person. Keep written records of inspections and approvals. 

• Use energy absorbers if the arresting forces of the lanyard alone can cause injury. 

• Follow the manufacturer's instructions about: 

o the purpose of the device, 

o hazard warnings, 

o instructions and limitations on use, 
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o the stretch distance of the harness, 

o instructions for fitting and adjusting, 

o recommendations for care(cleaning, maintenance, and storage) and inspection, 

o the purpose and function of the fall arrest indicator, 

o a warning if a fall occurs or inspection reveals an unsafe condition that the device be 

taken out of service until it has been determined safe for use or destroyed by a 

competent person, and 

o instructions for proper application, use, and connecting to full body harness of any 

evacuation device. 

 

Use and Care 

Typically, working at heights PPE includes a full body harness, lanyard and a tie off anchor point. While 

each situation is different and the workers must use their training to assess each situation to ensure the 

correct use of PPE, the majority of the scenarios will encompass the above-mentioned PPE. In addition, 

workers may have to use a rope and rope grab (fall restraint) or an SRL (self retracting lanyard), portable 

anchor points and cable anchor (dog leash). Any and all of these items must be inspected prior to use. 

While most of the equipment must meet CSA standards, referencing manufacture’s instructions is also 

key. Any PPE that is found to be defective shall not be work and taken out of service immediately.  

 

Basic care increases the life of the unit and contributes to its performance. Follow the manufacturer's 

instructions on how to care and clean the equipment. Steps may include: 

 

• Wipe off all surface dirt with a sponge dampened in plain water. Rinse the sponge and squeeze 

it dry. Dip the sponge in a mild solution of water and commercial soap or detergent. Work up a 

thick lather with a vigorous back and forth motion. 

• Rinse the webbing in clean water. 

• Wipe the belt dry with a clean cloth. Hang freely to dry. 

• Dry the belt and other equipment away from direct heat, and out of long periods of sunlight. 

• Store in a clean, dry area, free of fumes, sunlight, corrosive materials, sharp edges, or vibration 

and in such a way that it does not warp or distort the belt. 

 

 

 

 

Webbing Inspection 

• Inspect the entire surface of webbing for damage. Beginning at one end, bend the webbing in an 

inverted "U." Holding the body side of the belt toward you, grasp the belt with your hands six to 

eight inches apart. 

• Watch for frayed edges, broken fibers, pulled stitches, cuts or chemical damage. Broken 

webbing strands generally appear as tufts on the webbing surface. 

• Replace according to manufacturers' guidelines. 

 

Buckle Inspection 
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• inspect for loose, distorted or broken grommets. Do not cut or punch additional holes in waist 

strap or strength members. 

• Check belt without grommets for torn or elongated holes that could cause the buckle tongue to 

slip. 

• Inspect the buckle for distortion and sharp edges. The outer and center bars must be straight. 

Carefully check corners and attachment points of the center bar. They should overlap the buckle 

frame and move freely back and forth in their sockets. The roller should turn freely on the 

frame. 

• Check that rivets are tight and cannot be moved. The body side of the rivet base and outside 

rivet burr should be flat against the material. Make sure the rivets are not bent. 

• Inspect for pitted or cracked rivets that show signs of chemical corrosion. 

 

Rope Inspection 

• Rotate the rope lanyard and inspect from end to end for fuzzy, worn, broken or cut fibers. 

Weakened areas have noticeable changes in the original rope diameter. 

• Replace when the rope diameter is not uniform throughout, following a short break-in period. 

• The older a rope is and the more use it gets, the more important testing and inspection become. 

 

Hardware Inspection 

• Inspect hardware for cracks, dents, bends, rust, signs of deformation, or other defects. Replace 

the belt if the "D" ring is not at a 90 degree angle and does not move vertically independent of 

the body pad or "D" saddle. 

• Make sure that any hardware is not cutting into or damaging the belt or harness. 

• Inspect tool loops and belt sewing for broken or stretched loops. 

• Check bag rings and knife snaps to see that they are secure and working properly. Check tool 

loop rivets. Check for thread separation or rotting, both inside and outside the body pad belt. 

• Inspect snaps for hook and eye distortions, cracks, corrosion, or pitted surfaces. The keeper 

(latch) should be seated into the snap nose without binding and should not be distorted or 

obstructed. The keeper spring should exert sufficient force to close the keeper firmly. 

 

Retractable Lanyard Inspection 

Check Housing – Before every use, inspect the unit’s housing for loose fasteners and bent, cracked, 

distorted, worn, malfunctioning or damaged parts. Retraction and Tension – Test the lifeline retraction 

and tension by pulling out several feet of the lifeline and allow it to retract back into the unit. Always 

maintain a light tension on the lifeline as it retracts. The lifeline should pull out freely and retract all the 

way back into the unit. Do not use the unit if the lifeline does not retract.  

 

Lifeline - The lifeline must be checked regularly for signs of damage. Inspect for cuts, burns, corrosion, 

kinks, frays or worn areas. Inspect any sewing (web lifelines) for loose, broken or damaged stitching. 

 

Braking Mechanism – The braking mechanism must be tested by grasping the lifeline above the impact 

indicator and applying a sharp steady pull downward which will engage the brakes. There should be no 
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slippage of the lifeline while the brakes are engaged, once tension is released, the brakes will disengage, 

and the unit will return to the retractable mode. Do not use the unit if the brakes do not engage. 

 

Check the hardware as directed under lanyard inspection (as per training). The snap hook load indicator 

is located in the swivel of the snap hook. The swivel eye will elongate and expose a red area when 

subjected to fall arresting forces. Do not use the unit if the load impact indicator has been activated.   

 

Safety Strap Inspection 

• Inspect for cut fibers or damaged stitches inch by inch by flexing the strap in an inverted "U." Note cuts, 

frayed areas or corrosion damage. 

• Check friction buckle for slippage and sharp buckle edges. 

• Replace when tongue buckle holes are excessively worn or elongated. 

 

Storage 

Storage and proper care of all Working at Heights PPE is important to maintain is feasibility. While most 

PPE is not shared, it does occur at times on where working at heights is not a common occurrence at a 

project and therefore it is impractical to provide harnesses to everyone in case they must work at 

heights. In order to ensure that the PPE is properly maintained it should: 

• The harness should be hung, so it doesn’t get crushed, bent, or torn by other objects in the 

storage area. Sharp tools can slice the nylon and chemicals could cause the material to degrade. 

Avoid areas where heat, moisture, light a, oil, chemicals (or their vapours, or other degrading 

elements may be present.  

• Ensure that your storage area is not in direct sunlight or exposed to a heat source. The heat and 

UV rays can compromise the materials that make up your harness and lanyard. This also applies 

to other PPE, such as hardhats, as well. Extensive exposure to ultraviolet light can cause 

materials to break down and fail when they are needed most. 

• Store them out of the way so that they are not damaged inadvertently by other items being 

stored.  

• Equipment that is damaged should not be stored in the same location as usable PPE.  

• Heavily soiled, wet or otherwise contaminated PPE should be properly cleaned prior to storage.  

 

PPE Distribution  

At time of hire, CENTIS  will provide the required PPE to the worker. 

• Workers who want additional/extra PPE (ex: extra high visibility vest) can purchase them and 

wear them on site, provided they meet the requirement. 

• CENTIS  will replace PPE issued to the worker in the following circumstances: 

o PPE is worn due to regular wear and tear 

o PPE is damaged due to the task being performed with said PPE. 

o Changes to fit (IE: respirator, clothing). 

o The above scenarios require the worker to exchange the worn or damaged PPE in order 

to receive the new PPE. 

• CENTIS  will replace but may elect to seek reimbursement for PPE in the following 

circumstances: 
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o Worker reports to work without PPE and additional PPE must be provided  

o Worker seeks new PPE but doesn’t have the worn or damaged PPE to exchange 

(Supervisors to determine exchange parameters-based wear and tear) 

• Workers are to communicate with their supervisors for all PPE needs.  

• Supervisors in need of additional PPE due to their stocks running low must contact the office or 

the shop and get a PO. This PO will be strictly for the procurement of PPE identified by the 

supervisor at the time of his/her call with the Shop or Office.  

• Should the supervisor take PPE from the Shop or Office inventory, they shall ensure that they 

sign all of it out. This is including the item name, date, amount, supervisor name and signature. 

• Any additional items cannot be added on while at the store unless approved and added to the 

PO at the office or shop. 

• POs will be consolidated at the end of each month and compared to the supervisor’s PPE count.  

• At this time, all worker remunerations are calculated and deducted from their paycheck.  

• Any PPE purchased without approval may be deducted from the supervisor paycheck.  

 

Documentation Control 

Any records captured/retained as part of this policy shall be documented and retained as per the Centis 

document control policy. 

 

Enforcement  

Any employee (regardless of level of authority) found not wearing PPE (Personal Protective Equipment) 

will be subject to the progressive discipline policy and process. Any employee found to make PPE 

defective will be subject to the progressive discipline policy and process. Any employee who refuses to 

wear the adequate Personal Protective Equipment or fails to inspect his or her (PPE) shall be subject to 

the progressive discipline policy and process. 
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Powered Mobile Equipment Policy 

 

Scope: 

The following standard applies to all owners, managers, supervisors, workers, and sub- contractors 

who are required to operate powered mobile equipment for company business. 

 

Purpose: 

The purpose of this procedure is to ensure that power mobile operators are fully trained and 

competent to safely operate mobile equipment to reduce the possibility of personal injury or 

property damage. 

 

Responsibilities: 

 

Senior Management: 

• Approve the policy content and provide necessary resources to achieve a safe working 

environment. 

• Provide where reasonably practicable, appropriate equipment for lifting, lowering, pushing, 

pulling, carrying, handling or transporting heavy or awkward loads. 

• Ensure proper selection of powered mobile equipment dependent on the tasks to be 

performed. 

• If used equipment is purchased, ensure it is maintained and meets manufacturer’s 

specifications before it is put into operation. 

 

Health and Safety Coordinator: 

• Review the procedure at least annually, and upon changes to the Construction Regulations 

(213/91) 

• Obtain proof of training certificate from workers involved in the task 

• Review hazard assessment(s) and ensure necessary controls are in place to prevent 

workers from being harmed by mobile equipment. 

• Audit that pre shift inspections are being conducted prior to use and that records are 

maintained of all inspections 

• Maintain documentation regarding training, equipment maintenance and repairs. 

 

Supervisors and Project Lead: 

• Conduct a hazard assessment to make certain that necessary controls are in place to 

prevent workers from being harmed by mobile equipment. 

• Make certain that Manufacturer’s specifications, including operation manuals and 

maintenance manuals are followed and available to workers 
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• Ensure equipment is maintained as per the Manufacturer’s Specifications 

• Ensure that drivers of powered mobile equipment are competent and operate vehicles in a 

safe and responsible manner and take appropriate action if they do not 

• Confirm that pre shift inspections are being conducted prior to use and that records are 

maintained of all inspections 

• Follow up on complaints of unsafe driving 

 

Employees: 

• Abide by this policy 

• Provide proof of training on demand 

• Operate the equipment safely 

• Maintain full control of the equipment at all time. 

• Use the seat belts and other safety equipment in the powered mobile equipment fitted with 

the rollover protection (ROPS) 

• Report to the supervisor of any conditions affecting the safe operation of the equipment. 

• Immediately report any incident or property damage that may occur while operating 

mobile equipment 

• Keep the cab, floor and deck of powered mobile equipment free of materials, tools or other 

objects that could interfere with the operation of the controls or create a tripping or other 

hazard to the operator or other occupants of the equipment. 

• Conduct a daily pre-shift inspection prior to use of any mobile equipment. 

• Conduct a Pre-job Hazard Assessment prior to the task 

 

Pre-Operation Inspection and maintenance: 

Before operating powered mobile equipment, the operator must complete a visual inspection of 

the equipment and the surrounding area to ensure that the powered mobile equipment is in safe 

operating condition and that no worker, including the operator, is endangered when the 

equipment is started up. Upon an operator discovering any concerns, immediately notify your 

supervisor, who will ensure repairs are completed. 

 

Any conditions that could affect the safe operation of the power mobile equipment should be 

identified on the inspection checklist and the power mobile equipment shall be removed from 

service and tagged “out of service” using a lockout tag, until the proper repairs or concerns are 

addressed. 

 

Records of the inspection and maintenance performed on powered mobile equipment must be 

kept at the work site. These records must be available to the equipment operator so that the 

operator is aware of the equipment’s condition. 
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Unattended equipment: 

Powered mobile equipment can pose a serious risk of injury to workers and damage to property if 

it is not properly secured against unexpected movement. Unexpected movement could be caused 

by any number of factors such as sloping ground, changes in air or hydraulic pressure, slippery 

ground conditions, equipment parked incorrectly, etc. 

 

Operators must not leave the controls of powered mobile equipment unattended unless the 

equipment is secured against unintentional movement by an effective method of immobilizing 

the equipment. 

 

• Contruction Regulation (213/91) 

o 101. (1) No worker shall remain on or in a vehicle, machine or equipment 

while it is being loaded or unloaded if the worker might be endangered by 

remaining there. O. Reg. 213/91, s. 101 (1). 

 (2) Such action as may be necessary to prevent an unattended vehicle, 

machine or equipment from being started or set in motion by an 

unauthorized person shall be taken. O. Reg. 213/91, s. 101 (2). 

 (3) An unattended vehicle, machine or equipment shall have its brakes 

applied and its wheels blocked to prevent movement when the vehicle, 

machine or equipment is on sloping ground or is adjacent to an 

excavation. O. Reg. 213/91, s. 101 (3). 

o 102. No operator shall leave unattended the controls of, 

 (a) a front-end loader, backhoe or other excavating machine with its 

bucket raised; 

 (b) a bulldozer with its blade raised; 

 (c) a fork-lift truck with its forks raised; or 

 (d) a crane or other similar hoisting device with its load raised. O. Reg. 

213/91, s. 102. 

Pedestrian Traffic: 

• The mobile equipment operator is responsible for the safety of other workers in the 

vicinity of the operating equipment. 

• The operator must slow down when taking corners or backing up the power mobile 

equipment to avoid running into pedestrians and/or other workers. 

• Workers in the vicinity of powered mobile equipment must be aware of the equipment’s 

path of travel and avoid contact with the powered mobile equipment at all times. 

• Construction Regulation (213/91): 

o 104. (1) (2) Vehicles, machines and equipment at a project shall not be operated in 

reverse unless there is no practical alternative to doing so. O. Reg. 145/00, 

s. 27. 

o (3) Operators of vehicles, machines and equipment shall be assisted by 

signalers if either of the following applies: 

• 1. The operator’s view of the intended path of travel is obstructed. 
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• 2. A person could be endangered by the vehicle, machine or 

equipment or by its load. O. Reg. 145/00, s. 27. 

 

Training: 

Centis will ensure that workers who are assigned to operate powered mobile equipment are 

competent and qualified to do so. All employees who are authorized to operate powered mobile 

equipment must have a completed operator competency form signed off by the supervisor or 

senior management which states which equipment he/she can operate. 

 

To establish a worker’s competency: 

• The worker has been informed of the hazards associated with operating a powered mobile 

equipment in the particular workplace, including the hazards associated with the load, the 

design of the workplace, and the environmental condition. 

• Knows how to protect him/herself and others from the hazards 

• Has demonstrated to a designated skilled and experienced person that the skills and 

knowledge identified as final outcomes for operator competency have been learned. 

 

All training must be documented and maintained in such a manner that records are current and 

readily accessible. 

 

Refresher training must be given to operators when: 

• The operator has been observed operating the powered mobile equipment in an 

unsafe manner 

• The operator has been involved in an incident 

• The operator received an evaluation that indicates he or she has operated the 

powered mobile equipment unsafely 

• The operator is assigned a different type or class of equipment 

• Environmental conditions in the workplace change, which may affect the safe 

operation of the equipment (introduction of a flammable environment, physical 

changes to the workplace, addition of other pieces of mobile equipment, etc.) 
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SAFE OPERATING PROCEDURES – Aerial Work Platforms 

 

 

ONLY A TRAINED, AUTHORIZED, COMPETENT PERSON SHALL OPERATE THIS EQUIPMENT. 

 

 

Sequence Responsibility Activity 

Prior to Operation Operator Perform circle check by reviewing and comparing 

operation manual checklist which is provided with all 

rental equipment. 

Record observations in log. (back of operation manual) 

  Review pre job meeting prior to job start to address any 

potential hazards with this particular project. 

  Ensure body harnesses are work as required. Ensure other 

necessary PPE is worn as well ( ex. safety glasses and 

safety boots, hearing and respiratory protection). 

  Use 3 point contact system when mounting and 

dismounting equipment.  

  Ensure the equipment is resting on a firm and level 

surface. 

  Be sure to familiarize yourself with the operating 

instructions and load limitations. 

   

During Work Operator Only start equipment once you are in a position of control 

of the equipment. 

  Commence operation. 

  Do not leave equipment turned on and unattended 

  Use proper flags, barriers and warning devices when 

working in potentially high traffic areas. 

  Keep all guardrails and gates secured while in operation. 

  Maintain proper distances from electrical conductors or 

equipment at all times! 

Backing Up Operator Ensure that you always look behind before operating in 

reverse and operate only at the height recommended by 

the manufacturer. 

Shutting Down Operator Ensure equipment has completely stopped before 

dismounting. 

   

Post Operation Operator Perform post-shift circle check  

Report defects to supervisor immediately 

Lockout Operator/Supervisor If any hazard is noted on the equipment that could cause 
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risk of injury to any operator or worker, the operator shall 

request a work order from the supervisor and the operator 

shall lock out the equipment to prevent further use.  

  Operator shall follow lock out process. 

 

 

This completes the safe work procedure for operation of the Aerial work platforms.  If any operator upon 

review of this document determines that there is any element that requires further attention or 

clarification please bring this to the attention of the Health and Safety Coordinator immediately so that 

revisions can be made. 
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SAFE OPERATING PROCEDURE – FORKLIFT 

 

 

ONLY A TRAINED, AUTHORIZED, COMPETENT PERSON SHALL OPERATE THIS EQUIPMENT. 

 

 

Sequence Responsibility Activity 

  NO PASSENGERS ON EQUIPMENT 

Prior to Operation Operator Perform Circle Check by reviewing the following: 

Check brakes, drive belts, chains, fluid levels, hoist 

assembly, lights and horn. 

Ensure seatbelt/ safety restraint is in good working 

condition. 

Know the capacity of the forklift before using it. 

Ensure lifting forks are in sound condition and centered 

either side of the mast. 

Check tire pressure. Never drive on a flat or under inflated 

tire. 

Report any faults immediately. 

Do not use engine-powered forklifts in poorly ventilated 

areas. 

 Operator Ensure that  PPE is worn (hard hat, reflective vest or shirt, 

safety glasses and safety boots) 

 Operator Ensure that the three point contact method is used when 

mounting and dismounting equipment at all times to help 

prevent falls. 

   

During Work Operator Fasten seat belt 

  Only start equipment once you are in a position of control 

on the equipment. 

  Always be on the lookout for pedestrians. 

  Maintain sight line with signaler if applicable. 

  Ensure that the lifting forks are secure into the pallet and 

the load is stable before lifting or driving off. 

  Do not lift the load with the mast tilted forward. 

  Always put the heavy end of the load against the load 

backrest. 

  Be careful of ceiling clearance or overhead obstructions 

when raising the mast. 

  Never travel with the load elevated as it restricts your 

vision. 
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 Operator/Signaler  Always have someone guide you if a load restricts your 

vision. 

  Keep speed slow so you are in complete control of 

equipment at all times. 

  When approaching a blind corner, use horn and drive 

slowly. 

  Slow down when changing direction or on wet greasy 

surface. 

  Avoid harsh braking, especially when carrying a load. Do 

not attempt to turn on an incline or sloping surface. 

  Do not dismount from a forklift while engine is running 

unless the transmission is in park position and the parking 

break is effectively engaged. 

Backing Up Operator/Signaler Ensure that you always look behind before operating in 

reverse 

Shutting Down Operator Park on even ground and lower the forks to the ground. 

  Shift the gear selector to the park position and apply the 

parking break. 

  Turn off ignition and remove keys. If forklift is gas powered 

such as propane, close valve. 

   

Post Operation Operator Perform post shift circle check and record your data on the 

log, noting to review the following: 

Check fuel if required. 

Report defects to supervisor immediately. 

Inspect tires and wheels. 

Inspect for visible fluid leaks. 

Check horns, lights mirrors and back up. alarms 

Lockout Operator/Supervisor If any hazard is noted on the equipment that could cause 

risk of injury to any operator or worker, then the operator 

shall request a work order from the supervisor and the 

operator shall lock out the equipment. 

 Operator Operator shall follow lock out process 

Refueling and 

batteries 

Operator Do not refuel an engine-powered forklift unless the motor 

is stopped and ignition turned off. 

  For gas powered vehicles such as propane, change the gas 

bottles in a well-ventilated area clear of a naked flame or 

source of ignition. 

  In the case of electric vehicles wear protective eyewear 

and gloves when checking batteries and handling 

electrolyte. 
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This completes the safe work procedure for operation of the Forklift.  If any operator upon review of this 

document determines that there is any element that requires further attention or clarification please 

bring this to the attention of the Health and Safety Coordinator immediately so that revisions can be 

made. 
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SAFE OPERATING PROCEDURE – Ride On Cement Troweling Machines 

 

 

ONLY A TRAINED, AUTHORIZED, COMPETENT PERSON SHALL OPERATE THIS EQUIPMENT. 

 

 

Sequence Responsibility Activity 

Prior to Operation Operator Perform circle check by reviewing the following: 

Check for obvious physical defects 

Check fluid levels and for leaks. 

Only fuel equipment when it is off. 

  Review pre job meeting prior to job start to address any 

potential hazards with this particular project. 

  Ensure that PPE is worn (safety glasses and safety boots, 

hearing and respiratory protection). 

  Ensure guard is in good working order for maximum 

protection. 

  Mount equipment using 3 point contact system and secure 

yourself in. 

  Ensure the engine safety switch is working. 

   

During Work Operator Only start equipment once you are in a position of control 

of the equipment. 

  Commence operation. 

  Do not leave equipment turned on and unattended 

  Use proper flags, barriers and warning devices when 

working in potentially high traffic areas. 

  Equipment can become physically hot to the touch during 

operation.  Work gloves are required when touching 

equipment for servicing.  It is advisable to let equipment 

cool for 15 – 30 minutes first. 

  CAUTION Rotating pieces can cause injury, keep hands 

and loose clothing clear! 

Backing Up Operator Ensure that you always look behind before operating in 

reverse. 

Shutting Down Operator Ensure equipment has completely stopped before 

dismounting.  

   

Post Operation Operator Perform post-shift circle check  

Clean under carriage to ensure the concrete residue is 

removed.  



 

 
Safe Operating Procedure – Ride On Troweling 

Machines 
Written By: Acclaim Reviewed: May 2022 Approved by: Dennis Centis 

 

T a b  5 0  -  P a g e  2 | 2 

 

Report defects to supervisor immediately 

Lockout Operator/Supervisor If any hazard is noted on the equipment that could cause 

risk of injury to any operator or worker, the operator shall 

request a work order from the supervisor and the operator 

shall lock out the equipment to prevent further use.  

  Operator shall follow lock out process. 

 

This completes the safe work procedure for operation of the Ride On Cement Troweling Machine.  If any 

operator upon review of this document determines that there is any element that requires further 

attention or clarification please bring this to the attention of the Health and Safety Coordinator 

immediately so that revisions can be made. 
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SAFE OPERATING PROCEDURES – Terrco Terrazzo Grinder Model 3100-7500 

 

 

ONLY A TRAINED, AUTHORIZED, COMPETENT PERSON SHALL OPERATE THIS EQUIPMENT. 

 

 

Sequence Responsibility Activity 

Prior to Operation Operator Perform circle check by reviewing the following: 

Check for obvious physical defects 

Check for fluid levels and leaks 

Check for electrical deformities/ damage 

Bolts should be checked weekly for tightness. 

Check stones for wear.  

Gear case grease level should be checked once per week. 

Wheel bearings should be greased once per month. 

  Review pre job meeting prior to job start to address any 

potential hazards with this particular project. 

  Ensure that PPE is worn (safety glasses and safety boots). 

  Remove weights, tip machine back on handle, clean the 

mounting surface, install stones as per manufacturers 

instructions, raise machine and replace removable 

weights.  

  Ensure use of manufacturers recommended electrical 

cable and voltage levels.  

  Never start machine while lowering to the floor. Rear 

stones will strike on the corners resulting in thrown 

stones! 

   

During Work Operator Only start equipment once you are in a position of control 

of the equipment. 

  Commence operation. 

  Do not leave equipment turned on and unattended 

  Use proper flags, barriers and warning devices when 

working in potentially high traffic areas. 

  Equipment can become physically hot to the touch during 

operation.  Work gloves are required when touching 

equipment for servicing.  It is advisable to let equipment 

cool for 15 – 30 minutes first. 

Backing Up Operator Ensure that you always look behind before operating in 

reverse. 

Shutting Down Operator Ensure equipment has completely stopped before lifting 
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off the floor.  

   

Post Operation Operator Perform post-shift circle check  

Tilt machine back on handle and clean under carriage with 

water to remove cake-up of cement grinding paste that 

will dry and create an overload on your machine.  

Report defects to supervisor immediately 

Lockout Operator/Supervisor If any hazard is noted on the equipment that could cause 

risk of injury to any operator or worker, the operator shall 

request a work order from the supervisor and the operator 

shall lock out the equipment to prevent further use.  

  Operator shall follow lock out process. 

 

This completes the safe work procedure for operation of the Terrco Terrazzo Grinder Model 3100-7500.  

If any operator upon review of this document determines that there is any element that requires further 

attention or clarification please bring this to the attention of the Health and Safety Coordinator 

immediately so that revisions can be made. 
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SAFE OPERATING PROCEDURES – Terrco Terrazzo Edge Grinder 

 

 

ONLY A TRAINED, AUTHORIZED, COMPETENT PERSON SHALL OPERATE THIS EQUIPMENT. 

 

 

Sequence Responsibility Activity 

Prior to Operation Operator Perform circle check by reviewing the following: 

Check for obvious physical defects 

Check for electrical deformities/ damage 

  Review pre job meeting prior to job start to address any 

potential hazards with this particular project. 

  Ensure that PPE is worn (safety glasses and safety boots, 

hearing and respiratory protection). 

  Tip machine back on handle, to check grinding wheel. 

  Ensure use of manufacturers’ recommended electrical 

cable and voltage levels.  

  Ensure guard is in good working order for maximum 

protection. 

   

During Work Operator Only start equipment once you are in a position of control 

of the equipment. 

  Commence operation by lifting some of the weight off of 

the grinding stone and push start.  

  Do not leave equipment turned on and unattended 

  Use proper flags, barriers and warning devices when 

working in potentially high traffic areas. 

  Equipment can become physically hot to the touch during 

operation.  Work gloves are required when touching 

equipment for servicing.  It is advisable to let equipment 

cool for 15 – 30 minutes first. 

  CAUTION Rotating grinding wheels can cause injury, keep 

hands and loose clothing clear! 

Backing Up Operator Ensure that you always look behind before operating in 

reverse. 

Shutting Down Operator Ensure equipment has completely stopped before lifting 

off the floor.  

   

Post Operation Operator Perform post-shift circle check  

Tilt machine back on handle and clean under carriage. 

Report defects to supervisor immediately 
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Lockout Operator/Supervisor If any hazard is noted on the equipment that could cause 

risk of injury to any operator or worker, the operator shall 

request a work order from the supervisor and the operator 

shall lock out the equipment to prevent further use.  

  Operator shall follow lock out process. 

 

 

This completes the safe work procedure for operation of the Terrco Terrazzo Edge Grinder.  If any 

operator upon review of this document determines that there is any element that requires further 

attention or clarification please bring this to the attention of the Health and Safety Coordinator 

immediately so that revisions can be made. 
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SAFE OPERATING PROCEDURES – Walk Behind Cement Troweling Machines 

 

 

ONLY A TRAINED, AUTHORIZED, COMPETENT PERSON SHALL OPERATE THIS EQUIPMENT. 

 

 

Sequence Responsibility Activity 

Prior to Operation Operator Perform circle check by reviewing the following: 

Check for obvious physical defects 

Check fluid levels and leaks. 

  Review pre job meeting prior to job start to address any 

potential hazards with this particular project. 

  Ensure that PPE is worn (safety glasses and safety boots, 

hearing and respiratory protection). 

  Ensure guard is in good working order for maximum 

protection. 

  No foreign objects should ever be attached or allowed 

to fide on the equipment! 

   

During Work Operator Only start equipment once you are in a position of control 

of the equipment. 

  Commence operation. 

  Do not leave equipment turned on and unattended 

  Use proper flags, barriers and warning devices when 

working in potentially high traffic areas. 

  Equipment can become physically hot to the touch during 

operation.  Work gloves are required when touching 

equipment for servicing.  It is advisable to let equipment 

cool for 15 – 30 minutes first. 

  CAUTION Rotating pieces can cause injury, keep hands 

and loose clothing clear! 

Backing Up Operator Ensure that you always look behind before operating in 

reverse. 

Shutting Down Operator Ensure equipment has completely stopped before lifting 

off the floor.  

   

Post Operation Operator Perform post-shift circle check  

Tilt machine back on handle and clean under carriage. 

Report defects to supervisor immediately 

Lockout Operator/Supervisor If any hazard is noted on the equipment that could cause 

risk of injury to any operator or worker, the operator shall 
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request a work order from the supervisor and the 

operator shall lock out the equipment to prevent further 

use.  

  Operator shall follow lock out process. 

 

 

This completes the safe work procedure for operation of the Walk Behind Cement Troweling Machine.  If 

any operator upon review of this document determines that there is any element that requires further 

attention or clarification please bring this to the attention of the Health and Safety Coordinator 

immediately so that revisions can be made. 
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