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Management Commitment 
 

 

The management of Rose Enterprises believes that a critical component in ensuring the Health and 

Safety Management System will be successful is strong leadership and commitment to the process by 

management. The management of Rose Enterprises will demonstrate its commitment to the Health 

and Safety Management System through a variety of methods.  

 

 

Management will commit the resources, specifically time and money, to make the process work. 

Management shall ensure that hazards are properly controlled by replacing worn or broken 

equipment, create and enact policies for the preventative maintenance of equipment, and ensuring 

that all staff receive appropriate training in hazard recognition, assessment and control. 

Management will tour and inspect work sites to recognize workers who are working safely and 

implement corrective actions for unsafe working conditions and unsafe acts.  

 

 

Management will ensure that health and safety is included in all job descriptions and performance 

appraisals for all employees. Management shall demonstrate its commitment to health and safety 

rules by disciplining employees who fail to comply with the health and safety policies and by 

demonstrating compliance with the Health and Safety Management System themselves on a 

consistent basis.  

 

 

Management shall attend safety meetings and have discussions with employees to improve the 

Health and Safety Management system. Management will review inspection reports and incident 

investigations and follow up on identified corrective actions to ensure completion. Finally, 

management will strive to integrate health and safety into overall operations.    

 

 

 

 

 

 

 

 

 

 
 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises 
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Health and Safety Policy 

 
Rose Enterprises is committed to provide active leadership and complete support in order to develop 

and maintain a healthy and safe workplace. 

 

 

Rose Enterprises is committed to promoting a safe and healthy work environment in an effort to 

reduce incidents, lower the risk of injury and reduce costs. 

 

 

As part of this commitment, Rose Enterprises will supply training to all employees for their 

particular tasks. We will supply appropriate personal protective equipment to all employees and 

ensure all equipment is maintained and meets legislative safety standards. 

 

 

Everyone, including management, workers, visitors and contractors are responsible for maintaining 

the safety program. As part of this responsibility, all persons entering Rose Enterprises worksites, 

will obey all regulations as specified in the Occupational Health and Safety Code, follow safe work 

procedures and practices, wear and use appropriate personal protective equipment, participate in 

safety training programs, and inform supervisors of any unsafe work conditions and acts. All 

employees have the right, and responsibility, to know and refuse unsafe work. 

 

 

Rose Enterprises maintains a goal of having an incident free workplace. Through investigations of 

all incidents, the management team at Rose Enterprises will learn and create safe processes and 

practices to ensure the correction of identified deficiencies. 

 

 

All employees must comply with these rules while on company worksites, or in company vehicles. 

Failure to do so will result in prompt disciplinary action and may include dismissal. 

 

 

REMEMBER ALL JOBS CAN BE ACCOMPLISHED IN A SAFE MANNER 

 

 

The safety information in this policy does not take precedence over applicable 

government legislation. All employees should be familiar with government legislation. 

 

 

 

 

  

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises 
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Assignment of Responsibilities 
Management 

 

1. To provide information, instructions, and assistance to all employees in order to protect the 

health and safety of all Rose Enterprises employees. 

 

2. To understand and enforce our incident prevention policy. 

 

3. To understand and enforce Alberta Occupational Health and Safety legislation. 

 

4. To ensure all employees understand the incident prevention program and Alberta 

Occupational Health and Safety legislation. 

 

5. To provide employees with proper tools and Personal Protective Equipment maintained 

according to the manufacturer’s specifications. 

 

6. To hold employees accountable for their safety performance. 

 

7. To educate all employees how to work in a safe manner.  

 

8. To ensure that all employees follow the procedures required by Rose Enterprises. 

 

9. To ensure that all employees use the required Personal Protective Equipment at all times. 

 

10. To ensure all employees adhere to and follow Alberta Health and Safety legislation. 

 

11. To advise all employees of any potential or actual dangers and how to isolate, prevent, or 

remove them. 

 

12. To arrange for medical treatments as required, in the case of injury or illness, including 

transportation to a doctor or hospital as necessary. 

 

13. To carry out regular inspections of the workplace to ensure a safe and healthy environment. 

 

Employees 

 

1. To read, understand and comply with the Rose Enterprises safety policy, safe work practices, 

procedures and rules. 

 

2. To wear and use safety equipment, personal protective equipment and clothing as required 

by Rose Enterprises. 

 

3. To notify management of any unsafe conditions or acts that present a danger. 

 

4. To report all incidents and injuries to management as soon as possible. 

 

5. To take every reasonable precaution to protect the safety of other workers and themselves. 
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Job Competency 
 

Job competency is defined as being adequately qualified, suitably trained, and with sufficient 

experience to safely work without supervision or with a minimal degree of supervision. Rose 

Enterprises will ensure its workers are competent, through orientation, On-The-Job-Training, and 

observation of the worker completing their normal tasks. 

 

The minimum requirements for the positions at Rose Enterprises are based upon On-The-Job 

Training and safety training provided during the Orientation Process. The Orientation process will 

outline the employee’s roles and responsibilities. The employee roles and responsibilities will be 

reviewed when management determines it is appropriate. 

 

The employee will demonstrate that they have learned the On-The-Job-Training by having 

management observe their work and then using the checklist found below. This will create a 

permanent document illustrating the employee’s competency for their position which will be retained 

on file.  
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Job Observation Form 

General Comments and Observations: 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

Worker’s name: 

Work Location: 

Supervisor: 

Observer: Date: 

Description  Yes No Not observed Comments 

Wears required 

personal 

protective 

equipment 

    

Follows safe 

work procedures 

and policies 

    

Ask questions 

when does not 

know how to do 

a task safely 

    

Practices good 

housekeeping 

    

Demonstrates a 

safe attitude  
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Progressive Discipline Policy 
 

Rose Enterprises expects all employees to follow company policies, rules, regulations and supervisor 

direction. 

 

The company has a progressive discipline policy to identify and address employee and employment 

related problems. This policy applies to any and all employee conduct that the company, in its sole 

discretion, determines must be addressed by discipline. Rose Enterprises takes a comprehensive 

approach regarding discipline and will attempt to consider all relevant factors before making 

decisions regarding discipline.  

 

Most often, employee conduct that warrants discipline results from unacceptable behavior, poor 

performance or violation of the company’s rules, policies, practices or procedures. However, discipline 

may be issued for conduct that falls outside of those identified areas.  

 

In special cases, the company will employ to progressive discipline, but will take whatever action it 

deems necessary to address the issue at hand. This may mean that more or less severe discipline is 

imposed in a given situation.  

 

Rose Enterprises will normally adhere to the following progressive disciplinary process:  

 

1. Verbal Warning: An employee not meeting expectations will be given a verbal warning when a 

problem is identified.  Verbal warnings are documented and placed in the employee’s personnel file 

and will remain in effect for twelve months.  

 

2. Written Warning: A written warning is more serious than a verbal warning. A written warning 

will be given when an employee engages in conduct that justifies a written warning or the employee 

engages in unacceptable behavior during the period that a verbal warning is in effect. Written 

warnings are maintained in an employee’s personnel file and remains in effect for twelve months.  

 

3. Suspension: A suspension without pay is more serious than a written warning. An employee will 

be suspended when he or she engages in conduct that justifies a suspension or the employee engages 

in unacceptable behavior during the period that a written warning is in effect. An employee’s 

suspension will be documented and, regardless of the length of the suspension issued, will remain on 

file for twenty four months.  

 

4. Termination: An employee will be terminated when they engage in conduct that justifies 

termination or does not correct the matter that resulted in less severe discipline.  
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Employee Discipline Form 
 

 

Verbal Warning    Written Warning   

  

Suspension   Termination   
 

 

Copy to: Employee, President, Employee File 

 

 

Specific reasons why employee is receiving this notice: 

 

 

Employee Comments: 

 

 

 

 

 

 
 

 

Employee Signature acknowledging receipt of this document: 

 

 
 

 

Warning issued by: 

Name: Signature: 

 

Notes: 

 

 

Employee Last Name: Employee First Name: Date: 
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Company Rules 
 

1. All firearms are prohibited from company vehicles, property and worksites. 

 

2. Smoking is prohibited in all company vehicles and equipment. 

 

3. All employees must wear CSA approved safety toe boots. Safety toe running shoes are not 

permitted. 

 

4. Eye protection appropriate to the work being done must be worn at all times. 

 

5. Do not attempt to perform a job before you have received proper training and instructions as 

to the method. Use the right tools and equipment safely for the job. 

 

6. Report to your immediate supervisor all unsafe conditions and unsafe acts as well as all 

accidents injuries or equipment damage. 

 

7. Extra care should be taken when working around powered machinery and moving parts. 

 

8. A clean worksite is a safe worksite. Help keep your worksite and equipment clean and 

orderly. Keep the worksite clean of hazards that could cause slips, trips and falls 

 

9. Smoking on location is not permitted at most worksites. Check with your Supervisor for the 

Designated Smoking Area. 

 

10. Alcohol and narcotic drugs are prohibited at the worksite and during travel time. Any 

employee arriving for work or on a travel assignment while under the influence of 

alcohol/narcotic drugs or consuming alcohol/narcotics drugs on the job will be subject to 

“Disciplinary Action” up to and including “Immediate Dismissal” from location and/or 

“Termination.”  

 

11. Avoid horseplay practical joking and distraction of other workers. 

 

12. All employees must know the location and use of the fire extinguishers, eye wash stations 

and first aid supplies. 

 

13. Rose Enterprises vehicles must be driven by licensed authorized drivers in accordance with 

road conditions and posted signs.  

 

14. Where noise levels are high hearing protection is required. Ear plugs or muffs are 

recommended at all times and must be available at all times.  

 

15. Perform all work using safe work practices and job procedures in accordance with your 

supervisor’s direction. 
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Organizational Chart 
 

 

 

 

 
 

 

 

 

Ken Rose

President/Owner

Future Employees
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Environmental Policy 
 

The goal of Rose Enterprises, its supervisors and employees is to ensure the Health and Safety of our 

employees, and all others who may be affected by our operations. 

 

Rose Enterprises is further committed to protecting the environment and safeguarding human 

health, in all our endeavours. 

 

To accomplish this goal, Rose Enterprises shall: 

 

 Comply with all applicable legislation 

 Establish the Management systems and implement the procedures necessary to comply with 

all applicable legislation 

 Assess the potential impairment of environment and public health resulting from our 

operations and seek the effective reduction of identified risks 

 Be responsive and sensitive to community concerns and provide needed information in a 

timely manner to meet those concerns 

 Plan for appropriate emergency response to minimize negative consequences and implement 

remedial measures in an efficient and effective manner, in the event that Rose Enterprises 

activities result in environmental damage 

 Encourage the development and use of technology to improve Rose Enterprises ability to 

protect the environment and maintain public health and safety 

 

 

In order to achieve our Environmental goals, Rose Enterprises will periodically review its policies, 

procedures and systems with the intent of constant improvement. We solicit suggestions and 

recommendations from all employees as part of this on-going and active process. We request your 

cooperation and expect your commitment to this goal. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises
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Hazard Identification and Assessment 
 

Hazard Identification Policy 

 

The purpose of hazard identification is to ensure that all hazards that pose a threat to the wellbeing 

of Rose Enterprises employees, property and process are identified and evaluated so they can be 

eliminated or controlled. Hazard identification includes the proactive process of identifying all 

hazards at all work sites within Rose Enterprises and then evaluating the hazards in terms of risk so 

that situations creating the greatest risk are dealt with on a priority basis. This complete process is 

hazard assessment. 

 

 

A hazard assessment will be completed on all permanent work sites once per calendar year. This 

hazard assessment will be completed by Management. Management will also complete a hazard 

assessment for all new worksites and for any worksites where changes have occurred since the 

previous hazard assessment. Management will periodically review the hazard assessments for 

worksites that have not undergone changes to ensure the continued veracity of the previous 

assessments. 

 

 

At all temporary worksites, management shall complete a hazard assessment every day and 

whenever there is a change in the worksite. Examples include, but are not limited to, changing 

weather conditions, other workers in the area, a change in process, and changes in equipment being 

used. Management will involve affected workers whenever possible in the hazard assessment. These 

assessments will be known as field level hazard assessments and must be completed before any work 

begins. 

 

 

All employees involved in the hazard assessment process, including management, supervisors and 

employees shall receive training in hazard identification and assessment. 

 

 

Management will review and sign off on all hazard assessments.  

 

 

 

 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises
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Process for Identification and Assessment of Hazards 

There are four primary methods for hazard identification and assessment. The first method is 

through Critical Task Analysis, secondly through Job Safety Analysis, thirdly through field level 

hazard assessment, and finally by identifying hazardous conditions. 

 

Critical Task Analysis 

 

Critical Task Analysis is a systematic approach for identifying and evaluating individual jobs on 

basis of hazard assessment. This process involves looking at every job and work process at the 

worksite. This process should be reviewed annual to identify any changes in the hazards, and 

whenever a job changes.  

 

There are seven steps to complete the critical task hazard assessment: 

 

1. Have all the employees list the tasks they perform. 

 

2. Compile a master list of all the jobs. 

 

3. Determine the hazards associated with the jobs. 

 

4. Severity - If something goes wrong, what are the consequences? 

 

a. 3 = catastrophic 

b. 2 = lost time 

c. 1 = minor 

 

5. Probability – How probable is it the hazard would cause an incident? 

 

a. 3 = high 

b. 2 = medium 

c. 1 = low 

 

6. Occurrence – is the job done? 

 

a. 3 = regularly 

b. 2 = fairly often 

c. 1 = rarely 

 

7. Using the information you have learned from the above list, rearrange your job list in order 

of priority by adding risk, consequence and occurrence numbers together. An example would 

be:  

 

   catastrophic 3 

  + high risk 3 

  + regularly 3 

          = 9  

    

 All nines would be at the top of the list and those with a total of 3 would be at the bottom. 
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List of Critical Tasks 

 
1. Trenching 

2. Skid steer 

3. Gravel Truck 

4. Snowplowing and Snow Removal 

5. Backhoe 

6. Driving 

7. Field Visits 

8. Manual Lifting – Boxes, Files, etc. 

9. Filing – Opening file cabinets/ furniture drawers 

10. Computer work 

11. Changing toner or developer cartridges on fax machines, copiers and printers 

12. Shredding files, forms and old records 

13. Phone work (making/receiving) 

14. Using walking surfaces around office areas 
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Critical Task Analysis 

 

Position: President/Owner Completed by: Ken Rose Date: September 2, 2015 

 

 

Task Hazards 

S
e
v
e
rity

 

P
ro

b
a
b

ility
 

F
re

q
u

e
n

cy
 

T
o
ta

l 

Existing Controls 

Trenching 

 Underground Lines 

 Terrain 

 Fire 

 Maintenance 

 Traffic 

2 2 2 6 

 Call before You Dig 

 Visual check for rocks and other 

objects before trenching 

 Shut off equipment during 

maintenance 

 Lock hydraulics in place before 

maintenance 

 4 way flashers if available 

 Slow moving signs on equipment 

 Speed reductions on slopes and 

curves 

 Guards and shields in place 

 Hazard Assessment 

Skid steer  

 Overhead power lines 

 Terrain 

 Weather conditions 

 Wild life 

2 2 1 5 

 Personal protective equipment 

 Visual check of area before 

beginning 

 Hazard Assessment 

 Know your surroundings 

Use of gravel truck 

 Driving 

 Wildlife  

 Loading/unloading  

 weather 

3 1 1 5 

 Operator licence 

 Driving safety policies 

 Inspection of truck 

 Know your weights, use of tarp or 

tie downs when required. 

 Observe your surroundings and 

travel to weather conditions. 
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Snow Plowing and Snow 

Removal 

 Terrain 

 Hidden objects 
2 2 1 5 

 Hazard assessment 

 Inspection and maintenance of 

equipment 

 Visual check of area before 

beginning 

Back hoe 

 Driving 

 Maintenance 

 Terrain 

 Other workers 

  

3 2 1 6 

 Driving safety policies 

 Personal protective equipment 

 Hazard assessment 

 Visual check of area before 

beginning 

 First aid kit 

 Awareness of terrain and weather 

conditions 

Driving 

 Traffic 

 Pedestrians 

 Weather conditions 

 

3 1 2 6 

 Driver Policy 

 Operator’s License 

 Vehicle Inspection 

 Wear seat belt, use is mandatory. 

 No cell phone use or texting while 

driving. 

 Stay alert 

 Ensure the vehicle to be used is in 

safe working order. 

 Always plan the trip fully prior to 

leaving or returning. 

 Drive with the vehicle doors locked. 

 Keep plenty of gasoline in the 

vehicle's tank. 

 Operate the vehicle in the safest 

manner road conditions will allow. 

 Observe all traffic laws. 
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Field visits 

 

 Moving Machinery 

 Other workers on site 

 Fire and Explosion Hazards 

2 1 1 4 

 Fire and Explosion Hazard 

Management Plan 

 Communication with other workers 

Manual lifting – Boxes, 

Files, etc. 

 Overexertion of muscles 

 Back injury/ strain 

 Slips, trips, falls 

2 1 1 4 

 Safe Work Procedure: Office Work 

 Safe Work Procedure: Manual lifting 

and carrying 

 Housekeeping 

Filing, opening file 

cabinet/furniture drawers 

 Overexertion of muscles 

 Back injury/ strain 

 Slips, trips, falls 

2 1 1 4 

 Safe Work Procedure: Office Work 

 Safe Work Procedure: Manual lifting 

and carrying 

 House keeping 

 Only open and close one file drawer 

at a time 

 Maintain adequate area to open 

drawer; close drawer completely as 

soon as finished. 

 Place cabinets/furniture to allow for 

adequate traffic flow. 

 

Computer Work 

 Back injury/ strain 

 Strains from repetitive movements 

such as typing 

 Eye injuries from prolonged periods 

of computer work  

1 1 3 5 

 Safe Work Procedure: Office Work 

 Frequent breaks 

 Posture 

 Comfortable chair 

 

Changing toner or developer 

cartridges on fax machines, 

copiers, or printers. 

 

 

 Chemical irritation to skin or eyes 

1 1 1 3 

 Read material safety data sheets 

provided with equipment. 

 Wash hands after touching these 

materials. 

 Do not rub eyes. 

 Wear gloves if there is a chance of 

getting substance on your skin. 

Shredding files, forms, and 

old records 

 Muscle strain, crushed fingers, 

paper dust 

 

1 1 1 3 

 Use proper lifting techniques using 

large leg muscles to move boxes of 

paper. 

 Use dollies for ease of moving boxes 

of paper and reduce back strain. 
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Phone work 

(making/receiving) 
 Neck strain 1 1 2 4 

 Use appropriate attachment, which 

allows the receiver to rest on the 

shoulder during extended calls. 

 Headphones may be an appropriate 

replacement of regular receiver 

 

Using walking surfaces 

around office areas 

 

 Slips, Trips, Falls 

 
1 1 2 4 

 Ensure that aisles are correctly 

established and clear,  

 no tripping hazards are evident,  

 floors are even,  

 wires are not stretched across aisles,  

 entrance mats are available and 

used for wet weather,  

 floors are dry-not slippery and 

carpets/rugs are secure 
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Job Safety Analysis (JSA) 
 

A Job Safety Analysis (JSA) is an important incident prevention tool that works by finding 

hazards and eliminating or minimizing them before the job is performed, and before they have a 

chance to become incidents. 

 

JSA’s can be used for job clarification procedure and hazard awareness, as a guide for a new 

employee’s training, for periodic hazard review, as a refresher on jobs that run infrequently as an 

accident investigation tool and for informing employees of specific job hazards and the protective 

measure to take. 

 

Set priorities for conducting JSA’s. The following are examples of job’s requiring a JSA: 

 

 Jobs that have been identified through Critical Task Analysis 

 Jobs with a high frequency of incidents (loss-type or no-loss), which pose a significant 

threat to health and safety 

 Jobs that have produced fatalities, disabling injuries, illnesses or environmental harm 

 Job with high potential for disabling injury or death 

 Jobs involving two or more workers who must perform specific tasks simultaneously 

 Newly established jobs which pose hazards that may not be evident because of a lack of 

experience 

 Jobs that have undergone a change in procedure, equipment or materials 

 Jobs which include operations that may have been affected by new legislation or 

standards 

 Infrequently performed jobs where workers may be at greater risk when undertaking non-

routine jobs 

 

 

Once the priority has been determined, and a job has been selected to be analyzed, ask the 

following: 

 

 What is the job’s purpose? 

 What has to be done? 

 Who will be doing this job? 

 What are the tasks / activities involved? 

 How are the tasks / activities done? 

 When are they done? 

 Where are they done? 

 What are the hazards they present? 
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Breaking the Job into a Sequence of Basic Steps 

 

After a job has been chosen for analysis, the next stage is to break the job into small steps. A job step 

is defined as a segment of the operation necessary to advance the work. Using the Job Safety 

Analysis Form below, the first column on the left is used to number the job steps (1, 2, 3 …) The 

second column is used to identify the sequence of steps (tasks) to do the job. The third column is used 

to list the existing and potential hazards associated with each step (task). The fourth column is used 

to apply the priority rating (severity and priority) for each task. 

 

Column 5 is used to list the types of the control(s) which are applicable for each task. Column 6 can 

now be used to complete a Safe Job Procedure. It is important to concentrate on one column at a time 

to ensure that the information in each column is complete and accurate. 

 

Care must be taken not to make not too make the steps to general, potentially allowing specific steps 

(and their associated hazards) to be missed. On the other hand, if they are too detailed, there will be 

too many steps. A rule of thumb is that most jobs can be described in fewer than ten (10) steps. If 

more steps are required, consideration must be given to dividing jobs into segments, each with its 

separate JSA, or to combining steps where appropriate. 

 

An important point to remember is to keep the steps in their correct sequence. Any step that is out of 

order may invalidate the analysis by missing potential hazards or by introducing hazards which do 

not actually exist. 

 

Identifying Potential Hazards in each step 

 

Once the tasks have been broken down into the basic steps and have been recorded, potential 

hazards must be identified for each. 

 

Based on observations of the job, knowledge of incident causes, personal experience and imagination, 

the things that could go wrong are listed for each step. 

 

For each step, determine “potential incidents” or “hazards” (the middle column of the form) and ways 

to correct them. Some hazards to think about include: 

 

 Can a body part get caught in or between objects? 

 Do tools, machines, vehicles or equipment present any hazard? 

 Can the worker be struck by objects falling from above? 

 Can the worker slip, trip or fall? 

 Can the worker suffer strain from lifting, pushing, or pulling? 

 Is the worker exposed to extreme heat or cold? 

 Is excessive noise or vibration a problem? 

 Is lighting a problem? 

 Can weather conditions affect health and safety? 

 Is harmful radiation a possibility? 

 Can contact be made with hot, toxic, or caustic substances? 

 

Once the potential hazards are identified, they can be listed in the middle column of the worksheet, 

and numbered to match the corresponding job step. 

 

Determining Preventative Measures to Overcome these Hazards 

The final stage in a JSA is to determine measures to control the hazards identified and compile the 

safe job procedure. 
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JOB SAFETY ANALYSIS (JSA) SAFE JOB PROCEDURE 

Identified Task:  

 

 

Severity: 1= Severe  2= Serious   

3= Moderate  4 = Low 

Severity + Probability = Priority 

Ranking (PR) 

Example: Working at a height of 4 

metres without fall protection: 

S (1) + P (A) = PR (1A) 
Probability: A= Frequent B= Often  

C= Seldom  D = Rarely   E = Almost Never 

Tools/Equipment, Materials Required:  Date: 

Page:  of  

Steps Sequence of Steps 
Potential Incidents or 

Hazards 

P
ri

o
ri

ty
 

R
a
n

k
in

g
 

Controls in Place 

 

Instructions: 

The Job Hazard Analysis must be 

completed prior to development of 

the Safe Job Procedure 

1      

2      

3      

4      

5      

6      

7      

8      

Developed by:  Reviewed by:  

Revised by:  Approved by:  
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JOB SAFETY ANALYSIS (JSA) SAFE JOB PROCEDURE 

Identified Task: Use of Equipment (Gravel truck, Skid 

steer, and Backhoe) 

 

 

Severity: 1= Severe  2= Serious   

3= Moderate  4 = Low 

Severity + Probability = Priority 

Ranking (PR) 

Example: Working at a height of 4 

metres without fall protection: 

S (1) + P (A) = PR (1A) 
Probability: A= Frequent B= Often  

C= Seldom  D = Rarely   E = Almost Never 

Tools/Equipment, Materials Required: Steel Toe Boots, Coveralls, Gloves, Hard Hat, Safety Glasses, 

Mower, Tractor, Trailer 

Date: 

Page:  1 of 1 

Steps Sequence of Steps 
Potential Incidents 

or Hazards 

P
ri

o
ri

ty
 

R
a
n

k
in

g
 

Controls in Place 

 

Instructions: 

The Job Hazard Analysis must be 

completed prior to development of 

the Safe Job Procedure 

1 
Inspect equipment and 

check all fluids. 

equipment rolling or 

moving, Swamper in 

line of equipment, 

slips, trips and falls, 

pinch points in hitch. 

2C 

Hazard assessment, Proper 

PPE, Work alone policy, 

training, inspection and 

maintenance of equipment, 

spotter when available, body 

positioning away from pinch 

points, level ground, ERP  

Complete a hazard assessment and 

don appropriate PPE. Conduct a 

safety meeting and determine 

communication methods. Ensure 

park brake engaged and equipment 

is shut off. Make sure all guards are 

in place and working properly. Keep 

hands in line of site. 

2 Start equipment. 
Other workers in the 

area. 
3C 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment. 

Take note of other employees in the 

area, Maintain eye contact with 

worker on ground. 

3 
Begin equipment 

procedure 

Moving parts, 

Weather conditions, 

Collision with other 

people, equipment, 

overhead power 

lines. 

2C 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

fire extinguisher, guards, ERP 

Be aware of changing weather 

conditions, Stay safe distance from 

all structures and equipment, ensure 

guards are in place and working,  

Developed by: Ken Rose, September 2, 2015 Reviewed by: Ken Rose, September 2, 2015 

Revised by: N/A First Draft Approved by: Ken Rose, September 2, 2015 
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JOB SAFETY ANALYSIS (JSA) SAFE JOB PROCEDURE 

Identified Task: Snow Plowing and Snow Removal 

 

 

Severity: 1= Severe  2= Serious   

3= Moderate  4 = Low 

Severity + Probability = Priority 

Ranking (PR) 

Example: Working at a height of 4 

metres without fall protection: 

S (1) + P (A) = PR (1A) 
Probability: A= Frequent B= Often  

C= Seldom  D = Rarely   E = Almost Never 

Tools/Equipment, Materials Required: Steel Toe Boots, Coveralls, Gloves, Hard Hat, Safety Glasses, 

equipment snow bucket and snow blade 

Date: September 2, 2015 

 

Steps Sequence of Steps 
Potential Incidents or 

Hazards 

P
ri

o
ri

ty
 

R
a
n

k
in

g
 

Controls in Place 

 

Instructions: 

The Job Hazard Analysis must be 

completed prior to development of 

the Safe Job Procedure 

1 

Pull equipment on 

site and lower 

blade or bucket 

Uneven ground, Other 

people, equipment and 

machinery in area, Hydraulic 

equipment, Slips, trips and 

falls 

2C 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

ERP 

Use PPE, conduct hazard 

assessment, ensure ground is level, 

be aware of other equipment in the 

area, use 3 points of contact when 

entering/exiting equipment. 

2 
Begin work on 

site 

Other equipment, machinery, 

people in the area, tight 

spaces for equipment, 

weather conditions, spills or 

leaks, moving machinery, 

hydraulics 

2C 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

ERP 

Drive forward with equipment 

whenever possible, Be aware of other 

workers, machinery and equipment 

on site, ensure you have spill kit,  

3 Leave work site 

Slips, trips and falls, leaving 

materials out for others to 

run into to 

2E 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

ERP 

Clean up site of all debris, visually 

inspect area before leaving 

Developed by: Ken Rose, September 2, 2015 Reviewed by: Ken Rose, September 2, 2015 

Revised by: N/A First Draft Approved by: Ken Rose, September 2, 2015 
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JOB SAFETY ANALYSIS (JSA) SAFE JOB PROCEDURE 

Identified Task: Trenching 

 

 

Severity: 1= Severe  2= Serious   

3= Moderate  4 = Low 

Severity + Probability = Priority 

Ranking (PR) 

Example: Working at a height of 4 

metres without fall protection: 

S (1) + P (A) = PR (1A) 
Probability: A= Frequent B= Often  

C= Seldom  D = Rarely   E = Almost Never 

Tools/Equipment, Materials Required: Steel Toe Boots, Coveralls, Gloves, Hard Hat, Safety Glasses, 

Gloves, Ear protection, Face Shield, Truck, Weed Eater, Spout for pouring fuel, String for weed eater, 

Spill kit 

Date: 

Page:  1 of 1 

Steps Sequence of Steps 
Potential Incidents or 

Hazards 

P
ri

o
ri

ty
 

R
a
n

k
in

g
 

Controls in Place 

 

Instructions: 

The Job Hazard Analysis must be 

completed prior to development of the 

Safe Job Procedure 

1 
Ensure line 

locates in place. 
Hit underground lines. 3C 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

line locates. 

use appropriate PPE, Conduct a 

hazard assessment, keep hands in 

line of sight. 

2 

Inspect 

equipment, check 

fluids 

Spill fuel while refilling or 

adding fluids, missing guards 
3D 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

line locates. 

Find level area to refill equipment. 

Use spill kit as necessary. Make sure 

equipment is off before refuelling or 

adding fluid. Ensure all guards are in 

place and functioning 

3 Start trenching. 

Other workers in area, dust, 

mist and fumes, Slips, trips 

and falls, Awkward body 

motion and twisting, Noise 

3D 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

line locates. 

Communicate with other workers, 

inspect area before starting, stay 

away from tight areas if possible 

4 Mark trench Falls, debris, open grounds. 3C 

Hazard Assessment, PPE, 

training, inspection and 

maintenance of equipment, 

line locates. 

Proper barricades, signs, and clean 

area of derbris. 

Developed by: Ken Rose, September 2, 2015 Reviewed by: Ken Rose, September 2, 2015 

Revised by: N/A First Draft Approved by: Ken Rose, September 2, 2015 
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Safe Job Procedure (SJP) 
 

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. 

 

Basic stages in developing Safe Job Procedures (SJPs) through the Job Safety Analysis (JSA) 

process: 

 

 Identifying/selecting the job to be analyzed 

 Breaking the job down into a sequence of basic job steps 

 Identifying potential health and/or safety hazards in each step. 

 Determining preventative measures to overcome these hazards 

 

Safe Job Procedures usually include references to: 

 

 Regulatory requirements 

 PPE requirements 

 Training requirements 

 Responsibilities of each person involved in the job 

 A specific sequence of steps to follow to complete the work 

 Emergency response procedures 

 

Safe Job Procedures increase worker awareness of hazards. A Job Safety Analysis (JSA) 

procedure examines a job or task to identify the potential health and/or safety concerns and 

determines the best approach to develop a safe job procedure.  
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Safe Job Procedure  

 

Developed by:  Date:  

Revised by:  Date:  

 

Steps Procedure 

1  

2  

3  

4  

5  

6  

7  

8  

9  

10  

11  

12  

13  

14  

15  

16  

17  
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Safe Job Procedure – Use of Equipment (Gravel truck, Skid steer, 

Backhoe) 

 

Developed by: Ken Rose Date: September 2, 2015 

Revised by: N/A First Draft Date: N/A First Draft 

 

Steps Procedure 

1 Use PPE – Steel Toe Boots, Gloves, Hard Hat, Safety Glasses 

2 Conduct a hazard assessment 

3 
Have a safety meeting to discuss hazards and controls. Establish communication 

methods 

4 Pull Equipment up to position 

5 Ensure the park brake is engaged and Equipment is shut off 

6 Make sure all guards are in place and functioning properly 

8 Take note of other employees in the area 

9 Maintain eye contact with worker on the ground 

11 Start equipment and engage at low RPM 

12 Begin Use of Equipment 

13 Be aware of changing weather conditions 

14 Stay safe distance from all structures and equipment 

15 Ensure that guards remain in place and are functioning 

16 Finish use of Equipment 

17 Park in safe place out of way and cool down Equipment. 
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Safe Job Procedure – Snow plowing and removal 

 

Developed by: Ken Rose Date: September 2, 2015 

Revised by: N/A First Draft Date: N/A First Draft 

 

Steps Procedure 

1 Pull Equipment on site 

2 Use PPE – Steel Toe Boots, Gloves, Hard Hat, Safety Glasses,  

3 Conduct a hazard assessment 

4 
Have a safety meeting to discuss hazards and controls. Establish communication 

methods 

5 Be aware of other equipment, buildings and people on site 

6 Ensure ground is level 

7 Ensure you have a spill kit 

8 Use three points of contact for entering and exiting Equipment 

9 Lower blade or bucket. 

10 Begin work on site 

11 Drive forward with Equipment whenever possible 

12 Continue to be aware of other people, equipment, buildings on site 

13 Finish work on site 

14 Clean up site of all debris 

15 Visual inspect area before leaving 

16 Raise blade or bucket.  

17 Load and leave work site 
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Safe Job Procedure – Trenching 

 

Developed by: Ken Rose Date: September 2, 2015 

Revised by: N/A First Draft Date: N/A First Draft 

 

Steps Procedure 

1 Use PPE – Steel Toe Boots, Gloves, Hard Hat, Safety Glasses 

2 Conduct a hazard assessment 

3 
Have a safety meeting to discuss hazards and controls. Establish communication 

methods 

4 Make sure line locates were done and inspect locate sheets. 

5 Trenching area to be kept clear and marked off. 

6 Know your surroundings at all times. 

7 Watch for debris. 

8 Once finished make sure trench is marked off (ex. barricade). 

9 Clean off any Equipment before leaving trench area. 

10 Pull to level ground a safe distance from trench. 

11 Once at safe level ground load equipment. 

12 Inspect equipment or load is evenly placed. 

13 Securely fasten equipment or load using proper csa tie downs or chain. 

14 Inspect truck, trailer, and load.  

15 Proceed to leave site with beacons or hazard lights, once off site turn off beacons. 
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Field Level Hazard Assessment 
 

This assessment is completed by the work crew on the ground. This assessment will build upon 

the JSA and be applied specifically to that “day of job” situation. The FLHA takes into account 

the actual physical space, the weather conditions, workers on site, equipment on site and the 

specific details of that nature. These are also connected with “Tailgate meetings”, “Tool Box 

meetings”, or Pre Job Safety meetings. 

 

The Field Level Hazard Assessment is completed at the beginning of a work day or when starting 

a new job. It is completed at the work site and should consider the hazards in the area 

surrounding the worksite. The Field Level Hazard Assessment is generally led by a supervisor or 

foreman; however, all workers should participate in the FLHA. It is just as important to do 

FLHA when working alone as when working in teams. Workers who change jobs or locations 

several times a day should ask the same questions about the hazards, risks and controls. The 

FLHA form must be completed in writing and the results communicated to employees through 

safety meetings. 

 

Information to be contained on documented FLHA forms: 

 

 Identify who is in charge (supervising) the job; 

 Clearly list all members of the work crew before starting work; 

 Note the date and time the work is to be done; 

 State the job/task location; 

 Check off all applicable hazards or list them; 

 List and rank the identified hazards; 

 Specify the plan to eliminate and/or control the identified hazards; 

 Specifically name any parts or tools to be used as well as any other particulars,   

 List JSA/SWP to be used 

 State the expected completion time of the job; 

 State and review rescue plan and emergency meeting location and details of activities; 

 Specifically note if any worker is working alone; 

 Have all involved, workers and supervisors, clearly sign or initial the form  

 

Steps to complete a Field Level Hazard Assessment/Safety Meeting 

 

 Tour the entire worksite operation 

 Assemble the people that will be involved 

 Discuss possible hazards with workers and use checklist 

 Look for possible hazards originating from the environment, materials used, equipment and 

people 

 Keep asking “What if?” 

 Mark on the checklist all items that need attention 

 Review all findings with supervisors/workers and solicit their input for control measures 

 Rank (prioritize) the items on a “worst first” basis – critical tasks/ jobs are first to be 

analyzed 

 Conduct a walk around survey of job-site (Proper PPE must be used). Note any toxins found. 

 Look at all the aspects of the job, equipment and job-site 

 Note all observed hazards. The list on the Hazard Assessment Checklist does not cover all 

possible hazards that employees may face or for which PPE may be required. 
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Assess the Hazard: 

 

First Ranking - Ranking the severity of the hazards according to the need for it to be controlled 

or reduced to a lower level 

 

1)  Severe 

 

 A danger that is not normal to that occupation or a danger which a person engaged in 

that occupation would not normally carry out his/her work. 

 Work activities must be suspended immediately until hazard can be eliminated or 

controlled or reduced to a lower level. 

 There is a high risk that a serious injury, death, or property damage may result 

 

2)  Serious 

 

 Job hazards are unacceptable and must be controlled as soon as possible 

 Lost time injury or property damage could occur. Worker may seek medical attention 

 

3)  Moderate 

 

 Job hazards are low but may require monitoring 

 Controls are needed 

 

4)  Low 

 

 No real or significant hazard exists 

 Controls are not required but may increase the comfort level of the employees. 

 

5)  Not Applicable 

 

 No job hazard applies or exists 
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Second Ranking – Estimates the probability of the incident occurring: 

 

 

Frequent – likely to occur immediately or soon 

Often – likely to occur eventually 

Seldom – could occur at some point 

Rarely – unlikely to occur   

Almost Never – Very unlikely to occur 

 

 

Each hazard is assigned both rankings and the result determines priority in terms of corrective 

action. Take corrective action and make recommendations for the control of hazards. Follow up to 

ensure corrective action has been taken. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Impact 

Severity  

Rating 

Probability of Occurrence 

Frequent     

(Very High 

Probability) 

Weekly 

Occurrence  

Often (High 

Probability)        

Monthly 

Occurrence  

Seldom                

(Median 

Probability)         

Annual 

Occurrence  

Rarely                  

(Low 

Probability) 

Every Few 

Years 

Almost Never      

(Very Low 

Probability) 

Once in 10+ 

years  

Severe HIGH RISK HIGH RISK 
MEDUIM 

RISK 

  MEDUIM 

RISK 

MEDUIM 

RISK 

Serious HIGH RISK HIGH RISK 
MEDUIM 

RISK 

MEDIUM 

RISK 

LOW RISK 

Moderate 
MEDIUM 

RISK 

MEDUIM 

RISK 

MEDUIM 

RISK 

MEDUIM 

RISK 

LOW RISK 

Low LOW RISK LOW RISK LOW RISK LOW RISK LOW RISK 
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Field Level Hazard Assessment Form 
Location: Date: 

Time: Supervisor: 

 

Description of Job: 

 

Hazard Assessment Ranking: 

1= High Risk                                              2= Medium Risk                             3= Low Risk 

 

Hazard Y/N Rank Control Measure 

High Noise Levels    

Severe Weather    

Poor Visibility    

Overhead Power Lines    

Other workers at jobsite    

Traffic    

Moving Machinery    

Slips/Trips/Falls    

Heavy Lifting    

Chemicals at site    

    

    

 

JSAs/SJPs  to be used: 

 

 

Safety Meeting Discussion: 

 

Workers Present (Print and Sign) 

    

    

    

    
 

Management Review: 

Comments: 

Name: Sign: Date: 
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Hazardous Conditions Policy 
 

Purpose 

 

The hazardous condition identification report form is intended to provide all employees with an 

easy to use and non-threatening way to report situations and conditions that could otherwise go 

unanswered and resolved. The object of this system is to increase the volume of proactive 

information being generated by the work force. 

 

Policy 

 

In a continuing effort to minimize risk to employees, the public and the environment in which we 

operate, Rose Enterprises is committed to promoting the reporting of hazardous conditions and 

finding practical solutions. 

 

Procedure 

 

Hazardous condition forms will be made conveniently available at all Rose Enterprises job sites. 

 

A copy of the hazardous condition form must be sent in to the Rose Enterprises office for follow-

up and review.  If the hazard is urgent, it must be dealt with immediately. 

 

Employees at each job site will be trained in the skill of identifying potentially hazardous 

conditions, the importance of reporting and the use of the report form. This will be completed 

during safety and environmental meeting at the job sites. 

 

Hazard:  

 

An existing condition in the work environment that could cause harm to people, damage to 

equipment or environmental loss. People’s actions are also classified as hazards if their actions 

have the potential to cause harm to people, damage to equipment or environmental loss. 
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Hazardous Conditions Form 
 

 

Name: Date: 

 

 

HAZARD (Please write a detailed description and include severity: low, medium, high) 

 

CORRECTIVE ACTION TAKEN (Please write a detailed description) 

 

ANY SUGGESTIONS OR COMMENTS? 

 

REPORTED TO:                                                                                                  DATE: 
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Guidelines for Completion of Hazardous Conditions Forms 
 

 

1. Make sure you place your name and date at the top of the form. 

 

2. Write a detailed description of the hazard. The more the detail the better. Please make sure 

you include the severity of the hazard. Is the hazard severity low, medium or high? 

 

3. Please list any corrective actions that have been taken to lessen the hazard. Please use as 

much description as possible.  

 

4. Please list any suggestions for improvements to avoid this type of hazard in the future. 

Please list any general comments you have about the hazard or the situation. 

 

5. Hand in the Hazard Identification Form to the Rose Enterprises office. Any urgent hazards 

must be handled immediately. 

 

6. The Rose Enterprises office will keep all Hazard Identification forms on file. 
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Hazard Control 
 

Process for Controlling Hazards 

 

Once the hazards are identified, there must be a process for controlling the hazards. There are three 

methods of control. 

 

1) Engineering Controls: The preferred method of control is to engineer out the hazard. Examples of 

this control are: 

 

 Design of a workplace  

 Automation/material handling devices 

 Machine guard, interlocks, lockouts, and warning devices 

 Substitution of a less toxic product 

 Isolation/enclosure 

 Limitation (safety valves) 

 Ventilation (general dilution/local exhaust) 

 Storage 

 Air monitoring devices 

 Communication devices 

 

2) Administrative Controls: Administrative deals with directing people and include safe work 

procedures, safe work practices, policies and training. Also included are specific approaches, such as 

scheduling certain jobs to avoid exposing several workers to a hazard when the job may be done after 

hours. This would include such things as abrasive blasting, X-ray, etc. Administrative controls also 

extend into areas of purchasing. This covers things like buying less toxic materials, tools with 

improved safety features, etc. 

 

3) Personal Protective Equipment (PPE): PPE is the third method and should only be used as last 

resort. In most cases PPE should be used as a supplement to engineering and administrative 

controls. Examples of PPE: 

 

 Hard hat 

 Goggles 

 Hearing 

 Safety boots 

 Fire proof clothing 

 Respiratory protective equipment 

 Personal air monitors  
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Personal Protective Equipment 
 

Purpose: 

 

To outline the types of personal protective equipment employees of Rose Enterprises are required to 

wear. 

 

Policy: 

 

It is the policy of Rose Enterprises that all employees inspect their PPE every day before use. 

 

Employees of Rose Enterprises will be trained in the selection and use of PPE during the orientation 

process and this information will be reiterated during safety meetings at the discretion of Rose 

Enterprises Management. 

 

It is the policy of Rose Enterprises that all employees maintain and use the following personal 

protective equipment at all times: 

 

 Steel Toe Safety Boots 

 

When on worksite Rose Enterprises employees shall wear: 

 

 Steel Toe Safety Boots 

 Safety Gloves 

 Hard Hat 

 Safety Glasses 

 High visibility stripes 

 

When required, Rose Enterprises employees will use: 

 

 Safety Gloves  

 Hearing Protection 

 Safety Glasses 

 Hard Hats 

 Protective equipment when exposed to skin hazards 

 Flame Resistant Coveralls 

 

 

Please see the Rose Enterprises Respiratory Code of Practice and Fall Protection Safe Work Practice 

for details on the selection, use and maintenance of specialized PPE. 
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Responsibilities: 

 

 

Management: 

 

 Ensure that all employees have and use the required personal protective equipment at all 

times. 

 Ensure that employees are trained in the selection, maintenance, care and use of their PPE 

 Ensure that employees inspect their PPE before use 

 

 

Employees: 

 

 Inspect their PPE before use 

 Wear the required PPE at all times 

 Tag out or remove form service any PPE that has deficiencies 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises. 
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Protective Footwear 

 

CSA - Grade 1 Safety Footwear 

 

Footwear meeting the CSA Grade 1 requirements can be identified by a green triangle on the outside 

of the boot and/or a green rectangle on the inside.  Footwear must provide adequate ankle protection. 

 

Protective Eyewear 

 

Procedure 

 

Employees of Rose Enterprises shall use eye protection when exposed to eye hazards 

 

Personnel will wear safety eyewear at all times while: 

 

 Engaged in any activity that could cause flying particles of dust, pieces of metal or other 

foreign objects to strike the eye. 

 

All personnel will wear an approved face shield whenever they are: 

 

 Scraping, grinding, or breaking any material from which a chip could fly into the eyes. 

 Handling any chemicals (Chemical Hazard Regulations). 

 Working where solid particles or other foreign material may become airborne. 

 Welding, burning, or chipping welds. 

 

Protective Headwear 

 

Employees and workers exposed to potential head injury shall be protected against such injury. 

Management is responsible for designating those areas or jobs which require head protection along 

with the procurement of approved headwear.  All employees are required to adhere to these 

requirements. 

 

Employees must be instructed in the limitations and proper use of the protective headwear provided 

prior to its usage, including inspection, maintenance and replacement criteria. 

 

*The minimum requirement for head protection is as specified in the current CSA Standard Z94.1-

M1977 Class B. 

 

Employees will: 

 

 Treat their head wear with reasonable care. 

 Inspect the shell and suspension device regularly for cracks, cuts, excessive wear or contact 

with chemicals or other damage that may render the headwear less effective. 

 Clean headwear using mild detergent and then rinse with water. 

 Install winter liners when appropriate and maintain them according to the manufacturer’s 

instructions. 

 Avoid storing headwear in direct sunlight. 

 Have safety headwear readily available while operating equipment so that it may be utilized at 

all times should the employee need to leave the protection of the R.O.P.S. canopy. 
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Hand Protection 

 

All employees shall use proper fitting hand protection equipment when handling objects that could 

injure their hands. 

 

 

Hearing Protection 

 

Employees of Rose Enterprises are required to use hearing protection whenever they are working in 

area where the noise levels exceed 85 dBA. The hearing protection used must meet the requirements 

of CSA Standard Z94.2-02, Hearing Protection Devices – Performance, Selection, Care and Use. 

 

Please see the Rose Enterprises noise policy for more information regarding hearing protection. 

 

 

Fire Retardant Work Wear (Coveralls) 

 

To minimize potential burn injuries from fires and explosions, all workers who may be exposed to 

fire or explosion hazards shall wear fire retardant coveralls. Clothing must be maintained to 

manufacturer`s specifications. 

 

To minimize potential injuries from flash fires, appropriate personal clothing must be of 100% cotton 

will be worn next to the skin. Any additional layers of clothing must be at least must be at least 35% 

cotton blends or of an approved fire retardant material. 

 

Fire Retardant Clothing Inspection/Maintenance 

 

 Ensure clothing fits close to the skin, not too baggy or too long in the leg 

 Ensure clothing is kept clean and free of flammable materials 

 Dispose of clothing that is too worn, frayed, has holes or is torn 

 

 

 

 

 

Chemical and Biological Hazards 
 

Employees of Rose Enterprises will use personal gas monitors to continuously test the atmosphere 

for hazardous substances whenever there is a possibility that they may be exposed to chemical or 

biological hazards. This method of testing the atmosphere will ensure that exposure to hazardous 

substances does not exceed the Alberta Occupational Exposure limits. Wolf Oilfield Services Ltd. 

employees shall not be exposed to concentrations of substances that exceed the Alberta Occupational 

Exposure Limits. The management of Rose Enterprises shall also ensure that the emergency 

washing equipment will be readily available to workers who are exposed to hazardous substances. 

 

Rose Enterprises shall train its employees to recognize the biological and chemical hazards that they  
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Safe Work Practice - Driving 

 

 

 

 

 

TITLE  

 
Driving  

GENERAL  

 

Protecting workers from injuries associated with driving 

operations.  

APPLICATION  

 

 

 

Operation of motor vehicles must be performed according to 

all vehicle codes, traffic laws, company procedures, and 

manufacturer’s recommended operating guidelines.  

PROTECTIVE MECHANISMS  

 

 

Safe work procedure  

Highway Safety Act  

Company Rules  

Manufacturers Recommendations  

SELECTION AND USE  

 

 

As per safe work procedure Company Rules Manufacturers 

Recommendations  

SUPERVISOR RESPONSIBILITY  

 

 

To facilitate and/or provide proper instruction to their 

workers on protection requirements and training 

Compliance Enforcement  

WORKER RESPONSIBILITY  

1. Ensure you have a valid operator’s licence.  

2. Be conversant with traffic laws and applicable 

regulations.  

3. Drive defensively.  

4. Back in when practical.  

5. Ensure the vehicle has an emergency road kit.  

6. Ensure you are not under the influence of alcohol or 

drugs.  

7. Avoid driving when fatigued.  

8. Ensure seatbelts are worn at all times when the vehicle is 

being operated.  

9. Be familiar with the vehicle and its’ capabilities.  

10. Offering rides to strangers or hitchhikers is prohibited.  

11. Perform a “walk around” inspection prior to travelling.  

12. Use good judgement and understand of the basic 

recovery skills appropriate to the vehicle you are driving.  

13. Do not operate a cell phone while driving.  
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Safe Work Practice – Driving (winter) 
 

 

 

 

 

 

 

 

 

 

 

 

 

TITLE  

 
Driving (Winter)  

GENERAL  

 

Protecting workers from injuries associated with winter 

driving  

APPLICATION  

 

 

 

Operation of motor vehicles must be performed according to all 

vehicle codes, traffic laws, company procedures, and 

manufacturer’s recommended operating guidelines.  

PROTECTIVE MECHANISMS  

 

 

Safe work procedure  

Highway Safety Act  

Company Rules 

 Manufacturers Recommendations  

SELECTION AND USE  

 

 

As per safe work procedure Company Rules Manufacturers 

Recommendations  

SUPERVISOR RESPONSIBILITY  

 

 

To facilitate and/or provide proper instruction to their workers 

on protection requirements and training Compliance 

Enforcement  

WORKER RESPONSIBILITY  

 

1. Ensure you have a valid operator’s licence.  

2. Be conversant with traffic laws and applicable regulations.  

3. Drive defensively.  

4. Back in when practical.  

5. Ensure the vehicle has an emergency road kit.  

6. Clear snow from all windows, lights and mirrors, when 

required.  

7. Avoid using cruise control on icy roads.  

8. Accelerate and brake gently to reduce skids or spinouts.  

9. Ensure winter clothing does not restrict movement, vision or 

hearing.  

10. Ensure fuel tank is full when possible.  

11. Ensure you are familiar with the installation of snow 

chains, if applicable.  

12. Monitor weather reports, road conditions.  

13. Do not operate a cell phone while driving.  

14. Refer to Working Alone procedure when driving in isolated 

areas.  
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Safe Work Practice – Fall Protection 

 

 

 

 

 

TITLE  

 
Fall Protection  

GENERAL  

 

 

Protect workers from injuries associated by not utilising 

proper fall arrest protection  

APPLICATION  

 

 

 

Fall Arrest Protection shall be used when workers are 

working from a height of 3 metres or more, or if there is an 

unusual potential of injury from falling less than 3 metres. 

NO person shall use fall protection devices until they have 

received adequate training.  

PROTECTIVE MECHANISMS  

Permit system  

ERP ( Emergency response plan ) 

 Fall protection plan  

PPE  

Manufacturers specifications  

Safe work procedure  

Barricades and warning signs  

SELECTION AND USE  

 
Manufacturers specification As per safe work procedure  

SUPERVISOR RESPONSIBILITY  

 

 

 

To facilitate and/or provide proper instruction to their 

workers on protection requirements and training Hazard 

analysis Work site inspection Determine type of 

equipment required  

WORKER RESPONSIBILITY  

 

1. Be fully conversant with Fall protection systems.  

2. Ensure you know capabilities of Fall Protection 

Equipment.  

3. Ensure barricades, ribbons and signs identify restricted 

areas.  

4. Ensure you understand the procedures for rescue of 

workers who may be unable to rescue themselves from an 

elevated work area.  

5. Ensure you know your anchor points.  

6. Ensure you do not wrap the lanyards and/or rope 

around beams, girders, pipes, etc.  

7. Utilise buddy system and continually check each other’s 

harness and D ring to ensure that the harness is not too 

lose and or the D ring has not slipped down the back.  
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Safe Work Practice – Manual Lifting and Carrying 
 

 

 

 

 

TITLE  
Manual Lifting And Carrying  

 

GENERAL  

Protecting workers from injuries associated with material lifting 

and carrying.  

 

APPLICATION  

Most lifting accidents are due to improper lifting methods. All 

manual lifting should be planned and safe lifting procedures 

followed.  

 

PROTECTIVE MECHANISMS  

Permit system  

Safe work procedure  

Safe lifting procedures  

PPE   

ERP (Emergency Response Plan)  

Ergonomics training for all workers including IRP 16 PST – Safe 

lifting techniques and back injury prevention 

 

SELECTION AND USE  

As per safe work procedure  

Safe lifting procedure  

 

SUPERVISOR 

RESPONSIBILITY  

Supervisors are responsible to facilitate and/or provide proper 

instruction to their workers on protection requirements and 

training  

Selection of lifting equipment  

 

WORKER RESPONSIBILITY  

 

1. Ensure that you know your physical limitations and the 

approximate weight of materials. Complete a hazard assessment 

before lifting. 

2. The use of power equipment or mechanical lifting devices should 

be considered and employed where practical.  

3. Obtain assistance in lifting heavy objects.  

4. Ensure a good grip before lifting and employ proper lifting 

technique. 

5. Avoid reaching out.  

6. Pipes, conduit, reinforcing rods and other conductive materials 

should not be carried on the shoulder near exposed live electrical 

equipment or conductors.  

7. Be aware of hazardous and unsafe conditions.  
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Safe Work Practice – Office Safety 

 

 

TITLE  

 
Office Safety  

GENERAL  

 
Protecting workers from injuries associated with office environment  

APPLICATION  

 

 

To ensure employees are aware of the potential and existing hazards in the 

office environment  

PROTECTIVE 

MECHANISMS  

 

 

 

 

 

 

Safe work procedures  

ERP (Emergency Response Plan)  

Manufacturers recommendations  

Alberta Fire Code  

Local Legislation  

MSDS  

Working Alone Policy  

SELECTION AND 

USE  

 

 

As per safe work procedure  

ERP  

MSDS  

SUPERVISOR 

RESPONSIBILITY  

 

Supervisors are responsible to facilitate and/or provide proper instruction to 

their workers on protection requirements and training  

WORKER 

RESPONSIBILITY  

 

1. Ensure you are conversant with emergency evacuation.  

2. Ensure that all electrical cords are in good condition and are not 

overloaded.  

3. Ensure that computer monitors are adjusted to correct height and kept 

clean.  

4. Ensure fans/space heaters are used to manufacturer specifications.  

5. Ensure floors and aisles are kept clear and not cluttered.  

6. Ensure that only one drawer of filling is open at one time and that 

drawers are closed when not in use.  

7. Ensure proper type of fire extinguisher is available.  

8. When transporting materials of a heavy nature ensure that handcarts and 

trolleys are used properly.  

9. Operate microwave according to manufacturer’s specifications.  

10. Ensure coffee makers are used according to manufacturer specifications.  

11. Ensure photocopier is maintained according to manufacturer’s 

specifications.  

12. Ensure chairs are in good repair.   

13. Ensure rugs are kept clean and in good repair – free of tripping hazard.  

14. Ensure paper cutter blade is placed in closed lock position.  

15. Ensure all loose clothing is tied back when using paper shredder.  
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Safe Work Practice – Fire Extinguishers 
 

 

 

 

 

 

 

TITLE  

 
Use Of Portable Fire Extinguishers  

GENERAL  

 

 

Protecting workers from injuries associated with IMPROPER use of 

fire extinguishers  

APPLICATION  

 

 

Portable fire extinguishers must be installed, inspected and 

maintained on a regular basis to ensure proper operation in an 

emergency.  

PROTECTIVE MECHANISMS  

 

 

 

 

Safe work procedure  

Alberta Fire Code  

Manufacturers recommendations  

PPE  

SELECTION AND USE  

 

 

 

As per safe work procedure  

Alberta fire code  

Manufacturers recommendations  

SUPERVISOR RESPONSIBILITY  

 

 

 

 

Supervisors are responsible to facilitate and/or provide proper 

instruction to their workers on protection requirements and training  

Proper selection of equipment  

Conversant with proper regulations  

WORKER RESPONSIBILITY  

 

1. Ensure you are fully trained with operation and maintenance of 

fire extinguishers.  

2. Check Cylinder.  

3. Inspect cartridge puncture cap.  

4. Weigh cartridge.  

5. With cartridge removed, check action of puncture lever.  

6. Check hose and nozzle for obstruction.  

7. Check date of manufacture.  

8. Check level and condition of powder.  

9. Check fill-cap threads and gasket.  

10. Attach visual seal.  

11. Check Pressure Gauge.  
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Safe Work Practice – Power and Hand Tool Use 

 

 

 

 

 

 

 

 

TITLE  

 
Power and Hand Tool Use  

GENERAL  

 

 

Protecting workers from injuries associated with the use of power and 

hand tools  

APPLICATION  

 

 

Power tools and hand tools to be used and maintained in compliance 

with manufacturer’s guidelines.  

PROTECTIVE MECHANISMS  

 

 

Safe work procedures  

PPE  

Manufacturers specifications  

ERP (Emergency Response Plan)  

SELECTION AND USE  

 
As manufacturers safe job procedures  

SUPERVISOR 

RESPONSIBILITY  

 

 

Supervisors are responsible to facilitate and/or provide proper 

instruction to their workers on protection requirements and training 

Required tools.  

WORKER RESPONSIBILITY  

 

1. Electrical tools must have 3 wire (grounding) cord and plug, 

excluding double insulated tools.  

2. Grinder discs, buffers and stones to be used only for designed 

application and at rated speed.  

3. Stationary grinders must have properly adjusted tool rests and 

stones to be properly dressed.  

4. Angle grinders to have Original Equipment Manufacturer (O.E.M.) 

guard.  

5. On/off switches must be functional and positioned so Operator has 

access.  

6. Accessories can only be used that are designed for use with the 

tools specified.  

7. Saw blades must be designed for the product being cut and at the 

rated speed, O.E.M. guards must be in place and functional.  

8. Chisels, punches, hammer, wrenches, etc. to have all burrs ground 

from striking area.  

9. Chisels, punches, screwdrivers, etc. to have tips properly dressed.  

10. Cracked a/o splintered handles to be replaced.  

11. All tools must be cleaned after use and repairs made before being 

properly stored.  

12. Tools to be used for designed purpose only.  

13. Repairs to tools must be performed by qualified personnel, using 

O.E.M. parts or equivalent.  

14. Follow tool safe work procedures step by step.  
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Safe Work Practice – Portable Ladders 
 

 

 

 

 

 

TITLE  

 
Portable Ladders  

GENERAL  

 

 

Protecting workers from injuries associated with the use of 

portable ladders  

APPLICATION  

 

 

Portable ladders should only be used when there are no 

permanent or temporary stairways or work platforms available 

for task.  

PROTECTIVE MECHANISMS  

 

 

Safe work procedure  

Manufacturers specifications 

 PPE  

ERP (Emergency Response Plan)  

SELECTION AND USE  

 

 

As per safe work procedure Manufacturers specifications  

Provincial OH&S Legislation  

SUPERVISOR 

RESPONSIBILITY  

 

 

 

Supervisors are responsible to facilitate and/or provide proper 

instruction to their workers on protection requirements and 

training Work site inspection Selection of equipment  

WORKER RESPONSIBILITY  

 

1. All ladders shall be inspected prior to performing a task.  

2. Wooden ladders shall not be painted.  

3. Conductive metal ladders or wire or wire reinforced wooden 

ladders shall not be permitted in energized areas or when 

servicing energized equipment.  

4. All ladders must be CSA approved. 

5. Ensure surface is level and firm.  

6. Ensure ladder is tied off and set at the proper angle. (No 

further from the base of the wall or structure than 1/4 of the 

height to where the ladder contacts the wall or structure.)  

7. Ladders should not be climbed higher than the third step 

from the top. Performing work on the top two rungs of the 

ladder is prohibited. 

8. Three points of contact should always be maintained when 

climbing up or down.  

9. Ladders should not be erected on boxes, tables, scaffold 

platforms, man lift platforms or on vehicles.  

10. A ladder shall not be placed against an unsafe support.  

11. Ensure that the side rails of a portable ladder extend at least 

1 meter above a platform, landing, or parapet if the ladder is 

used as a means of access to the platform, landing or 

parapet. 
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Safe Work Practice – Refuelling Equipment 
 

 

 

 

 

 

 

TITLE  

 
Refuelling Equipment  

GENERAL  

 

Protecting workers from injuries associated with refuelling 

operations  

 

APPLICATION  

 

 

Refuelling of equipment is a daily task in construction industry 

which may be hazardous if not carried out properly  

PROTECTIVE MECHANISMS  

 

 

 

 

 

Safe work procedure  

Alberta Fire Code  

Applicable Legislation  

PPE  

ERP (Emergency Response Plan)  

SELECTION AND USE  

 

 

As per safe work procedure  

Applicable Legislation  

SUPERVISOR RESPONSIBILITY  

 

 

Supervisors are responsible to facilitate and/or provide proper 

instruction to their workers on protection requirements and 

training  

 

WORKER RESPONSIBILITY  

1. Ensure you are conversant with regulations  

2. Refuelling area is ventilated  

3. Ensure equipment is shutoff prior to refuelling  

4. Ensure there is no smoking or open flames in vicinity  

5. Avoid spillage on equipment or ground  

6. Ensure cellular phones and/or hand-held devices are 

turned off  
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Safe Work Practice – Cell Phone Usage 
 

 

 

 

 

 

 

 

 

 

 

TITLE  

 
Cell Phone Usage  

GENERAL  

 

 

 

Protecting workers from injuries associated with 

the IMPROPER use of cell phones while operating 

a motor vehicle.  

APPLICATION  

 

 

 

Using a cell phone improperly while operating a 

motor vehicle may be hazardous to the worker and 

general public.  

PROTECTIVE MECHANISMS  

 

 

Safe work procedure  

Highway Traffic Act 

 Local Regulations  

Manufacturers Recommendations  

 

SELECTION AND USE  

 

Safe work procedure  

Manufacturer’s recommendations  

 

SUPERVISOR RESPONSIBILITY  

 

 

 

To facilitate and/or provide proper instruction to 

their workers on protection requirements and 

training Enforcement Compliance  

WORKER RESPONSIBILITY  

 

1. When vehicle is in motion calls may not be 

answered by the driver and must be directed to 

voicemail or a passenger.  

2. If an employee driving a vehicle must make a 

phone call, the vehicle must be parked and in a 

safe location.  

3. If making an emergency call (911) the vehicle 

must be safely parked before making the call.  
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Safe Work Practice – Traffic Flow on Worksites 
 

 

 

 

 

 

 

TITLE  

 
Control Of Traffic Flow On Work Sites  

GENERAL  

 

Protecting workers from injuries associated with 

traffic congestion on work sites  

 

APPLICATION  

Traffic at work sites must be regulated in such a 

manner to protect the safety and wellbeing of all 

personnel and equipment.  

 

PROTECTIVE MECHANISMS  

 

Safe job procedure  

Permit system  

PPE  

Signs and barricades  

ERP (Emergency Response Plan)  

 

SELECTION AND USE  
As per job requirement  

 

SUPERVISOR RESPONSIBILITY  

To facilitate and/or provide proper instruction to 

their workers on protection requirements and to 

identify potential hazards  

 

WORKER RESPONSIBILITY  

1. Erect signs and barricades to direct traffic 

safely around worksite.  

2. Restrict on site traffic. 

 3. Obtain authorization to enter restricted work 

areas, leases or plant sites. 

 4. Vehicles should park pointed towards the exit 

with the doors closed, unlocked and the keys in 

the ignition.  

5. Prior to operation, the operator must perform a 

walk around check of the vehicle.  

6. Operate vehicles in a safe, courteous manner. 
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Safe Work Practice – Mechanical Vibration Tools 
 

 

 

 

 

 

 

 

 

 

TITLE  

Mechanical Vibration Tools (Jackhammers, Tampers, Impact 

Drills) 

  

GENERAL  

Protecting workers from injuries associated with the use of 

mechanical vibration tools.  

 

APPLICATION  

Mechanical vibration tools are common tools in road building and 

in general construction industry which require trained workers 

to operate  

 

PROTECTIVE MECHANISMS  

Safe work procedure  

Manufacturers specifications  

Permit system  

PPE  

Barricades and warning signs  

ERP (Emergency Response Plan)  

 

SELECTION AND USE  

As per safe work procedure  

Manufacturers specifications  

 

SUPERVISOR RESPONSIBILITY  

Supervisors are responsible to facilitate and/or provide proper 

instruction to their workers on protection requirements and 

training  

Hazard analysis  

Work site inspection  

 

WORKER RESPONSIBILITY  

 

1. Ensure vibration suppression material is applicable.  

2. Ensure work site has barricades and warning signs in place.  

3. Be conversant in job procedure and equipment.  

4. Know the work limits associated with equipment, including 

levels of sensitivity, numbness of stiffness.  

5. Ensure proper PPE is utilized for task, including hearing 

protection.  
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Safe Work Practice – Motor Vehicle Operation 
 

 

 

 

 

 

 

TITLE  
Motor Vehicle Operation  

 

GENERAL  

To ensure all employees and contract staff whose work requires 

operation of a motor vehicle do so safely and are in compliance 

with all vehicle codes, traffic laws, company procedures, and 

manufacturer’s recommended operating guidelines.  

 

APPLICATION  

This practice applies to all operation of motor vehicles to 

conduct business matters.  

 

PROTECTIVE MECHANISMS  

Traffic Safety Act and Regulation  

Company Rules  

Manufacturer’s recommendations  

 

SELECTION AND USE  

As per safe work procedure  

Company Rules  

Manufacturer’s recommendations  

 

SUPERVISOR 

RESPONSIBILITY  

 

Supervisors are responsible to facilitate and/or provide proper 

instruction to employees on protection requirements  

 

EMPLOYEE RESPONSIBILITY  

1. Ensure you have a valid Alberta operator’s license.  

2. Assure compliance with Working Alone Safety legislation.  

3. Lock doors.  

4. Drive defensively.  

5. Back in when practical.  

6. Ensure vehicle has an Emergency Road Kit.  

7. The operation of any motor vehicle for company business is 

prohibited when the driver is fatigued, consumed alcoholic 

beverages or drugs causing impairment, or when the road 

authority does not recommend travel.  

8. Drivers and passengers must wear seatbelts at all times.  

9. Be familiar with the vehicle and its capabilities.  

10. Do not offer rides to hitchhikers or strangers.  

11. Do not operate a cell phone or other hand-held device while 

the vehicle is in motion  
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Safe Work Practice – Use, Care and Handling of Machine Guards 
 

 

 

 

 

 

 

 

TITLE  
Use, Care and Handling of Machine Safeguards. 

 

GENERAL  

All moving parts of machinery must be guard with safeguards. 

Protecting workers from tampering with machine safeguards, 

disabling machine safeguards, and the procedure for removing 

safeguards for the purposes of maintenance. 

 

APPLICATION  

All moving parts of machinery must be guard with safeguards No 

person shall remove or tamper with machine safeguards unless 

they are performing maintenance, and must follow the procedure 

below for removing safeguards for the purposes of maintenance. 

 

PROTECTIVE MECHANISMS  

Safe Work Procedure 

Legislation (Alberta OH&S Act, Regulation and Code) 

Manufacturer’s Specifications 

SELECTION AND USE  As per Safe Work Procedure 

SUPERVISOR 

RESPONSIBILITY  

To facilitate and\or provide proper instruction to their workers on 

the use and importance of safeguards on machinery and 

equipment. 

WORKER RESPONSIBILITY  

1. Ensure all machinery with moving parts have safeguards.  

2. Do not remove a safeguard from a machine that is operating if 

the safeguard is not designed to be removed from a machine that is 

operating. 

3. A worker must not remove a safeguard or make it ineffective 

unless removing it or making it ineffective is necessary to perform 

maintenance, tests, adjustments, or other tasks on equipment. 

4. If a worker removes a safeguard or makes it ineffective, the 

worker must ensure that 

(a) Alternative protective measures are in place until the 

safeguard is replaced. 

(b) The safeguard is replaced immediately after the task is 

complete 

(c) The safeguard functions properly once replaced. 

5. If a safeguard for machinery is removed or made ineffective and 

the machinery cannot be directly controlled by a worker, the 

worker who removes the safeguard or makes it ineffective must 

lock or tag out the machinery or make it inoperable. 
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Safe Work Practice – Equipment Activities near Overhead Power Lines 
 

 

 

 

 

TITLE  

Equipment Activities Near Overhead Power 

Lines 

 

GENERAL  

Protecting workers from injuries associated with 

equipment activities near overhead power lines 

 

APPLICATION  

Do not operate heavy equipment near or under a 

power line until a permit and/or crossing 

agreement has been issued. 

 

PROTECTIVE MECHANISMS  

Safe job procedure Permit system  

PPE  

Crossing agreement  

Barricades  

warning signs  

ERP (Emergency Response Plan) 

 

SELECTION AND USE  
As per job requirement and crossing agreement. 

 

SUPERVISOR RESPONSIBILITY  

To facilitate and/or provide proper instruction to 

their workers on protection requirements and 

training Perform worksite inspection 

 

WORKER RESPONSIBILITY  

 

1. Maintain minimum safe clearances. 

2. Install warning devices and signs. 

3. Install telescopic non-conductive posts and 

flagging across R.O.W. at the minimum allowable 

clearance as allowed by regulations for the line 

voltage. 

4. Position signs or other devices to identify the 

“Danger Zone”. 

5. Be conversant with allowable clearances. 

6. Adhere to all site-specific requirements. 

7. Beware of atmospheric conditions such as 

temperature, humidity and wind which may 

dictate more stringent safety procedures 
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Safe Work Practice – Restricted Work Areas 
 

TITLE  
Restricted Work Areas  

 

GENERAL  

Protecting workers from injuries associated with 

working in restricted areas 

  

APPLICATION  

A Work Area will be designated as a “Restricted 

Area”, where there is a danger of contact with 

energized electrical equipment or hazardous 

substance.  

 

PROTECTIVE MECHANISMS  

Safe work procedures  

ERP (Emergency Response Plan )  

PPE  

Permit system  

Hydrocarbon monitors  

Fire extinguishers  

Barricades and warning signs  

Lockout procedures  

 

SELECTION AND USE  
As per safe work procedures  

 

SUPERVISOR RESPONSIBILITY  

Supervisors are responsible to facilitate and/or 

provide proper instruction to their workers on 

protection requirements and training  

Designate limits of restricted area  

Hazard analysis  

Worksite inspection  

 

WORKER RESPONSIBILITY  

 

1. Establish and maintain clear exits.  

2. Have safety and emergency breathing air 

apparatus available.  

3. Place continuous gas monitors at strategic 

points.  

4. Place fire extinguishers at strategic points.  

5. Isolate system to be worked on.  

6. Purge system.  

7. Check for hydrocarbon leaks.  

8. Ensure no alternate power sources.  

9. Continually monitor area for changing 

conditions.  
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Safe Work Practice – Hazard Control Signage 

 

 

 

TITLE 
Hazard Control Signage  

 

GENERAL 

Protecting workers from injuries associated with 

improper use of warning signs  

 

APPLICATION 

Work sites should have appropriate and adequate 

signage to identify site hazards in place prior to 

the commencement of any work process.  

 

PROTECTIVE MECHANISMS 

Safe work procedures Government Legislation 

Local jurisdictions Worksite traffic guidelines  

PPE  

 

SELECTION AND USE 
As per safe work procedures  

 

SUPERVISOR RESPONSIBILITY 

To facilitate and/or provide proper instruction to 

their workers on protection requirements and 

training Signage selection Hazard analysis  

 

WORKER RESPONSIBILITY 

 

1. Ensure signage is in good condition, clean, 

legible and suited to the purpose.  

2. Ensure traffic control signage is of accepted 

standards.  

3. Ensure signage is secured.  

4. Routinely inspect signage for placement, 

cleanliness and physical damage.  

5. Ensure road traffic control signage is covered 

when no activity is present.  

6. Ensure you are fully trained to erect road 

traffic signage.  
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Safe Work Practice - Use and Care of Respiratory Equipment 
 

TITLE 
Use And Care Of Respiratory Equipment  

 

GENERAL 

Protecting workers from injuries associated with the improper 

use and care of respiratory equipment  

 

APPLICATION 

When hazardous airborne contaminants or an oxygen deficient 

atmosphere exists, proper respiratory equipment must be 

utilized.  

 

PROTECTIVE MECHANISMS 

Safe work procedure  

Permit system  

Manufacturer specifications  

Air quality monitors  

PPE  

ERP (Emergency Response Plan)  

WHMIS  

 

SELECTION AND USE 

As per safe work procedure  

Manufacturer specifications  

 

SUPERVISOR RESPONSIBILITY 

Supervisors are responsible to facilitate and/or provide proper 

instruction to their workers on protection requirements and 

training.  

Selection of equipment  

Hazard analysis  

Work site inspection  

 

WORKER RESPONSIBILITY 

1. Ensure you are fully trained on respiratory equipment.  

2. Ensure you are conversant with safe work procedures and/or 

site-specific procedures.  

3. Inspect before each use.  

4. Inspect after each use.  

5. Ensure to utilize “Buddy” system.  

6. Ensure work masks are cleaned and disinfected after each 

use.  

7. Ensure equipment is stored properly.  
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Safe Work Practice – Use of Equipment, (Gravel truck, Skid steer, 

Backhoe)

TITLE 

 

Use Of Equipment 

 

GENERAL 

 

Protect workers from injuries associated with the use of Equipment. 

 

APPLICATION 

 

Equipment use is common both in commercial Industry and in the home environment and 

should be utilized within manufacturer’s recommendations. 

 

PROTECTIVE 

MECHANISMS 

 

Safe work procedure 

Manufacturers specifications 

PPE 

Working Alone Policy 

 

SELECTION 

AND USE 

  

As per safe work procedure 

Manufacturers Recommendations 

Provincial OH&S Legislation 

 

SUPERVISOR 

RESPONSIBILITY 

 

Supervisors are responsible to facilitate and/or provide proper instruction to their workers on 

protection requirements and training 

Worksite inspection 

 

WORKER 

RESPONSIBILITY 

 

1. Ensure work area is safe 

2. Ensure inspection is pass and fluids are full before starting. 

3. Shut down equipment when refuelling or servicing. 

4. Ensure equipment does not hit fences, trees, rocks or any objects. 

5. Ensure guards and protective devices are in place. 

6. Follow Working Alone policy when applicable. 

7. Use Proper PPE as per manufacturer’s specifications. 
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Safe Work Practice - Use of Cleaning Solvents 

 

TITLE  
Using Cleaning solvents  

 

GENERAL  

Protecting workers from injuries associated with the 

use of cleaning solvents  

 

APPLICATION  

Cleaning solvents are used in construction work to 

clean tools, equipment and within shop, for general 

cleaning.  

 

PROTECTIVE MECHANISMS  

WHMIS MSDS in place & current 

PPE  

Respiratory protection (if required)  

ERP (Emergency Response Plan)  

 

SELECTION AND USE  
As per job requirement  

 

SUPERVISOR RESPONSIBILITY  

To facilitate and/or provide proper instruction to their 

workers on protection requirements  

 

WORKER RESPONSIBILITY  

 

1. Ensure all WHMIS requirements are met.  

2. Check toxic hazards of all solvents before use. 

(M.S.D.S.)  

3. When breathing hazards exists, use the appropriate 

respiratory protection.  

4. Use non-flammable solvents for general cleaning.  

5. Store flammables and solvents in special storage 

containers/areas.  

6. Ensure that proper containers are used for 

transportation, storage and field use of 

solvents/flammables.  

7. Do not use solvents in areas where food may be 

contaminated  
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Lock Out/ Tag Out 
 

Purpose: 

 

This procedure establishes the minimum requirements for the lockout of energy isolating devices 

whenever maintenance or servicing is done on machines or equipment.  It shall be used to ensure 

that the machine or equipment is stopped, isolated from all potentially hazardous energy sources 

and locked out before employees perform any servicing or maintenance, where the unexpected 

energization or start-up of the machine or equipment or release of stored energy could cause injury. 

 

All Rose Enterprises employees are required to comply with the restrictions and limitations imposed 

upon them during the use of lockout.  The employees authorized by Rose Enterprises are required to 

perform the lockout in accordance with this procedure. All employees, upon observing a machine or 

piece of equipment that is locked out to perform servicing or maintenance, shall not attempt to start, 

energize or use that machine or equipment.  To ensure compliance with this procedure, violating 

employees will be dealt with under our employee disciplinary action policy. 

 

Sequence of Lock Out/ Tag Out 

 

Before shutdown – All affected employees will be notified that servicing or maintenance is 

required on a machine or equipment and that the machine or equipment must be shut down and 

locked out to perform the servicing or maintenance. 

 

Before shutdown –The authorized employee must know the type and magnitude of the energy that 

the machine or equipment utilizes, shall understand the hazards of the energy to be controlled, and 

shall know the methods or means to control the energy. 

 

During shutdown – The authorized employee will shut down the machine or equipment by the 

normal stopping procedure (depress stop button, open switch, close valve, etc.) 

 

Isolation – The main power switches, circuits, or other sources of energy will be moved to the “off” 

position, etc.  The energy isolating device(s) will be deactivated so that the machine or equipment is 

isolated from the energy source(s). 

 

Lockout –Warning tags and/or Locks will be placed on the device to warn not to use the equipment.  

All lockout and tag out devices must indicate the identity of the employee applying the device.  All 

tag out devices must warn against hazardous conditions if the machine or equipment is energized.  

All lockout and tag out devices must contain the following warning:  “DO NOT START, DO NOT 

OPEN, DO NOT CLOSE, DO NOT ENERGIZE, DO NOT OPERATE” All workers involved in the 

maintenance activity must place their own lock and tag on each energy control point. 

 

Energy Release – All potentially hazardous stored or residual energy (such as springs, elevated 

parts, rotating flywheels, hydraulic systems, electrical systems, and air, gas, steam or water 

pressure, etc.) is relieved, disconnected, or otherwise made safe by repositioning, blocking, bleeding 

down, etc.  (If there is a possible re-accumulation of stored energy to a hazardous level, verification of 

isolations is to be continued until the servicing or maintenance is completed, or until the possibility 

of such accumulation no longer exists.)  Stored or residual energy must be dissipated or restrained 

by methods such as grounding, repositioning, blocking, bleeding down, etc. 
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Testing – After ensuring that no personnel are exposed, and as a check on having disconnected the 

energy sources, the authorized employee will operate the push button or other normal operating 

controls to make certain the equipment will not operate. CAUTION:  Return operating control(s) to 

neutral or “off” position after verifying the isolation of the equipment 

 

The machine or equipment is now locked out. 

 

Restoring Equipment to Service 

 

When the servicing or maintenance is completed and the machine or equipment is ready to return to 

normal operating condition, the following steps will be taken: 

 

1. Check the machine or equipment and the immediate area around the machine or equipment 

to ensure that nonessential items have been removed and that the machine or equipment 

components are operationally intact. 

2. Check the work area to ensure that all employees have been safely positioned or removed 

from the area. 

3. Verify that the controls are in neutral. 

4. Remove the lockout device and reenergize the machine or equipment. 

5. Notify affected employees that the servicing or maintenance is completed and the machine or 

equipment is ready to use. 

 

In an emergency a duplicate key may be used if it has been documented that; the worker and key 

have become unavailable, all involved workers are accounted for, it has been determined with the 

worker that the equipment is safe to be disengaged, or if a management representatives have agreed 

on a safe and proposed use of the key. 

 

Equipment Tag Out Procedure 

 

Much of Rose Enterprises equipment is serviced in-house or sent to an authorized dealer to be 

repaired. Such items are to be tagged out and removed from service until they are repaired or it is 

determined that they are to be put out of service permanently.  

 

The workers will shut down the machine or equipment by the normal stopping procedure (depress 

stop button, open switch, turnkey, etc.) 
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The equipment or machine will be isolated: 

 

 Equipment placed back into its case and closed 

 Machine start key is removed and fuel is turned off. 

 Obtain a yellow tag and Equipment Repair Form from the main office. Large Yellow post-it 

notes are acceptable in placement of the tags and repair form. 

 Yellow tags will be used and placed on the defective machine (case latch or key ring). The tag 

must include the date, employee’s name, and the problem with the machine/equipment in 

question. You must use words directing persons not to start or operate the 

machine/equipment if it is dangerous. 

 Equipment Repair Form must be filled out in detail and immediately submitted to 

Management 

 Management will then make sure the equipment/machine is repaired and additional repair 

comments are added to the Equipment Repair Form and filed accordingly in that item’s 

maintenance file. 

 The Yellow tag is then removed by management and returned to service.  

 

Performing Maintenance While Equipment is Still in Service 

 

When machinery cannot be shut down or locked/tagged out, only the parts that are imperative to the 

process may remain energized. The following conditions must be met before maintenance on 

energized equipment may proceed: 

 

 Workers must be qualified to do the work. 

 Have been authorized by Rose Enterprises management to do the work. 

 Workers must be provided with and follow written safe work procedures. 

 

Training 

 

Training must be provided to ensure that employees understand the lockout/tag out procedures. 

The training must include the following: 

 

 Recognition of applicable hazardous energy sources, the type and magnitude of energy 

sources in the workplace, and the methods and means necessary for energy isolation and 

control. 

 The purpose and use of energy control procedures. 

 The lockout/tag out procedures and the prohibition of restarting or reenergizing machines 

that are locked out or tagged out. 

 When tag out systems are used, employees must be made aware of the following: 

 Tags are warning devices fastened to energy isolating devices, and do not provide the 

physical restraint that is provided by a lock. 

 When a tag is attached, it is not to be removed, bypassed, or ignored, except by authorized 

employees. 

 Tags must be legible and understandable by all affected employees. 

 Tags and their means of attachment must be made of material that will withstand 

environmental conditions encountered in the workplace. 

 Tags may evoke a false sense of security, so their meaning as it applies to the overall energy 

control program must be understood by all employees. 

 Tags must be securely attached to energy isolating devices, so they cannot be inadvertently 

or accidentally detached. 
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Exposure to Extreme Temperatures 
 

Purpose:  

 

To set policies, procedures and practices to protect Rose Enterprises employees from the effects of 

extreme temperatures. 

 

Scope:  

 

This policy applies to all employees and managers of Rose Enterprises. 

 

Procedures/Controls for Heat Exposure: 

 

Engineering Controls:  

 

Whenever possible avoid working outside in the sun during the hottest part of the day. Where 

practicable schedule outside work for early morning or late afternoon/evening. 

 

Administrative Controls: 

 

 Using the ACGIH table below, schedule workers with the appropriate amount of rest based 

on the type of work they are completing. 

 Ensure that potable water is available to workers. 

 Immediately remove from work and the heat any worker who is exhibiting signs of heat 

stress and have them treated by a first aid attendant or physician. 

 

Personal Protective Equipment: 

 

Ensure that clothing and related PPE provided are light weight to reduce the effects of high 

temperatures, yet still provide adequate protection from hazards associated with the tasks being 

completed. 
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Table 1 

ACGIH Screening Criteria for Heat Stress Exposure (WBGT values in °C)  

for 8 hour work day five days per week with conventional breaks  

Allocation of 

Work in a 

Work/Rest Cycle  

Acclimatized  
Action Limit  

(Unacclimatized)  

Light Moderate Heavy Very 

Heavy 

Light Moderate Heavy Very 

Heavy 

75-100% 31.0 28.0 -- -- 28.0 25.0 -- -- 

50-75% 31.0 29.0 27.5 -- 28.5 26.0 24.0 -- 

25-50% 32.0 30.0 29.0 28.0 29.5 27.0 25.5 24.5 

0-25% 32.5 31.5 30.5 30.0 30.0 29.0 28.0 27.0 

Assumes 8-hour workdays in a 5-day workweek with conventional breaks. 

TLVs assume that workers exposed to these conditions are adequately hydrated, are not taking 

medication, are wearing lightweight clothing, and are in generally good health. 

 

Examples of workloads: 

 

Rest - sitting (quietly or with moderate arm movements) 

Light work - sitting or standing to control machines; performing light hand or arm work (e.g. using a 

table saw); occasional walking; driving 

Moderate work - walking about with moderate lifting and pushing or pulling; walking at moderate 

pace; e.g. scrubbing in a standing position 

Heavy work - pick and shovel work, digging, carrying, pushing/pulling heavy loads; walking at fast 

pace; e.g. carpenter sawing by hand 

Very Heavy - very intense activity at fast to maximum pace; e.g. shovelling wet sand 

Adapted from: 2008 TLVs® and BEIs® - Threshold Limit Values for Chemical Substances and 

Physical Agents and Biological Exposure Indices. Cincinnati: American Conference of Governmental 

Industrial Hygienists (ACGIH), 2008, p. 221. 
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Procedures/Controls for Exposure to Cold 

 

Engineering Controls: 

 

Whenever practicable, schedule hours for working in the cold to be during the warmer portions of the 

day, rather than at night or early morning. 

 

Administrative Controls: 

 

 Using ACGIH Table below, restrict the amount of work done by a done a worker in a day and 

schedule the appropriate amount of breaks. 

 Do not allow workers to surpass the maximum work period  

 Cease work where appropriate based on table below 

 Immediately remove any worker from the work and the cold any worker who is exhibiting 

signs of stress from the cold and have them treated by a first aid attendant or physician 

 

Personal Protective Equipment: 

 

Ensure that clothing provided and related PPE are designed to counteract the effects of extreme 

cold. 
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Table 2 

TLVs Work/Warm-up Schedule for Outside Workers based on a Four-Hour Shift* 

Air Temperature - 

Sunny Sky 
No Noticeable Wind 

Wind 

8 km/h 

(5 mph) 

Wind 

16 km/h 

(10 mph) 

Wind 

24 km/h 

(15 mph) 

Wind 

32 km/h 

(20 mph) 

°C 

(approx) 

°F 

(approx) 

Max. 

work 

Period 

No. of 

Breaks** 

Max. 

Work 

Period 

No. of 

Breaks 

Max. 

Work 

Period 

No. of 

Breaks 

Max. 

Work 

Period 

No. of 

Breaks 

Max. 

Work 

Period 

No. of 

Breaks 

-26° to -

28° 

-15° to -

19° 

(Norm breaks) 1 (Norm breaks) 1 75 

min. 

2 55 

min. 

3 40 

min. 

4 

-29° to -

31° 

-20°to -

24° 

(Norm breaks) 1 75 

min. 

2 55 

min. 

3 40 

min. 

4 30 

min. 

5 

-32° to -

34° 

-25°to -

29° 

75 

min. 

2 55 

min. 

3 40 

min. 

4 30 

min. 

5 Non-emergency 

work should 

cease 

-35° to -

37° 

-30° to -

34° 

55 

min. 

3 40 

min. 

4 30 

min. 

5 Non-emergency 

work should 

cease 

-38° to -

39° 

-35° to -

39° 

40 

min. 

4 30 

min. 

5 Non-emergency 

work should 

cease 

-40° to -

42° 

-40°to -

44° 

30 

min. 

5 Non-emergency 

work should 

cease 

-43° & 

below 

-45° & 

below 

Non-emergency 

work should cease 

*2008 TLVs and BEIs - Threshold Limit Values for Chemical Substances and Physical Agents and Biological Exposure 

Indices. Cincinnati: American Conference of Governmental Industrial Hygienists (ACGIH), 2008 - page 213 
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Overhead Power Line Safety 
 

Purpose 

 

To identify what power lines are, how to avoid coming into contact with them and what to do if 

contact is made with a power line. 

 

This policy is to protect Rose Enterprises employees from the dangers of coming into contact with 

overhead power lines. 

 

In addition to this policy, Rose Enterprises has a Safe Work Practice for working near overhead 

power lines. 

 

Description 

 

An overhead power line is an electric power transmission line suspended by towers or utility poles. 

Since most of the insulation is provided by air, overhead power lines are generally the lowest-cost 

method of transmission for large quantities of electric energy. 

 

Policy 

 

Using appropriate safe practices/procedures near power lines is absolutely mandatory.  Work with 

co-workers to ensure a proper safety attitude at the worksite. Injuries and deaths near power lines 

are all too common.  Near misses are frequent. Avoiding contact with power lines requires common 

sense, a strong awareness of safety factors, and good decision making abilities.  

 

Before work begins, conduct a hazard assessment and examine the work area to identify and correct 

hazards and to establish that the safe limits of approach distances to overhead power lines. Contact 

the local electrical utility company to determine the operating voltage of the line and confirm the 

safe limits of approach distances. The operator of the energized overhead power line must be notified 

before work may be performed may be performed within the safe limit of approach distance. 
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Operating Voltage of Overhead Power Line 

Between Conductors 

Safe Limit of Approach Distance for Persons 

and Equipment 

0-750V Insulated or Polyethylene Covered 

Conductors (1) 

300 mm 

Above 750 V 

Insulated Conductors (1) (2) 

1.0 m 

0-40 kV 3.0 m 

69 kV, 72 kV 3.5 m 

138 kV, 144 kV 4.0 m 

230 kV, 240 kV 5.0 m 

500 kV 7.0 m 

 

 Do not place materials under or adjacent to the overhead power line if it reduces the 

clearance above ground required by OH&S Regulations. Contact the local electrical utility 

company for assistance to determine the required clearance between the power line and 

the ground. 

 Do not allow excavations to reduce the support required for power poles. Contact the 

electrical utility to determine support required. Request line locates in case of grounding 

girds buried at the base of power poles. 

 No person may perform work within 7 meters of an overhead power line if the voltage is 

unknown. 

 

Responsibilities  

 

All Rose Enterprises employees 

 

 A one meter clearance shall be maintained around electrical panels and breaker boxes. 

 Observe clearances to overhead electrical conduits, overhead crane festoons, while 

operating forklifts and other types of lift equipment. 

 Keep an eye out overhead at all times; take time to examine the hazard; Check the height 

of your equipment or load; Plan your moves – are there power lines to pass under or avoid; 

Look out for uneven ground that may cause your vehicle to weave, bob, or bounce; Think 

about wind and temperature – they may affect the power line’s height. 

 Never ride or climb on equipment or a load when near a power line. 

 Work around power lines is to be done only during daylight hours. 

 Don’t ground your equipment around a power line. 

 Do not allow equipment or objects to approach the overhead power line closer than the safe 

limit of approach specified. 

 If work is being carried out near the safe limit of approach, use a trained signaler to act as 

an observer to ensure that the required distance is maintained (Communicate by radio or 

air horn). 

 Remember electricity is invisible, don’t take chances. 

 Keep a safe working distance between your equipment and power lines – follow OH&S 

Regulations which require you to stay clear of power lines. Don’t go too close with people or 

equipment.  
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Emergency Response/Prevention 

 

Accidents can be prevented with “safety first” in mind. If you or a co-worker come into contact with 

an overhead line:  

 

 Stay in the vehicle until help arrives, this is the safest place. 

 Stay alert and keep other workers away from the area. 

 Try to break contact with the lines by moving the vehicle at least 10 meters (32 feet) away. 

 Don’t try to break contact if the cable or equipment appears to be welded to the line – this 

could cause the line to whip or snap. 

 Do not touch power lines with wood, the wood may be damp and could conduct electricity. 

 If a line is on the ground, it could be charging the surrounding area. Stay back 30 feet from 

the line. As well, if a line is touching a piece of equipment, do not come near to the 

equipment or touch it. Never assume the breaker is open or the line is dead. 

 Do not assume the lines are dead. 

 Transmission lines are on a 30-second breaker delay which reactivates three times. 

 A distribution line is two lines, one carrying power into the property and the second line 

carrying power back. If contact is made with both of these wires, it is fatal. Contact the local 

electrical utility company to turn off the power.  

 In the event of a life threatening fire, jump clear and try to land as far away as possible (on 

both feet) without touching any equipment as you land. Do not, under any circumstances, 

step down and allow part of your body to be in contact with the ground while any other part 

of your body is touching machinery.  

 Jump with both feet together, maintain balance, and hop as far away as possible 

(Approximately 10 meters). Remember, you are still in danger even if you have cleared the 

vehicle – hop away to minimize the danger of electrical currents in the ground passing 

through your body. Do not take large steps because it is possible for one foot to be in a high 

voltage area and the other in a low voltage area. The difference between the two can kill  
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Workplace Hazardous Material Information System (WHMIS) Policy 
 

Employee training/Instruction 

 

All Rose Enterprises who handle hazardous materials employees shall receive WHMIS training 

as required under current legislation. Training will include approved course as well as onsite 

orientation of WHMIS controlled products. A record of this training must be maintained. 

Employees will be issued a pocket card upon completion of WHMIS training. 

 

WHMIS 

 

The purpose of WHMIS (Workplace Hazardous Material Information System) is to ensure that 

workers and employees have the information they need to work safely with hazardous materials 

at Alberta work sites. 

 

WHMIS has three components: 

 

 Labels; 

 Material Safety Data Sheets (MSDSs); 

 Worker education. 

 

WHMIS applies to materials called “controlled products”. A controlled product is any product 

that meets the criteria for one or more of the six WHMIS hazard classes. Each class, except Class 

D, has a separate “hazard symbol” Class D has three hazard symbols — one for each of its 

divisions. 

 

Labels 

 

There are two main kinds of WHMIS labels — supplier labels and work site labels.  Controlled 

products are required to be labeled with either a supplier label or a work site label. 

 

Supplier labels 

 

Supplier labels appear on controlled products purchased from Canadian suppliers. Supplier 

labels must be affixed to the original containers of controlled products. Supplier labels that are 

missing or illegible must be replaced with workplace labels. Supplier labels provide basic 

information about how to handle a product safely. Supplier labels have distinctive rectangular 

slash-marked borders. Supplier labels contain 7 pieces of information: 

 

 product name; 

 name and address of the supplier; 

 symbols for each of the product’s hazard classes; 

 main hazards of the product; 

 precautions to take during handling and use; 

 first aid measures;  

 reference to the MSDS for more information. 
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There are a few situations when the supplier label may be a bit different from the basic model. These 

situations include controlled products in small containers (less than 100 ml), laboratory chemicals, 

and samples sent to labs for analysis, and compressed gas cylinders having curved labels on their 

necks. Employers are required to teach workers about any of the variations they might see at the 

work site. 

 

 

 
 

Work site labels 

 

Work site labels appear on controlled products that have been transferred from suppliers’ containers 

to work site containers, and on controlled products manufactured at the work site. Workplace labels 

must be affixed to controlled products that have been transferred from the original container into 

another container. 

 

Work site labels are also used to replace supplier labels that have been damaged. Work site labels 

are less detailed than supplier labels and only require three pieces of information: 

 

 name of the product; 

 information on how to use the product safely; 

 reference to the MSDS for further information.   

 

 

 

Example: 

TOLU-SOLV 

All Purpose Cleaner 

Flammable: Keep away from all sources of heat, 

sparks, and open flames 

Toxic: Use neoprene gloves, goggles, and 

organic vapor respirator 

See MSDS for more information 
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Material Safety Data Sheets 

 

Responsibility for MSDS is as follows: 

 

Management: 

 

 Obtain from the owner any MSDSs which are required for owner supplied material 

 Obtain from subcontractors any MSDSs which are required for material supplied by 

subcontractors 

 Cooperate with the owner/general contractor in setting up a general MSDS file for the project 

 Ensure foreman has set up and has updated MSDS filing system on site 

 Request from purchasing any labels that may be required 

 Ensure that there is an MSDS for controlled products used on the site and in the site file 

which is accessible to all workers 

 Review all Rose Enterprises supplied material and obtain all MSDS required 

 Make available “upon request” MSDS to all Rose Enterprises employees 

 Ensure that proper personal protective equipment is available on site 

 

Employees 

 

 Alert management if MSDS is out of date (more than three years old) 

 Alert if you think an MSDS has incorrect information 
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Transportation of Dangerous Goods (TDG) 
 

Purpose 

 

To establish standards for The Transportation of Dangerous Goods for the employees of Rose 

Enterprises 

To comply with the Transportation of Dangerous Goods Regulations and take every reasonably 

practicable measure to ensure the health and safety of Rose Enterprises employees, emergency 

response workers and the general public. 

 

Scope: 

 

This policy applies to all workers, supervisors, managers and contractors of Rose Enterprises 

Definition 

 

Dangerous Goods are products that could be hazardous when they are being transported or when 

they spill or leak. These goods are listed in the Transportation of Dangerous Goods Regulations.  

 

Responsibilities  

 

Shipper 

 

 Finds out how the dangerous goods shipment is classified under the Transportation of 

Dangerous Goods Regulations 

 Ensures the shipment is in the proper container 

 Completes a shipping document 

 Ensures the container has the correct safety marks 

 Ensures that the container or vehicle has already been placarded or that the driver has 

any placards that are required 

 

Driver 

 

 Ensures that the documentation is complete 

 Ensures that containers have the correct labels and other safety marks, based on the 

information in the shipping document 

 Attaches any placards that might be necessary 

 Ensures that the dangerous goods are properly loaded and secured 

 Carries a copy of the shipping document 
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Receiver 

 

 Ensures that the dangerous goods are properly loaded and secured 

 Managers/Supervisors will not allow any employees to handle or offer to transport 

dangerous goods unless the employee can provide a valid training certificate.  

 Dangerous goods must be shipped and/or received only by the TDG trained person, or an 

employee working in the presence and under the direct supervision of an individual who 

holds a training certificate. 

 The worker shall take all reasonable care of his/herself and that other workers present. 

The worker shall also co-operate with Rose Enterprises management to comply with the 

TDG regulations as far as reasonable practicable. 

 

Classification and Packaging 

  

The supplier is responsible for the proper classification of dangerous goods, and for obtaining the 

proper packaging materials before the carrier takes possession. The carrier must ensure that the 

classification and packaging is correct before accepting the shipment.  

 

The package should have the Shipping Name listed in upper case letters 

 

 Hazard class label(s) 

 Identification number (UN number) 

 Packing group 

 Orientation label (for liquids only) 

 

Load Securement 

 

All Dangerous Goods shipment shall be secured following NSC 10 load securement guidelines. 

The NSC 10 standard basically requires that cargo must be secured so that it cannot: 

 

 Leak, spill, blow off, fall through, or otherwise be dislodged from the vehicle; or 

 Shift upon or within the vehicle to the extent that the vehicle’s stability or 

manoeuvrability is adversely affected. 

 

 

Spillage Emergency 

 

If involved in a dangerous goods spillage incident, precautions should be made when dealing with 

such an incident. 

 

 Approach cautiously from an upwind position 

 Secure the scene 

 Identify the hazards 

 Assess the situation 

 Obtain Help   
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You must report immediately if: 

 

1. There is a spillage or release of dangerous goods in amounts greater than listed in the 

regulations 

2. There is an imminent accidental release of dangerous goods 

3. There is damage to the container that may leak as the result of an incident. 

 

 

You must report to: 

 

 The appropriate authority  

 The management of Rose Enterprises (your employer and owner of the vehicle) 

 The shipper of the dangerous goods   

 

Training  

 

All employees will participate in the transport of dangerous goods training program as part of the 

orientation process. To prove competency all employees shall obtain a pass mark on the TDG test 

and receive a TDG certificate 

 

Records 

 

All records of TDG documentation including shipping documents, training records or investigations 

will be kept by the Safety Department for the minimum of two years.  
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Fire and Explosion Hazards 
 

Purpose: 

To establish Safe Work Practices for handling compressed gas cylinders, safe storage and 

handling of flammable substances, and control measures for the use of internal combustion 

engines in hazardous locations. 

Scope: 

This policy applies to all employees, supervisors, managers, and contractors of Rose Enterprises.
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Policy 

Safe Storage and Handling of Compressed Gas Cylinders: 

TITLE  
Care And Handling Of Compressed Gas Cylinders  

 

GENERAL  

Protecting workers from injuries associated with 

the care and handling of compressed gas cylinders  

 

APPLICATION  

No person shall handle compressed gas cylinders 

or use compressed gas cylinders until they are 

fully aware of the potential hazards and the 

precautions necessary to handle propane safely.  

 

PROTECTIVE MECHANISMS  

Safe work procedure TDG ( Transportation of 

Dangerous Goods ) Legislation WHMIS PPE: as 

per company policy Permit system  

ERP (Emergency Response Plan)  

 

SELECTION AND USE  

TDG Manufacturer’s specifications  

As per safe work procedure  

 

SUPERVISOR RESPONSIBILITY  

To facilitate and/or provide proper instruction to 

their workers on protection requirements and 

training TDG compliant  

 

WORKER RESPONSIBILITY  

 

1. Ensure WHMIS and TDG labels are 

appropriately attached and visible.  

2. Cylinders must be transported and secured in 

an upright position in a well ventilated area.  

3. Cylinders will not be stored inside buildings, or 

carried in closed canopies, vehicles or tool vans, 

following applicable legislation.  

4. A regulator must be installed on cylinder prior 

to use.  

5. When checking for connection leaks use a soapy 

water solution.  

6. When not in use, cylinder to be secured in 

upright position, valve closed and regulator 

removed.  

7. Cylinders should not be used if shoulder 

label/stamp is not legible.  

8. When not in use, a plug or cap must be used to 

seal the valve opening.  

9. Ensure cylinders in storage or transit are 

equipped with valve cap or collar and regulator is 

removed.  

10. Cylinder must not to be painted over in any 

fashion.  
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Safe Storage and Handling of Flammable Substances 

 

Rose Enterprises shall ensure that flammable substances stored or used at the work area: 

 

a) Will not be in sufficient quantity to produce an explosive atmosphere if inadvertently 

released, 

b) Are not stored within 30 metres of an underground shaft,  

c) Are not stored in the immediate vicinity of the air intake of  

 

i. A ventilation supply system,  

ii. An internal combustion engine, or 

iii. The fire box of a fired heater or furnace, and  

 

d) Are stored only in containers approved to CSA Standard B376•-M1980 (R2008), Portable 

Containers for Gasoline and Other Petroleum Fuels, NFPA Standard 30, Flammable and 

Combustible Liquids Code, 2008 Edition, or ULC Standard C30•-1995, Containers, 

Safety, if manufactured on or after July 1, 2009. 

 

Control Measures for the Use of Internal Combustion Engines in Hazardous Locations 

Rose Enterprises shall ensure that an internal combustion engine in a hazardous location has a 

combustion air intake and exhaust discharge that is: 

 

a) Equipped with a flame arresting device, or  

b) Located outside the hazardous location. 

 

Rose Enterprises shall ensure that all the surfaces of an internal combustion engine that are 

exposed to the atmosphere in a hazardous location are:  

 

a) At a temperature lower than the temperature that would ignite a flammable substance 

present in the hazardous location, or  

b) Shielded or blanketed in such a way as to prevent any flammable substance present in 

the hazardous location from contacting the surface. 
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Fire Prevention 

1. No Smoking is permitted on the lease, site or shop except in designated areas 

2. Each unit is supplied with a fire extinguisher 

3. Extinguishers are supplied in the shop 

4. Fire extinguishers are checked monthly to ensure they are fully charged and in good 

operating condition 

5. All personnel shall be familiar with the proper handling and operation of fire extinguishers 

6. Oily rags must be discarded in approved containers 

7. Flammable liquids such as gasoline should not be used as a washing or cleaning agent. 
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Hearing Conservation and Noise Policy 
 

Purpose: 

 

To comply with Alberta Health and Safety Noise Regulations and prevent occupationally induced 

hearing loss. 

 

Definitions: 

 

Noise Hazard Area: An area where noise levels exceed 85 dbA 

 

Noise Exposed Worker: Any worker required to work in a noise hazard area on a regular basis at or 

in excess of the OH&S Occupational Exposure Limits. 

 

Policy: 

 

Rose Enterprises as a part of their commitment to OH&S will maintain a noise and hearing 

conservation program. The program will comply with the Noise Regulations of the Provincial 

Occupational Health and Safety Act and Regulations.  The program is intended to protect employees 

and contractors from occupationally induced hearing loss. 

 

Procedure: 

 

1. Noise Level Survey 

 

Noise hazard areas at each job site will be identified by noise level surveys and warning signs will be 

posted outside of each of these areas. 

 

2. Reduction of Noise Exposures 

 

Whenever possible, engineering and administrative controls will be instituted in order to reduce the 

exposure to noise hazards. 

 

3. Hearing Conservation 

 

Noised exposed worker will be provided with appropriate hearing protection, education on the 

hazards of noise exposure and the purpose of protective equipment and audiometric testing. 

 

The noise exposed workers shall wear the hearing protection supplied at all times when in a noise 

hazard area, submit to audiometric testing as requested and attend training as requested. 

Employees shall wear hearing protection when the work area noise exceeds 85 dBA.  

 

The corporation will provide disposable earplugs and muffs in specific areas on the job site that 

meets the requirements of CSA Standard Z94.2-02, Hearing Protection Devices – Performance, 

Selection, Care, and Use, and is of the appropriate class and grade described in Schedule 3, Table 2. 
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4. Education 

 

 Education of noise exposed workers to the hazards of  noise exposure and the purpose, 

use and care of hearing protection shall be provided: Within two months of a worker 

becoming a noise exposed worker (usually as part of the new employee training 

orientation). 

 Provide workers with training in the selection, use and maintenance of hearing 

protection equipment required to be used at a work site in accordance with the 

manufacturer’s specifications, 

 Ensure that affected workers wear the hearing protection equipment required to be used. 

 Annually at site safety and environmental meetings. 
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First Aid 
Rose Enterprises shall ensure compliance to O. H. & S Regulations Schedule 2 Table 5, 6, or 7 

regarding number, training, and qualifications of first aiders. Records of personnel qualified and 

expiry dates will be kept on file. 

 

Rose Enterprises will ensure that first aid services, first aid equipment, supplies and the first aid 

room required by this Code are located at or near the work site they are intended to serve, and 

available and accessible during all working hours. Number of first aiders will be as O.H. & S. Rules 

and Regulations for First Aid Requirements. All First Aid personal will be identified as designated 

First Aid field and shop personnel. 

 

All first aiders shall be certified and readily available to assist workers. 

 

Storage and Maintenance 

 

Rose Enterprises will ensure first aid service, equipment, and supplies are: 

 

 Located at or near the work site they are intended to serve 

 Available and accessible during all working hours 

 Maintained in a clean, dry and serviceable condition 

 Contained in a material that protects the contents from the environment 

 Clearly identified as first aid equipment and stations by posting signs 

 Ensure that an emergency communication system is in place for workers to summon first aid 

services 

 Refer to First Aid Part 10 of the Occupational Health & Safety Codes. 

 All emergency communication systems will be in place for workers to summon first aid 

services, and all first aiders will be identified at pre-job meetings. 

 

 

Transportation from Shop and Work Site 

 

Rose Enterprises will ensure proper training for the transport of an injured worker or a worker that 

falls ill from the shop or work site to the nearest health care facility. Drills for emergencies will be 

conducted yearly and arrangements will be in place for transportation. Site specific plans will ensure 

location and nearest facility for health care. 

 

 

Reporting Procedures 

 

All employees shall report any injuries and illnesses to their employer immediately after they occur. 

 

Rose Enterprises will document all work related injuries and illnesses. 

 

 

* All Records will be kept on file for a period of 3 years for review. 
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First Aid Record 
 

Date of injury or illness: Time: 

Date of injury or illness - REPORTED: Time: 

Full name of injured or ill worker: 

 

Description of the injury or illness: 

 

 

 

 

 

 

Description of where the injury or illness occurred/began: 

 

 

 

 

 

 

Cause of the injury or illness: 

 

 

 

 

 

First Aid Provided:  Yes     No   

 

First Aider Qualifications: 

 

 

 

Describe First Aid Provided: 

 

 

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

 

Copy provided to worker:    Refused:       Injured Worker Initials: ______ 

 

 
KEEP THIS RECORD CONFIDENTIAL AND RETAIN FOR AT LEAST 3 YEARS FROM DATE INJURY/ILLNESS IS REPORTED 
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Motor Vehicle Safety 
 

Driving hazards are considered among the major threats to the safety of Rose Enterprises 

employees. Critical Task Analysis has confirmed the that primary driving hazards are weather, road 

and traffic conditions, collisions with wildlife, impairment due to fatigue and other causes, 

distractions by electronic devices, and unsecured cargo. Driving hazards and controls are 

communicated to employees through orientation, training, tool box talks and safety meetings. 

 

Scope:  

 

All drivers, equipment operators and employees of Rose Enterprises are expected to adhere to the 

motor vehicle safety policy. 

 

Responsibilities: 

 

All Drivers of Rose Enterprises vehicles: 

 

 Possess a valid and current driver’s licence from the province of Alberta  

 Provide a current driver’s abstract and provide a driver’s abstract annually for review. 

 Refrain from using any drugs or consuming any alcohol before or during driving. 

 Report any traffic violations resulting in suspensions with 24 hours to distract manager. 

 Do not allow company vehicles to be driven by anyone other than assigned employees. 

 Operate vehicles in a safe and courteous manner while obeying all traffic laws. 

 Ensure that seatbelts are worn by all drivers and passengers while vehicle is in motion. 

 Do not pick up hitchhikers or any unauthorized passengers. 

 Do not use cell phones or texting devices when driving, including hands free equipment. 

 Report all motor vehicle collusions to the Rose Enterprises management immediately. 

 

Employees: 

 

 Participate in training for this policy. 

 Adhere to this policy.  

 

Management: 

 

 Provide training on this policy. 

 Maintain records of training on this policy. 

 Discipline employees who do not adhere to policy. 

 Provide copies of this policy. 

 Post this policy in areas common to employees, drivers and equipment operators. 

 Provide driving training for all employees within 6 months of employment. 

 Ensure that drivers are 18 years old and insurable under company policies. 

 Keep records of all drivers which include Driver Licence information, Driver Abstracts and 

driver training records. 

 Ensure employees follow this policy. 

 Answer any employee questions and provide clarification when needed. 

 Adhere to this policy 
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Safe Vehicle Operation Guidelines 

 

 Rose Enterprises drivers must operate personal, rental and company vehicles in a safe and 

courteous manner, obeying all traffic laws and adjust speed to weather, road and traffic 

conditions. 

 Seatbelts must be worn by drivers and passengers when the vehicle is in motion.  

 The number of passengers cannot exceed the number of seatbelts. 

 No passengers shall ride outside of passenger seating or in a cargo area. 

 Tools, equipment and laptops must be secured and not be visible to avoid the potential for 

theft. 

 Unattended vehicles must be safely parked with the engine off and in a secure area. 

 While refuelling, engines must be turned off and precautions taken to prevent ignition of fuel 

vapours from static discharge and other ignition sources. 

 A signal/flag person wearing a reflective traffic safety garment is recommended for safely 

backing vehicles into poorly visible and confined areas. 

 Drivers must pull through in parking spaces whenever possible. 

 If not possible to pull through when parking, drivers must back into parking spaces safely. 

 When backing in to a parking space, it is preferable to have a spotter assist the driver 

reverse safely if possible. 

 Installation and use of radar detecting devices is prohibited. 

 Accident report forms, vehicle registration, proof of insurance, license plate and registration 

sticker shall be fastened and carried in the vehicle at all times. 

 

 

Cargo Securement 

 

Purpose:  

 

To establish standards, procedures and guidelines for Rose Enterprises drivers and employees to 

comply with the National Safety Code (NSC) Standard in cargo securement regulations. 

 

 It is recommended that all company vehicles transporting equipment, including pickup trucks, 

apply the NSC Standard 10 as a guide for safe securement of cargo.  

 

The NSC 10 standard basically requires that cargo must be secured so that it cannot: 

 

 Leak, spill, blow off, fall through, or otherwise be dislodged from the vehicle; or 

 Shift upon or within the vehicle to the extent that the vehicle’s stability or manoeuvrability 

is adversely affected. 
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Basic Cargo Securement Guidelines: 

 

 Basic training in cargo securement requirements will be provided to company drivers and 

shipper/receivers. 

 Drivers should be aware of vehicle load capacities and load weights. 

 Loose items in truck cabs or passenger areas should be stored in secured containers or 

prevented from sudden entry  into the driver area by a cargo net or barrier. 

 All hazardous, flammable, pressurized products and fuels shall be stored in cargo areas in 

approved, clearly labelled, closed and properly secured containers. Yellow cans for diesel, red 

cans for gasoline. Bungee cords are not acceptable for fuel can securement. 

 Tarps or cargo nets must be of sufficient design to prevent spilling or release of types of 

loads, where loads consist of aggregate material, any collection of small materials likely to 

bounce, blow or fall from a vehicle. 

 Cargo that extends over the tailgate, and has more weight than can be sufficiently supported 

by the tailgate itself, must be supported and secured by a device fastened to the truck bed of 

adequate strength to support and prevent any movement of the load. 

 Tie downs should be fastened to anchor points mounted on vehicle frames or vehicle 

manufacturer provided/recommended anchor points. 

 Only use approved tie down devices, chains, binders, ratchet straps, with visible 

manufacturer Working Load Limits.  

 Keep load center of gravity low and the load centered and up to the front of the cargo area. 

 All cargo must be properly secured before moving a vehicle. 
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Ground Disturbance 

Purpose 

To establish a policy and procedures for ground disturbance for Rose Enterprises and to comply with 

the Alberta Occupational Health and Safety Code, part 32. 

Definition 

Ground is disturbed if a work operation or activity on or under the existing surface results in a 

disturbance or displacement of the soil.  

 

Examples of activities that disturb the ground: 

1. Excavating, digging, and trenching 

2. Plowing, drilling, tunneling, auguring, and backfilling 

3. Driving posts, bars, pins, topsoil stripping, land leveling, and quarrying, 

4. Tree planting, rock picking, grading, blasting and clearing. 

 

Examples of activities that do not displace the ground: 

1. Routine, minor road maintenance, such as patching, street sweeping, and grading of gravel 

roads, 

2. Agricultural cultivation to a depth less than 450 millimetres (18 inches) below the ground 

surface over a pipeline, or 

3. Hand digging to a depth of no more than 300 millimetres (12 inches) below the ground 

surface, so long as it does not cover over a buried facility 

 

Soil Classification 

There are three types of soil classification:  

1. Hard and compact,  

2. Likely to crack and crumble,   

3. Soft, sandy or loose 

 

Please use the chart below to determine what type of soil you are working with. If the excavation 

contains soil of more than one type, you must operate as if all the soil is the soil type with the least 

stability. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



89  
 

 

Soil  

Characteristics 

Soil Type 

Hard and Compact Likely to Crack 

and Crumble 

Soft, Sandy or Loose 

Consistency Hard and very dense in 

compactive condition 

Stiff, compact in 

compactive condition 

Firm to very soft, loose 

to very loose in 

compactable condition 

Ability to Penetrate Only with difficulty 

with a small, sharp 

object 

With moderate 

difficulty with a small, 

sharp object 

With ease 

Appearance Dry Damp, after it is 

excavated, has low to 

medium moisture 

content 

Appears solid but flows 

or becomes unstable 

when disturbed. Can 

be dry, running easily 

into a well-defined 

conical pile, or wet 

Ability to Excavate 

with Hand Tools 

Extremely Difficult Moderately difficult With ease 

Water Seepage Shows no sign of water 

seepage 

Shows signs of 

localized water seepage 

Definite signs of water 

leakage 

Other Does not include 

previously excavated 

soil 

Shows signs of surface 

cracking 

 Is granular below the 

water table, unless 

the soil has been 

dewatered 

 Exerts substantial 

hydraulic pressure 

when a support 

system is use 

 

 

 

Marking an Excavation 

 

When there is a danger of Rose Enterprises workers, contractors or visitors falling into an open 

excavation, there must be a warning system in place. The warning system must be effective and its 

purpose clearly understood by all employees, contractors and visitors. 

 

Examples of warning systems: 

 Barricades using concrete blocks, snow fencing, guardrails, fencing 

 Flagging, signs, or marking 

 

Water Hazard 

Rose Enterprises will not allow a worker to enter an excavation where the accumulation of water 

poses a hazard to a worker. 

 

Soil Stabilization 

Rose Enterprises shall stabilize the soil in an excavation by shoring or cutting back, and will 

stabilize the soil in a tunnel, underground shaft or open pit by shoring. 
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Locating Buried or Concrete-Embedded Facilities 

Before any Ground Disturbance occurs, Rose Enterprises will: 

 

1. Contact the Alberta One Call 

2. Contact the owner or the owners’ designate if they are not registered with Alberta One 

Call of 

 A pipeline that is within 30 metres of the worksite 

 Any other buried or concrete-embedded facility that may be affected by the ground 

disturbance  or the removal of existing concrete or soil 

3. Advise the owner or designate of the activities 

4. Ask the owner or designate to identify and mark the location of the buried or concrete-

embedded facility 

5. Not begin disturbing the ground or removing the existing concrete until buried or concrete-

embedded facilities have been identified and their existence marked 

6. Ensure all employees of Rose Enterprises are aware of locate marks for buried and 

concrete-embedded facilities. 

7. Rose Enterprises must replace or re-establish the locate marks for buried or concrete-

embedded facilities if activities at the work site move or destroy the marks. 

 

Exposing Buried Facilities 

The “Hand Expose Zone” is the zone lying within 1 metre of each side of the locate marks that 

identify a buried facility. 

 

Rose Enterprises shall ensure that work with mechanical excavation equipment is not permitted 

within the hand expose zone of a buried facility until the buried facility has been exposed by hand 

digging or another non-destructive technique acceptable to the owner of the buried facility. 

 

Rose Enterprises will ensure that any exposed buried facilities are protected and supported so that 

workers are not injured. 

 

Rose Enterprises will notify the pipeline operator or licensee if a pipeline is exposed during a work 

operation. 

 

Methods of Protection 

Rose Enterprises will protect their workers working in excavations that are more than 1.5 metres 

and closer to the wall or bank than the depth of the excavation from cave-ins or sliding or rolling 

materials by cutting back the walls of the excavation to reduce the height of the remaining vertical 

walls, if any, to no more than 1.5 metres for hard and compact soil and likely to crack or crumble 

soil.  



91  
 

Cutting back Walls 

If the walls of the excavation are cut back, Rose Enterprises shall ensure the cutbacks are consistent 

with the following chart: 

 

Hard and Compact  Walls are sloped within 1.5 metres of the bottom of the excavation at an 

angle of not less than 30 degrees measure from the vertical. 

Likely to Crack and 

Crumble 

Walls are sloped to within 1.5 metres of the bottom of the excavation at 

an angle of not less than 45 degrees measured from the vertical. 

Soft, Sandy or Loose Walls are sloped from the bottom of the excavation at an angle not less 

than 45 degrees measured form the vertical. 

 

Loose Materials 

Rose Enterprises shall ensure that all loose materials are trimmed and scaled from the sides of an 

excavation if the workers may be near or at the sides. 

 

Spoil Piles 

Rose Enterprises shall ensure that a spoil pile is piled so that the leading edge of the pile is at least 1 

metre away from the edge of the excavation, that the slope of the spoil pile adjacent to the excavation 

is at an angle of not more than 45 degrees from the horizontal, and that loose materials are scaled 

and trimmed from the spoil pile. 

 

Safe Entry and Exit 

Rose Enterprises will provide workers with a safe means of entering and leaving an excavation, 

tunnel, or trench.  

 

Rose Enterprises will not allow a worker to enter an excavation, tunnel, or trench without a safe 

means of entry and exit. 

 

Where the excavation or trench is deeper than 1.5 metres, a safe point of entering and leaving shall 

be located within 8 metres of the worker. 

 

Rose Enterprises shall ensure that when a worker is in a trench more than 1.5 metres the trench is 

supported or sloped so that the worker can reach the safe point in order to enter and leave. 

 

Power Pole Support 

Rose Enterprises shall ensure that work that disturbs the ground in the vicinity of an overhead 

power line is performed in a manner that does not reduce the original support provided for power 

line poles. 

 

Access for Powered Mobile Equipment 

Rose Enterprises shall ensure that the open side of the excavation or a route used by power mobile 

equipment to gain access to an excavation has a barrier high enough to stop the equipment from 

sliding or rolling into the excavation. 
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 Fit for Duty 
 

Purpose 

 

To establish procedures for assessing fitness for duty of personnel under certain specified 

circumstances or upon release to return to work following a serious injury or illness. 

 

Policy 

 

If an individual is perceived to be mentally or physically unfit to perform one or more of the essential 

function(s) of their job, each person, their supervisor(s), and all employees of Rose Enterprises must 

follow all appropriate sections of this policy. Additionally, all personnel must follow the guidelines 

set forth in this policy in order to return to work from personal injury or a serious health conditions, 

whether work-related or not.  

 

Priority and Responsibility 

 

It is the responsibility of each individual, their supervisor, and Rose Enterprises to follow all 

applicable procedures set forth in this guideline. Each individual is ultimately responsible to be fit 

for duty. Any supervisor who becomes aware that an individual may be unfit for duty may rely on 

this policy to ensure that the person in question is removed from their work assignment or prevented 

from returning to their work assignment until such time that the individual’s fit for duty status can 

be verified under the terms of this policy. Rose Enterprises will be responsible for managing 

compliance of personnel with all terms of this policy. 

 

Procedure 

 

Self-Report: For the safety and wellbeing of personnel and their co-worker an individual is not to 

report to work if they are seriously ill or impaired, especially in cases of communicable disease.  An 

individual with a mental or physical condition that may prevent them from performing an essential 

job function (refer to individual job descriptions), in an effective and/or safe manner should not 

report for work until such time as they are cleared by a physician or Rose Enterprises. All personnel 

should follow policy regarding sick leave notification. 

 

Personal Illness: Personnel are not to report for duty if they are seriously ill or impaired.  

 

Medications: Personnel must report the use of any prescribed medication that may potentially 

impair their mental or physical abilities to perform functions of their job safely and effectively. Such 

notice must be provided to the Supervisor, who will work with the individual’s prescribing physician 

to evaluate whether the medication affects the individual’s ability to safely perform any essential job 

function.  

 

Personnel who report for duty or are on duty while knowingly impaired may face disciplinary 

charges up to and including termination.  
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 On-the-Job and Off-the-Job Illness and Injury: 

 

All standards and definitions for fit for duty evaluations and assessments are the same regardless of 

whether the illness or injury is incurred on or off the job.  

 

For all on-the-job injury/illness or exposures, personnel will follow Rose Enterprises Incident 

Investigation policy, filling out all appropriate forms and making all appropriate notifications. 

 

For all off-the-job injury or illness, personnel will make the appropriate notifications as outlined in 

the Company Safety Manual. 

 

Personnel with an on/off-the-job illness or injury may be subject to a fit for duty evaluation and 

fitness assessment as set forth below. 

 

Observation and Reporting 

 

Any individual observed to be mentally or physically impaired and/or who may be unable to 

effectively and safely perform one or more essential function(s) of their job may be subject to a fit for 

duty evaluation. Signs of inability to perform may include apparent weakness, illness, 

disorientation, memory loss, erratic behaviour or inability to successfully complete any individual 

performance standard (IPS) associated with their position or a fitness assessment.  

  

Reporting Process:  

 

Personnel who observe or who have reason to believe that another individual may be unfit to 

perform the functions of the job effectively and/or safely, will report such observations to their 

immediate supervisor. In cases where the individual in question is the immediate supervisor, the 

field supervisor or management should be notified. 

 

The immediate supervisor of the individual in question should contact the field supervisor, who will 

make the necessary arrangements to assess the individual’s condition. If the supervisor believes that 

the condition could affect the safety of the individual or others, the supervisor will immediately take 

the individual off duty and, if necessary, take the apparatus out of service. 

 

Management is given the discretion to assess appropriate action to be taken with regard to the 

individual, which may result in removal of the individual from duty until such time that a fit for 

duty medical evaluation by a physician is conducted. Management may deem it appropriate to place 

the individual on administrative leave.  

 

In cases where the individual is removed from duty or needs to be referred for a medical evaluation 

and/or treatment, the immediate supervising officer or will contact management regarding the 

situation immediately or as soon as a reasonable Initial contact maybe by phone, with written follow-

up. 

 

 

 

 



94 
 

Referral for Medical Evaluation 

 

1. Management may, determine the need for an individual’s fit for duty medical evaluation or 

fitness assessment required under the following circumstances: 

 

 When actual problems exist or are reported with the individual’s performance of any 

essential function of their job. 

 When there are legitimate concerns about whether the individual or their performance 

poses a direct threat to the safety and health of themselves or others. 

 To determine the necessity for, or existence of, a reasonable accommodation.  

 When medical evaluation, screening, and monitoring is required by federal, provincial, or 

local law. 

 

2. Personnel are generally relieved from duty and are placed on HR Administrative Leave 

and/or sick leave until such time as an evaluation is made. If the evaluation indicates that 

the individual is not fit for duty, they will continue on sick leave, workers’ compensation, or 

disability, until such time as they are released to work in a full or modified capacity. 

 

3. Minor Illness/Injury: 

 In case of minor illness or injury, Rose Enterprises may require a note from the 

 individual’s health care provider that releases them to duty or otherwise indicates any 

 recommendation regarding their ability to work.  

 

Return to Work 

 

Refer to rehabilitation policy 

 

 Rehabilitation Policy 

 

Although one of the principal objectives of the health and safety management system is to prevent 

occupational injury or illness, it is recognized that occasionally employees will become injured or ill 

due to work related incidents. 

 

Continuing research has clearly demonstrated that the sooner an employee can return to 

appropriate, physical approved, employment, the shorter the healing time will be. 

 

Rose Enterprises believes that its employees are its most important asset.  As such, all employees 

will be offered the opportunity to participate in the modified duty program, provided appropriate 

work is available.  All employees will be provided with referrals to outside rehabilitation resources, 

as required. 
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 Modified Work for Injured Workers 

 

Responsibilities 

 

1. The direct responsibility and control of the Modified work program lies with the supervisor 

and management. They are responsible for assigning employees to appropriate modified 

duties and for ensuring that employees are not reassigned into inappropriate tasks. 

 

2. The supervisor and management will determine what tasks or jobs can be used or can be 

modified to accommodate injured or ill employees. 

 

3. Management is responsible for monitoring all employees assigned to modified duties to 

ensure that the employees are performing only those jobs or tasks, as assigned. 

 

4. Employees who are placed on modified duties are responsible for being an active participant 

in the Modified Work Program. The employee will not participate in any activity at work or 

away from work that might jeopardize their recovery, or further aggravate their injury. The 

employee is responsible for scheduling and attending all physiotherapist and is required to 

follow exercise routines prescribed by their physiotherapist and report any problems they are 

having performing their modified duties immediately. 

 

5. The employee is also responsible to refuse or report any work that is in excess of limitations 

placed on them by the physician. 

 

6. As required, an occupational physician may be asked to provide guidance and direction to the 

president for the Modified Work Program. This will include communicating with associated 

medical professionals, and interpreting medical information regarding medical limitations of 

an injured or ill employee. 

 

7. If there is a conflict between the restrictions imposed by an employee’s family physician and 

an occupational physician, management must be contacted immediately by the employee.  

Management will immediately contact the occupational physician and the case manager at 

the WCB for further evaluation and direction. 

 

8. Management is responsible for communicating with the provincial WCB and ensuring that 

the necessary Rose Enterprises personnel are informed of the progress of the claim and any 

problems or concerns. 
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Modified Work Guidelines 

 

When an accident happens at a worksite: 

 

1. Take care of the injured. 

 

2. Depending on the severity of the injury, determine the most appropriate means of 

transportation for the injured worker.  Air transportation may be required. 

 

3. The supervisor is responsible to insure they or a responsible company representative 

accompanies the injured worker to a medical facility. 

 

4. It is extremely important that the doctor be made to understand that Rose Enterprises has a 

modified work program, and is able to provide appropriate productive modified work for the 

injured employee if required. 

 

5. If the doctor feels that the condition of the injured worker is such that they are unable to 

perform modified work call the president immediately. 

 

6. If the doctor agrees that modified work is appropriate, explain to the worker that modified 

work must start immediately. 

 

7. If the worker is medically unable to return to modified duties immediately advise 

management.  

 

8. Complete and return the following reports to the office: 

 

- Incident investigation report. 

- WCB employees report of injury 

- Witness statements 

- Physicians report 

 

9. The office will fill out the WCB employers report and fax in appropriate documents to WCB 

within 72 hours. 

 

10. Do not leave an injured employee at a medical institution. If the employee is unable to go 

back to the worksite, due to hospitalization, please call the president immediately, if not wait 

for the injured employee. 
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Fatigue Management 
 

Purpose 

 

Fatigue affects a person’s health, reduces performance and productivity within the workplace, 

and also increases the chance of a workplace accident occurring. The Fatigue Management 

Program has been developed to help employees and management addresses the issue of fatigue 

within Rose Enterprises operations. 

 

Scope 

 

This policy applies to all Rose Enterprises management and employees. 

 

Policy 

 

Management shall ensure that they are familiar with the definition of fatigue, identification of 

the signs and symptoms of fatigue, and how to address the issue of fatigue. All management staff 

shall ensure that all workers comply with the Fit to Work policy. Workers that do not meet the 

Fit to Work policy shall cease all job tasks, be supervised off the work location and escorted to 

their place of residence or to the office for further assessment. 

 

Fatigue is the state of feeling very tired or weary as a result of insufficient sleep, prolonged 

mental or physical work, or extended periods of stress or anxiety. Boring or repetitive tasks can 

intensify feelings of fatigue. Fatigue can be described as either acute or chronic. 

 

Acute fatigue results from short-term sleep loss or from short periods of heavy physical or mental 

work. The effects of acute fatigue are short duration and usually can be reversed by sleep and 

relaxation. 

  

Chronic fatigue is a condition of excessive fatigue, cognitive impairment and other varied 

symptoms. Classified by the World health Organization (WHO) as a disease of the nervous 

system and may last months or years, causing severe disability. 

 

High levels of fatigue cause reduced performance and productivity in the workplace, and increase 

the risk of accidents and injuries occurring. Fatigue affects the ability to think clearly, which is 

vital when making safety related decisions and judgements. People who are fatigued are unable 

to gauge their own level of impairment. As a result, fatigued people are unaware that they are 

not functioning as well or as safely as they would be if they were not fatigued. 

 

When fatigued, a person may experience micro sleeps. A micro sleep is a brief nap that lasts for 

approximately four to five seconds. People who suffer from micro sleeps are not always aware 

when a sleep occurs – this can have a significant impact on safety. A decrease in the performance 

capacity is linked to fatigue. Performance levels drop as work periods become longer and sleep 

loss increases. Recent studies have shown that staying awake for 17 hours leads to the same 

level of impaired performance as having a blood alcohol content of 0.05%. Staying awake for 21 

hours is equivalent to a blood alcohol content of 0.1%. 
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The most common effects associated with fatigue are: 

 

 desire to sleep 

 lack of concentration 

 impaired recollection of timing and events 

 irritability 

 poor judgement 

 reduced capacity for effective interpersonal communication 

 reduced hand-eye coordination 

 reduced visual perception 

 reduced vigilance 

 slower reaction times. 

 

Evidence also suggests that fatigued people are more likely to engage in risk taking behaviour. 

Each of the above effects is relevant to many, if not all, occupations. Not only do these effects 

decrease performance and productivity within the workplace, but they simultaneously increase 

the potential for accidents and injuries to occur. People working in fatigued state may place 

themselves and others at risk, most particularly: 

 

 when operating machinery (including driving vehicles); 

 when performing critical tasks that require a high level of concentration; 

 when the consequence of error is serious. 

 

Responsibilities 

 

Fatigue management is a shared responsibility between management and workers as it involves 

factors both inside and outside of work. Management is responsible for using a risk management 

approach to manage fatigue. It is the responsibility of workers to ensure that they make 

appropriate use of their rest days and are fit for duty on a scheduled day of work.  
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Working Alone 
 

Purpose 

 

To establish procedures for when employees of Rose Enterprises work alone. 

 

To comply with Alberta Occupational Health and Safety Code Part 28 and to take all reasonably 

practicable measures to protect the health and safety of the employees of Rose Enterprises 

Scope 

 

This policy applies to all employees, supervisors, managers and contractors of Rose Enterprises 

Policy 

 

Employees, who have to travel alone to remote locations, must have training in emergency first 

aid and emergency survival. Carry a first aid-kit and emergency survival equipment where 

reporting in is impossible due to lack of communication systems, or when travelling in extreme 

cold or inclement weather conditions. 

 

Employees working alone shall contact the management of Rose Enterprises every two hours. 

 

Employees must have at least a ten minute rest period every two hours (where practical) 

between driving periods when they travel alone. 

 

All vehicles used for travel to remote areas by employees must be under a regular maintenance 

program and records kept. 

 

Precautions required 

 

Rose Enterprises, will provide effective radio, telephone or other electronic communication 

between a worker who works alone and persons capable of assisting the worker in an emergency 

or if the worker is injured or ill.  

 

If effective electronic communication is not practicable or readily available at the work site, Rose 

Enterprises will ensure that: 

 

 A competent worker visits the worker 

 The visits or contact must be at intervals of time appropriate to the nature of the hazards 

associated with the worker’s work. 

 

*** Working alone is hazard; therefore, it must be assessed, eliminated and/or controlled. 
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Sexual Harassment Policy 

 
Rose Enterprises Policy 

Rose Enterprises is committed to maintaining a healthy, harassment-free work environment for 

all of our employees. Rose Enterprises has developed a company-wide policy intended to prevent 

harassment of any type including, sexual harassment, of its employees and to deal quickly and 

effectively with any incident that might occur. 

 

Purpose of this Policy 

This policy is designed to afford all employees a work environment free from sexual harassment 

of any nature while at the same time not constraining normal social interaction. An employee 

who engages in sexual harassment will be subject to disciplinary action.  

 

Definition of Sexual Harassment 

“Sexual Harassment”, being discrimination on the grounds of gender, is a violation of the 

“Alberta Human Rights, Citizen and Multiculturalism Act.” Unwanted or unwelcome sex-based 

or sexually oriented verbal, physical, or psychological behaviour, constitute sexual harassment 

when: 

 

1. Submission to such conduct is made either explicitly or implicitly a term of, or condition 

of, an individual’s employment; or 

2. Submission to or rejection of, such conduct by an individual affects that individual’s 

employment. 

 

Sexual Harassment can include such things as pinching, patting, rubbing or leering, dirty jokes, 

pictures or pornographic materials, comments or suggestions, requests or demands of a sexual 

nature. The behaviour need not be intentional in order to be considered sexual harassment. 

 

Procedure 

 

If you are being harassed: 

 

1. Tell the harasser their behaviour is unwelcome and ask them to stop. 

2. Individuals who believe that they have been subjected to sexual harassment should 

immediately: 

 

a) Make notes of the date, time and details of the incident(s), and the names of the 

alleged harasser and any witnesses. You do not need a record of events to file a 

complaint, but a record can strengthen your case and help to remember facts at a 

later date. 

b) File a complaint. If, after asking the harasser to stop their behaviour, the harassment 

continues, report the problem to one of the following individuals: 

 

 Director/Owner 

 

c) You also have the right to contact the Alberta Human Rights and Citizenship 

Commission to file a complaint of sexual harassment, and, if the circumstances 

warrant it, criminal charges may be filed by the police. 
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Dealing with a Complaint: 

 

1. Once a complaint is received, it will be kept strictly confidential. An investigation will be 

undertaken immediately and all necessary steps taken to resolve the problem. If 

appropriate, action taken may include conciliation. 

2. Both the complainant and the alleged harasser will be interviewed, as will any 

individuals who may be able to provide relevant information. All information will be kept 

in confidence.  

3. If the investigation reveals evidence to support the complaint of harassment, the 

harasser will be disciplined appropriately. Discipline may include suspension or 

dismissal, and the incident will be documented in the harasser’s file. No documentation 

will be placed in the complainant’s file where the complaint was filed in good faith, 

whether the complaint is upheld or not. 

4. If the investigation fails to find evidence to support the complaint, there will be no 

documentation concerning the complaint placed in the file of the accused harasser. 

5. Regardless of the outcome of a harassment complaint made in good faith, the employee 

lodging the complaint, as well as anyone providing information, will be protected from 

any form of retaliation by either co-workers or supervisors. This includes dismissal, 

demotion, unwanted transfer, denial of opportunities within the company, or harassment 

of the individual as a result of them having made a complaint or having supplied 

evidence regarding the complaint. 

 

Confidentiality 

Because of the sensitive and personal nature of sexual harassment problems, Rose Enterprises 

will endeavour to provide as much confidentiality as possible to the complainant, the alleged 

harasser and any other person who reports harassing behaviour. Such confidentiality will be 

maintained at each stage of the process. 

 

Responsibility of Management 

It is the responsibility of the Director/Owner or any person within this company supervising one 

or more employees to take immediate and appropriate action to report or deal with incidents of 

sexual harassment whether brought to their attention or personally observed. Under no 

circumstances shall a legitimate complaint be dismissed or downplayed nor should the 

complainant be told to deal with it personally. 

 

Rose Enterprises seeks to provide a safe healthy and rewarding work environment for its 

employees.  

 

Harassment will not be tolerated within this company! 

 

If you feel you are being harassed, please contact us. 
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Violence in the Workplace Policy and Procedure 

 
Rose Enterprises Statement of Belief 

Rose Enterprises is committed to and believes in maintaining a healthy, violence work 

environment in which all peoples respect one another and work together to achieve common 

goals. Any act of violence committed by or against any worker or member of the public is 

unacceptable conduct and will not be tolerated. 

 

We are committed to: 

 

a) Investigating reported incidents of violence in an objective and timely manner. 

b) Taking necessary action; and 

c) Providing appropriate support for victims. 

 

No action shall be taken against an individual for making a complaint is made maliciously or 

without reasonable and probable grounds.  

 

No employee or any other individual affiliated with this organization shall subject any other 

person to violence. 

 

Purpose of this Policy 

This policy is designed to ensure that: 

 

a) Individuals are aware of and understand that acts of violence are considered a serious 

offence for which necessary action will be imposed, 

b) Those subjected to acts of violence are encouraged to access any assistance they may 

require in order to pursue a complaint, and 

c) Individuals are advised of available recourse if they are subjected to, or become aware of, 

situations involving violence. 

 

Definition of “Violence” 

“Violence” whether at a worksite or work related, means the threatened, attempted or actual 

conduct of a person that causes or is likely to cause physical injury. 

  

General 

Acts of violence can take the form of physical contact. Abuse in any form erodes the mutual trust 

and confidence that are essential to Rose Enterprises operational effectiveness. Acts of violence 

destroy individual dignity, lower morale, engender fear, and break down work unit cohesiveness. 

 

Acts of violence may occur as a single event or may be involve a continuing series of incidents. 

Violence can victimize both men and women, and may be directed by or towards Rose Enterprises 

workers, visitors, and members of the public. 
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Procedure: 

 

1. Right to assistance: 

 It is Rose Enterprises belief that any person who has been subjected to violence has  

 the right to access assistance in communicating their objections, and, if warranted, in 

 pursuing the complaint formally. 

 

2. Steps Prior to Formal Reporting 

 Tell the offender their behaviour is unwelcome ask them to stop. This can be done 

 individually or  with the assistance of a third party. It is important that the alleged offender 

 immediately be aware that the conduct is offensive to the victim. 

 

 The victim is to carefully record details of the incident including the date and time, nature of 

 the violence and names of any persons who may have witnesses the violence.  

 Please note: This documentation is the victim’s personal record and property. 

 

3. Formal Reporting 

 File a complaint. If, after asking the offender to stop their behaviour, the violence continues,  

 report  the problem to the following individual: 

 

 Director/Owner 

 

You also have the right to contact the Alberta Human Rights and citizenship Commission to file a 

complaint of violence in the workplace, and, if circumstances warrant it, criminal charges may be 

filed by the police. 

 

Dealing with a Complaint: 

 

1. Once a complaint is received, it will be kept strictly confidential. An investigation will be 

undertaken immediately and all necessary steps taken to resolve the problem. If appropriate, 

action taken may include conciliation. 

2. Both the complainant and the alleged offender will be interviewed, as will any individuals 

who may be able to provide relevant information. All information will be kept in confidence.  

3. If the investigation reveals evidence to support the complaint of violence, the offender will be 

disciplined appropriately. Discipline may include suspension or dismissal, and the incident 

will be documented in the offender’s file. No documentation will be placed in the 

complainant’s file where the complaint was filed in good faith, whether the complaint is 

upheld or not. 

4. If the investigation fails to find evidence to support the complaint, there will be no 

documentation concerning the complaint placed in the file of the accused offender. 

5. Regardless of the outcome of a violence complaint made in good faith, the employee lodging 

the complaint, as well as anyone providing information, will be protected from any form of 

retaliation by either co-workers or supervisors. This includes dismissal, demotion, unwanted 

transfer, denial of opportunities within the company, or harassment of the individual as a 

result of them having made a complaint or having supplied evidence regarding the 

complaint. 
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Confidentiality 

Because of the sensitive and personal nature of violence in the workplace problems, Rose 

Enterprises will endeavour to provide as much confidentiality as possible to the complainant, the 

alleged offender and any other person who reports violent behaviour. Such confidentiality will be 

maintained at each stage of the process. 

 

Responsibility of Management 

It is the responsibility of the Director/Owner or any person within this company supervising one 

or more employees to take immediate and appropriate action to report or deal with incidents of 

violence whether brought to their attention or personally observed. Under no circumstances shall 

a legitimate complaint be dismissed or downplayed nor should the complainant be told to deal 

with it personally. 

 

Rose Enterprises seeks to provide a safe healthy and rewarding work environment for its 

employees.  

 

VIOLENCE WILL NOT BE TOLERATED WITHIN THIS COMPANY! 

 

Training 

All workers shall receive training in: 

 

a) How to recognize workplace violence, 

b) The employer’s policy and procedures, 

c) The appropriate response to incidents, and 

d) The procedures for reporting, investigating and documenting incidents of workplace 

violence 

 

Response to Incidents 

An incident involving workplace violence constitutes and “accident that has the potential of 

causing a serious injury to a worker.” As a result, the employer must investigate the incident, 

prepare a report, keep it on file for two years after the date of the incident and have it readily 

available for inspection by an Occupational Health and Safety Officer. 

 

Victims of incidents of workplace violence or other workers who may have been exposed to a 

violent incident may require emotional support and reassurance. Workers have the right to 

consult a health professional of the worker’s choice for treatment or referral. 
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Workplace Violence Incident Report Form 
 

Report Submitted by: Date: 

 

Date of Incident: Time: 

Address/Location of Incident: 

 

Individuals involved in Incident: 

Name: Name: 

Victim           or             Assailant Victim                    or                  Assailant 

Phone: Phone: 

 

Circle the assailant relationship to victim: 

Co-worker Supervisor Former Employee 

Stranger Spouse/Family member Other (specify): 
 

Circle the type of Incident: 

Threat Intimidation Physical Attack 

 

Type of injury (circle all that apply) 

Physical Injury 
Trauma/Emotional 

Injury 
Medical care required Death 

 

 

Initial Response (circle all that apply) 

Situation Defused Security Called EAP Referral 

Law Enforcement Notified Officer Name/Number: 

Report Number: Other (specify): 

 

Follow – up response (circle all that apply) 

Medical treatment Provided to victim Medical treatment provided to assailant 

Victim referred to counselling Assailant referred to counselling 

WCB Claim filed Other (specify): 

 

 

 

Management Review: 

Name: Sign: Date: 
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Victim/Witness Account Form 
 

To be completed by victims of or witnesses to alleged workplace violence. 

Date of Incident: Date of Report: 

Victim            or           Witness Phone: 

Address: 

 

Describe the Incident in Detail (Include what happened, where, who was involved, what you 

heard, saw, etc) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

List Names of other witnesses or victims 

 

 

 

 

 

 

 
 

Signature Date 

 

Person Receiving Statement: Date: 
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Inspections 
 

Formal Inspections Policy 

  

It is the policy of the Rose Enterprises that formal inspections are carried out regularly in all areas 

of our operation. 

 

Formal Inspections are conducted to: 

 

 ensure that the methods used to protect staff health and safety hazards are effective, and 

 any other hazards are identified, assessed and controlled 

 

Formal inspections are to be conducted President/Owner Ken Rose, or his designate. 

 

 

Inspection Schedule: 

 

Item Inspection Frequency Document 

Shop Once per month Shop Inspection Form 

Office Once per quarter Office Inspection Form 

Vehicles Every day prior to use 
Daily Pre-Use Vehicle 

Inspection Form 

Vehicle CVIP Annual Truck Inspection 
Provided by professional 

mechanic 
 

 

 

 

 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises 
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Pre-Use Vehicle Inspection 
 

Purpose: 

 

The purpose of this policy is to set up a process for inspecting Rose Enterprises vehicles prior to use. 

 

Policy: 

 

All Rose Enterprises vehicles are to be inspected each day they are used before operation. They must 

be inspected every 24 hours when operated continuously. 

 

Responsibilities: 

 

Employees: 

 

 Perform a pre-trip inspection before operating motor vehicles for each shift or day. 

 Record of the results of the pre-trip on inspection sheet. 

 Report any defects to management. Minor defects should be reported to management within 

24 hours. Major defects should be reported immediately. 

 Participate in training for this policy. 

 Alert management when regular maintenance is due. 

 

Management: 

 

 Train employees in this policy 

 Maintain records of employee training. 

 Maintain records of maintenance of vehicles including both regular maintenance and the 

correction of defects. 

 Arrange for maintenance for vehicles with minor defects. 

 Put vehicles with major defects out of service until they are repaired. 

 Make copies of vehicle pre-trip inspection sheet available to employees. 

 Create and follow a schedule of regular maintenance for vehicles. 
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Pre-Use Vehicle Inspection Form 
 

Date: Time: 

Name (Print): Sign: 

Vehicle & Licence: Kilometres: 

Location: Job Number: 

 

Item Good Minor Major Item Good Minor Major 

Air Brake System    General    

Cab    Glass and Mirrors    

Cargo Securement    Heater/Defroster    

Coupling Devices    Horn    

Driver Controls    
Hydraulic Brake 

System 
   

Driver Seat    Lamps & Reflectors    

Electric Brake 

System 
   Steering    

Emergency 

Equipment and 

Safety Devices 

   Suspension System    

Exhaust System    Tires    

Frame and Cargo 

Body 
   

Wheels, Hubs and 

Fasteners 
   

Fuel System    
Windshield 

Wiper/Fluid 
   

 
Describe Minor Damage: 

 

 

 

 

Describe Major Damage: 

 

 

 

 

Other Comments: 

 

 

 

 

 

Repairs Completed: 

 

 

 

 

 

 

Name: Sign: Date: 
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Guidelines for Completion of Pre-Use Vehicle Inspections 

 

1. Print the date, time, licence plate number, and the odometer reading in the provided spaces on 

the Pre-Use Vehicle Inspection Form 

2. Using the Pre-Use Vehicle Inspection form, inspect the vehicle for each item on the schedule. 

3. If the item is in good condition, put a check mark in the “Good” column next to the item. 

4. If a defect is found that is minor, check the minor box listed next to the item. Write a 

description of the deficiency the “Describe Minor Damage” box.  

5. If a major defect is found, check the major box next to the item. Write a description of the 

deficiency the “Describe Minor Damage” box. You must contact management. You cannot drive 

this vehicle until the major defect has been corrected. 

6. Print your name, sign your name and write the date in the spaces provided on the form. 

7. If there are minor defects found, the person who corrects the defects or arranges maintenance 

for the vehicle will print their name, sign and date in the provided spaces to confirm the defects 

have been corrected. 
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Office Inspection Form 
 

Inspector Name: Date: 

 

ITEM YES NO 

Is office free of clutter and waste material?   

Is the floor kept clear and in good condition?   

Are drawers kept closed except when in use?   

Are wires and cables in good condition (no frayed cords)?   

Are aisles clear and not obstructed?   

Are ceiling and/or window ventilation diffusers unobstructed?   

Are photocopiers, printers, or scanners in a well ventilated area?   

Are the ceiling tiles in place and free of any water leaks, or stains, etc?   

Are garbage bins routinely emptied?   

Are washrooms in good order and routinely cleaned?   

Are first aid kits in designated areas?   

Are fire extinguishers located in designated areas, accessible and free from 

obstruction? 

  

Are extinguishers inspected within the last 12 months?   

Are radiators/space heaters free of combustible material (ex. Paper, 

cardboard)? 

  

Are exit corridors clear of obstructions?   

Are all plugs, switches and sockets in good condition?   

Do floors have an even surface (no cracks, holes, or damaged carpet)?   

Is there sufficient lighting for the tasks performed?   

Are wires and cables kept off the floor?   

Are exit signs in place and in good condition?   
 

Comments/Corrective Actions 

 

 

Management Review: 

Comments: 

 

 

 

Name: 

 
Sign: Date: 
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Guidelines for Completing Office Inspection Form 
 

1. Print your name in the space provided. 

 

2. Print the date of the inspection in the space provided. 

 

3. Go through the list of items one by one. 

 

4. If the item is acceptable (passes inspection) place a mark in the yes column beside that item. 

 

5. If the item is unacceptable (fails inspection) place a mark in the no column beside that item. 

 

6. If any item fails inspection you must make a comment about the item in the provided box.  

 

7. If there are any hazards you observe during the inspection that are not listed as an item, add them 

to the comment box. 

 

8. If any items require corrective action, write what needs to be done in the space provided.  

 

9. Sign your name in the space provided. 

 

10. Submit the form to management for review. 

 

11. Management will review the form and print their name, sign, and date the form. 

 

12. Management will assign someone to complete the corrective actions and follow up to ensure 

completion. 
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Shop Inspection Form 
 

Inspector Name: Date: 

 

ITEM YES NO 

Is there safety signage posted? Ex. PPE must be worn? Emergency Response Plan?   

Are exit signs in place and in good condition?   

Are exit corridors clear of obstructions?   

Are first aid kits in designated areas?   

Are fire extinguishers located in designated areas, accessible and free from obstruction?   

Is there eyewash stations located in designated areas, accessible and free from obstruction?   

Are the ceiling tiles in place and free of any water leaks, or stains, etc?   

Electrical outlets not overloaded   

Equipment properly grounded (3 pronged plugs)   

Electrical cords and plugs in good condition   

Are all plugs, switches and sockets in good condition?   

Is access to electrical panels and circuit breakers unobstructed?   

Are wires and cables kept off the floor?   

Are garbage bins routinely emptied?   

Are radiators/space heaters free of combustible material (ex. paper, cardboard)?   

Are washrooms in good order and routinely cleaned?   

Is the lighting adequate and in good condition?   

Are floors clean and in good repair without slip and trip hazards?   

Is there eye protection available?   

Is there hearing protection available?   

Are gas cylinders stored upright and in good repair?   

Are grinding, sanding, sawing and other rotating machines guarded properly?   

Are effective guards in place over belts, pulleys, chains, sprockets and similar equipment?   

Is equipment & machinery secured and anchored to prevent tipping, vibration or migration?   

Are hazardous materials stored and segregated properly?   

Are all hazardous materials labelled properly?   

 

Comments/Corrective Actions 

 

 

 

 

 

 

 

Management Review: 

Comments: 

 

 

 

Name: 

 
Sign: Date: 
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Guidelines for Completing Shop Inspection Form 

 

1. Print your name in the space provided. 

 

2. Print the date of the inspection in the space provided. 

 

3. Go through the list of items one by one. 

 

4. If the item is acceptable (passes inspection) place a mark in the yes column beside that item. 

 

5. If the item is unacceptable (fails inspection) place a mark in the no column beside that item. 

 

6. If any item fails inspection you must make a comment about the item in the provided box.  

 

7. If there are any hazards you observe during the inspection that are not listed as an item, add 

them to the comment box. 

 

8. If any items require corrective action, write what needs to be done in the space provided.  

 

9. Sign your name in the space provided. 

 

10. Submit the form to management for review. 

 

11. Management will review the form and print their name, sign, and date the form. 

 

12. Management will assign someone to complete the corrective actions and follow up to ensure 

completion. 
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Preventative Maintenance 
 

Purpose 

 

The purpose of this policy is to control loss by reducing equipment wear increasing machine 

availability by identifying and correcting equipment failures and unsafe conditions. 

 

Policy 

 

All tools and equipment shall be properly maintained so as to improve operating efficiency, control 

costs and reduce risk of injuries to employees or damage to property. 

 

Responsibilities 

 

Management shall ensure that all preventative maintenance and emergency repairs are carried out 

by qualified personnel according to established schedules and that records are maintained. 

 

All employees shall regularly check all tools and equipment that they are working with, and shall 

take out of service tools or equipment that poses a hazard due to a need for repair. 

 

Record Keeping 

 

All maintenance for Rose Enterprises shall be recorded on the maintenance records form found 

below. 
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Maintenance Records Form 
 

Equipment: Identification Number: 

 

Date: Maintenance Performed 
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Safety Training Policy 
 

Purpose 

 

The purpose of this policy is to provide for general and specialized safety and related training 

throughout all levels of the organization. 

 

Policy 

 

Rose Enterprises will provide, and employees will participate in, all safety and related training that 

is necessary to minimize losses of human and physical resources of the company. 

 

This training will include, but not be limited to: 

 

 New hire safety orientations 

 Job-specific training 

 Safety training for supervisors and management 

 Task and trade-specific training and certification 

 Specialized safety and related training 

 

Required Safety Certification 

All employees are required to have the following certifications 

 

 

 WHMIS 

 Standard First Aid and CPR Level A 

 TDG 

 

 

Additional safety certifications for employees 

 

 Fall protection 

 Confined Space Entry 

 Forklift 

 Gas Detection 

 Basic Fire Extinguisher 
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Employee Training Record Form 
 

Employee Number:  Name: Hire Date: 

   

Title of 

Training 

Course 

 

Date Expiration Certificate Number 
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On-The-Job Training Standards 
 

In order to ensure that the employees of Rose Enterprises are competent to perform their job in a 

manner which is acceptable to Rose Enterprises, on-the-job training is required. Each new employee 

must be trained by the supervisor, or another assigned employees who is designated to be competent 

in the job function and has demonstrated an ability to train other employees. 

 

Planning the Training 

As a trainer involved with on-the-job training it is important to prepare for the instruction of another 

employee.  Find out if a job hazard assessment has been prepared for the job or if there are diagrams 

or other written specifications or safe work standards. Reviewing these documents with the new 

employee can assist the employee in understanding the complexity or simplicity of the job and will 

help in preparing the training. 

 

Prepare the Workplace 

First impressions are the most lasting. Be sure the new employee is started off on the right path of 

good housekeeping and correct work habits. Set a good example while instructing others, your 

actions will speak louder than your words. 

 

Prepare the New Employee 

Put the individual at ease and assist in the adjustment to a new situation. Make sure that the 

individual can view the job during the instruction as if they were doing it themselves. 

 

Present the Job to the New Employee 

Showing or telling an employee how to perform a job is not enough on their own, make use of several 

methods of learning.  Begin by reviewing any written materials that are available about the job, and 

then provide a short demonstration of the whole job. Use simple words and explain the meaning of 

any new technical or trade names. Repeat and stress any critical functions or precautions in the job 

function. The job function demonstration should then be repeated while asking the new employee to 

tell you what to do, and when and why the job is done that way. 

 

Let the New Employee Try the Job 

We all learn by doing and the training is complete only when the new employee has tried the ideas 

and skills that have been presented, and has mastered them. When you feel that the new employee 

has grasped the idea, he should be asked to try the job. Be sure to correct any errors immediately 

and provide reinforcement when things are done well.  

 

Have the employee repeat the job, question the employee and ensure he can explain why the job is 

performed that way.  Make sure that employee knows and understands the requirements of the job. 

If the employee appears slow to learn, check your training method before becoming frustrated. 

 

Put the Employee on Their Own 

The proof of success is when the new employee is trained to acceptable level of competency and can 

take over job. When you are the employee is ready, leave him to do the job himself. Be sure to let 

employee know how to obtain help if it is required. Check on the employee occasionally to see if there 

are any questions. 

 

The supervisor will assess the employee when training is complete to determine if they are 

competent to perform the job on their own. 
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Temporary and Short Service Employees (SSE) 

Purpose: This policy identifies what steps are to be taken when using temporary, short service, or 

new workers. Rose Enterprises is committed to meeting its responsibilities as outlined in the Alberta 

Health and Safety Act, Section 2 and taking all reasonable measures to protect the safety of its 

employees.  

 

On job sites where a hard hat is required, the SSE will attach a “green hand” to their hard hat. 

 

A Short Service Employee must never work alone. 

 

Scope: This policy applies to all new employees, temporary employees, short service employees, 

employees, supervisors, managers and any sub-contractors for Rose Enterprises 

 

Definitions: 

 

Short Service Employee, New Worker, Temporary Worker: An individual who has less than six 

months experience with Rose Enterprises, or less than six months in their current position.  

 

Green Hand Sticker: A sticker to be attached to hard hats on leases to indicate to owner-clients that 

the employee is a SSE. 

 

Employee Responsibilities: 

 

 Identify new employees to supervisors and management. 

 Act as a mentor for new employees when asked. 

 If a SSE, when on leases wear a “green hand” sticker on hard hat  

 Participate in training for this policy. 

 

Supervisor Responsibilities: 

 

 To be aware of whom new workers, temporary workers, and short service employees are. 

 Appoint an experienced employee to mentor the SSE. 

 Ensure that SSEs do not work alone or without competent supervision. 

 Ensure that SSEs working on leases are wearing their “green hand” stickers on their hard 

hats  

 Monitor SSEs for compliance in Health, Safety and Environmental policies and procedures. 

 

Management Responsibilities: 

 

 Ensure that SSEs comply with safety orientation and training requirements as do full-time 

employees. 

 Keep records of SSE training. 

 Provide safety orientation, WHMIS and on-the-job training to SSEs. 

 Coordinate with SSEs to ensure they receive First Aid and training. 

 Notify Owner-Clients when a SSE will be working on their site. 

 Provide SSEs with unique “green hand” stickers for hard hats for work sites 

 Provide employees training on this policy and keep training records. 

 Ensure that SSEs are identified to supervisors. 
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Mentor Responsibilities: 

 

 Supervise the SSE at all times. Meaning you must be able to see and speak with the SSE 

whenever you are on a client worksite 

 Ensure that the SSE is aware of and follows Rose Enterprises policies, procedures, practices 

and company rules 

 Report to Rose Enterprises management on the progress of the SSE on learning their new 

position  

 Report any difficulties or concerns with the SSE to Rose Enterprises 

 Assist the field supervisor in completing the Short Service Employee Evaluation Form  

 

Procedure: 

 

1. Identify when a SSE is hired or will begin work. 

2. Ensure that SSE has safety orientation, WHMIS, and on the job training. 

3. Determine if other training, ie. First aid, H2S, etc. is required and coordinate with the SSE 

to complete training. 

4. Keep records of all training activities. 

5. Monitor SSEs for compliance in Health, Safety and Environmental policies and procedures. 

6. Ensure that supervisors are aware when a SSE is working. 

7. Appoint an experienced employee to mentor SSE. 

8. Ensure that each SSE has a “green hand” sticker for their hard hats  

9. Inform Owner-Clients when SSE will be working on site when applicable. 

Rose Enterprises shall monitor its employees, if, at the end of the six-month period, the SSE has 

worked safely, adhered to Rose Enterprises policies and has no recordable incident attributable to 

them, the SSE identifier may be removed. Rose Enterprises shall use the form below to evaluate the 

short service employee at the end of six months. 

 

If it is decided that after six months, that the employee should remain designated as a Short Service 

Employee, then another review after three month (9 months altogether) will take place and repeat 

every three months until the designation is removed.  
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Short Service Employee Evaluation Form 
 

SSE Name: SSE Date of Hire: Current Date: 

SSE Position: Mentor: 

 

Mentor: Please circle your correct answer for the questions below: 
 

 
1. Has the Short Service Employee had a recordable incident attributed to them?   Yes No 

2. Has the Short Service Employee been disciplined for any reason?   Yes No 

3. Does the Short Service Employee always wear required PPE?   Yes No 

4. Does the Short Service Employee always follow Rose Enterprises company rules? Yes No 

5. Does the Short Service Employee always follow Rose Enterprises Working Practices? Yes No 

6. Does the Short Service Employee always follow Rose Enterprises Safe Job Procedures? Yes No 

7. Does the Short Service Employee participate in safety meetings and hazard assessments? Yes No 

 

Do you recommend removing the Short Service Employee designation from this employee?   Yes No 

 

 

Mentor Comments (Please justify your recommendation regarding the Short Service Employee 

designation) 

 

 

 

 

 
 

 

Management Final Decision: 

 

Will the Short Service Designation be removed?   Yes  No 

 

Comments: 

 

 

 

 

 

Name: 

 
Sign: Date: 
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Safety Meetings 
 

Purpose: 

 

To establish guidelines, objectives and content for the most common types of safety meetings held by 

Rose Enterprises. The two primary safety meeting types are: regular safety meetings held 

approximately once per quarter off site and the daily pre-job hazard assessment and safety meetings 

which occur on site. 

  

Scope: 

 

This policy applies to all Rose Enterprises employees, supervisors, managers and sub-contractors. 

 

Regular Safety Meeting 

 

Regular safety meetings will be at held at least quarterly with regular communication in between 

safety meetings regarding safety topics with be made through email and other methods. 

 

The primary objectives of the meetings are to: 

 

 Review unsafe practices or conditions identified in the site and equipment inspections and 

seek ways to correct them on site. 

 Provide health, safety and environmental info and review the company standards with 

employees. 

 Provide recommendations for improvement. 

 Review company and industry accidents and near miss incidents. 

 Obtain input from employees and recognize workers for safe work 

 Resolve any work related concerns or problems that are brought up. 

 Discuss, and where possible, demonstrate safe work procedures. 

 Review written safe operating procedures and code of practice. 

 Review provincial government regulations. 

 Complete emergency drills 

 

Suitable topics of safety meetings can be found in the Rose Enterprises safety manual, WCB and 

OH&S regulations, corporation bulletins etc. In addition, the topics in this section provide 

suggestions relating to the specific areas wished to be covered. 
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Safety Meeting Form 
 

Date: Time: Location: 
 

Name (Print) Sign Name (Print) Sign 

    

    

    

    

    

    

    

 

Discussion Topics: 

 

 

Future Actions 

 

 

Management Review: 

Comments: 

Name: Sign: Date: 
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Daily Pre-Job Hazard Assessment and Safety Meeting 
 

Pre-job safety meetings will be held on site prior to the commencing of specific jobs. In order to 

encourage productive and motivating meetings a different crew member of the crew should be 

asked to lead the meeting each day. The supervisor will provide guidance to the crew member, a 

framework for the subjects to be discussed and desired results. Where contractors are part of the 

operation in progress, they should be asked to participate. 

 

The agenda of this meeting shall include, but not limit to: 

 

 Method of performing the task. 

 General safety requirements. 

 Hazards likely to be encountered. 

 Procedures to control the hazards. 

 Conditions of the work permit, if applicable. 

 Rescue procedures. 

 Communications and equipment requirements. 

 Muster points and safe areas 

 Identify unsafe acts and conditions at the job site. 

 Make recommendations to correct unsafe acts, conditions, concerns and monitor 

corrective procedures. 

 Promote safety awareness at the job site. 

 

A safety meeting form will be completed for each meeting which will be kept on site for follow up, 

and a copy will be sent to the office for review. 

 

Feed back on concerns should be provided as soon as possible, so that people will know what is 

being done about the concerns raised during the meeting, and by whom. 

 

  



126 
 

Field Level Hazard Assessment Form 
Location: Date: 

Time: Supervisor: 

 

Description of Job: 

 

Hazard Assessment Ranking: 

1= High Risk                                              2= Medium Risk                             3= Low Risk 

 

Hazard Y/N Rank Control Measure 

High Noise Levels    

Severe Weather    

Poor Visibility    

Overhead Power Lines    

Other workers at jobsite    

Traffic    

Moving Machinery    

Slips/Trips/Falls    

Heavy Lifting    

Chemicals at site    

    

    
 

JSAs/SJPs  to be used: 

 

 

Safety Meeting Discussion: 

 

Workers Present (Print and Sign) 

    

    

    

    
 

Management Review: 

Comments: 

Name: Sign: Date: 
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Health and Safety Orientation Policy: 
 

It is the policy of Rose Enterprises that all employees complete the Health and Safety Orientation 

before beginning work. The responsibility for conducting the Health and Safety Orientation rests 

with Ken Rose or his designate. Whenever possible, the new employee will be given the Health and 

Safety Orientation package to read over in between when they were hired and the first day at 

work.  

 

Rose Enterprises believes that an effective Health and Safety Orientation has many benefits for 

both the employee and the employer. The largest and most important benefit is that employees will 

be able to work safely. The employees will be able to work safely because they will have the proper 

personal protective equipment as well as the knowledge of how to use and maintain their 

equipment. They will be safer because they will be aware of their right to refuse unsafe work, be 

familiar with the company’s safe work procedures, understand the importance of refraining from 

using drugs and alcohol at the worksite and they will be knowledgeable about the company safety 

rules. Finally employees will be trained on what to do in emergency situations and where the 

emergency equipment is located.  

 

The primary benefit to Rose Enterprises is also employees working safely. Rose Enterprises cares 

about its employees and takes a genuine interest in its employees returning home to their families 

and loved ones without incidents or injuries every day. Rose Enterprises will also benefit from the 

reduction of incidents due to worker’s completing their tasks safely. This reduction of incidents will 

translate into lower insurance costs and less damage to Rose Enterprises equipment. A reduction 

in incidents will also protect the environment and the public from emergency situations. If an 

emergency should arise, Rose Enterprises employees will have the training required to lessen the 

damage and protect people, equipment and process. Finally, the Health and Safety Orientation will 

contribute to Rose Enterprises sterling reputation in the community for safe work. 

 

At the discretion of Rose Enterprises management, employees may be refreshed on the contents of 

the Health and Safety Management Orientation because the information may have changed or if 

employees are not applying the information on the job. 

 

This policy addresses the Health and Safety Orientation process. A separate orientation regarding 

timesheets, paydays, vacations, taxes, benefits and other administrative matters will also occur.  

 

 

 

 

 

 

 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises 
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Health and Safety Orientation Content: 

 

The following subjects shall be covered during the orientation process: 

 

1) Employee Responsibilities 

2) General Employee Rules 

3) Employee Right to Refuse Work 

4) The Emergency Response Plan, including the Location and Use of Emergency Equipment 

5) Location of Legislation 

6) Safe Work Procedures 

7) Personal Protective Equipment 

8) Discipline Policy 

9) Reporting Requirements 

 

 

Methods of Ensuring Employee Agreement, Understanding and Competence 

 

New employees will sign provided sheets indicating that they have read, understand, and agree to 

adhere to the specific policies. Rose Enterprises will ensure that all employees are provided with 

the sign off sheets, that they sign the sheets, and that the completed sheets with the employee`s 

signature are retained on file. 

 

Rose Enterprises shall use the Orientation checklist to ensure all orientation topics have been 

covered. The employee orientation checklist shall be signed by the new employee and the person 

conducting the orientation and will be retained on file upon completion. 

 

Although the employee may sign to indicate they comprehend individual policies management 

shall periodically monitor employees and their actions to ensure the knowledge imparted during 

the Health and Safety Orientation is being applied consistently on the job. 

 

 

 

*** Please see Appendix for Complete Health and Safety Orientation Package *** 
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Emergency Response Plan 
 

Purpose and Policy 

 

Purpose 

 

The purpose of this Emergency Response Plan is to comply with the Alberta Occupational Health 

and Safety Code Part 7 and to set up an Emergency Response Plan (ERP) to take every reasonable 

precaution for the safety of workers, contractors and visitors. 

 

This Emergency Response Plan defines: 

 

 Levels of Emergencies 

 Potential emergencies 

 Procedures for dealing with the identified emergencies 

 The identification, location, and operational procedures for emergency equipment 

 The emergency response training requirements 

 The location and use of emergency facilities 

 The alarm and emergency communication requirements 

 The first aid services required 

 Procedures for rescue and evacuation 

 The designated rescue and evacuation of workers 
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Policy 

 

It is the policy of Rose Enterprises that: 

 

An up to date Emergency Response Plan (hereafter ERP) will be maintained for all operations and 

all locations. 

 

Workers will be provided the appropriate training and equipment to implement this ERP 

 

Rose Enterprises believes that having procedures readily available will lead to having a more 

effective response in an emergency.  

 

It is the policy of Rose Enterprises that workers report all work related injuries, illnesses, 

environmental damage, property damages and non-loss incidents (near misses) to their supervisor as 

soon as practicable.  

 

Rose Enterprises is committed to ensuring that all operations are performed in a manner that 

protects equipment and property, and prevents property damage and incidents, as much as 

reasonably practicable. 

 

Rose Enterprises is committed to performing operations in an environmentally conscious manner 

and will follow all environmental laws in the jurisdiction that they are working. 

 

Rose Enterprises is committed to taking every reasonable precaution for the protection of workers, 

contractors, and visitors. This commitment will be demonstrated by our efforts to provide a safe and 

healthy workplace by adhering to industry best practices and complying with Alberta Occupational 

Health and Safety Legislation. 

 

Proactive planning and drilling will help to minimize the damage caused in emergency situations 

Rose Enterprises will conduct planning exercises and drills with its employees so they will be 

prepared to follow proper procedures for each emergency situation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises 
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Hazardous Materials 

 

Material Data Safety Sheets (MSDS) for all hazardous materials will be readily available at each 

worksite. 

 

All employees will be trained in WHMIS and management shall retain training records and copies of 

all workers WHMIS tickets. 

 

Levels of Emergencies 

 

An emergency is defined as any situation that threatens the health and safety of employees, 

contractors, or the general public, may cause harm to the environment or major property damage. 

There are three levels of emergencies, based upon the degree of risk to people and environment: 

 

Level 1 – Minor Emergency 

 

A level 1 emergency is a minor emergency that can be controlled by personnel working in the vicinity 

of the work site. There is no danger other than to corporation property. These are emergencies that 

pose no immediate threat to the health and safety of workers, the public or the environment.  

 

Examples: a small on-site spill or minor vehicle accident 

 

Level 2 – Serious Emergency 

 

A level 2 emergency is a serious emergency where there is no immediate damage outside of 

corporation property, but the emergency has the potential to worsen and spread from the worksite to 

threaten the general public or the environment.  

 

Examples: a fire that causes injury to personnel or damage to equipment, or a spill that may cause 

environmental damage. 

 

Level 3 – Major Emergency 

 

A Level 3 emergency is a major emergency that poses a significant threat to the general public or the 

environment. The appropriate government agencies must be notified that an emergency exists and 

assistance is needed.  

 

Examples: a serious injury or fatality, uncontrolled fire, a major explosion 
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Identification of Potential Emergencies 

 

The following are potential emergencies that are most likely to be encountered by Rose Enterprises 

employees while conducting normal operations. These potential emergencies apply for both the office 

and field facilities. 

 

1. Injuries 

2. Fire 

3. Natural Disasters 

4. Vehicle Incidents 

5. Spills 

6. Wildlife - Rattlesnakes 

 

General Procedures for All Emergencies 

 

The first responder at the incident scene must secure the area to prevent anyone else from being 

injured and limit the environmental damage from a spill or chemical release.  

 

 Immediately evacuate – to the Muster area – the main gate on the south side of the 

compound 

 Do not needlessly risk your own health and safety 

 Develop and implement a strategy for responding to the emergency 

 Do not move anything at the scene until an incident investigation has been completed 

 After normal operations have been restored, the supervisor with responsibility for the site 

will conduct an incident investigation. The supervisor should begin gathering evidence as 

soon as the emergency has been brought under control and there is no further danger or 

potential for danger to people, the environment, or the facilities 

  

Injuries 

 

 Secure the area to prevent further injuries 

 The first responder will contact local emergency services to request assistance if 

circumstances require immediate action 

 Do not move a seriously injured person unless it is necessary to prevent further injury 

 Administer first aid and wait for medical help to arrive 

 Do not leave the injured person alone 

 In serious cases it will be necessary to notify the appropriate government agencies. The 

ERCB and Workplace Health and Safety (1-866-415-8690) must be notified. A Workers’ 

Compensation Board claim report must be submitted with 3 days. 

 Report all injuries and illnesses immediately after they occur 

 Document all work related injuries and illnesses  

 

 

 

 

 

 

 

 

 

 

Fire  
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If a fire occurs that is too large to be controlled with a fire extinguisher, always evacuate the site and 

wait for professional emergency services to arrive to fight the fire. If it is a small fire that can be 

fought with a fire extinguisher, you must still call the fire department to confirm the fire is out. 

 

Fires may be considered Level 1, 2 or 3 emergencies.  

 

 Evacuate all personnel to muster point or further away, if necessary  

 Sound the alarm. Use air horn, voice or any other effective means of communicating the 

situation 

 Assess the situation including: head count, size of fire, wind directions, traffic, homes, people 

in the area, and any other hazards/risks associated with the situation 

 Call emergency services 

 Evacuate anyone in nearby area and contain the fire only if it is safe to do so 

 Wait for emergency services to arrive and assist in any possible way 

 

Natural Disasters 

 

Natural Disasters are events that threaten lives, property and other assets. Natural disasters 

include: 

 

 Floods 

 Earthquakes 

 Tornadoes 

 Blizzards 

 Hail 

 Lightning 

 Windstorms 

 Forest fires 

 Grass fires 

 Inclement weather 

 

Depending on the damage natural disasters may be level 1, 2 or 3 emergencies.  

 

The first responder is authorized to contact emergency services if the situation requires immediate 

action 
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Vehicle Incidents 

 

Depending on the circumstances, motor vehicle incidents may be considered level 1, 2 or 3 

emergencies. The RCMP must be contacted for serious incidents involving corporation vehicles or 

employees. 

 

 The first responder is authorized the client site representative and emergency services if 

circumstances require immediate action 

 All incidents where there is an injury, fatality, or damage that appears to be in excess of 

$2000 must be reported to the RCMP 

 Ask for and record the following information for non-corporation vehicles involved in the 

incident: driver’s name, telephone number, address, driver’s licence number, insurance 

company, insurance policy number, year and model of vehicle and the vehicle licence number 

 Record the name, address, and telephone number of witnesses 

 Injuries resulting from vehicle incidents must be reported to WCB if the worker requires 

medical attention or misses work beyond the day of the incident. This does not apply if the 

worker was using the vehicle for personal business 

 

Spills 

 

When encountering a spill of any nature, it is the responsibility of the employee to: 

 

1. Warn others in the immediate vicinity that a spill has occurred 

2. Designate a fellow employee to guard the area, and 

3. Inform your supervisor or Company Representative 

 

It is the responsibility of the supervisor, or Company Representative 

 

1. Re-assign employees to other areas or evacuate if necessary using the following guidelines: 

 

 Unless immediate evacuation is essential, the supervisor shall decide whether or not to 

evacuate 

 Move crosswind or upwind, never downwind, to avoid toxic gases and vapours 

 Render first aid if necessary 

 

2. Cordon off the immediate area 

3. Attempt to identify the spilled substance (placards, labels) Check MSDS 

4. Phone authorities listed in the emergency contact list below for clean-up and disposal 

procedures (if the spill is considered a reportable quantity/emergency) 

5. Keep all employees informed of the procedures taken. 

6. Provide a written report to management. 

 

Small Spills 

 

1. Use absorbent pads to clean up 

 

Large Spills 

 

1. Contain spill 

2. Contact Canutec 
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Wildlife - Rattlesnakes 

 

Do not pick up, aggravate or play with any snake. Poisonous snakes, including rattlesnakes are 

known as pit vipers. 

These snakes have triangular shaped heads, elliptically shaped eyes, and a depression midway 

between the eyes and nostrils. Rattlesnakes are also distinguished by the rattling sound made by the 

rings at the end of the snake`s tail. 

 

 Call 911 or make arrangements to be taken to the nearest medical facility 

 Remain quiet and as still as possible after the bite. Lie down quietly and, if possible, keep the 

area bitten lower than the level of the heart. This position will limit circulation of the venom. 

 If the area changes colour, begins to swell or is extremely painful, the snake is likely 

poisonous. Transport to a medical facility 

 Try to remember any distinguishing marks, characteristics or any other information 

pertaining to the snake to give to medical services 

 

 

Location of Emergency Equipment, Services, and Communications  

 

Location of Emergency Equipment 

 

In the company vehicles there is a 5 lb. fire extinguisher, and a #1 First Aid Kit. 

 

Emergency Response Training Requirements 

 

There will be at a minimum one fire drill or emergency response drill per year. Rose Enterprises 

shall complete and retain copies of the emergency drill form for each emergency drill. 

 

Location and Use of Emergency Facilities 

 

For operations on site, the location of emergency facilities will be identified during the field level 

hazard assessment and tailgate safety meetings. 

 

Alarm and Emergency Communications 

 

For work in the field, employees have personal cell phones 

 

First Aid 

 

Transportation for field operations shall be identified during the field level hazard assessment and 

tailgate safety meetings. 
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Procedures for Evacuation and Rescue 

 

 

For field operations: 

 

1. Evacuate all persons to the muster area and account for everyone including visitors and clients. 

2. Assist ill or injured persons to evacuate if it is safe to do so. 

3. Provide first aid to injured workers if required. 

4. Arrangements for transportation of injured workers shall be established during the field level 

hazard assessment and tailgate safety meetings. Whenever possible, Rose Enterprises will work with 

the client to adapt appropriate arrangements for transportation of injured workers. In some 

situations it may be appropriate to adopt the client’s site specific ERP. 

 

The Designated Rescue of Workers 

 

For field operations, the designated rescue of workers will be identified through the field level 

hazard assessment and the tailgate safety meetings.  
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Emergency Contact List 
 

Department 
Telephone 

Number 
Location 

Ken Rose 1-587-316-5222 Strathmore 

FIRE 911 Strathmore 

POLICE 911 Strathmore 

AMBULANCE 911 Strathmore 

RCMP 24 Hour Dispatch 
911 

 
Strathmore 

Hospital 911 Strathmore 

Poison Centre 1 800 332 1414 Alberta 

Occupational Health and Safety 1 866 415 8690 Alberta 

Transport Canada 613 993 5925 Canada 

Workers Compensation Board 1 800 661 1993 Alberta 

Weather Info – Environment Canada 1-403-299-7878 Calgary 

Alberta One Call 1-800-242-3447 Alberta 
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Emergency Drill Report Form 
 

Location: 

 
Coordinator: 

Date: 

 
Start Time: Stop Time: 

 

 

Scenario Used: 

 

 

 

 

 

 

 

 

 

Strengths (What employees did well): 

 

 

 

 

 

 

 

 

 

 

 

Opportunities (What improvements are needed): 

 

 

 

 

 

 

 

 

 

 

Future actions to be taken for improvements: 
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Additional Comments 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employees Name Employees Signature 

  

  

  

  

  

  

  

  

  

 

Management Review: 

 

Comments: 

 

 

 

 

Name: 

 

Sign: Date: 
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Incidents 
Incident Reporting 

 

Policy 

 

Rose Enterprises requires the reporting of all incidents and is committed to investigating all 

incidents and implementing practical resolutions that will restore and maintain a safe and healthy 

workplace and minimize, if not eliminate altogether, adverse effects to the environment. 

 

The activities described in this section are intended to be a guide and an objective process to gather 

evidence, establish facts and determine how to prevent a similar occurrence – not to place blame. It 

is also important to note that the routine reporting of all incidents must be continually completed; 

otherwise situations or conditions that have the potential to cause loss will remain, making future 

recurrence an issue. Determining and correcting the basic root causes is the only practical way to 

prevent a future recurrence. Although incident investigations occur after the fact, they remain 

valuable incident prevention tools because the information and insights will lead to improvements 

that result will prevent similar events from happening again. 

 

Definitions 

 

Incident – An event that actually caused or had the potential to cause a loss. 

 

Minor Incident – An incident that results in a first aid or medical aid type injury, minor equipment 

damage or an environmental infraction not requiring reclamation. 

 

Loss - Consequences of an event that resulting in personal injury, property damage, an 

environmental infraction or production interruption. 

 

Potential – A judgment decision regarding how serious the consequences could have been. 

Determining the potential of any incident will enable us to establish the appropriate management 

level of responsibility and involvement required for the investigation and action follow-up on actions 

required to prevent the events from happening again. 

 

Serious Incident – An incident that results in a lost time injury, a significant interruption of work 

site activities or an environmental infraction requiring clean-up and/or reclamation. 

 

Serious Injury – Incidents are defined by the Occupational Health and Safety Act as follows: 

 

 An injury that results in death 

 Fracture of a major bone, including; skull, spine, pelvis, femur, humerus, fibula or tibia, and 

radius or ulna 

 Amputation other that a finger or toe. 

 Loss of sight of an eye. 

 Internal hemorrhage. 

 Third degree burns 

 Unconsciousness that results from 

 Concussion 

 Electric contact 

 Asphyxiation 

 Poisoning 

 An injury that results in paralysis 
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Unsafe Acts – behaviours which could permit the occurrence of an incident. 

 

Examples: 

 

 Operating equipment without authority. 

 Using equipment improperly 

 Under the influence of alcohol and/or other drugs 

 

Unsafe Conditions – circumstances which could permit the occurrence of an incident 

 

Examples: 

 

 Inadequate guards or barriers 

 Inadequate warning systems 

 Defective tools, equipment, or materials 

 

Basic or Root Cause – the reasons why unsafe acts or unsafe conditions occur. Basic causes can be 

viewed as the real causes behind the immediate cause. 

 

Examples: 

 

 Lack of knowledge or skill 

 Physical or physiological stress 

 Improper motivation 

 Inadequate leadership or supervision 

 

Immediate Cause – The circumstances that immediately precede the incident. They are normally 

unsafe acts or unsafe conditions. 

 

Examples: 

 

 Servicing equipment in operation 

 Fire and explosion hazards 

 Horseplay 

 Temperature Extremes 

 

Corrective Actions – Actions which will prevent the incident from reoccurring. Temporary actions 

focus on correcting the substandard acts and conditions. Permanent actions focus on correcting the 

root causes.   
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Incident Reporting Requirements 
 

Procedure 

 

All incidents involving Rose Enterprises equipment and facilities, employees, contractors, or 

operations must be reported. Reportable incidents include minor and serious injury, property 

damage, third party liability incidents, vehicle accidents, spills, and interruptions in the operations. 

Incidents without loss (near misses) must also be reported. 

 

All employees will be trained in the method of how to report incidents their new employee 

orientation, and at safety environment meetings. Select employees, supervision and managers will 

be trained to a competent level regarding incident investigation techniques and skills. 

 

All incidents are to be reported using the Incident Report Form. 

 

Guidelines for Completing Incident Reports: 

 

1. Be sure to fill in the date, the time and your name in the appropriate blanks. 

2. If there was a vehicle involved, write the vehicle information in the appropriate blanks. 

3. Describe where the incident took place. 

4. List everyone who was involved. 

5. Give a brief but detailed explanation of what occurred. 

6. Describe the immediate cause. Immediate causes are circumstances that immediately precede 

the incident. Look for unsafe acts or unsafe conditions. 

7. Try to identify why the substandard acts or conditions exist. Look for personal factors and job 

factors. 

8. It is important to remember that identification of causes should never focus on the blaming of 

individuals.  Cause is intended to find the weak links in the management systems and then 

provide standards or management of the standards. 

9. List any training, instructions or cautions that were given before the incident that. 

10. Provide any suggestions or recommendations to prevent similar incidents from occurring. 

Recommendations should address both immediate and root causes. 

11. Sign and date the form when you completed filling it out. 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises   
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Incident Report Form 
 

Date: Time: Name: 
 

If Vehicle is involved: 

 

Colour/Make/Model: Licence Plate: 
 

Where was the incident?  

 

 

 

 
 

Who was involved? 

Name:     

Address: 

 

 

 

    

Years of 

Experience: 

    

 

What happened? 

 

 

 

 

 

 

 

 

 

 
 

 

What was the immediate cause? 
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What was the root or basic causes? 

 

 

 

 

 

 

 
 

What training, instruction, cautions, were given before the incident? 

 

 

 

 

 

 

 

 
 

How can similar incidents be prevented in the future? 

 

 

 

 

 

 

 

 
 

Recommendations for further action: 

 

 

 

 

 

 

 

 

 
 

 

Management Review: 

Comments: 

 

 

 

Name: Sign: Date: 
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Incident Investigation Policy 
 

Purpose 

 

To identify the causes so that corrective action can be taken to prevent a recurrence of the accident 

or incident. 

 

Policy 

 

In Rose Enterprises the following incidents shall be fully investigated: 

 

 Incidents that result in injuries requiring first aid 

 Incidents that cause property damage or interrupt operations with potential loss. 

 Incidents that have the potential to result in the above, such as close calls or near misses. 

 

All incidents involving loss are to be investigated by the President Ken Rose. 

 

All incidents that fall under section 18 of the OH&S Act must be reported to OH&S and to WCB or 

other regulatory body as defined by the OH&S act. 

 

Responsibilities 

 

Employer 

 

 Provide or arrange for training in investigation techniques for investigation team members 

 

Operations Manager 

 

 Determine the need for, and if necessary shall direct, detailed investigations 

 Determine causes, recommend corrective action and report to manager 

 Investigate all incidents involving loss 

 

Supervisors 

 

 Conduct initial investigations 

 Submit their reports to the field supervisor 

 

Employees 

 

 Report all incidents to supervisor 

 Assist in investigation 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises 
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Procedure 

 

Responsibility for conducting any particular investigation will depend upon the actual or potential 

seriousness of the incident. 

 

Any serious or potentially serious incident will require the President to lead the investigation and 

ensure remedial actions are initiated. A serious injury investigation will also require the 

involvement and direction of the President. 

 

Any incident involving loss will be investigated by the President. 

 

Minor incidents, those having minimal potential for a serious loss will be the responsibility of the 

supervisor and to investigate, follow-up with remedial actions and provide a report to the office. 

 

Rose Enterprises incident report forms will be made available to all employees and contractors. 

 

A record of all first aid injuries must be maintained in the first aid log books provided at each First 

Aid station. 

 

All serious and potentially serious incidents must be reported without delay to the office and 

manager to initiate a formal investigation. A preliminary investigation report must be forwarded to 

the office by the supervisor within 24hrs of the occurrence.  Follow-up and completion of remedial 

actions to prevent a future recurrence must be monitored by the President. 

 

Administration will prepare a summary of all incidents including the status of remedial actions. This 

summary will be provided to each of the work sites. 

 

Following the investigation of a serious or potentially serious incident the resulting information 

including a summary of what occurred, what lessons were learned and the resulting corrective 

remedial actions will be communicated to all other work sites immediately. 
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Guidelines for Completing Incident Investigation Reports 
 

The following outlines considerations which are important when completing all incident 

investigation reports. The better the reporting, the more accurate and valuable the analysis of this 

information can be. 

The information completed on the form should be legible. Often reports are very hard to read.  It is 

recommended that they be neatly printed or typed.  

  

Fill in all sections on the report. Blanks left on the reports create questions about the information. 

 

When completing the “Cause Analysis” consider the “Unsafe Actions” and “Unsafe Conditions” that 

led up to the incident and the cause of the actions and conditions. There are two types of causes 

which should be considered when completing the investigation and report.  These are the 

“Immediate Causes” and “Root and Basic Causes”. 

 

Immediate Causes are the conditions and actions, their circumstance that immediately precede the 

occurrence. These are frequently referred to as unsafe acts (behaviors which could permit the 

occurrence of an accident) and unsafe conditions (circumstances which could permit the occurrence of 

an incident). Both behaviors and conditions are usually deviations from the company or industry 

accepted standards of practices. These deviations often result in substandard practices and 

substandard conditions, and are to be considered as only symptoms of why the incident occurred. 

 

Examples of substandard practices: 

 

 Operating at improper speed 

 Using defective equipment 

 Improper Lifting 

 

Examples of substandard conditions 

 

 Inadequate or improper protective equipment 

 Poor housekeeping; disorder 

 Inadequate ventilation 

 

Root and Basic Causes are the real causes behind the immediate causes, and the reasons why the 

substandard acts and conditions exist. Once identified, these factors can permit meaningful 

management control. Basic causes help explain why people perform substandard practices and allow 

substandard conditions to exist. 

 

Root and Basic Causes can also be divided into two major categories: 

 

Personal Factors: the skill and appropriateness of the individual performing the job 

 

Examples: 

 

 Lack of knowledge 

 Improper motivation 

 Physical or physiological stress 

 

 

 

 

Job/System Factors: the leadership and design of the job function itself. 
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Examples: 

 

 Inadequate leadership 

 Inadequate engineering 

 Inadequate tools and equipment 

 

Root and Basic Causes are the origins of substandard practices and conditions 

 

It is important to remember that identification of causes should never focus on the blaming of 

individuals.  Cause is intended to find the weak links in the management systems and then provide 

standards or management of the standards. 

 

“Remedial Actions” are recommendations to prevent similar incidents. This section relates to how 

the supervisor or manager intends to gain control over the events leading up to the occurrence. The 

intent is to identify and implement methods to prevent the same or similar types of incidents from 

happening again. Recommendations should relate to both immediate and basic causes. 

 

The final and most important aspect of the report, “follow up” relates to the actions which have been 

taken. This section should provide verification of appropriate completion of the required remedial 

actions. Often recommendations are made and due to a lack of follow up by the investigator, the 

recommendations are not clearly evaluated or completed.  
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Incident Investigation Report 
 

Investigator Date: 
 

Incident Date: Time: Location: 
 

Type of Incident (Check all that apply): 

 Injury/illness  Fire  Property Damage  Theft  Environmental Damage 

 Vehicle Damage  Near Miss  Other: 
 

Description of Incident (What happened?) 

 

 

 

 

 
 

Worker Injuries: 

 

 

 

 

 
 

Property Damage: 

 

 

 

 
 

Environment Damage: 

 

 

 

 
 

First Aid Given: 

 

 

 

 
 

 

Workers Involved: 

 

 

 



150 
 

Witness and Statements: 

 

 

Immediate Causes: 

 

 

 

 
 

Root or Basic Causes: 

 

 

 

 

 
 

Preventative/Corrective Actions/ Follow Up: 

 

Additional Comments: 

 

 

 

 

  
 

 

Signature of Investigator:  Date: 
 

 

 

Management Review: 

Comments: 

Name: Sign: Date: 
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Worker Compensation Reporting (WCB) 
 

Workers are required to immediately report all injury incidents to their employer. 

 

Both the injured worker and the company are required to submit reports to the Workers 

Compensation Board for the following: 

 

If the injury disables or is likely to disable the worker for more than the day of the incident the 

Workers Compensation Act requires employers to report the incident within 72 hours. 

 

Failure to report injury incidents can result in a financial penalty. It is recommended to immediately 

forward a report to WCB for any injuries which required medical treatment beyond on-site aid. 

 

The forms required are the WCB employer report and Workers report of accident. These reports can 

be found at the Rose Enterprises office or online at the WCB website. 
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Preservation of Incident Scene for Occupational Health and Safety 
 

Following an incident, particularly an incident having serious or potentially serious consequences it 

is critical that the scene not be disturbed, unless required to assist injured individuals or prevent 

further damage or adverse effects to the environment. Provincial Occupational Health and Safety 

(OH&S) Regulations require OH&S inspectors to be notified of injury incidents which are considered 

serious or potentially serious. OH&S will determine the need for an inspector to come to the incident 

scene to complete and official investigation. 

 

The scene of the incident cannot be disrupted for any other reason until the Provincial OH&S 

inspector has been contacted and has provided authorization. 

 

Protecting the scene will allow investigators the opportunity to establish the facts, determine the 

root and basic causes and remedy the undesirable situation or condition.  It is the responsibility of 

the most senior employee at the scene to protect the evidence and incident scene until such time as 

they are relieved of this responsibility by a more senior representative or Government Regulatory 

official. 
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Program Administration 
 

Purpose: 

 

To set up procedures for the collection of Rose Enterprises Health and Safety information, statistics 

and data. 

 

Policy: 

 

Rose Enterprises shall track Health and Safety Information, specifically number of new hires, 

orientations completed, safety meetings held, inspections, incidents, injuries, and incidents without 

loss (near misses). Rose Enterprises shall share the information gathered with employees through 

safety meetings primarily, but also informally through continuous communication with its 

employees. 

 

Record Keeping 

 

Rose Enterprises shall record on the forms found below. The management of Rose Enterprises shall 

retain the forms at the main office.  
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Safety Statistics Worksheet 

 

Year: 

 
 

# of lost 

Time 

Incidents 

# of lost 

days 

# of 

medical 

Aid 

Incidents 

# of 

Incidents 

(Near 

Misses) 

# of hours 

worked 

# of 

vehicle 

incidents 

# of KMs 

travelled 

January        

February        

March        

April        

May        

June        

July        

August        

September        

October        

November        

December        

TOTAL        

 

 

Total Number of Lost Time Incidents: ____________ x 200 000 

Divided by the total number of hours worked  

= Injury Frequency 

 

Total number of Lost Days” __________________ x 200 000 

Divided by the total number of hours worked 

= Injury Severity 
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Summary of Lost Time Injuries        Time Period: _____________ 

 

Number Date of Injury 
Time of 

Injury 

Name of 

injured 
Trade Supervisor Comments 

Lost 

Days 
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Year End Injury Summary     Year of: ______________ 
 

 Personal Injury Cases  

Month Lost Time 

Cases 

Medical 

Referrals 

Days Lost Frequency Severity 

January      

February      

March      

April      

May      

June      

July      

August      

September      

October      

November      

December      

Total      

Average  
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  Orientation  
 

Health and Safety Orientation Policy: 
 

It is the policy of Rose Enterprises that all employees complete the Health and Safety Orientation 

before beginning work. The responsibility for conducting the Health and Safety Orientation rests 

with Ken Rose or his designate. Whenever possible, the new employee will be given the Health and 

Safety Orientation package to read over in between when they were hired and the first day at 

work.  

 

Rose Enterprises believes that an effective Health and Safety Orientation has many benefits for 

both the employee and the employer. The largest and most important benefit is that employees will 

be able to work safely. The employees will be able to work safely because they will have the proper 

personal protective equipment as well as the knowledge of how to use and maintain their 

equipment. They will be safer because they will be aware of their right to refuse unsafe work, be 

familiar with the company’s safe work procedures, understand the importance of refraining from 

using drugs and alcohol at the worksite and they will be knowledgeable about the company safety 

rules. Finally employees will be trained on what to do in emergency situations and where the 

emergency equipment is located.  

 

The primary benefit to Rose Enterprises is also employees working safely. Rose Enterprises cares 

about its employees and takes a genuine interest in its employees returning home to their families 

and loved ones without incidents or injuries every day. Rose Enterprises will also benefit from the 

reduction of incidents due to worker’s completing their tasks safely. This reduction of incidents will 

translate into lower insurance costs and less damage to Rose Enterprises equipment. A reduction 

in incidents will also protect the environment and the public from emergency situations. If an 

emergency should arise, Rose Enterprises employees will have the training required to lessen the 

damage and protect people, equipment and process. Finally, the Health and Safety Orientation will 

contribute to Rose Enterprises sterling reputation in the community for safe work. 

 

At the discretion of Rose Enterprises management, employees may be refreshed on the contents of 

the Health and Safety Management Orientation because the information may have changed or if 

employees are not applying the information on the job. 

 

 

 

 

 

 

 

 

 

 

 

Sign: Date: 

Ken Rose, President/Owner 

Rose Enterprises 
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Health and Safety Orientation Content: 

 

The following subjects shall be covered during the orientation process: 

 

1) Employee Responsibilities 

2) General Employee Rules 

3) Employee Right to Refuse Work 

4) The Emergency Response Plan, including the Location and Use of Emergency Equipment 

5) Location of Legislation 

6) Safe Work Procedures 

7) Personal Protective Equipment 

8) Discipline Policy 

9) Reporting Requirements 

 

 

Methods of Ensuring Employee Agreement, Understanding and Competence 

 

New employees will sign provided sheets indicating that they have read, understand, and agree to 

adhere to the specific policies. Rose Enterprises will ensure that all employees are provided with 

the sign off sheets, that they sign the sheets, and that the completed sheets with the employee`s 

signature are retained on file. 

 

Rose Enterprises shall use the Orientation checklist to ensure all orientation topics have been 

covered. The employee orientation checklist shall be signed by the new employee and the person 

conducting the orientation and will be retained on file upon completion. 

 

Although the employee may sign to indicate they comprehend individual policies management 

shall periodically monitor employees and their actions to ensure the knowledge imparted during 

the Health and Safety Orientation is being applied consistently on the job. 

 

 

 

*** Please see Appendix for Complete Health and Safety Orientation Package ***
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Assignment of Responsibilities 
 

Management 

 

1. To provide information, instructions, and assistance to all employees in order to protect the 

health and safety of all Rose Enterprises employees. 

2. To understand and enforce our incident prevention policy. 

3. To understand and enforce Alberta Occupational Health and Safety legislation. 

4. To ensure all employees understand the incident prevention program and Alberta Occupational 

Health and Safety legislation. 

5. To provide employees with proper tools and Personal Protective Equipment maintained 

according to the manufacturer’s specifications. 

6. To hold employees accountable for their safety performance. 

7. To educate all employees how to work in a safe manner.  

8. To ensure that all employees follow the procedures required by Rose Enterprises 

9. To ensure that all employees use the required Personal Protective Equipment at all times. 

10. To ensure all employees adhere to and follow Alberta Health and Safety legislation. 

11. To advise all employees of any potential or actual dangers and how to isolate, prevent, or 

remove them. 

12. To arrange for medical treatments as required, in the case of injury or illness, including 

transportation to a doctor or hospital as necessary. 

13. To carry out regular inspections of the workplace to ensure a safe and healthy environment. 

 

 

Employees 

 

1. To read, understand and comply with the Rose Enterprises safety policy, safe work practices, 

procedures and rules. 

2. To wear and use safety equipment, personal protective equipment and clothing as required by 

Rose Enterprises 

3. To notify management of any unsafe conditions or acts that present a danger. 

4. To report all incidents and injuries to management as soon as possible. 

5. To take every reasonable precaution to protect the safety of other workers and themselves. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name (print): 

 

Sign: Date: 
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Right to Refuse Unsafe Work 

 

The Alberta Occupational Health and Safety Act, Section 35 outlines the responsibilities of workers 

to refuse unsafe work. Specifically: 

 

 No worker shall: 

   

  Carry out any work if, on reasonable and probable grounds, the worker believes 

  that there exists an imminent danger to the health and safety of that worker. 

 

  Carry out any work if, on reasonable and probable grounds, the worker believes 

   that it will cause to exist an imminent danger to the health and safety of that  

  worker or another worker present at the work site, 

   

    Or 

 

  Operate any tool, appliance or equipment if, on reasonable and probable grounds, 

  the worker believes that it will cause to exist an imminent danger to the health and 

  safety of that worker or another worker at the worksite. 

 

  Imminent Danger means: 

 
 a danger that is not normal for that occupation, or 

 a danger under which a person engaged in that occupation would not 

normally carry out the person`s work 

 

 A worker who refuses to carry out work or refuses to operate a tool, appliance, or 

 equipment shall notify the worker`s employer at the work site of the worker`s refusal and 

 the reason for the worker`s refusal. 

 

 

WHAT THESE MEANS FOR YOU AS AN EMPLOYEE 

 

Do not attempt to do any job or operate any equipment that you have not been trained for. 

 

If you do not know how to do the job or operate the equipment tell your supervisor. 

 

Do not do anything or operate any equipment if it is unsafe. Protect yourself and comply with 

legislation by refusing unsafe work and inform your supervisor immediately. 

 

 

 

I have read and understand my right and legislated obligation to refuse unsafe work. 

 

 

 

Name (print): 

 

Sign: Date: 

 

 

 

 
 
Please see the Health and Safety Manual for the full Emergency Response Plan. 

 

I have read and understand Rose Enterprises Emergency Response Plan and the 
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location and use of emergency equipment within. 

 

Name (print): 

 

Sign: Date: 

 

______________________________________________________________________________________ 

 

 

Copies of legislation are found in all company vehicles 

 

I know where the copies of legislation are located. 

 

Name (print): 

 

Sign: Date: 

 

 

______________________________________________________________________________________ 

 

 
Safe Work Procedures 

 
I have been trained on where to locate and how to follow Rose Enterprises Safe Work 

Procedures. 

 

 

Name (print): 

 

Sign: Date: 

 

 

 

 

 
 

 

 
 

 

 

 

 

 

Discipline Policy 

Rose Enterprises expects all employees to follow company policies, rules, regulations and 

supervisor direction. 

 

The Company has a progressive discipline policy to identify and address employee and employment 

related problems. This policy applies to any and all employee conduct that the company, in its sole 

discretion, determines must be addressed by discipline.  The Company takes a comprehensive 

approach regarding discipline and will attempt to consider all relevant factors before making 

decisions regarding discipline.  

 

Most often, employee conduct that warrants discipline results from unacceptable behavior, poor 

performance or violation of the company’s rules, policies, practices or procedures. However, 
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discipline may be issued for conduct that falls outside of those identified areas.  

 

In special cases, the company will not resort to progressive discipline, but will take whatever action 

it deems necessary to address the issue at hand. This may mean that more or less severe discipline 

is imposed in a given situation.  

 

Rose Enterprises will normally adhere to the following progressive disciplinary process:  

 

1. Verbal Warning:   An employee not meeting expectations will be given a verbal warning when a 

problem is identified.  Verbal warnings are documented and placed in the employee’s personnel file 

and will remain in effect for twelve months.  

 

2. Written Warning: A written warning is more serious than a verbal warning. A written warning 

will be given when an employee engages in conduct that justifies a written warning or the 

employee engages in unacceptable behavior during the period that a verbal warning is in effect. 

Written warnings are maintained in an employee’s personnel file and remains in effect for twelve 

months. 

 

3. Suspension: A suspension without pay is more serious than a written warning. An employee will 

be suspended when he or she engages in conduct that justifies a suspension or the employee 

engages in unacceptable behavior during the period that a written warning is in effect. An 

employee's suspension will be documented and, regardless of the length of the suspension issued, 

will remain on file for twenty four months.  

 

4. Termination: An employee will be terminated when he or she engages in conduct that justifies 

termination or does not correct the matter that resulted in less sever discipline.  

 

 

 

 

 

 

 

I have read and understand Rose Enterprises discipline policy. 

 

 

 

Name (print): 

 

Sign: Date: 
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Company Rules 
 

1. All firearms are prohibited from company vehicles, property and worksites. 

 

2. Smoking is prohibited in all company vehicles and equipment. 

 

3. All employees must wear CSA approved safety toe boots. Safety toe running shoes are not 

permitted. 

 

4. Eye protection appropriate to the work being done must be worn at all times. 

 

5. Do not attempt to perform a job before you have received proper training and instructions 

as to the method. Use the right tools and equipment safely for the job. 

 

6. Report to your immediate supervisor all unsafe conditions and unsafe acts as well as all 

accidents injuries or equipment damage. 

 

7. Extra care should be taken when working around powered machinery and moving parts. 

 

8. A clean worksite is a safe worksite. Help keep your worksite and equipment clean and 

orderly. Keep the worksite clean of hazards that could cause slips, trips and falls 

 

9. Smoking on location is not permitted at most worksites. Check with your Supervisor for the 

Designated Smoking Area. 

 

10. Alcohol and narcotic drugs are prohibited at the worksite and during travel time. Any 

employee arriving for work or on a travel assignment while under the influence of 

alcohol/narcotic drugs or consuming alcohol/narcotics drugs on the job will be subject to 

“Disciplinary Action” up to and including “Immediate Dismissal” from location and/or 

“Termination.”  

 

11. Avoid horseplay practical joking and distraction of other workers. 

 

12. All employees must know the location and use of the fire extinguishers, eye wash stations 

and first aid supplies. 

 

13. All Rose Enterprises vehicles must be driven by licensed authorized drivers in accordance 

with road conditions and posted signs.  

 

14. Where noise levels are high hearing protection is required. Ear plugs or muffs are 

recommended at all times and must be available at all times.  

 

15. Perform all work using safe work practices and job procedures in accordance with your 

supervisor’s direction. 

 

 

I have read and understand Rose Enterprises Company rules. 

 

Name  (print): 

 

Sign: Date: 



Appendix A 
 

 

Incident Reporting 

 

Policy 

 

Rose Enterprises requires the reporting of all incidents and is committed to investigating all 

incidents and implementing practical resolutions that will restore and maintain a safe and healthy 

workplace and minimize, if not eliminate altogether, adverse effects to the environment. 

 

Rose Enterprises employees shall report all incidents including incidents without loss (near miss) 

to their supervisor as soon as practicable.  

 

It is important to report incidents without loss (near misses) for a number of reasons. First 

although this incident may not have involved loss, the next incident might. Therefore it is 

imperative that Rose Enterprises investigate and determine the root cause of the incident and take 

corrective actions. We are able to learn from all incidents and the reporting and subsequent 

investigations of incidents will result in a safer workplace. Basically, reporting incidents leads to 

learning which leads to safer work practices. 

 

Rose Enterprises shall keep copies of the Incident Report Form at all worksites locations. 

 

Hazard Reporting 

 

It is the policy of Rose Enterprises to report any hazardous conditions immediately. If possible, 

correct the hazard immediately. Even if the hazard has been corrected, employees should still 

complete a hazard report form with the corrective actions they have taken.  

 

It is important to report hazards because like incidents they lead to learning. Often new hazards 

may be similar in nature to other hazards discovered previously. Therefore creating records of what 

hazards Rose Enterprises employees encounter and the type of corrective actions taken will create 

a database of controls and solutions that can be used in future situations. 

 

Rose Enterprises shall keep copies of the Hazard Report form at all worksite locations. 

 

Workers Compensation Board Reporting 

 

 Workers are required to immediately report all injury incidents to their employer. 

 Both the injured worker and the company are required to submit reports to the Workers 

Compensation Board for the following: 

 If the injury disables or is likely to disable the worker for more than the day of the incident the 

Workers Compensation Act requires employers to report the incident within 72 hours. 

 Failure to report injury incidents can result in a financial penalty. It is recommended to 

immediately forward a report to WCB for any injuries which required medical treatment 

beyond on-site aid. 

 The forms required are the WCB employer report and Workers report of accident. These 

reports can be found at Rose Enterprises office or online at the WCB website. 

 

I have read and understand Rose Enterprises reporting policies. 

 

Name  (print): 

 

Sign: Date: 
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Workplace Violence 

 

Purpose 

 

The objective of this policy is to outline and communicate Rose Enterprises commitment to 

preventing violence in the workplace.   

 

Policy 

 

This policy acts as a guide for personnel in the prevention of violence in the workplace and the 

steps to follow should violence occur. This policy was developed and implemented to comply with all 

the requirements in the Alberta OH&S Code. Management is committed to providing a work-

environment, which limits the amount of job stress from both internal and external sources. All 

employee personal problems will be treated with the strictest confidentially and help is offered in 

the most professional manner. 

 

Discipline 

 

Employees who commit workplace violence will be subject to the Rose Enterprises discipline policy. 

Depending upon the severity of the violent act, individuals who commit workplace violence may be 

terminated. 

 

Definition 

 

“Violence” whether at a work site or work related, means the threatened, attempted or actual 

conduct of a person that causes or is likely to cause physically injury. 

 

Responsibilities 

 

Managers must ensure that violence is considered as a workplace hazard. Managers and 

supervisors must ensure that employees receive training on how to recognize and prevent violence 

in the workplace as well as the disciplinary actions regarding employees committing violence. 

Employees and contractors are responsible for recognizing signs of violence in the workplace and 

taking corrective action if violence occurs. Both management and employees are responsible for 

ensuring that the work place is free of discrimination and harassment. 

 

Training 

 

All workers and contractors will be provided training in this Policy during orientation and 

periodically during safety meetings. 

 

Procedures 

 

Recognition 

 

Violence can be recognized as the threat or act of injuring a person physically. Early signs of which 

may indicate violent behavior include: 

 

 Agitation. 

 Pacing, pounding fists, clenching. 

 Increased verbal hostility and anger. 
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Response to Incidents 

 

These guidelines demonstrate a way to behave if confronted with an individual who is displaying 

signs of aggression: 

 

 Remain calm and try to calm the other person. 

 Avoid escalating the situation. 

 Listen carefully. 

 If you cannot calm the person, call for help. 

 Continuing aggressive behavior should result in the person being asked to leave. 

 If they fail to leave, police should be called. 

 

Reporting 

 

All incidents of violence and threat of violence must be reported to Rose Enterprises management 

and/or supervisors. Acts of violence should be reported using the Rose Enterprises Violence Report 

Form found below. 

 

If the person committing the violence was a Rose Enterprises employee or contractor, management 

will contact the individual and apply the company discipline policy. If the person committing the 

violence is not a Rose Enterprises employee or contractor, management will take steps to lessen the 

possibility of that person committing violence including banishment from Rose Enterprises 

properties. 

 

Employees will be informed of this policy during the orientation process and the policy will be 

reviewed with employees during safety meetings on a periodic basis. 

 

The management of Rose Enterprises will ensure that employees are advised to consult a health 

professional of the employee’s choice for treatment or referral reports an injury or adverse 

symptom resulting from workplace violence, or is exposed to workplace violence. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign: Date: 

Ken Rose, President/Owner 

Rose Enterprises 
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Personal Protective Equipment 
 

Purpose: 

 

To outline the types of personal protective equipment employees of Rose Enterprises are required to 

wear. 

 

Policy: 

 

It is the policy of Rose Enterprises that all employees inspect their PPE every day before use. 

 

Employees of Rose Enterprises will be trained in the selection and use of PPE during the orientation 

process and this information will be reiterated during safety meetings at the discretion of Rose 

Enterprises Management. 

 

It is the policy of Rose Enterprises that all employees maintain and use the following personal 

protective equipment at all times: 

 

 Steel Toe Safety Boots 

 

When on leases Rose Enterprises employees shall wear: 

 

 Steel Toe Safety Boots 

 Safety Gloves 

 Hard Hat 

 Safety Glasses 

 High visibility stripes 

 

When required Rose Enterprises employees will use: 

 

 Safety Gloves  

 Hearing Protection 

 Safety Glasses 

 Hard Hats 

 Protective equipment when exposed to skin hazards 

 Flame Resistant Coveralls 

 

Please see the Rose Enterprises Respiratory Code of Practice and Fall Protection Safe Work Practice 

for details on the selection, use and maintenance of specialized PPE. 
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Responsibilities: 

 

 

Management: 

 

 Ensure that all employees have and use the required personal protective equipment at all 

times. 

 Ensure that employees are trained in the selection, maintenance, care and use of their PPE 

 Ensure that employees inspect their PPE before use 

 

 

Employees: 

 

 Inspect their PPE before use 

 Wear the required PPE at all times 

 Tag out or remove form service any PPE that has deficiencies 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Sign: Date: 

 

Ken Rose, President/Owner 

Rose Enterprises   
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Protective Footwear 

 

CSA - Grade 1 Safety Footwear 

 

Footwear meeting the CSA Grade 1 requirements can be identified by a green triangle on the 

outside of the boot and/or a green rectangle on the inside.  Footwear must provide adequate ankle 

protection. 

 

Protective Eyewear 

 

Procedure 

 

Employees of Rose Enterprises shall use eye protection when exposed to eye hazards 

 

Personnel will wear safety eyewear at all times while: 

 

 Engaged in any activity that could cause flying particles of dust, pieces of metal or other 

foreign objects to strike the eye. 

 

All personnel will wear an approved face shield whenever they are: 

 

 Scraping, grinding, or breaking any material from which a chip could fly into the eyes. 

 Handling any chemicals (Chemical Hazard Regulations). 

 Working where solid particles or other foreign material may become airborne. 

 Welding, burning, or chipping welds. 

 

Protective Headwear 

 

Employees and workers exposed to potential head injury shall be protected against such injury. 

Management is responsible for designating those areas or jobs which require head protection along 

with the procurement of approved headwear. All employees are required to adhere to these 

requirements. 

 

Employees must be instructed in the limitations and proper use of the protective headwear 

provided prior to its usage, including inspection, maintenance and replacement criteria. 

 

*The minimum requirement for head protection is as specified in the current CSA Standard Z94.1-

M1977 Class B. 

 

Employees will: 

 

 Treat their head wear with reasonable care. 

 Inspect the shell and suspension device regularly for cracks, cuts, excessive wear or contact 

with chemicals or other damage that may render the headwear less effective. 

 Clean headwear using mild detergent and then rinse with water. 

 Install winter liners when appropriate and maintain them according to the manufacturer’s 

instructions. 

 Avoid storing headwear in direct sunlight. 

 Have safety headwear readily available while operating equipment so that it may be utilized 

at all times should the employee need to leave the protection of the R.O.P.S. canopy. 

 

 



Appendix A 
 

Hand Protection 

 

All employees shall use proper fitting hand protection equipment when handling objects that could 

injure their hands. 

 

Hearing Protection 

 

Employees of Rose Enterprises are required to use hearing protection whenever they are working 

in area where the noise levels exceed 85 dBA. The hearing protection used must meet the 

requirements of CSA Standard Z94.2-02, Hearing Protection Devices – Performance, Selection, 

Care and Use. 

 

Please see the Rose Enterprises noise policy for more information regarding hearing protection. 

 

 

Fire Retardant Work Wear (Coveralls) 

 

To minimize potential burn injuries from fires and explosions, all workers who may be exposed to 

fire or explosion hazards shall wear fire retardant coveralls. Clothing must be maintained to 

manufacturer`s specifications. 

 

To minimize potential injuries from flash fires, appropriate personal clothing must be of 100% 

cotton will be worn next to the skin. Any additional layers of clothing must be at least must be at 

least 35% cotton blends or of an approved fire retardant material. 

 

Fire Retardant Clothing Inspection/Maintenance 

 

 Ensure clothing fits close to the skin, not too baggy or too long in the leg 

 Ensure clothing is kept clean and free of flammable materials 

 Dispose of clothing that is too worn, frayed, has holes or is torn 

 Clean clothing with mild detergent and water 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

I have read and understand Rose Enterprises PPE policies. 

 

 

 

Name  (print): 

 

Sign: Date: 
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Health and Safety Orientation Checklist 
 

 

Name of Employee: _______________________ 

 

Name of Supervisor: ______________________ 

 

 

Topic Date: Employee Sign Supervisor Sign 

Employee Responsibilities 
   

General Employee Rules 
   

Right to Refuse Work 
   

Emergency Response Plan 
   

Discipline Policy 
   

Reporting Procedures 
   

Location of Legislation 
   

Personal Protective 

Equipment 

   

Safe Work Procedures 
   

 

 

Employee: I have received training on all of these policies. I understand the content of 

these policies and agree to adhere to these policies. 

 

 

Name: 

 

Sign: Date: 

 

 

Manager: I have given the employee training on all these policies. I am confident the new 

employee understands these policies.  

 

 

Name: 

 

Sign: Date: 

 

 

 


