To: OH&S Committee

From: Andrew Peat

Date: 17 January 2017

Subject:WCB Partnership Program COR Certification

The (WCB) Partners Program is a voluntary program offered by Worksafe BC that recognizes and
provides incentive payments to an employer who goes beyond the legal requirements of the Workers
Compensation Act and the OH&S Regulations, and takes a best-practices approach to implementing the
health and safety program.

In addition to savings on WCB premiums (approximately $1,300/annum) a COR certificate makes a
strong statement that an employer values their workers and strongly committed to ensuring they and
the workplace are, safe and secure from injury.

The District is classified as a large employer — having more that twenty employees (career, admin & POC
members) and as such the certification process is required to be done by a third-party auditor. For WCB
purposes the District is considered “local government” and the BC Municipal Safety Association (BCMSA)
would be the certifying partner. The BCMSA provides a list of several individuals that provide this
service and | have made enquiries as to the possible cost.

The BCMSA website provides a wealth of material including questions that the auditor will address
during the certification process. The audit questions to be answered are attached — note Return to
Work (RTW) questions 9.1.1 through 9.4.5 are not applicable to COR Certification. While | am not
familiar with all the District’s health and safety practices, | believe the District would be considered
deficient in several areas which would have to be corrected.

Recommendation:

1. That the OH&S Committee recommends that the Board of Trustees adopt as a policy objective
that Salt Spring Island Fire Protection District take a best-practices approach to implementing
health and safety programs that would meet or exceed standards for Worksafe BC Partners
Program Certificate of Recognition (COR). The OH&S Committee will report at least annually to
the Board on progress towards meeting these standards.

2. The OH&S Committee will systematically self assess current policies and practices against the
COR program benchmarks identifying deficiencies and recommend changes to policy and/or
operational guidelines.

Material

BCMSA “Local Government Certificate of Recognition Program for Small Employers”
BCMSA “Large Employer COR Audit Process”

BCMSA COR audit questions

BCMSA “Certificate of Recognition (COR) Toolkit: An employer guide to COR certification.”
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&M4 . LARGE EMPLOYER COR AUDIT PROCESS

Organization registers for COR by
completing Application form

¢ At least one person completes the SMS
course online

*NAO's pay fee @
Auditor selected (External or Certified

fnternal)

e Auditor submits Notice of External Audit

*Notice submitted at least two weeks prior to start of
audit

*BCMSA admin issues Audit key

Audit Commences v

*45 days to complete the on-site audit activities
eIinformal close-out meeting last day on-site

*| ast day on-site is the Certification date, if
successful

*30 days after last on-site day to complete the report

Audit submitted to BCMSA for review

*BCMSA reviews within 2 weeks, auditor makes any
changes required

Auditor holds final close-out meeting :

with Organization

*Delivers final Report

*QOrganization submits Action Plan within 30 days of
final meeting
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INTRODUCTION

The purpose of this document is to help employers understand the Certificate of Recognition
(COR) process. Included is an overview of what is needed to succeed, detailed explanations of
the audit tool’s questions and practical examples of forms, policies and procedures that
organizations can use or modify based on their specific needs. By following this manual,

organizations can expect to improve their safety performance and reduce costs.

Common themes running through this manual include the importance of:

e aformal Safety Management System (SMS), as opposed to a random collection of safety

activities
e open communication across all levels of an organization

o effective, fair, documented supervision that does not overwhelm a supervisor with

paperwork
¢ an effective safety culture that helps all employees buy into the SMS

e promoting safety as an integral part of the business for all employees, rather than

“something only a safety person does”.

The manual is divided into three main sections. First is the introduction, which summarizes
setting up an SMS. The second section provides detailed explanations of each of the elements
of the COR process and tips and resources to help interpret the audit tool; this section also
includes various forms and templates that employers can use or modify. The third section is the

conclusion.

COR consists of nine elements, eight elements pertain to the Occupational Health & Safety
(OHS) audit, and one element deals with the Injury Management/Return to Work (IM/RTW)

audit. IM/RTW COR is currently not available to new certifications at this time.
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Each of these sections contains:

an overview of the element and its importance in ensuring a safe and healthy workplace
o relevant links to the OHS Regulation or the Workers’ Compensation Act

o alist of questions from the audit tool for each element with a clear description of what an

auditor looks for in each question

¢ allist of any relevant documentation required, as well as sample resources, such as policies,

checklists, forms, etc.

e best practices from leading employers on effective and practical approaches to safety,

focusing on the approaches auditors look for when on site
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Overview of the COR Program

The COR Program is a voluntary incentive program for employers in BC. Employers enrolled in
the COR Program develop management systems in OHS and IM/RTW. By implementing these
systems and verifying them through audits, employers can earn incentives of up to 15 per cent

of their WorkSafeBC assessments, calculated from the base rate in their industry.

The COR program consists of two elements:

1. the Occupational Health and Safety Certificate of Recognition (OHS COR)

2. the Injury Management/Return-to-Work Certificate of Recognition (IM/RTW COR), which
may be earned at the same time as the OHS COR, or subsequently. As noted previously,
IM/RTW COR is currently not available.

The OHS COR recognizes that an employer has implemented an OHS management system
that exceeds regulatory requirements, and ensures that there are comprehensive management
systems in place to provide a safe work environment. This is the foundation of the COR

Program.

The IM/RTW COR is awarded to employers who have built injury management/return-to-work
programs into their health and safety management systems. Return-to-work programs are a
proactive way for employers to help injured workers stay at work or return to productive and
safe employment as soon as physically possible. These programs are based on the fact that
many injured workers can safely perform productive work during the process of recovery.
Returning to work is part of the workers’ therapy and recovery, and workers who participate in a

return-to-work program have better long-term health outcomes than those who don't.

When the organization believes it is ready to proceed with the certification audit, it selects an
external auditor. Auditors are experienced in the industry and in safety culture. Through the on-
site audit process they develop a comprehensive picture of the situation and can provide
meaningful recommendations to help a company improve further. The auditor measures the
entire company’s performance using the BCMSA audit tool. For any topic that does not meet the
standard, the auditor writes a clear recommendation to the organization to help meet the

requirements. If the organization achieves 80 per cent, overall, and 50 per cent in each element
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of the audit, it is awarded COR certification. If the company is not successful the first time, it can

use the auditor’'s recommendations to improve its system and try again until it is successful.

On the first and second anniversaries of certification, the organization performs a maintenance
audit using the same audit tool. This audit can be performed by either a certified internal or
external auditor. In the third year after certification, an external auditor is again selected to
perform a full external audit. This audit cycle repeats in subsequent years. A key thing to

remember is that there is a full audit every calendar year.

Benefits of COR certification

There are three main reasons to seek COR certification:

1. reduced injuries and ilinesses, and indirect financial benefits of the program achieved
through higher productivity, lower turnover rate, and overall reduction in physical and human
operating cost

2. reduced assessment payments as a result of improved safety performance and experience
rating

3. annual financial incentives paid by WorkSafeBC

Financial incentives are provided to employers who achieve COR certification and who are in
good standing with WorkSafeBC. Employers earning the OHS COR receive incentives of 10
percent of their WorkSafeBC assessment, calculated from the base rate. Employers earning the
IM/RTW COR can receive additional incentives of five percent of their WorkSafeBC

assessment, again calculated from the base rate.

Even more significant than financial incentives associated with certification, however, are the
costs avoided by preventing workplace injury and illness, which in turn directly results in lower
claim costs and reduced WorkSafeBC assessment premiums. A safe organization can achieve
up to a 50 per cent discount on the base assessment rate, compared to a 100 per cent
surcharge on the base rate assessed on a company with poor safety performance. This means
a top-level safety performer would only pay one quarter the annual assessment of the worst

performers. Savings of this level can be substantial.

BCMSA Page 7 of 99 BCMSA ©2015



The successful implementation of the OHS and the IM/RTW systems also contributes to a
change in business culture. When employers recognize that health and safety are just as
important as other critical business factors (production, quality, etc.), a safer workplace will

result. Safer workplaces lead to higher employee morale.

Implementation and Maintenance of a Safety Management System

Safety management systems are no more difficult to set up and maintain than any other system,
be they accounting, maintenance or human resources. This resource manual is designed to
help organizations with even minimal safety experience achieve COR certification in a timely
and efficient manner. Reviewing this material is an important early step in the process. BCMSA
is available to help organizations, both by direct consultation and by providing training and

resources. An organization can achieve success in five steps:

1. The first step is for all senior managers to make an unconditional commitment to safety.
They must not only say, but actually believe, that all injuries are preventable and that
excellence in safety is necessary for excellence in business. Actions must always support

these beliefs.

2. The second step is for managers and supervisors to be personally involved in safety
activities, such as meetings, inspections and giving feedback when observing workers. This
is the main component of the safety system, but cannot occur in isolation. Safety champions

frequently set up easy tools for supervisors to use for this purpose.

3. The third step involves empowering employees to have a substantial voice in safety actions.
They must hold themselves and others accountable for actions and take pride in
achievements. If an organization responds negatively to employee concerns, this step

quickly fails.

4. Fourth, an objective evaluation of actions is needed to encourage positive behaviour and
reduce the negative. These systems must be fairly and consistently applied every time. This

is a key that leads to continual improvement.
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5. Finally, an effective reporting system must be established that employees can and will use.
It must focus on correcting issues and weaknesses before an injury or incident occurs, while

helping the organization learn from experience when something goes wrong.

Importance of Communication

There is no single factor more important than communication in a safety management system.
People within an organization could build the world’s best SMS, but if management and workers
never know about it, it will be useless. As with all systems, management needs to communicate
expectations to workers, coach them and train them. Workers need to be engaged in the
company, communicating not only when things are wrong (unsafe, unusual, unexpected or
unknown) but when things are going well. The communication needs to be open and without
fear of reprisal. Management needs to close the loop with workers and let them know how their

issue is being handled.

The most common and effective method is simple informal talk, either one-on-one or in small
groups. Signs, posters and message boards are semi-formal methods. Written policies,
procedures and forms are the most formal methods of communication. Each company needs a
balance of these methods and also needs to establish a system of recording communication
when it happens. The manager’s notebook, whether paper or electronic, is a very useful tool.
Simple, short notes that a particular worker was observed doing something (right, neutral or
wrong) and that subsequent feedback was given can support more formal evaluation records.
For minor issues, these notes may be the only record that anything even happened. They can
establish patterns of behaviour by the supervisor or a particular worker that can be vital in

investigations.

The best communications are not categorized as “safety” or “not safety.” Each discussion about
how to do a job properly is essentially a mini-safety meeting. Safety is just another part of the

overall business, and open communication is critical to its success.
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Effective Supervision

Effective supervision is an absolute key to workplace safety. In this context, supervision means
someone who controls, instructs and directs someone in the workplace. It is not necessary to
have the title of supervisor to be one. Most managers in local government are supervisors, as
are most lead hands. Supervisors are legally responsible for the health and safety of their
workers and are required by regulation to teach, train, inform, coach, watch, correct and even

discipline them appropriately.

The number one trait of effective supervision is integrity. The supervisor needs always to act
above the standards they are asking of their workers. They need to follow every safety rule to
the letter or better and always have every required piece of personal protective equipment not

only on but in good condition.

Safety Culture

Formally, an organization’s safety culture is its shared beliefs, values, behaviour and attitudes. It
is what the employees will do or say; even when they know no one is watching or listening. It is
the consistent belief at all levels that all injuries are preventable and that incidents cannot simply
be blamed on worker negligence by default. It is the belief that safe, happy employees have a
positive impact on business. Safety is not a cost-benefit calculation, but always a benefit. There

can be no cutting corners, and the job must be done right the first time, every time.

Safety culture is something anyone without much industry experience can quickly spot, but even
specialists struggle to define exactly what it is and how to measure it. People in the industry can
usually tell within minutes of stepping onto an organizations property if a business is running a
tight ship. Tight organizations are safer, have a lower environmental impact, lower costs and
higher profitability and higher employer loyalty and morale. New hires quickly adopt the culture
of the organization, and they rarely consciously realize what aspects of the culture have had a

subtle but crucial impact on them.
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COR Process and Continual Improvement

One of the principles of COR is continual improvement. The 80 per cent minimum standard for
COR certification is only the start of the next phase of the safety journey. Organizations need to
make a commitment that the only acceptable outcome is ultimately preventing any workplace
injury or iliness. This very lofty goal can only be approached slowly and systematically, dealing

with all remaining issues identified in audits or by other company methods.

Many organizations manage to address many of the deficiencies from each audit before the
next. Each year, organizations continually work on remaining issues, getting closer and closer to
the final goal. Occasionally, after several years of certification, organizations realize there are
safety issues they should address that are not covered in the audit. These organizations then
add the extra issues to their ongoing to-do safety issue list (otherwise known as a Corrective
Action Log, or CAL).

Continual Improvement also applies to the COR system itself. Organizations are actively invited
to give feedback on the COR system, the audit, auditor performance, this manual and any other
COR issue.
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ELEMENT 1: ORGANIZATIONAL COMMITMENT

Overview

An effective occupational health and safety (OHS) program must demonstrate effective
management leadership, a firm commitment to the program and a willingness to improve the
workplace safety culture. Organizations with good results in safety (or any other area) have
leadership that will not allow a substandard result. While cooperation and consensus are very
important in getting employee buy-in to programs, ultimately it is the leadership and commitment
from management that drives the process. The audit will measure the level of leadership and

commitment toward health and safety within the organization by assessing the following items:

e a current, written health and safety policy that clearly states the employer’s aims; the
responsibilities of the employer, managers, supervisors and workers; and awareness of

these individual responsibilities at all levels of the organization

e a system for accountability of health and safety roles and responsibilities at all levels of the
company. This is often one of the toughest areas for any company — what to do when a

valued employee is not following the system

o the levels of senior and middle management and worker involvement in the program (where

those levels exist in the organization)

o the levels of knowledge and awareness of applicable legislation appropriate to an

employee’s needs
¢ the allocation of sufficient resources for health and safety

¢ the level of commitment from senior management (CAO or most senior management)
toward improving the workplace safety culture. This is a key performance indicator —

whether the senior people walk the talk

This element has only one key document: the safety policy. Some organizations may have
safety as part of an overall mission statement or may have responsibilities for safety outside of

the policy. The rest of the element is about showing that the policy is actually followed.
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Key Concepts and Implementation Tips

In order to meet the above objectives, the audit determines whether:

o the employer has an established safety policy that fits what the organization does

and how it is organized
o employees are aware of the safety policy and their responsibilities

e supervisors and managers are aware of the applicable legal, regulatory and other

requirements of their area

e senior management fully supports the safety program with real resources and

makes a clear commitment through their actions

e management demonstrates a commitment to the health and safety
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How to — Safety Policy

Guide to Writing an OHS
Policy (CCOHS)

http://www.ccohs.ca/oshanswers/hsp

rograms/osh policy.html

> Guide to Writing an OHS Policy
Statement

|
- g B .
ﬁ“ !
| H

How to prepare OHS Policy
(Min. of Labour)

http://www.labour.gov.on.ca/english/
hs/pubs/ohsa/ohsag appx a.php

Ontario

Appendix A: How to Prepare an Occupational
- Health and Safety Policy | A Guide to the
s Occupational Health and Safety Act

How 1 Prepare an Occupational Health and Safety Policy

BCMSA Occupational Health
& Safety Program “shell”

http://www.bcmsa.ca/resources/s
upplemental-safety-programs/

British Columbia

Municipal Safety
Association

Occupational Health and
Safety Program

How to — Roles and Responsibilities

Safety on the Job is
Everyone’s Business
(WorkSafeBC)

http://www.worksafebc.com/publicati
ons/health and safety/by topic/asse
ts/pdf/safetyonthejob.pdf

SAPETY ON
e Jos 13
EVERYONE'S

20 Powerful H&S Motivation
Actions for Senior
Management (WorkSafeNB)

http://www.worksafenb.ca/docs/522t
op8a_e.htm

Supervising for Safety
(WorkSafeBC)

http://www.supervisingforsafety.com/

Supervising
Safety
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http://www.ccohs.ca/oshanswers/hsprograms/osh_policy.html
http://www.ccohs.ca/oshanswers/hsprograms/osh_policy.html
http://www.labour.gov.on.ca/english/hs/pubs/ohsa/ohsag_appx_a.php
http://www.labour.gov.on.ca/english/hs/pubs/ohsa/ohsag_appx_a.php
http://www.bcmsa.ca/resources/supplemental-safety-programs/
http://www.bcmsa.ca/resources/supplemental-safety-programs/
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/safetyonthejob.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/safetyonthejob.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/safetyonthejob.pdf
http://www.worksafenb.ca/docs/522top8a_e.htm
http://www.worksafenb.ca/docs/522top8a_e.htm
http://www.supervisingforsafety.com/

How to — Due Diligence

Due Diligence Checklist
(WorkSafeBC)

http://www2.worksafebc.com/PDFs/c

ommon/due dil checklist.pdf

DUE DILIGENCE CHECKLIST et o2

Effective Health and Safety
Programs (WorkSafeBC)

http://www.worksafebc.com/publicati
ons/health and safety/by topic/asse
ts/pdf/ph33.pdf

EFFECTIVE
HEALTH AND
SAFETY

Due Diligence (CCOHS)

http://www.ccohs.ca/oshanswers/leqi
sl/diligence.html

Training — Management Responsibility for Safety

Employers’ Advisers Office

http://www.labour.gov.bc.ca/eao/

WorkSafeBC database of
training providers

http://www.ohstrainingbc.com/

BCMSA Due Diligence

http://www.bcmsa.ca/course-catalogue/due-diligence-for-

supervisors-4-hour/

BCMSA Health and Safety
Management Systems (SMS)
Online

http://www.bcmsa.ca/course-catalogue/safety-management-

systems-on-line/

Workers’ Compensation Act
(BC Government)

http://www2.worksafebc.com/Publicati
ons/OHSRegulation/WorkersCompen
sationAct.asp#SectionNumber:Part3D

ivision1

Section 115, 116, 117 —
General Duties of
Employers, Supervisors,
and Workers

Page 15 of 99

BCMSA ©2015



http://www2.worksafebc.com/PDFs/common/due_dil_checklist.pdf
http://www2.worksafebc.com/PDFs/common/due_dil_checklist.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/ph33.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/ph33.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/ph33.pdf
http://www.ccohs.ca/oshanswers/legisl/diligence.html
http://www.ccohs.ca/oshanswers/legisl/diligence.html
http://www.labour.gov.bc.ca/eao/
http://www.ohstrainingbc.com/
http://www.bcmsa.ca/course-catalogue/due-diligence-for-supervisors-4-hour/
http://www.bcmsa.ca/course-catalogue/due-diligence-for-supervisors-4-hour/
http://www.bcmsa.ca/course-catalogue/safety-management-systems-on-line/
http://www.bcmsa.ca/course-catalogue/safety-management-systems-on-line/
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1

Is there a written health and safety policy that is signed or otherwise endorsed by the
current CAO, City Manager or Mayor? (Corporate)

Auditor Guideline:
¢ Review documentation: the health and safety policy

e Look for three items: does it exist, is it signed/endorsed, and is it current?

Employer Guideline:

o Create or review health and safety policy

Types of Documentation to Review:

e Corporate health and safety policy

Does the policy include health and safety responsibilities for managers, supervisors and
workers? (Corporate)

Auditor Guideline:
¢ Review documentation (the health and safety policy) and ensure it clearly outlines the
responsibilities for Managers, Supervisors, and Workers. Some may include responsibilities

for Contractors but this does not generate any additional points.

Employer Guideline:
e The health and safety policy needs to address the responsibilities of managers, supervisors

and workers.

Types of Documentation to Review:

Corporate health and safety policy
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Is the current safety policy posted at the worksites or made available to workers?
(All departments)

Auditor Guideline:
e Observe locations where the safety policy is in evidence during observational tours. Where
you may find the policy is on bulletin boards, in the employee handbook, posted on the

internal website or in the safety manual. It must be accessible to all employees.

Employer Guideline:
e ltis essential for the organization’s safety management systems that employees can refer to
the safety policy for direction on their responsibilities. The safety policy should be available

at all permanent worksites.

Do all staff know where to find a copy of the Safety Policy? (All departments)

Auditor Guideline:

¢ Interview employees to verify if they know where to locate the safety policy.

Employer Guideline:
e The auditor expects employees to demonstrate that they know how to access or locate the
safety policy. Communication of the existence and location of the safety policy is key in

achieving success for this question.

Can workers describe their health and safety responsibilities? (All departments)

Auditor Guideline:

¢ Interview workers to determine their understanding of their safety responsibilities.
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Employer Guideline:

Because the interview asks employees to cite the key points in the corporate policy, having
a clear and concise policy can help workers remember the key points. The auditor doesn’t
expect employees to recall the policy word for word but wants to see that they understand

the general terms.

Can supervisors describe their health and safety responsibilities? (All departments)

Auditor Guideline:

Interview supervisors to determine their understanding of their safety responsibilities.

Employer Guideline:

Because the interview asks supervisors to cite the key points in the corporate policy, having
a clear and concise policy can help them remember the key points. The auditor doesn’t
expect supervisors to recite the policy word for word but wants to see that they understand

the general themes.

Can managers describe their health and safety responsibilities? (All departments)

Auditor Guideline:

Interview managers to determine their understanding of their safety responsibilities.

Employer Guideline:

Because the interview asks managers to cite the key points in the corporate policy, having a
clear and concise policy can help managers remember the key points. The auditor doesn’t
expect managers to recite the policy word for word but wants to see that they understand

the general themes.
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Are managers and supervisors leading by example (wearing of Personal Protective
Equipment, seatbelts, etc.)? (All departments)

Auditor Guideline:

¢ During observational tour, observe managers and supervisors to see if they are following

safety rules and regulations.

¢ Interview workers to see if they believe supervisors are leading by example.

Employer Guideline:

¢ Managers and supervisors need to demonstrate that they are performing their jobs safely
and by leading by example. This means that safety policies, procedures and regulations are
followed as outlined in corporate documents. Examples could include wearing appropriate

personal protective equipment, and wearing a seatbelt while driving.

Are applicable health and safety regulations and other relevant resources available to
supervisors and workers? (All departments)

Auditor Guideline:
e Observe the worksite to determine if WorkSafeBC OH&S Regulation and other relevant

resources are available, in paper, CD or electronic format, etc.

¢ Interview supervisors and workers to see if they believe they have access to appropriate
safety resources.

Employer Guideline:

e There needs to be a system in place to ensure that all employees have access to safety
resources such as procedures, policies etc. This needs to be demonstrated by providing
electronic access or hard copies. Allowing employees the ability to access resources could

potentially prevent injuries occurring in the workplace.

BCMSA Page 19 of 99 BCMSA ©2015



Do managers of the organization discuss health and safety issues with workers at least
once each quarter? (All departments)

Auditor Guideline:

¢ Interview managers to determine if they discuss health and safety issues with workers.

¢ Interview workers to determine if managers have discussed health and safety issues within

the past 3 months.

Employer Guideline:

¢ Communication is the single most important factor in a safety management system. There
needs to be a system in place that holds managers accountable for discussing or
communicating health and safety issues with workers. Some suggestion of this occurring in
organizations could be through regularly scheduled staff or crew talk meetings, one on one

discussion, memos etc.

Do supervisors regularly share health and safety information relevant to their operation
with their workers? (All departments)

Auditor Guideline:
o Interview supervisors and workers to determine if supervisors share health and safety

information.

Employer Guideline:
¢ Communicating health and safety information for day to day operations is critical for all
employees at every level. Sharing of information could be performed daily (if needed

depending on work environment), in the office, on the jobsite, or in safety meetings.
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Is safety a standing agenda item on management meeting agendas? (Corporate)

Auditor Guideline:
¢ Review documentation (agendas from Senior Management Team meetings) to determine if
safety is a standing agenda item, with at least safety statistics and any serious incidents

reviewed.

Employer Guideline:

o Safety is an important part of business and planning. It therefore must be included as a
standing item on management meetings. The auditor is looking to verify if management
meetings include safety as a standing agenda item, with at least safety statistics and any
serious incidents as topics for discussion. The opportunity to allow managers to engage in
safety discussions at meetings demonstrates an organizations commitment to improving

workplace safety.
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ELEMENT 2: PROGRAM AND PROCEDURES

Overview

Making safe work procedures and practices part of standard operating procedure may seem a
matter of common sense, but in fact an effective health and safety program for workers is
required by the Occupational Health and Safety Regulation without a written standard to refer
to, whether for respectful workplace/bullying or respirator-wearing, there is no consistent
guidance for workers or supervisors. Measurement of these items in the audit will include written

safe work procedures, practices and/or instructions including:

all routine and non-routine expected operations of the organization
¢ a Workplace Hazardous Materials Information System (WHMIS)

¢ instructions that direct the first aid services, supplies and equipment to be provided and how

employees receive that service

e procedures that address possible emergencies, assigning responsibilities, training in those
procedures, testing their effectiveness, and evaluating and revising the procedures based

on drills and actual emergencies.

The audit also measures whether the procedures are the right ones for the tasks the workers
perform. The procedures need to flow from the risk assessments to ensure that hazards of the
job are controlled. As with other sections, communication and supervision are underlying
themes. Workers need to be told and trained in the procedures, and supervisors need to coach

the workers to help ensure that the work is done the right way the first time, every time.

Key Concepts and Implementation Tips

In order to meet the above objectives, the audit checks whether:
e The employer has safe work procedures based on the hazard/risk assessments
done at the worksite.

o Employees participate in the hazard/risk assessment, since they are the ones most

affected by the hazard or risk.
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e The employer has a written discipline policy when coaching and correction are not

working.
e There is a first aid assessment done for each site that the organization operates.

o The organization has appropriate first-aid supplies, equipment, rooms and

personnel.

e There is a procedure for workers to follow when they are injured (or observe an

injury) and need first aid.

o There is a set of emergency-response procedures appropriate to the organization’s
activities and risks. Examples of risk factors include:
o blood-borne pathogens, fire, injury, fatality, natural disasters, workplace
violence, working alone, wildlife encounters, crisis management, power
failure, major equipment failure, major substance spills, robberies,

assaults, bomb threats, car accidents, rescue from remote locations,
heights or depths, etc.

¢ Employees know their roles in the first aid and emergency-response plan, whether

they are responders, reporters or bystanders.

e Emergency drills are held annually to test whether the various response plans

actually work for the organization.
o The organization has a WHMIS program.

e Training is documented.
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How to - Safe Work Procedures

Safe Work Procedures (BCMSA) | http://www.bcmsa.ca/resources/safe-
(a variety of already completed | work-procedures/

SWP’s)

Safe Work Procedures http://www.safemanitoba.com/upload

(Safe Work Manitoba) s/bulletins/bltn249(3).pdf v SAFE ]
WORK 5

No. 249,30f 3
October 2007

Safe Work Procedures

How to — First Aid Assessment

First Aid Assessment http://www2.worksafebc.com/PDFs/fi | | i s asess wosnes

(WorkSafeBC) rstaid/First aid assessment worksh ' - b
eet.pdf

How to — First Aid Procedures

First Aid (WorkSafeBC) http://www2.worksafebc.com/Topics/

FirstAid/Home.asp
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http://www.bcmsa.ca/resources/safe-work-procedures/
http://www.bcmsa.ca/resources/safe-work-procedures/
http://www.safemanitoba.com/uploads/bulletins/bltn249(3).pdf
http://www.safemanitoba.com/uploads/bulletins/bltn249(3).pdf
http://www2.worksafebc.com/PDFs/firstaid/First_aid_assessment_worksheet.pdf
http://www2.worksafebc.com/PDFs/firstaid/First_aid_assessment_worksheet.pdf
http://www2.worksafebc.com/PDFs/firstaid/First_aid_assessment_worksheet.pdf
http://www2.worksafebc.com/Topics/FirstAid/Home.asp
http://www2.worksafebc.com/Topics/FirstAid/Home.asp

How to — Emergency Response Plans

Emergency Response Plan
(WorkSafeBC)

http://www.worksafebc.com/publicati
ons/health and safety/by topic/ass
ets/pdf/emergency response quide.

pdf

How to prepare an
emergency response plan
for your small business

Basic

Template: Emergency
Preparedness and Response
Program (BCMSA)

http://www.bcmsa.ca/resources/s
upplemental-safety-programs/

British Columbia
Municipal Safety
A iatior

Emergency Preparedness and
Response Program

How to — WHMIS

WHMIS (WorkSafeBC)

http://www2.worksafebc.com/T opics/

WHMIS/Home.asp

WHMIS at Work (WorkSafeBC) | http://www.worksafebc.com/publicati
ons/health and safety/by topic/ass
ets/pdf/whmis.pdf / mmls(
© O'EC
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http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/emergency_response_guide.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/emergency_response_guide.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/emergency_response_guide.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/emergency_response_guide.pdf
http://www.bcmsa.ca/resources/supplemental-safety-programs/
http://www.bcmsa.ca/resources/supplemental-safety-programs/
http://www2.worksafebc.com/Topics/WHMIS/Home.asp
http://www2.worksafebc.com/Topics/WHMIS/Home.asp
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/whmis.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/whmis.pdf
http://www.worksafebc.com/publications/health_and_safety/by_topic/assets/pdf/whmis.pdf

Training - Risk Assessment and Safe work procedures

Employers’ Advisers Office

http://www.labour.gov.bc.ca/eao/

WorkSafeBC database of
training providers

http://www.ohstrainingbc.com/

CCOHS

http://www.ccohs.ca/products/courses/hazard/

Training — First Aid

WorkSafeBC database of
training providers

http://www.ohstrainingbc.com/

Training — WHMIS

WorkSafeBC database of
training providers

http://www.ohstrainingbc.com/

CCOHS (online)

http://www.ccohs.ca/products/courses/whmiscourse/

BCMSA Hazard Identification
and Risk Assessments

http://www.bcmsa.ca/course-cataloque/hazard-identification-and-
risk-assessments-4-hour/

BCMSA Hazard Awareness &
Recognition for Municipal
Inspectors

http://www.bcmsa.ca/course-catalogue/hazard-awareness-
recognition-for-municipal-inspectors-8-hour/

BCMSA WHMIS Online

http://www.bcmsa.ca/course-catalogue/whmis-on-line-2/

BCSMA WHMIS Live

http://www.bcmsa.ca/course-cataloque/whmis-live-2-hour/

Occupational Health and Safety
Regulation (WorkSafeBC)

Safe Work Procedures
Section 3.3 (c¢)

http://www2.worksafebc.com/publicatio
ns/OHSRequlation/Home.asp .

First Aid
e Sections 3.14 - 3.21

Emergencies and drills
e Sections 4.13-4.16

WHMIS
e Section 5.3 -5.19

Workers’ Compensation Act (BC

http://www2.worksafebc.com/Publicatio | Reporting injuries

Gov't) ns/OHSRegqulation/WWorkersCompensati [e Section 172
onAct.asp#SectionNumber:Part3Divisio
n1
Page 26 of 99 BCMSA ©2015



http://www.labour.gov.bc.ca/eao/
http://www.ohstrainingbc.com/
http://www.ccohs.ca/products/courses/hazard/
http://www.ohstrainingbc.com/
http://www.ohstrainingbc.com/
http://www.ccohs.ca/products/courses/whmiscourse/
http://www.bcmsa.ca/course-catalogue/hazard-identification-and-risk-assessments-4-hour/
http://www.bcmsa.ca/course-catalogue/hazard-identification-and-risk-assessments-4-hour/
http://www.bcmsa.ca/course-catalogue/hazard-awareness-recognition-for-municipal-inspectors-8-hour/
http://www.bcmsa.ca/course-catalogue/hazard-awareness-recognition-for-municipal-inspectors-8-hour/
http://www.bcmsa.ca/course-catalogue/whmis-on-line-2/
http://www.bcmsa.ca/course-catalogue/whmis-live-2-hour/
http://www2.worksafebc.com/publications/OHSRegulation/Home.asp
http://www2.worksafebc.com/publications/OHSRegulation/Home.asp
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1
http://www2.worksafebc.com/Publications/OHSRegulation/WorkersCompensationAct.asp#SectionNumber:Part3Division1

Is there a documented health and safety management system? (Corporate)

Auditor Guideline:
e Review documentation describing all elements of the organization's Health and Safety

Management System.

Employer Guideline:

¢ The organization at minimum should include statements about safety responsibilities, written
procedures, training and instruction of workers, hazard identification and control, workplace
inspections, investigation of incidents and accidents, responsibilities of the Joint Health and

Safety Committee, and program administration.

Types of Documentation to Review:

e Corporate Health and Safety Policy

Is there a process to address safety violations? (All departments)

Auditor Guideline:
¢ Interview Managers, Supervisors, and Workers to verify the application of compliance

procedures.

Employer Guideline:
¢ Are employees aware what will happen if someone is not compliant with the health and
safety program? Typical steps could include coaching or education, verbal and written

warnings, suspension and ultimately termination of employment.
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Are safety rules and regulations enforced? (Documentation: Corporate; Interviews: All
departments)

Auditor Guideline:

¢ Review documentation for a method to ensure compliance.

¢ Interview Managers, Supervisors, and Workers to verify the application of compliance

procedures.

Employer Guideline:

e This question is looking for a discipline policy with respect to safety violations. Does the
organization have a clear policy that shows what will happen if someone is not compliant
with the health and safety program, and is the policy documented? Typical steps include
coaching or education, verbal and written warnings, suspension and ultimately termination
of employment. It is acceptable to have a policy where some offenses are more serious than
others and have higher disciplinary penalties, rather than an established “progressive

discipline” process.

e The interview seeks to determine if the discipline policy is used consistently. Interview
evidence may still be fully positive even if the documentation is negative, provided all
interviewees report a standard uniform method of discipline. Interviewees who are not aware
of actual discipline having been needed but have a correct expectation that it would be used

if necessary, are considered to have provided positive responses.

Types of Documentation to Review:

¢ Discipline policy

Are safe work procedures written for identified hazards? (Corporate)

Auditor Guideline:

o Review documentation to verify if the following written safe work procedures have been

developed.
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Employer Guideline:
¢ Organizations should be able to produce written documentation for the following (this is not

an exhaustive list):

1. Confined Space Entry

2. Excavation

3. Lockout and Tagout

4. Working in proximity to overhead power lines

5. WHMIS/WHMIS 2015

6. Asbestos management

7. Musculoskeletal Injury Prevention/Ergonomics

8. Toxic Process Gases (ammonia, chlorine, ozone)
9. Biohazard protection

10. Fall protection

11. Working Alone or in Isolation

12. Violence in the Workplace

13. Vehicle & Mobile Equipment use (including roll over)*
14. Respiratory Protection

15. Weather Temperature Protection

16. Hearing Conservation

17. Respectful Workplace/Bullying

In all cases but #13, a substantial program, which includes responsibilities and safe work
procedures, must be developed. In some instances, the auditor will look for additional, or fewer

programs, depending on the organization being audited.

Types of Documentation to Review:

e Corporate health and safety policy and safe work procedures
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Are written safe work procedures readily available to workers? (All departments)

Auditor Guideline:
e Observe the worksite looking for safe work procedures. They may be at individual worksites

in paper format, in staff rooms, offices, posted on bulletin boards, or on an internal website.

e Interview workers to determine if they are aware of the existence and location of written

safe work procedures.

Employer Guideline:
e On the observation tour, the auditor checks to see whether or not safe work procedures are
readily available to employees. The organization can demonstrate this in many ways: paper

format, in staff rooms, offices, posted on bulletin boards, or on an internal website.

¢ Interviewed employees can provide many examples such as paper format, in staff rooms,

offices, posted on bulletin boards, or on an internal website.

Are workers following written safe work procedures? (All departments)

Auditor Guideline:
o Observe workers engaged in work activities for which safe work practices and job

procedures have been developed.

Employer Guideline:

o Observe workers performing their work. Compare the procedures they are following to
programs and procedures outlined in 2.4. The intent is that workers can demonstrate
knowledge and safe procedures, or describe the process if they are not actively involved in

the work at the time of the audit.
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Have supervisors and JOHSC members had the opportunity to consult in the
development or review of these procedures?
(Documentation: Corporate; Interviews: All departments)

Auditor Guideline:
e Interview Supervisors and JOHSC members to verify their involvement in the development
or review of Safe Work Practices and procedures. Review documentation of safety meeting

minutes or safe work procedures.

Employer Guideline:
e The question is designed to see whether supervisors and JOHSC members have been part

of the process for reviewing or developing the safe work procedures (SWP).

Types of Documentation to Review

e Safety meetings and safe work procedures.

Is there evidence that a WHMIS/WHMIS2015 program is in place? (Interviews: All
departments)

Auditor Guideline:

¢ Interview JOHSC members to determine if they are aware of the existence of a
WHMIS/WHMIS2015 program.

Employer Guideline:

e This question is asked only of JOHSC members, who should be able to identify the
existence of a WHMIS/WHMIS2015 program. JOHSC members should have been involved
in the development of the program, and should be ensuring it is consistently applied

throughout the organization.
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Is there evidence that a WHMIS/WHMIS2015 program is in place? (Observation: All
departments)

Auditor Guideline:
o Observe that the program is being followed. Ensure all elements have been successfully

implemented including labelling and signage.

Employer Guideline:

e The auditor’s observation tour includes looking at containers and noting if proper labelling
has occurred, if there is appropriate signage available to guide workers in the use of
chemicals, and if the MSDS/SDS’ are readily available and up-to-date (no older than 3 years

from issue date).

Have site-specific emergency response procedures - that address health and safety
emergencies for staff - been developed? (All departments)

Auditor Guideline:
¢ Review documentation (emergency response procedures). Ensure that each procedure is

specific for the worksite(s).

Employer Guideline:

¢ Mandatory emergency response procedures need to be site specific and must address:
possible emergencies; individual responsibilities; evacuation and rescue procedures;
emergency contacts; communication; and transportation of an injured worker. Potential
emergencies include: Fire, earthquake, highway accident emergency (if nearby), chemical

release or spill, bomb threat, robbery.

Types of Documentation to Review:

e Emergency response plans

BCMSA Page 32 of 99 BCMSA ©2015



Have emergency procedures been posted in appropriate locations throughout the
workplace? (All departments)

Auditor Guideline:
e During observational tours, look for emergency procedures in appropriate locations
(evacuation procedures in hallways, chlorine release emergency procedures outside

chlorine room, etc.)

Employer Guideline:

e The entire procedure in all its detail does not need to be instantly available to every worker,
but key concepts do need to be posted, including some signage and information readily
available in paper or electronic version. Hard copies of the master plan need to be readily
accessible in case of power and/or computer failure. Some procedures need to be posted
immediately adjacent to the hazard, such as chlorine rooms or ammonia rooms. Evacuation
plans should be posted in hallways of all buildings, identifying exit locations, fire pull

stations, etc.

Have responsibilities been assigned to staff in the event of a health and safety
emergency? (All departments)

Auditor Guideline:
¢ Review documentation and ensure emergency procedures clearly assign the responsibilities
to staff.

Employer Guideline:
e This question requires the key points to be spelled out in the actual procedure for all roles.
Examples of these roles are first aid attendants, floor wardens for evacuation, or those

responsible to contact external resources.

Types of Documentation to Review:

o Emergency plans
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Has training been given to employees who have a lead role in an emergency?
(All departments)

Auditor Guideline:
¢ Interview employees who have a lead role in an emergency to verify if they have received
training. This training could be during orientation or refresher training, department meetings,

job-specific training, or "emergency response" training.

Employer Guideline:

e This question is to determine whether the employees who hold an emergency role
understand their roles and responsibilities. Individual auditors ask different questions of
each interviewee, but typically people should know what to do in the major types of
emergency (fire, injury, etc.), especially where their meeting location is in the event of an
emergency and whether the plan requires them to do anything other than get to the meeting

area.

Have the emergency response plans/evacuation procedures been tested for deficiencies
and corrective action taken? (All departments)

Auditor Guideline:

¢ Review documentation records of evacuation drills or other tests of emergency procedures,
one per department. Ensure that any deficiencies have been noted and corrective action
taken. Drills must be held at all permanent sites at least every 12 months, and records kept.
If there is documentation of an actual emergency at a site in which the emergency response

procedures were used, a drill is not necessary at that particular site.

Employer Guideline:

e Organizations are required to have a documented emergency drill at least annually to test
the plans in place. The auditor is looking to see that a drill happened and that a debriefing
followed. If there was any corrective action required to tweak the plan, or correct a

procedure, the auditors are looking to see that it was documented.
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e As stated in the auditor guidelines, if there was an actual emergency event where
evacuation occurred or emergency plans were enacted, the auditor will look for
documentation of the event and proof of a debrief after the incident. In this instance, an

emergency drill need not be conducted to satisfy this question.

Types of documents to review:

e Emergency evacuation drill records

Is there a written first aid program? (Corporate)

Auditor Guideline:
o Review documentation, there should be a program which directs first aid services, supplies

and equipment to be provided, and procedures for rendering and reporting first aid.

Employer Guideline:

e The first aid program should include how to get first aid and what the subsequent steps
should be. Details could include how to get a worker to medical aid, what paperwork needs
to be filled out, where the first aid stations are located, what supplies are available, who the

on-duty first aid providers are, supervisor contact information, who needs to be notified, etc.

Types of Documentation to Review:

e First aid program

Has a first aid assessment been completed for each workplace? (All departments)

Auditor Guideline:
¢ Review documentation to determine if a first aid assessment is completed or reviewed at
least annually, for each permanent worksite, including fire halls, and for specific work

processes (i.e., utilities construction sites).
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Note: the auditor is not to determine if the assessment reaches the appropriate conclusion,

just that it has been completed.

Employer Guideline:

http://www2.worksafebc.com/PDFs/firstaid/First aid assessment worksheet.pdf

This process is a WorkSafeBC annual requirement. It assesses the requirements of your
site and determines what first aid supplies, personnel and equipment are required based on
the location and level of risk. The process must be completed and dated, indicating that it
has been reviewed in the past year. An organization may develop its own form, but the
process of determining the correct level of attendants, equipment and services must be

followed. Note that non-workers on the site are excluded from the personnel counts.

Employers must ensure that non-fixed/non-permanent sites are also assessed, such as

utility construction sites, etc.

Are there adequate first aid attendants, supplies and facilities? (All departments)

Auditor Guideline:

Review documentation to determine if the first aid assessment has the correct number and

level of first aid attendants at various worksites.

During observational tours, examine the first aid facilities and ensure that they meet the

standard required, based on the assessment.

Employer Guideline:

This review process will determine whether the first aid supplies, personnel, equipment and

facilities that were identified in the first aid assessment meet the requirements.

Types of Documentation to Review:

First aid assessments
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Do workers know how to contact first aid? (All departments)

Auditor Guideline:

¢ During observational tours, look for signs or other ways that identify how to contact first aid.

¢ Interview workers to determine if they know how to contact first aid.

Employer Guideline:

o This question tests to see whether employees are aware of how to get help if they require
first aid for themselves or for co-workers, and what procedures they would follow. Visual
signs or other ways that identify how to contact first aid need to be present and

communicated.
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ELEMENT 3: HAZARD IDENTIFICATION AND CONTROL

Overview

A method to identify and control workplace hazards is important in order to eliminate, minimize

or prevent unsafe or harmful conditions and work procedures. All jobs, equipment, machinery,

worker activities and on-site conditions need to be included in the hazard-recognition process.

The audit will measure if the organization has implemented:

e arisk rating system to analyse jobs, equipment and conditions for potential hazards; this

should be done once overall when building the system and then partially any time there is a

change in a job, a piece of equipment or working conditions. Annual reviews of risk

assessments also need to be conducted.

e a method to control the workplace hazards by

elimination or substitution — determine if the job must be done in a fashion that
places workers at risk, or if it can be performed in an entirely different way, or not

done at all

engineering controls — proper use of controls, such as power machinery instead of

manual lifting by workers, and availability of standardized engineering controls

administrative controls — including having workers follow written safe work

procedures for hazardous jobs, plus management enforcement of these practices

personal protective equipment (PPE) controls — including availability, training and

maintenance of PPE and enforcement of its use, where appropriate

e a method to communicate the risk assessment and the control procedures to workers and

ensure that the controls are used.
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Key Concepts and Implementation Tips

In order to meet the above objectives, the audit checks whether:

o The employer performs hazard/risk assessments at the worksite.

o Employees participate in the hazard/risk assessment, since they are the ones most

affected by hazards and risks.

e People assessing the risk are adequately qualified to do so. A qualified individual is
someone who is knowledgeable about the work, the hazards involved and the
means to control the hazards. This qualification can be earned through education,

training or experience, or a combination of these things.

o Once hazards have been identified, they are prioritized and controls put in place to

manage them, following the hierarchy of control.

e There is a process to review the effectiveness of the controls once they have been

put in place.

¢ Employees must be aware of the requirements for personal protective equipment in

accordance with the Regulation or the Organization’s policy.

o When operations change or new procedures are added, an assessment of the

change is performed.

e Supervisors check that workers follow the safety procedures, providing coaching

and corrective feedback where necessary.

o Employees have a method of reporting unsafe conditions, hazards or problematic

activities and understand the process for refusing unsafe work.

e Employees are trained in the hazards and controls that affect them and how to

report problems.
o The employer has a preventive maintenance program in place.

e There is a method for workers to mark and report problem tools and equipment
when discovered during their duties, so that no one is subsequently hurt by that tool

or equipment.

e Training is documented.
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How to - Hazard Identification and Risk Assessment

Risk assessment (CCOHS)

http://www.ccohs.ca/oshanswers/hspr
ograms/risk assessment.html

How to - Safe Work Procedures

Sample BCMSA Safe Work
Procedures

http://www.bcmsa.ca/resources/risk-
assessments/

The health & safety
resource of choice.

Shase the hnondedge!

How to - Reporting Unsafe Conditions/ Refusal of Unsafe Work

The Right to Refuse Unsafe
Work poster (WorkSafeBC)

http://www.worksafebc.com/publicatio
ns/health and safety/posters/assets/
pdf/right refuse.pdf
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Worker Rights and
Responsibilities
(WorkSafeBC)

http://www2.worksafebc.com/PDFs/Yo
ungWorker/ApprenticePrograms/Culin
aryArts/rights student.pdf

Getting a Job? Ask
Questions about Safety
(WorkSafeBC)

http://www2.worksafebc.com/PDFs/yo
ungworker/Getting job.pdf

How to - Personal Protective Equipment

PPE (WorkSafeBC)

http://www2.worksafebc.com/Topics/P
PE/Home.asp
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http://www.bcmsa.ca/resources/risk-assessments/
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http://www2.worksafebc.com/PDFs/youngworker/Getting_job.pdf
http://www2.worksafebc.com/Topics/PPE/Home.asp
http://www2.worksafebc.com/Topics/PPE/Home.asp

PPE (CCOHS)

http://www.ccohs.ca/oshanswers/prev
ention/ppe/

l‘ ™ c
S = Camtact Vs - C o
= > Personal Protective Equipment

Training - Risk Assessment

Employers’ Advisers Office

http://www.labour.gov.bc.ca/eao/

WorkSafeBC database of
training providers

http://www.ohstrainingbc.com/

CCOHS

http://www.ccohs.ca/products/courses/hazard/

BCMSA Hazard Identification
and Risk Assessments

http://www.bcmsa.ca/course-cataloque/hazard-identification-and-risk-
assessments-4-hour/

BCMSA Hazard Awareness
& Recognition for Municipal
Inspectors

http://www.bcmsa.ca/course-catalogue/hazard-awareness-
recognition-for-municipal-inspectors-8-hour/

BCMSA PPE Basics

http://www.bcmsa.ca/course-catalogue/ppe-basics-2-hour/

Training - Safe Work Practices

WorkSafeBC database of
training providers

http://www.ohstrainingbc.com/

Training - Refusal of Unsafe

Work

WorkSafeBC database of
training providers

http://www.ohstrainingbc.com/

Occupational Health and
Safety Regulation
(WorkSafeBC)

http://www2.worksafebc.com
/publications/OHSRegulation

/Home.asp

Section 3.10 — Reporting Unsafe
Conditions

Section 3.12 — Refusal of Unsafe Work
Part 8 — Personal Protective
Equipment

Workers’ Compensation Act
(BC Gov't)

Section 115, 116, 117 — General
Duties of Employers, Supervisors, and
Workers

http://www2.worksafebc.com
[Publications/OHSRegulatio
n/WorkersCompensationAct.
asp#SectionNumber:Part3Di
vision1
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http://www.bcmsa.ca/course-catalogue/hazard-awareness-recognition-for-municipal-inspectors-8-hour/
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Have processes been developed for identifying hazards and assessing risks?
(Corporate)

Auditor Guideline:
¢ Review documentation, which must include a form that is used to identify the hazards and
assess the risks, as well as written procedures (instructions) on how to carry out the

process.

e Auditors are not looking for completed hazard identification forms, just ensuring that the

framework has been established.

Employer Guideline:

o Provide a written process for hazard identification and risk assessment that identifies the
tasks within all departments, then breaks down the tasks for each hazard and then says how
it is going to be controlled. Each hazard needs to show that it has been analysed for
frequency of exposure, potential consequences and hazard probability. These three
combined provide a risk rating (low-, medium- or high-risk and up to multi-point scales). The

controls need to use the order of:
1. eliminating the hazard

2. engineered controls

3. administrative controls

4. PPE

Types of Documentation to Review:

e Hazard identification and risk assessment process or policy
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Have the individuals who take lead roles in identifying hazards and assessing risks
received training? (All departments)

Auditor Guideline:
¢ Interview managers and supervisors to determine if staff who are leading the hazard

identification and risk assessment process, have received training.

Employer Guideline:

¢ Employees involved in hazard/risk analysis must have received training in the process. This
could be demonstrated by a certificate or some other record of training. Training can be
done in house, but proof of completed training is still required. The questions posed to
managers and supervisors are intended to show whether the people doing the risk

assessments have received training to perform them adequately.

Are hazards documented and communicated to workers as they become identified
during operations? (All departments)

Auditor Guideline:
o Review documentation of minutes of safety meetings, supervisor notes, bulletin boards,

internal websites, etc.

o During observational tours, look for communication of documented hazards on bulletin

boards or available in some other format.

¢ Interview supervisors and workers to determine if hazards are communicated.

Employer Guideline:

¢ Hazards that are identified during operation have to be communicated to workers
immediately to help prevent a work place injury. It is important to have a documented
process to record hazards and a systemic process of communicating hazards to employees.
This could be established through forms, log books, notes, emails, newsletters and as well

visual signs on bulletin boards etc.
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Are controls developed for identified hazards and are they implemented?
(All departments)

Auditor Guideline:

Review documentation to look for a risk assessment from each department. Risk
assessments must have been created or reviewed within the past twelve months on any of
the procedures listed in 2.4. Review hazards identified through the formal process. In
some cases, the organization may have sufficient controls already in place, so there won't
be a risk assessment done in the past 12 months. However, there should be a process in
place to review the assessments periodically to ensure the controls are still sufficient.
Provide examples of at least one control identified from each department. During
observational tours, look for communication of documented hazards on bulletin boards or

available in some other format.

During observational tours, see whether or not identified controls have been implemented.

Employer Guideline:

For this question, the auditor will look at the programs required in question 2.4, and
determine if risk assessments have been completed for hazards identified in those
programs. The list is verified during the observational tour. The auditor will select one risk
assessment from each department (preferably more) and through all departments, ensure
that controls have been implemented. The auditor should focus on significant or large
controls where possible, as the employer should be following the hierarchy of controls when

determining how to eliminate or minimize hazards.

Are workers made aware of the requirements for PPE? (All departments)

Auditor Guideline:

During observational tours, look for evidence of PPE communication (e.g. signs posted

where hearing or eye protection would be required).
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Employer Guideline:
o Employers should ensure that any areas requiring PPE are identified with appropriate

signage.

Is PPE made available to workers in accordance with the Regulation or the
Organizations’ policy? (All departments)

Auditor Guideline:
¢ Interview workers to determine if workers have access to, and know how to get, the

necessary PPE.

Employer Guideline:

o Workers need to be provided with the appropriate personal protection equipment in
accordance to regulation, Collective Agreements and/or organization policies. When
workers are required to perform a task where personal protection equipment is required,
workers need to know how or where they can access the personal protection equipment.
Examples of where PPE could be accessed could be through a supervisor, manager,

stores/warehouse, etc.

Is PPE made available to workers in accordance with the Regulation or the
Organizations' policy? (All departments)

Auditor Guideline:
¢ Interview supervisors to determine if workers have access to, and know how to get, the

necessary PPE.

Employer Guideline:

e Supervisors need to provide the appropriate personal protection equipment to workers who
need it, in accordance to regulation, Collective Agreements and/or organizational policies.
Supervisors have to ensure that workers are provided with and are aware where they can

access personal protection equipment when required.
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Is the correct PPE used by employees when required? (All departments)

Auditor Guideline:

e During observational tours, observe the use of PPE.

Employer Guideline:

o The observation tour is done to see if workers are following the safe work procedure
requirements for PPE for the task they are performing. The auditor will look for employees
in each department, wearing appropriate PPE. If no PPE is required, the auditor will look for

such actions as wearing seatbelts while driving corporate vehicles.

Is specialized PPE available to workers when required? (All departments)

Auditor Guideline:
¢ Interview managers to determine if they provide sufficient resources for the purchase of

specialized PPE during the budgetary process.

Employer Guideline:
e During preparation of operational budgets, managers should consider an expense resource
for purchases of specialized personal protection equipment. Specialized equipment could

include respirators, high-visibility apparel, etc.

Are fit tests performed at least annually? (All departments)

Auditor Guideline:
o Review ten fit test records from across all departments who would need respirators to

ensure fit tests have been completed within the past 12 months.
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Employer Guideline:

e This question is asking the auditor to review documents to verify that employees who are
required to wear respirators while performing a task, must ensure that fits tests are being
completed within the past 12 months. In some instances, workers may not need respirators
anymore; in that case, the employer should ensure this is noted somehow so the auditor

does not think the annual fit test is required but not done.

When workers are required to use PPE, have they been trained in the use, maintenance
and limitations of it? (All departments)

Auditor Guideline:
¢ Interview workers to determine when they are required to use personal protective

equipment, and if they have been trained.

Employer Guideline:
o Workers must be able to describe the following: when PPE should be used, how it is to be
used, how to inspect the equipment, when and how it should be replaced. Note that if a

worker is not required to use PPE, this question will not apply to that worker.

Is there a system for workers to report unsafe/unhealthy conditions or practices?
(Documentation: Corporate; Interviews: All departments)

Auditor Guideline:

e Review documentation outlining a hazard reporting process.

¢ Interview workers to see if they know how to report hazards.

Employer Guideline:

e The process for reporting unsafe conditions must be clearly identified in writing, outlining
general rules and specific responsibilities. There must also be a written form for reporting
hazards, in order to track their completion. It's important that workers are familiar with the

process of reporting hazards as early recognition can potentially eliminate future incidents or
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injuries. Having a defined process can also show management’s commitment to providing a

safe workplace.

Types of Documentation to Review:

e Policy on reporting

e hazard report form

Possible Secondary Document Source:

o Corrective action log, maintenance records

Is there a preventative maintenance program in place for equipment and machinery?
(Corporate)

Auditor Guideline:

¢ Review documentation to see if there is a preventive maintenance program in place.

Employer Guideline:
e The program must include inventory of equipment, vehicles and tools requiring regular

inspection and maintenance, and schedules for their routine maintenance.

Types of Documentation to Review:

e Preventive maintenance program (written or electronic)

Possible Secondary Document Source:

o Corrective action log, maintenance records
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Is there evidence that the preventative maintenance program is being followed?
(All departments)

Auditor Guideline:
¢ Review documentation to see if there is a preventive maintenance program, is it being

followed.

Employer Guideline:

¢ In order to demonstrate the preventive maintenance program is followed, maintenance
records must be kept and be consistent with the schedules found when answering question
3.12.

Types of Documentation to Review:

¢ Preventive maintenance program

Possible Secondary Document Source:

o Corrective action log, maintenance records

Do workers know what they are to do if they encounter broken or defective tools or
equipment? (Interviews: All departments)

Auditor Guideline:
¢ Interview workers to see if they know what the process is when they encounter broken or

defective tools or equipment.

Employer Guideline:

e This question is asking the auditor to see if the worker can explain the process they would
follow when they encounter a broken or defective tool or piece of equipment. For example,
they may be required to report the damage to someone on an Equipment Condition Report,
and apply a "do not use" tag, or follow some other process that takes the equipment out of

service.
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ELEMENT 4: TRAINING EDUCATION AND CERTIFICATION

Overview

Training and instruction are one aspect of the overall theme of communication. All workers need
to know how to perform their jobs safely and understand their role in maintaining a healthy and
safe workplace. Employers must ensure that workers are trained, qualified and competent to
perform their tasks. Adequate instruction and supervision must also be provided to workers in

the safe performance of their work.

Training is a task-specific orientation or set of skills shown or given to a worker so that they
understand how to do a job. Education is where a worker takes a knowledge-based course to
understand the process of why they do a specific thing a specific way. Many times, training and
education go hand in hand. Certification is defined as recognition of having obtained certain

qualifications.

The audit will measure whether:

e A system is in place to ensure job specific instructions and training (including job-specific

hazards and work procedures and practices) has been communicated to workers.
e Training and instruction is current, enforced and followed.

e The system assesses and ensures that all employees are qualified and are competently

performing their duties in a safe manner.

o For new employees, visitors and contractors, orientation about emergency procedures,
hazard reporting and health and safety policies and procedures is delivered in a timely

manner.

The system for tracking this training can vary widely, from electronic databases to simple
spreadsheets or wall charts. There needs to be some way to list, in an easily searchable way,
who has what training. The records in the system can range from formal certificates issued by
external agencies to minutes from meetings or a supervisor’s journal notes and sign-offs on safe

work procedures. How each organization keeps the records and the system is entirely up to the
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organization, but the policy should fit with the organization’s overall style and culture. Records

should be readily available and protected from alteration.

The method for tracking safety training should be the same as for tracking non-safety training.
(In other words, a course in bookkeeping is no more or less valid than a course in investigation
techniques.) Other elements of the audit will look at specific training topics. This element looks
at the training system — how it is all linked together and tracked. Training is not just reading a
manual or being shown how to do a job. It includes evaluation on an ongoing basis to verify that

a worker is actually doing the job the right way every time.

Key Concepts and Implementation Tips

In order to meet the above objectives, the audit checks whether:

e The employer has a written training program that covers the items mentioned

above.

e The training required in the written training program, Regulation and law are

actually being done as required by the appropriate people for:

o employees
o supervisors
o managers
o contractors
o visitors

e The employer has a formal orientation program.

Evaluations of training competency can range from formal worker assessments to managers or
supervisors notebooks. Feedback should be given for both positive and negative observations,

leading to continual improvement in the workforce and the organization.
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How to - Training

Three Steps to Effective
Worker Education and
Training (WorkSafeBC)

http://www.worksafebc.com/publications/
health and safety/by topic/assets/pdf/3

-steps.pdf

Training and Orientation for
Young and New Workers
(WorkSafeBC)

http://www.worksafebc.com/publications/
health and safety/by topic/assets/pdf/Y
W _ Orientation.pdf

Training and Orientation
(BCMSA)

http://www.bcmsa.ca/resources/supplem
ental-safety-programs/

The health & safety
resource of choice,

Shate the hmowledgel

Supervising for safety
(WorkSafeBC)

http://www.supervisingforsafety.com/

MR
Supervising
Safety

Young Workers Zone
(CCOHS)

http://www.ccohs.ca/youngworkers/
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Training

Employers’ Advisers Office

http://www.labour.gov.bc.ca/eao/

WorkSafeBC database of http://www.ohstrainingbc.com/

training providers

CCOHS http://www.ccohs.ca/products/courses/

BCMSA http://www.bcmsa.ca/category/course-catalogue/

Occupational Health and
Safety Regulation
(WorkSafeBC)

http://www2.worksafebc.com/public

ations/OHSRequlation/Home.asp

Training General
e Sections 3.3

New Worker
e Section 3.23

Observation evaluation
e Section 3.24

Workers’ Compensation Act
(BC Gov't)

http://www2.worksafebc.com/Public

ations/OHSRequlation/WorkersCom

pensationAct.asp#SectionNumber:P

art3Division1

Training all workers

(note — includes workers of any
company, not just your company)
Section 115 (e)

Note that the regulation links only cover training systems. There are many other

references requiring training in specific areas, topics and skills.
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Has the organization determined what qualifications are required for different jobs?
(All departments)

Auditor Guideline:
¢ Review documentation (one per department) to determine if qualifications have been

established relative to health and safety for different jobs.

Employer Guideline:

¢ The information could be in any of the following: hazard assessments, training needs
assessments, job descriptions, job advertisements or similar documents. Look for an
indication of required certifications or licenses as well as training. This documentation may

be stored corporately, but score it for the appropriate department.

Types of Documentation to Review:

e Job descriptions
o Job postings

e Class Specifications

How do supervisors determine if workers can do their jobs safely? (All departments)

Auditor Guideline:
e Interview supervisors, who should be able to describe the steps they take to ensure their

workers, are competent. At a minimum, supervisors should:
e review training and certification records
e conduct training

e observe worker performing the work
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e correct unsafe acts

e reconfirm competency of worker

Employer Guideline:

e The question is looking for information from the supervisors about how workers are
evaluated and judged to be competent to do the jobs that they are required to do. Examples
are required. While this is an interview question, supervisors should be able to discuss how

they document their assessments.

Does the organization have a method of tracking education and training? (Corporate)

Auditor Guideline:

¢ Review documentation of training and education records.

Employer Guideline:

¢ Documentation is crucial; remember “if it isn’t documented, it didn’t happen”. There can be
many tracking methods or systems which could include; electronically or written format, in
simple format (class sign-in sheets, sorted by course), or complex (computerized data

management programs).

Types of Documentation to Review:
e Training records can include certificates, spreadsheet entries, electronic systems (e.g.

PeopleSoft), meeting minutes, supervisor notes, manager’s journal, etc.

Is training being conducted with workers on an on-going and as-required basis?
(All departments)

Auditor Guideline:

¢ Review documentation of training and education records.

¢ Interview supervisors and workers to determine that on-going training is occurring.
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Employer Guideline:

¢ Organizations need to keep the most valuable resources, their staff, well trained, motivated
and productive. Ongoing training contributes to a satisfied and efficient and safe workforce.
Proof of training can be achieved by interview responses and by reviewing training records
to determine if the organization has identified worker training needs (for high hazard tasks
see question 2.4) and that those needs are being met. Training can take place in many

different ways; in a classroom setting, in crew meetings, or on-the-job site.

Types of Documentation to Review:
e Training records can include certificates, spreadsheet entries, electronic systems (e.g.

PeopleSoft) meeting minutes, supervisor notes, manager’s journal, etc.

Is there a method within the organization to ensure that workers certifications are valid
and up to date? (Documentation: Corporate; Observation: Corporate)

Auditor Guideline:

¢ Review documentation.

Employer Guideline:

e The question is looking for documentation to confirm that a person (manager/supervisor) in
the organization is responsible for ensuring any required certification is valid and up-to-date.
There should be a system to track expiry dates of Certifications. Examples: appropriate
driver’s license, First Aid, Crane Operator, Forklift Operator, TDG. In the observation

process, the auditor will ask to see someone actually performing the task.

Types of Documentation to Review:

e Training records can include certificates, spreadsheet entries, etc.
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Are reqgular pre-job/pre-planning meetings held to discuss high risk safety and are they
documented? (All departments)

Auditor Guideline:
¢ Review documentation such as minutes of on-the-job tailgate or pre-planning meetings

where safety on the jobsite is discussed.

¢ Interview workers and supervisors to determine if on-the-job tailgate or pre-planning takes

place for high risk safety issues.

Employer Guideline:
e Prior to any work commencing, discussions that include high risk work need to be
communicated and shared with the worker. Documentation of minutes, crew talks or pre-

planning meetings can achieve this requirement.

Types of Documentation to Review:

e Minutes of on-the-job tailgate, crew talks or pre-planning meetings.

Does the employer have a formal orientation program, including the requirement that an
orientation be provided to all new or newly-transferred employees, as well as those
returning after a lengthy absence? (Documentation: Corporate; Interviews: All
departments)

Auditor Guideline:
¢ Review documentation to ensure all new employees receive an orientation that covers

critical issues (ERP, hazard reporting, etc.) and health and safety procedures.

Employer Guideline:
e The organization must ensure all new employees, including those transferring from other
positions or returning after a significant absence, receive an orientation that covers critical

issues. At a minimum, the orientation must contain the following general safety information:

e Corporate Safety Policy
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e  Supervisor contact
e  General safety rules

e Possible hazards, including robbery, assault, confrontation or other violence in the

workplace
o Working alone or in Isolation
e PPE
e How to contact first aid
e Location of first aid facilities
e Emergency procedures
¢ Right to refuse unsafe work
e How to report injuries and incidents
e Instruction and demonstration of work tasks
¢  WHMIS/WHMIS 2015

e Joint Occupational Health & Safety Committee

Types of Documentation to Review:

e Orientation program, checklists and records

Is the Orientation provided in a timely manner? (All departments)

Auditor/Employer Guideline:

o If there is an orientation program containing all the items in 4.7 documentation, points are
awarded based on when it is provided to employees. Auditors are to ask the organization
for a list of all new or newly transferred employees within the past 12 months. Choose 10
from various departments, review orientation records. Findings are also verified in interview

responses.
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Employer Guideline:

e The auditor will be verifying this question through documentation review of completed
orientations, and will need to know date of hire or date of transfer for those employees.
Ideally, the orientation takes place before the worker starts work. The auditor will provide
full marks as long as the orientation is started on the first day and completed in the first

week.

Types of Documentation to Review:

e Completed orientation records.

e Employee hire date records

Is there an orientation checklist form that provides an area for signatures of the person
giving, and the person receiving, the orientation? (Corporate)

Auditor Guideline:

¢ Review documentation

Employer Guideline:

¢ In order to verify that the orientation actually took place, the auditor will be looking for a
“paper trail” indicating both the person receiving, and the person giving the orientation, have
signed off on it. Documentation may be circulated electronically, but there needs to be an

electronic trail to show that all parties have accepted the process.

Types of Documentation to Review:

e Orientation checklists
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Is health and safety information given to contractors (Prime and day-contractors) before
they begin working for the organization? (Corporate)

Auditor Guideline:
¢ Review documentation of at least four RFP processes, contracts or other information

provided to contractors prior to commencing work.

Employer Guideline:
e Contractors coming on site need to receive key information that will affect them during their
job. These factors could include emergency response plans, hazards, reporting of incidents,

PPE, WHMIS and any chemicals they will be bringing on to the property

Types of Documentation to Review:

e RFP contracts.

Is there a process in place to identify Prime Contractors in multi-employer worksites?
(Corporate)

Auditor/Employer Guideline:
¢ Review documentation to determine if there is a process in place to identify Prime
Contractors. Note: the process could include a statement that the organization will always

maintain Owner Responsibilities and never designate a Prime.

Types of Documentation to Review:

e RFP contracts

e Contractor Coordination Policy/Program
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If there is a process in place to identify Prime Contractors in multi-employer worksites, is
the process followed? (Corporate)

Auditor Guideline:

o Review one contract to ensure the Prime Contractor is designated.

Employer Guideline:
¢ Organizations need to have a process to identify Prime Contractor and this process must be

followed. This can be achieved by reviewing documentation.

Types of Documentation to review:

e Contracts

Is there a process in place to ensure contractors, not designated as Prime Contractors,
are meeting their health & safety obligations? (All departments)

Auditor Guideline:
¢ Interview whomever is responsible in the organization for project management. This may

include project managers, public works managers and supervisors.

Employer Guideline:

o Employees responsible for project management need to be able to ensure that non-prime
contractors are meeting their health and safety obligations. Non-prime contractors could
include day contractors, and would include any contractors in multiple-employer worksites,

where the organization has maintained Owner status.
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Does the organization have a written requirement to provide an orientation to visitors?
(Corporate)

Auditor Guideline:

¢ Review documentation to see if there is a visitor orientation containing these items.

Employer Guideline:

e Customers and clients are excluded from the definition of "visitor" if they are restricted to
those areas that are customarily used to conduct City business. For example: delivery
personnel, attendees at Council or other meetings, taxpayers at the finance counter (among
others) are excluded. Visitors that are entering working areas other than normal business

areas, such as construction sites, should receive an orientation that identifies, at a minimum:
e Hazards or site specific safety procedures
e control measures or restricted areas
e procedures in the event of an emergency
e required PPE, provided by the visitor or by the organization

o The employer should ensure that any external auditors being hired, are provided with an

orientation to confirm this question.
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ELEMENT 5: INSPECTIONS

Overview

Regular inspection of the facilities, equipment, work methods and work practices must be included

in an effective health and safety management system. The audit checks for the following:

e written instructions that specify:
o the intent of inspections

e whois to inspect (including worker representation from the health and safety

committee)
e whatis to be inspected
e inspection frequency

e records of regular inspections carried out as outlined in the written instructions by designated

personnel

e a system to ensure that unsafe or harmful conditions and work procedures are identified,

reported, corrected and followed up without delay

o whether adequate training is provided for personnel responsible for inspection

This is an element where informal documentation, such as manager notebooks, can be very useful
in showing that inspections have occurred and that the journal’s owner participated. Inspecting the
work practices (i.e., observing workers doing their normal tasks) is the most overlooked and most
important part of the inspection process. The overloaded cart with the bent wheel won’t hurt

anyone until someone tries to use it. More likely it won’t even be noticed until it is seen in use.
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Key Concepts and Implementation Tips

In order to meet the above objectives, the audit checks whether:

o The employer has a written inspection process in place that describes all the different

types of inspections that are performed, including

o scheduled inspections

o annual inspections of fire and life safety equipment and elevating devices
o routine tours by management and supervisors of the facility or work area
o daily equipment inspections by workers

o inspection of critical equipment prior to use

e The inspections required in the policy, regulation and law are actually being done by

the appropriate people.
o A documented inspection checklist or form for workplace inspections is being used
o  When problems are found, they are fixed properly in a reasonable time

e Training in inspection protocols is documented
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How to — Inspections

Safety Inspections

http://www.worksafebc.com/publicatio

Safety Inspections

(WorkSafeBC) ns/health and safety/by topic/assets

[pdf/safety inspections.pdf ms“"j
Effective Workplace http://www.ccohs.ca/oshanswers/prey || === =="2 hmagy
Inspections(CCOHS) ention/effectiv.html

Why are workplace inspections important?

How to Conduct Workplace
Inspections (IAPA)

http://www.iapa.ca/pdf/inspect.pdf

[ A Heaith ana safety G ine for Your Workplace |
How to Conduct
Workplace Inspections

How to Implement a Formal
Health and Safety Program
(WorkSafeBC)

http://www.worksafebc.com/publicatio
ns/health and safety/by topic/assets
[pdf/lhowtoimplement ohs.pdf

How 10 Im .
OccupATIONAL HEALTH
AND SAFETY PROGRAM

Training — Inspections

Employers’ Advisers Office

http://www.labour.gov.bc.ca/eao/

WorkSafeBC database of http://www.ohstrainingbc.com/

training providers

CCOHS http://www.ccohs.ca/products/courses/workplace insp/

BCMSA Worksite Safety http://www.bcmsa.ca/course-catalogue/worksite-safety-inspections-4-
Inspections hour/
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Occupational Health and
Safety Regulation
(WorkSafeBC)

http://www2.worksafebc.com/publi

cations/OHSRegulation/Home.asp

Inspections
General
e Sections 3.5-3.10

e Section 4.3 (2)

e Section 4.9
PPE
e Section 8.5

Confined Space
e Section 9.7

e Section 9.24

Fall Protection
e Section 11.9

Laundry
e Section 12.150

Work platforms
e Section 13.22

Cranes and lifting machines
e Section 14.12-14.14

Mobile Equipment
o Section 16.7

e Section 16.34

ATV’s
e Section 16.53

Transporting workers
e Section 17.2

e Section 17.24

Emergency equipment
e Section 32.5
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Does the organization have a Workplace Inspections Program? (Corporate)

Auditor Guideline
o Review documentation of Workplace Inspection Program. The written instruction should
identify the intent of inspections, and who should inspect, including a member of the Joint

Occupational Health & Safety Committee.

Employer Guideline

e The program must include the following:
e The intent of the inspection
e What is to be inspected? Have checklists been created?
e  Who performs inspections? JOHSC, manager, supervisor and/or worker.

e How often are the inspections to be done? (Monthly, quarterly, before every shift,
before a piece of equipment is used?) Inspections must be done at a frequency that

will prevent the build-up of hazards.

o How are they conducted? (Formally or informally, scheduled or random, focusing on

improvements rather than assigning blame?)

Types of Documentation to Review

e Inspection program

e Inspection checklists
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Does the inspection program outline what is to be inspected and the inspection
frequency? (Corporate)

Auditor Guideline:
¢ Review documentation, an inspection schedule should be developed for all facilities where
the employer has workers. Note: the auditor is not assessing if the frequency of inspections

is correct, just that the schedule has been developed.

Employer Guideline:
o This question checks whether the organization has documentation proving that a schedule

has been developed.

Types of Documentation to Review:

e An inspection schedule.

Have persons responsible for conducting inspections received training?
(All departments)

Auditor Guideline:

¢ Interview persons responsible for conducting inspections.

Employer Guideline:

e Supervisors are responsible for conducting inspections on a regular basis and will always be
expected to answer this audit interview question. Supervisors should be trained in the
inspection of their work areas as part of their regular duties, using their regular inspection
procedures. Members of the JOHSC who should be conducting inspections will also be
expected to answer this question. The auditor’s interview is intended to verify they have

received training in conducting inspections.
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Are inspections being carried out as defined in the program? (All departments)

Auditor Guideline:

o Review documentation; compare documented inspections to the inspection program

requirements.

Employer Guideline:

e This question checks whether the organization has documentation proving that the
inspections are occurring following the rules that are defined in the program. For example, if
the program states that inspections will be done monthly in each department, the auditor will
be looking for proof that they have been completed each month. However, if the
organization does not meet the requirements in the program, this is a negative finding.

Evidence of non-compliance can never be a positive finding for any audit question.

Types of Documentation to Review:

¢ Inspection records for the past 12 months

Are inspection checklists or forms for workplace inspections being used?
(All departments)

Auditor Guideline:
¢ Review documentation, looking for a pre-printed checklist that is used consistently, or at the
very least, a form for use during inspections which identifies hazard levels and assigns

responsibility for corrective action.

Employer Guideline:
e This question checks whether the organization has documentation proving that a checklist is

being used, and at the minimum identifies hazard levels and assigns responsibility for

corrective action.
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Types of Documentation to Review:

Inspection checklist

Is there a process in place to ensure that someone is assigned responsibility to correct
any deficiencies found during inspections? (All departments)

Auditor Guideline:

Review documentation to determine if deficiencies found during inspections are brought to
the attention of the people or departments who would be responsible for the correction of

deficiencies.

Evidence may be found on the actual inspection forms, or in memos or other proof of

communication to those responsible for correcting.

Employer Guideline:

The organization needs to demonstrate that when deficiencies are found during inspections
they are brought to the attention of the people or departments who would be responsible for
correcting them. Assigning responsibility identifies accountability and ensures hazards are

corrected.

Is there a process in place to ensure that any deficiencies are corrected in a timely
manner? (All departments)

Auditor Guideline:

Review several consecutive checklists or inspection reports within each department.

Auditors should go back as many months as necessary to ensure hazards are rectified,

starting with high hazards. If there have been no high hazards, look for moderate hazards.

During observational tours, see if high hazard deficiencies have been corrected as shown

during document review.

Interview supervisors and safety committee members to see if high hazards are being

rectified before the next inspection.
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Employer Guideline:
e The organization needs to demonstrate a systematic corrective action plan for items
identified during the inspection so that deficiencies are corrected in a timely manner. The

plan needs to specify:
e what needs to happen
e who is required to either lead or perform the plan
e what the deadline is
e the date on which it was completed

e Action plan can be tracked in the JOHSC meeting minutes, through a maintenance program
or in a corrective action log. The audit tests the system to see whether items are being

assigned and corrected and also verified through observation tours.
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ELEMENT 6: INCIDENT INVESTIGATION

Overview

The objective of any investigation is to learn from the event and reduce the risk of repeating it.
Only by performing an effective investigation can root causes be discovered, and only by
addressing those root causes can effective changes be made. Investigating properly and
effecting change is one of the most respectful ways to treat injured and otherwise affected
workers. Management’s failure to investigate properly or, worse, failure to follow up on the
recommendations from a proper investigation is one of the surest ways to have workers
disengage from the organization, fostering lower morale and trust. A good safety culture
demands a thorough investigation in a blame-free setting. Investigations must not focus on
blaming the worker, but rather on finding where the system prompted the worker to make a poor
decision. Investigations of serious incidents are not easy to perform for many organizations, so

outside assistance is perfectly acceptable in these cases.
The audit will measure whether:

o there is a procedure for the immediate investigating and reporting of incidents that identifies:
e what to report to WorkSafeBC
o which incidents to investigate
¢ the intent of the investigation
e the content, distribution and follow-up of reports

e thereis a process to identify and record the actions necessary to prevent recurrence and to

implement and follow up on those actions

¢ designated investigating personnel are adequately trained and knowledgeable of the type of

work involved.
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Key Concepts and Implementation Tips

In order to meet the above objectives, the audit checks whether:

e The employer has a comprehensive written investigation policy or procedure.

e The investigations required in the policy, Regulation and law are actually being done

as required by the appropriate people for:

o injuries requiring medical aid, time loss or modified work duties
o serious close calls

o property damage involving or affecting a worker

o first aid cases that did not result in medical aid or time loss.

o  When problems are found, they are fixed properly in a reasonable time.

o There is a method for workers to report injuries, near misses, hazards and other

problems, and that the workers are using it.
e Standardized incident investigation forms are readily available and used.

e Training is documented.

Not all investigations are required to be full formal investigations. Minor first aid could be

investigated entirely in a manager’s notebook if that is standard organizational procedure.
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How to — Accident Investigations

Incident Investigation Report
(WorkSafeBC)

http://www.worksafebc.com/forms/as
sets/PDF/52E40.pdf

INCIDENT INVESTIGATION REPORT

Worter an Empicyer Sarvices Drision

[ Vom0

Accident Investigations
(CCOHS)

http://www.ccohs.ca/oshanswers/hsp
rograms/investig.html

Incident Investigation
(WorkSafe Alberta)

http://www.employment.alberta.ca/el
earning/Incident/Incident.htm

WORK SAFE
ALBERTA

Conducting a Workplace
Accident Investigation (Safe
Manitoba)

http://safemanitoba.com/conducting
a workplace incident investigation.
aspx

SAFE
T Wokk ¢

What Does an Accident Really
Cost? (WorkSafeBC)

http://www2.worksafebc.com/sc/tours

/default.ntm
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Training - Investigations

Employers’ Advisers Office

http://www.labour.gov.bc.ca/eao/

WorkSafeBC database of http://www.ohstrainingbc.com/
training providers
CCOHS http://www.ccohs.ca/products/courses/accident investigations/

BCMSA Incident/ Accident
Investigations

http://www.bcmsa.ca/course-catalogue/incidentaccident-

investigations-4-hour/

Occupational Health and
Safety Regulation
(WorkSafeBC)

http://www2.worksafebc.com/publicati
ons/OHSRequlation/Home.asp

Investigations
General
e Sections 3.3

Violence / conduct
e Section 4.26

Air Quality
e Section 4.79

Chemical exposure
e Section 5.59

Workers’ Compensation Act
(BC Gov't)

http://www2.worksafebc.com/Publicati
ons/OHSRequlation/WorkersCompen
sationAct.asp#SectionNumber:Part3D

ivision1

Investigating injuries
e Section 173
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Is there a written policy or procedure for investigation of hazards, accidents and near-
miss incidents? (Corporate)

Auditor Guideline:
¢ Review documentation, this document may be in a formal written safety program document,

or as a stand-alone document.

Employer Guideline:

o Ensure that the incident or accident investigation procedure identifies the following:

1. Which incidents to investigate (Workers Compensation Act Part 3, Division10
Section173): An employer must immediately undertake an investigation into the cause of
any accident or other incident that:

e isrequired to be reported by Section 172 of the Act,
e resulted in injury that required medical treatment,

e did not involve injury to a worker, or involved only minor injury not requiring medical

treatment, but had the potential to cause serious injury to a worker
e was an incident required by Regulation to be investigated.

2. In addition, an employer needs to investigate all first aid cases, near misses, threats and

significant property damage in a manner appropriate to the severity of the incident.

3. The intent of the investigation (Workers Compensation Act Section 174): As far as

possible, the investigation must:
e determine the cause of the incident

e identify any unsafe conditions, acts or procedures that contributed in any manner to

the incident
e recommend corrective action to prevent similar incidents.

4. Content: This could include photos, diagrams, witness statements and contact

information, events leading up to the incident, description of incident, etc.
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4. Content: This could include photos, diagrams, witness statements and contact

information, events leading up to the incident, description of incident, etc.

5. Distribution: Who is required to get copies of the investigation? This should include the

JOHSC and senior management.

6. Follow-up of reports: What are the procedures for following up on the incident, and who

is required to receive the updated reports?

Types of Documentation to Review:

¢ Accident/Incident investigation policy or procedure

Does the written policy or procedure clearly direct what types of incidents are to be
reported to WorkSafeBC? (Corporate)

Auditor Guideline:

o Review the documented accident / incident investigation procedure or policy to determine if

it identifies what must be reported to WorkSafeBC.

Employer Guideline:

o Ensure that the incident or accident investigation procedure identifies the following incidents
that need to be reported to WorkSafeBC:

Incidents which must be reported include:
Any incident that Kills or seriously injures a worker
A major leak or release of a toxic substance

A major structural failure or collapse of a building, bridge, tower, crane, hoist,

temporary support system or excavation

Any incident requiring medical aid or time loss from work; these must be reported

within 3 days and include:

o work-related injuries

o every disabling occupational disease, or claim for occupational disease or
allegation of an occupational
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Types of Documentation to Review:

e Accident/Incident investigation policy or procedure

Is the policy or procedure being followed? (All departments)

Auditor Guideline:

¢ Review documentation of ten reportable workplace injury claims from the past year to
determine if the incidents were reported to WorkSafeBC within the three business days. If
the organization has not had ten reportable incidents, review however many there have

been in the past year.

Employer Guideline:

o ltis the employer’s responsibility to report an injury to WorkSafeBC within three business
days of the injuries occurrence or within three business days of the employer or
representative becoming aware of the injury. The question asks the auditor to review if this

process is followed. The auditor will be looking for reports from all departments, if available.

Types of Documentation to Review:

e Form 7’s submitted to WorkSafeBC and record of incident report.

Are standardized incident investigation forms readily available and used?
(All departments)

Auditor Guideline:

o During observational tours, ensure they are used throughout the organization.

Employer Guideline:
e This question checks whether the organization has a standardized investigation form and is
it being consistently used throughout the organization. This can be verified during the

observation tours of the departments included in the audit.
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Are workers aware of the incident/accident reporting process? (All departments)

Auditor Guideline:

¢ Interview employees to determine if they have been made aware of the incident/accident
reporting process.

Employer Guideline:

e This question tests whether employees are aware of the organization’s reporting process.
Do they know the steps that will be followed, and what their responsibilities are during that
process, if any? Their responses are measured against the organization’s process.
Communication of the organizations’ incident/accident reporting process is crucial as it is the

cornerstone of the investigation program.

Are appropriate staff involved in investigations, and have they received training in
investigation procedures, and in the organizations policy/procedure for investigations?
(Documentation: Corporate; Interviews: All departments)

Auditor Guideline:
¢ Review the incidents identified for question 6.3, assess whether appropriate employees are
participating in the investigation. The investigation should be done by persons

knowledgeable in the work, and should include an employer and a worker representative.

¢ Interview staff responsible for conducting investigations.

Employer Guideline:

e There needs to be evidence of training for the people responsible for investigations. This
could be through the BCMSA or another recognized training institution. Certificates and
training spreadsheets are the easiest way to verify this training but are not the only form of
verification. Emails from the training institutes can also be used. Those who are competent

to do so can also conduct internal training.
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Types of Documentation to Review:

¢ Review documentation (training records)

Are "near miss" incidents being reported? (All departments)

Auditor Guideline:
o Interview supervisors and workers to discover if they are aware of the need to report these

incidents, and if they are being reported.

Employer Guideline

o Near miss incidents are those that could have resulted in serious injury or death, but did not
result in any injury or damage to equipment or facilities, are being reported. This question
tests whether to see if supervisors and workers are aware how to report near miss incidents
so that the cause can be investigated and a more serious incident resulting in injury does

not occur. A process needs to be established and communicated to all employees.

Are recommendations for prevention or remedial action assigned and are the
recommendations implemented? (All departments)

Auditor Guideline:
¢ Review documents of incidents identified in question 6.3; determine if recommendation for

prevention or remedial action is assigned.

e During observational tours, determine if recommendations found in selected incident
investigations have been implemented. This may require some informal discussions with

workers in the field.

Employer Guideline:
e During the documentation review in question 6.3, auditors are looking to see if
recommendations for prevention or remedial action are assigned. In this question the auditor

is verifying, through documentation review, that the recommendations have been complied
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with. The list is further verified during the observation tour to see if the recommendations

have been implemented.

Types of Documentation to Review:

¢ Review Incident/Accident Investigations

Are corrective actions communicated to workers? (All departments)

Auditor Guideline:

e [nterview workers to determine if corrective actions are communicated.

Employer Guideline

e This question tests to see if workers can provide a positive response that corrective actions
from investigations are communicated to workers. ldeally, if a worker is injured and a
recommendation is made to prevent a recurrence during the incident/accident investigation
process, that recommendation is made in consultation with the worker. If the worker is not
part of the investigation, the recommendations made should be communicated with the
worker, along with any actions taken to fulfil the recommendation. Other workers should
also be apprised of the recommendations and corrective action results through safety
meetings, postings on bulletin boards, distributed to workers involved in the incident, or any

other appropriate means.

o Communicating the results of incident/accident investigations, and any action taken as a
result of the recommendations, helps to improve the safety culture in the organization by
identifying managements’ positive response to preventing recurrence of incidents and

injuries.
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Are investigation reports reviewed by management? (All departments)

Auditor Guideline:
e Review investigation reports or other documents to see if management is part of the review

process.

e Interview managers to determine if they are reviewing investigations of incidents within their

departments.

Employer Guideline:
¢ An indication that management is reviewing investigations may be evidenced by signatures

on the investigation reports or by minutes of meetings where incidents are reviewed.

Types of Documentation to Review:

¢ Incident/Accident Investigations

e Management meeting minutes
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ELEMENT 7: PROGRAM ADMINISTRATION

Overview

The maintenance of health and safety records is necessary in order to determine the
effectiveness of a health and safety program. Reports of injuries, inspections and incident
investigations are required in order to determine incident trends, including their frequency and
severity. Effective communication of the program is necessary in order to promote a good safety
culture. Performing the COR audit annually is a major review, but the organization needs to stay
on top of its own system. Think of the audit as your annual physical; as an organization you still

should look in the mirror daily and step on the scales weekly.

The audit will measure the following:

a health and safety records management system

¢ the analysis of records and statistics that determine incident trends (frequency, severity,

type and nature of worker injury)
o effective communication of the program at all levels

e a system for program evaluation and a plan to correct deficiencies

Key Concepts and Implementation Tips

In order to meet the above objectives, the audit checks whether:

o The employer keeps records in a way that they can be retrieved.
e The records required by legislation, Regulation and the organization are maintained.

e Therecords are analysed on a regular basis, and shared with staff/workers, at least

annually.
e Senior management has formulated a plan based on that analysis.

e Everyone in the organization knows the major themes that the plan is going to

address (i.e., reducing cuts or improving return-to-work times).
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How to — Record keeping

Managing Safety from http://www.worksafebc.com/publicati
Supervisors Perspective ons/health _and safety/by topic/asse
(WorkSafeBC) ts/pdf/managing safety.pdf
Training

Employers’ Advisers Office http://www.labour.gov.bc.ca/eao/

BCMSA Training: Due Diligence | http://www.bcmsa.ca/course-catalogue/due-diligence-for-
supervisors-4-hour/

Occupational Health and Safety | http://www2.worksafebc.co | Statistics

Regulation (WorkSafeBC) m/publications/OHSRequlat e Sections 3.3 (f)
ion/Home.asp
Records

All sections require that a record be
kept to prove due diligence
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Are workers given an opportunity to discuss current and on-going health and safety
issues? (All departments)

Auditor Guideline:
o These could be regular safety meetings, tailgate/toolbox meetings, or on-the job
discussions. Ensure that as a minimum, a record is reviewed for each

department/combined department.

e Interview supervisors and workers.

Employer Guideline:

o Employees need to be engaged in ongoing health and safety issues, communicating not
only when things are wrong (unsafe, unusual, unexpected or unknown) but when things are
going well. Communication needs to be open and without fear of reprisal. An effective
method is simple informal talk, either one-on-one or in small groups. Signs, posters and
message boards are semi-formal methods. Written policies, procedures and forms are the
most formal methods of communication. Each organization needs a balance of these
methods and also needs to establish a system of recording communication when it

happens.

Is there a process to organize and manage safety management system documentation?
(Documentation: Corporate; Observation: All departments)

Auditor Guideline:
o Documentation review could include: safety minutes, inspections, investigations, safe work

procedures, risk assessments, training records.

Employer Guideline:
¢ Organizations need a process that outlines specifically which documents are to be stored,

how many years will they be kept, where will they be stored, and what security measures
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are in place to protect the private information contained within those documents. Having a
good process in place helps manage safety deficiencies, goals and achievements, work
plans, schedules and can provide a detailed evaluation on an organization’s overall safety

performance.

¢ |n addition, the organization needs a system to track injuries, incidents, etc., so that
statistics relative to health and safety can be generated. These statistics are then used to
formulate goals and action plans, training needs, and other continual improvement

processes.

Are health and safety goals and objectives identified on an annual basis?
(Documentation: Corporate; Interview: All departments)

Auditor Guideline:
¢ Review documentation of minutes of management meetings, safety meetings, etc. for an

indication of goal and objective setting.

¢ Interview managers to determine if Corporate and Departmental safety goals and objectives

are identified on an annual basis.

Employer Guideline:

¢ Auditors look to see that information is being gathered and analysed, and the organization
has safety goals and objectives identified on an annual basis. Examples of safety goals and
objectives could come from results from COR audit, statistical information, injury rate,

training, culture needs etc.

e The auditor’s interview determines whether managers are aware that annual safety goals

and objectives are being identified.

Types of Documentation to Review:

¢ HR Annual reports, Health and Safety Reports, minutes of meetings etc.
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If this is a Maintenance or Re-Certification Audit: Is there evidence that effort was made
to address previous action plans? (Corporate)

Auditor Guideline:
¢ Review documentation to confirm previous safety audit recommendations are implemented

and deficiencies corrected or acceptable information as to why they weren't completed.

Employer Guideline:

e This question is looking for any other safety audit that might have been performed. This can
be a previous COR external audit or internal audit. For organizations that are undergoing
their first formal COR audit, this question is not applicable. If an audit has been performed,
then the auditor will evaluate the percentage of deficiencies that have been addressed to
date, from the last action plan. While having a plan that is not yet enacted is better than
having no plan for a particular item, this question only evaluates the percentage of items that

have been completed.

Types of Documentation to Review

e Previous COR audits and action plans

Are records kept of lost time, medical aid, first aid and near miss incidents? (Corporate)

Auditor Guideline:

¢ Review documentation to see if records are kept for time loss, medical aid, first aid and near

miss incidents.

Employer Guideline:

e The organization needs to be able to produce specific records. These records may be kept
in a central location or on individual personnel files. Examples of where records might be
kept could include first aid rooms or office, human resources department or an identified

individual, etc.
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Are health and safety statistical reports generated and shared on an ongoing basis?
(Documentation: Corporate; Interview: All departments)

Auditor Guideline:

¢ Review documentation to see if health and safety statistical reports are generated and
shared on an ongoing basis.

¢ Interview managers and safety committee members to determine if statistical reports are
shared.

Employer Guideline:

¢ “Ongoing” could be monthly, quarterly or semi-annually, but should be more frequently than
once per year. These reports could be shared in JSHC meeting minutes or other
management, supervisor, worker or committee minutes and meetings. The interview is to
determine if managers and safety committee members are aware of health and safety

statistical reports being produced and shared.

Does the organization compare health and safety performance from year to year?
(Documentation: Corporate; Interview: All departments)

Auditor Guideline:

¢ Review documentation to see if the organization compares health and safety performance
from year to year.

¢ Interview managers to determine if safety performance is compared from year to year.

Employer Guideline:

¢ An organization needs to measure its safety performance, and one way to do so is compare
annual results. During documentation review the auditor looks for proof that health and
safety performance is compared from year to year, these reports could be shared in JOSHC
meeting minutes or other management, supervisor, worker or committee minutes and
meetings. This interview with managers will test to see if they are aware of health and safety

performance being compared from year to year.
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Are annual statistics analysed and needs or trends identified? (Documentation:
Corporate; Interview: All departments)

Auditor Guideline
o Review documentation to ensure records and statistics are being collected and analysed to

determine incident trends (including frequency, severity, type, and nature of worker injury).

¢ Interview members of the Safety Committee to determine if annual statistical analysis

OCcCurs.

Employer Guideline

e Auditors look to see that information and statistical analysis are being gathered from
recorded incidents. Are reports being examined for trend analysis, are corrective actions
being put in place to mitigate the risk, and is the information shared with everyone? This
analysis can be presented in graphs, through JOHSC meeting minutes, in newsletters or
posted on OHS boards, etc.
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ELEMENT 8: JOINT OCCUPATIONAL HEALTH AND SAFETY COMMITTEE

Overview

A Joint Occupational Health and Safety Committee (JOHSC) is required at every workplace
where twenty or more workers are regularly employed, and is an integral part of an effective
occupational health and safety program. A JOHSC is a key facilitator of communication, and its
meeting minutes are often excellent documentation of larger-scale safety initiatives. Such a

committee often directly interacts with inspections, investigations and system administration.

The audit will measure the following:

e a functioning JOHSC, with clearly defined committee membership, function and duties
¢ committee members’ active involvement in health and safety activities

e a process that ensures committee minutes are maintained and communicated, with

recommended actions followed up by the employer.

Key Concepts and Implementation Tips

In order to meet the above objectives, the audit checks whether:

The employer has written terms of reference for the safety committee(s).
¢ The committee members have been trained appropriate to those terms of reference.

o The committee actually performs its duties to according to legislation, Regulation

and organization policy.

e  The committee meets monthly and then publishes minutes so that everyone knows

o the importance of safety in the workplace
o the names of the committee members
o how workers can take safety issues to the committee.
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How to — Joint Occupational Health and Safety Committee

Joint Occupational Health and
Safety Committee
(WorkSafeBC)

http://www2.worksafebc.com/pdfs/Ce

rtificationandTraining/JHSC/JHSC R

esponsibilities Workbook.pdf

Joint Occupational
Health & Safety Committee

........................
.............

Training — Joint Occupational Health and Safety Committee

Employers’ Advisers Office

http://www.labour.gov.bc.ca/eao/

WorkSafeBC database of http://www.ohstrainingbc.com/

training providers

CCOHS http://www.ccohs.ca/products/courses/hscommittees/

BCMSA Safety Committee http://www.bcmsa.ca/course-catalogue/safety-committee-member-

Member Responsibilities

responsibilities-4-hour/

Occupational Health and Safety
Regulation (WorkSafeBC)

http://www2.worksafebc.com/public

ations/OHSRequlation/Home.asp

Committee
e Section 3.3 (f)

Workers Compensation Act

http://www2.worksafebc.com/Publi

cations/OHSRequlation/WorkersCo

mpensationAct.asp#SectionNumbe

r:Part3Division1

Committee
e Section 125-138
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Is there a joint occupational health and safety committee (JOHSC)?

Auditor Guideline:

Through documentation review determine if there is a Joint Occupational Health and Safety
Committee with either equal representation from workers and management, or at the very
least, no more management representatives than worker representatives, and that the
JOHSC has been in place for at least one year. Further, if the organization has a Fire

Department, determine if there is a separate committee for the Fire Department.

Employer Guideline:

A JOHSC is required where there are twenty or more workers regularly employed. Further,
in a municipality, the Fire Department must have a functioning JOHSC. In some instances,
the organization may wish to apply for a variance to the requirement for so many

Committees; the audit will then assess based on the variance provided by WorkSafeBC.

There must be meeting minutes demonstrating that there is a JOHSC committee in place
and that it is functioning. This question deals solely with the existence of a committee. Other
questions in this element deal with whether the committee is properly constituted and

performing useful safety duties so as to meet organizational and legal requirements.

Types of Documentation to Review:

JOHSC meeting minutes
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Is the function of the Joint H&S Committee clearly defined in the Health and Safety
Management System? (Documentation: Corporate; Observation: All departments)

Auditor Guideline:
¢ Review safety management system documentation, the function may be listed there or in a

Terms of Reference document.

e During observational tours, look for posted communication regarding the Joint OH&S

Committee function, terms of reference, etc.

Employer Guideline:
o There needs to be evidence to verify that the committee members are aware of the function
and their key responsibilities, which are a combination of regulatory responsibilities and any

additional responsibilities assigned by the organization.

Types of Documentation to Review:

e Terms of Reference document

Are members of the Joint OH&S Committee actively involved in health and safety
program activities? (Documentation: Corporate; Interviews: All departments)

Auditor Guideline:
¢ Review documentation of minutes of the Joint OH&S Committee meetings to see if the
Committee is actively included in safety activities as noted in the Terms of Reference for that

Committee.

¢ Interview safety committee members to see if there are actively involved in the health and

safety program activities.

Employer Guideline:
e Auditors are looking for some kind of documentation to verify that safety committee
members are actively involved in health and safety programs activities such as hazard

identification and risk assessment, creation or review of safe work procedures,
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incident/accident investigations and worksite safety inspections. This can be shown within
the JOHSC meeting minutes, documented investigations, development of safe work
procedures and policies, reviewing policies and procedures annually, training, safety fair,

conferences, etc.

Types of Documentation to Review:
o JOHSC meeting minutes
¢ Incident/Accident investigations
o Worksite safety inspections
e Safe work procedures

¢ Risk assessment documentation

Does the JOHSC have a process for ensuring recommendations are presented to and
followed up with management? (Documentation: Corporate; Interviews: All departments)

Auditor Guideline:

¢ Review documented recommendations that have come directly from the Committee.
Alternately, the Committee may have adopted recommendations from another source such
as the Safety Advisor/Manager. If the Committee makes a formal recommendation, it must

receive a written response from Management.

¢ Interview Safety Committee members to determine if they either make recommendations or

adopt recommendations from others. This may include BCMSA, managers, etc.

Employer Guideline:

¢ Auditors are looking for some kind of tracking system for corrective actions. This can be
done within the JOHSC meeting minutes, which should clearly show that action items are
addressed in a timely manner or by the established due date. A separate corrective action
log can track all identified deficiencies, including JOHSC meeting items, but it needs to also

show the date, item deficiency, person responsible, due date and the actual completion
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date. If the JOHSC makes a formal written recommendation to the organization in writing,

then the employer is required to respond, in writing, within 20 days.

Types of Documentation to Review:
e JOHSC minutes

o  Written JOHSC recommendation and management responses

Are the last three safety committee meeting minutes posted or made readily available to
all employees? (All departments)

Auditor Guideline:
e During observational tours confirm that the last three safety committee meeting minutes are

posted or made readily available to all employees.

Employer Guideline:
o Minutes may be posted on bulletin boards, on the organization's internal website, or other
means. Posting minutes of JOHSC meetings is another communication tool to ensure

workers are aware of the health and safety activities taking place in the organization.

Are committee members familiar with their duties and functions? (All departments)

Auditor Guideline:
¢ Interview JOHSC members to determine their level of knowledge and understanding of their

roles and responsibilities on the committee and the terms of reference.

Employer Guideline:

e The interview aims to verify that the committee members are aware of their key
responsibilities, which are a combination of regulatory responsibilities and any additional
responsibilities assigned by the organization. Committee members should also be able to

describe their responsibilities as listed in their Terms of Reference or Program document.
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Have committee members been offered and/or received any training in how to carry out
their duties, within the past year? (Documentation: Corporate; Interviews: All
departments)

Auditor Guideline:
¢ Review training documents to see how many members have been offered and/or received

any safety training in courses which would apply to their role on the safety committee.

¢ Interview Safety Committee members to determine if they have been offered and/or

received training in how to carry out their responsibilities

Employer Guideline:

o Every member of the JOHSC must be offered at least eight (8) hours of training per year.
There needs to be a system in place that shows committee members are being offered
and/or received any training in how to carry out their duties. Training could be through a
number of courses the BCMSA offers as well as attending conferences or other related
training, provided the JOHSC has accepted that it is appropriate training. The auditor will be
looking for actual proof that all JOHSC members were offered and encouraged to participate

in training; providing an annual training catalogue is not sufficient.
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Are committee members performing or reviewing incident/accident investigations and
workplace inspections? (Documentation: Corporate; Interviews: All departments)

Auditor Guideline:

¢ Review documentation, incident/accident investigations and workplace.

¢ Interview Safety Committee members to determine if they have conducted or reviewed

investigations and workplace inspections.

Employer Guideline:

¢ Committee members should be conducting or reviewing workplace inspections, and should
be conducting or reviewing incident and accident investigations. Proof that this is taking
place could be found in JOHSC minutes, by signatures on the inspection report forms or

incident/accident investigation forms. Verification is followed up through interview of JOHSC

members.

Are adequate resources provided to the Safety Committee for them to adequately fulfil
their responsibilities? (All departments)

Auditor Guideline:

¢ Interview safety committee members to determine if they believe they have sufficient

resources.

Employer Guideline:
e Resources include time to perform their tasks, as well as documents including copies of the

OH&S Regulation, Workers Compensation Act, safety publications, etc. Access to these

resources may be in hard copy or electronically.
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CONCLUSION

This document is to help employers understand the Certificate of Recognition (COR) process,
giving an overview of what is needed to succeed, providing detailed explanations of the audit
tool’s questions and giving practical examples of forms, policies, procedures and resources that
an organization can use or modify based on their specific needs. By following the information in
this manual, an organization can also expect to improve their safety performance and reduce

costs.
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