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Management Meetings
The Organization must strive to take all reasonable care in the provision of a safe and healthy workplace. This requires management to be aware of all issues and activities that impact on that requirement. As a result:

a) All management and supervisors are required to participate in regularly scheduled Health and Safety meetings.

The purpose of these meetings is to ensure that:
· Two-way communication between management and workers is established
· Management receives and considers recommendations from the Health and Safety Representative (or Committee)
· Important aspects of the Health and Safety Program such as inspections, accident investigations, and Health and Safety activities are monitored and evaluated

b) The requirements for these meetings include:
· Meet at least monthly
· Having a prepared agenda
· Discussing and making decisions on recommendations from the Health and Safety Representative (or Committee)
· Assigning responsibilities for required action and communicating management decisions 
· Documenting each meeting to meet due diligence 
· Distributing minutes of meetings

Orientations, Training and Supervision of Workers

The Organization will provide proper direction and instruction to workers in the safe performance of their duties. Through training and supervision, employees are made aware of hazards and safe work procedures to follow in order to protect themselves.

To meet this requirement the Organization must provide:

a) Worker Job-Orientation

the Organization holds a general orientation session for new employees. The following general topics are covered during the orientation:
i) Job description 
ii) Performance expectations
iii) Hours and pay periods etc.

b) On-the-job Training

On-the-job training is to be provided by supervisors to new staff. This will include:
i) Using written job procedures and job Health and Safety instructions to demonstrate the job
ii) Explaining Health and Safety aspects of conducting the particular task
iii) Explaining who to contact for help
iv) The employee shall perform the job, under supervision, until the employee demonstrates the knowledge and skills necessary for the job
v) Verify that the employee has learned the correct job procedure


c) Worker Supervision

i) The Organization Supervisors are to ensure that work is carried out as expected by maintaining positive supervision over the work activities in his/her area.
ii) Workers are kept up-to-date of management decisions and action plans through periodic memos and updates
iii) All employees are expected to work according to established safe work procedures. Supervisors will immediately rectify any unsafe actions in accordance with proper corrective procedures.
iv) To effectively meet their responsibilities, supervisors must be trained in the following areas:
1) Incident/Accident Reporting and Investigations and how to take corrective and preventative action
2) Work site Health and Safety Inspections of their area

d) Orientation and Training Records

i) The Organization shall maintain records of orientation and training
ii) Area supervisor is to sign each record upon completion of training and will regularly follow up on that training to ensure consistency and competency.

Safe Work Rules and Procedures

The Organization requires the appropriate written instructions for all tasks required by workers. Written safe work rules and procedures should be developed to either eliminate or effectively control hazards.

To meet this requirement,
· Management and supervisors are to formulate site-specific Health and Safety rules and safe work procedures.
· Management will continually provide the necessary resources to ensure that Health and Safety rules and safe work procedures are effective.
· Management, supervisors, and the Health and Safety Representative (or Committee) are to review accident and injury statistics on a regular basis to ensure that established rules and procedures are providing the Organization with the safest work practices.
· Health and Safety rules are to be posed in the work areas and specific work procedures are made accessible to all employees in the areas where they apply.

Supervisors are to ensure that:
· Health and Safety rules and safe work procedures are communicated initially to workers during orientation and on-the-job training
· Health and Safety rules and safe work procedures are reviewed regularly at Health and Safety meetings
· Workers are aware of the hazards associated with their work and that they understand how safe work procedures will prevent or minimize injury
· Rules and procedures are enforced by immediately correcting any observed unsafe act or condition

All employees are expected to follow established rules and procedures.
	
Hazard Assessments and work site inspections

The Organization will ensure that hazards to the health and safety of the workers are identified and brought to management’s attention. It is management’s responsibility to ensure that the identified hazards are eliminated and, where this is not practicable, to ensure the hazards are controlled and that workers are protected from the hazards.

Work site hazard assessments and inspections are key activities in the prevention of accidents.

Their purposes are to:
· Identify existing and potential hazards
· Increase awareness leading to the prevention of workplace accidents and illnesses
· Ensure compliance with standards and regulations

To meet this requirement:
1. The Organization will conduct hazard assessments which will be performed by 
[insert name and position] 
· Prior to all new projects, jobs or processes
· Prior to the introduction of new equipment or hazardous materials.

2. The Organization will conduct regular workplace inspections which are to be performed by the Health and Safety Representative (or Committee).

3. The Organization will provide all necessary resources to ensure that hazard assessments and workplace inspections are effective. This includes:
· Time for inspectors to complete their duties
· Established communication channels between inspectors and management
· Quick action on recommended corrections

4. All assessments and inspections are to be documented. It is the responsibility of management to implement the removal/control of risks and ensure the actions required is implemented, checked and completed.
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