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To help verify and track the Health and Safety Program, the types of records that the Organization should maintain are:
· Worker orientation records
· Records of worker and supervisor training with the date, attendance, and general content of the program
· Records of meetings where Health and Safety issues were discussed
· Inspection reports and records of actions taken to solve problems
· Accident investigation reports
· Supervisors notes and logs of Health and Safety contacts with workers
· Records showing the use of progressive discipline to enforce Health and Safety rules
· Health and Safety meeting minutes, showing what steps have been taken to address health and safety issues
· Health and safety forms and checklists
· Medical certificates and first aid records
· Statistics on the frequency and severity of accidents

The Organization Reports
· All applicable accident claims must be reported to WSIB or the insurance provider on a standard accident report and investigation form, within 24 hours
· From this information, a monthly report that lists the number of accidents and classifies them by cause, injury and job description shall be prepared
· A brief narrative description of each accident should then be produced to compare with previous year’s data
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