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APPLIED SYSTEM TECHNOLOGIES INC.

Section 1.1
Administrative



ADMINISTRATIVE

Work Orders

a) All work orders will be reviewed by the office staff. in accordance with the
guidelines contained herein

k)

<)

All work orders, the weekly labour report, and  associated paperwork will be
brought in or faxed in, so that it 15 received in the office no later than 8:00 am each
Monday.

Attached mn Section 1.6 as Agpendinv 4 is a sample work order for a service call. Note
the following:

e R

= o

11.
12.

5

13,

Wark Chrder MNamsber: Must be entered with applesble letter 5 for service, PM for
preventative mamntenance or TC for el coverage.

Custamer: To be filled in for billing the w/o.

Caetomeer PO: To be filled 1n if available,

Service Date: To be filled when work begins,

Jotr Mame: To be filled (*note that sometimes different from customer name),
Addreri: To be filled with address where service is being performed.

To be fGlled when applcable:

a) Equipment Number

|':I'_,.' Mk

&) Modef

d) Serial

&) Location

Reason for calf: Must be filled in.

Service performed: A thorough description of work performed must be filled in.

o Weternads U nedt:

a] From- Encer the AST Purchase Order #
b) Quantity- Enrer the quantiry used.
c) Material- Enter brief descaption of material used.
“If material used is from either truck or shop stock, then indicate TS or 85
respectively in the “From" column.
Miscwllanenns: Check off any applicable usage.
QI Tag: T'o be sssued and the nomber entered whenever refngerant is reclammed
or filled.
Date Howrs & Tochwizans iwaializ All must be filled m*NOTE: for maintenance
only: hours to be listed on yellow copy only

14, Job Compieted: Muse be checked off either yes or no.

15.

Chsfameer Signatiere: Must be obtained, preferably by the person that placed the
service call.



d) Artached 1n Sectton 1.6 as Appesdo: B s a sample work order for a project. When more than one
mechanic is working on & job, only one work order 15 needed and can be written up by any
technician on the job. Note the following:
1. Werk Chrder: Enter work order number and the letter C {for constructon).
Customeer: Enter the costomer,
Jotr Nawez To be filled.
Aldddress: To be filled with address where work is being performed.
A-E: To be completed if applicable,
Nervice Perfrmred: 1€ 4 job spans over several days in the same week, then mark the date and a
brief descnpion of what was done. Continue marking the day and work done on the same
sheet, for as long as you are at the job that week. If vou will be going back the following
week, close off the work order form and open a new one the following week.
1. Material Used: To be complered in the same way as the service work order.
. Mescellaneavs; Check oft any appheable usage.
Y. Date, Hoters, Mechantcs Tmtialc Must all be filled 10 when more than one mechanic is on the
gamme job, one work order can be uszed, bur indicate both names and both hours worled.
1. Jeb Compileted: Must be checked ves or no.

11, Customer Seguatare: Should be obtained if possible.
Purchase Orders

o g e

A purchase order number 15 required for all purchases. Whether paying with MasterCard, cash,
or on supplier account, you must call into the office for a PO number. The PO number must be
quoted to the supplier when ordering. The only exception to the rule is parking, It is a necessary step
ta ensute all costs age linked to the appropriate job and category. If purchase is after hours, please
call the office the next business morning and a P/C) will be issued.

Packing Slips

a) Packing slips are to be handed in on the following Monday, along with the work onder for
which they were used. The PO number should be on the packing slip under PO number. If,
for any reason it is not, please handwrite it on the packing skip prior to handing in. Please
also indicate the work order number on the packing ship.

b} I a packing slip is lost or missing, put a note along wath vour paperwork mdicating this, so
that we may request a copy from the suppler.

Weekly Labour Reports {Timesheets)

Weekly labour reports are to be filled in as per the sample attached in Section 1.6 a5 AAgpendic L.
The weekly labour report is to be handed m the following Monday morning, This report not anly
records employee hours to be paud, but also 15 a summary of the labour to be charged against the
wark orders where the work was performed. All pertinent backup; work orders, packing slips,
receipts, etc. must be attached to the timesheet for the hours to be paid to the employee. The
timesheet must be completed, indicating the ome worked as well as the corresponding customer job
site and work order number. Ir is the IﬁanSlbl]l‘l". of the employee to obtan and document the
wark order number on their imesheer prior to handing in the omesheet Monday momings.



It 15 now company policy that any ame submitted o payroll without the corresponding work
order will not be paid. Payment will be withheld unnl the work order 15 handed in. If handed in after
the payroll cutoff, payment will be made the following paycheck date.

Service Repair Quotations

When working on & service call or mamtenance, and a repair 15 needed that must be quoted to
the customer, a Recommendation Report must be filled in, detadling the equipment, parts needed, as
well as labour necessary to complete the repair. Recommendaton Reports are to be handed in w the
office when completed. A blank sample of a Recommendanon Report is attached as ppendic D in
Section 1.6,

Documenting Expenses:

Any hourdy employee using thewr own money for a company purchase must document sll
amounts owed to them on their imesheet in the far right column. Please be sure to indicate which
job the expense corresponds to, by woting the amount on the same line as the job number. Original
receipts must be submitted along with the tmesheer

Any employee on salary using their own money for a company purchase must document all
amounts owed to them by flling out an expense report, and submitting this report, as well as the
onginal receipts to accounnng for reimbursement. For an example of an expense report, please see
Appendix B 1n Section 1.6.

Credit Card Receipts

Any time the company credit card is used, the payment slip/receipt must be handed m along
with all your paperwork on the following Monday. Ensure the PO# and the work order number is
wiitten on the receipt, as well as the customer name, Also ensure that the word M/C and your name
is elearly written on the receipt,

The receipr not only allows us to properly charge the customer, burt also ensures that the charges
on the monthly statements from Mascercard are valid and not fraudulent.

It is now company policy that fatlure 1o submit the Mastercard receipe will result in the
following:

1} A verbal request for the receipt

2) A -written request for the receipt

3) The amount will be considered a personal expense and will be deducted from your
paycheck without any further nonficanon.

ODP Tags

ODP tags must be filled out anytime you remove or add refrgerant to a system. One copy of
the form stays on the equipment on site, one 15 turned in with the corresponding work order and the
final copy 15 kept 1n your book. You are responsible to maintain an inventory of refrigerant held i
vour vehicle ar all omes. See Agpendoc Fin Section 1.6 for a sample of an ODP tag,



APPLIED SYSTEM TECHNOLOGIES INC.

Section 1.2
‘Tools and Equipment



TOOLS & EQUIPMENT

Personal Tools

a) Al emplovees muost forward to the office a list of personal tools kept n their
assymed company vehicle. Thas 1s the list that we are obliged to have on file for
insurance purposes in case the company vehicle is broken intg, and 1215 the only list
that will be used in such a case. Therefore, please ensure that this bist is updated on
#n ongoing basis.

ki Any personal tools that are broken while being used on company time that are lisced
on file will be replaced with an idenocal tool, or one of equivalent value,

Company Tools and Equipment {Shop)

a} Ay company equipment or tools that are required must be signed out of the
'I'::n{:uls;"Equipmnﬂt 3igrt-nu'r book located in the shop. Cince you are done with them,
vou must return them to thew proper place. IF unsure, ask the service coordinator.

b) I you use a company tool and find that it needs repairs or that parts are missing,
inform the office immediately so that the required repairs can be done and the wools
are available when needed.

Company Tools and Equipment (Truck)

a) Effectve September 2010, an inventory count [or all company truck tools and
equipment will be conducted every frst Monday of September, anoually.

by A list of company tools and equipment will be documented for each technician and
filed 1n their personnel fle.

Cylinders

Reclaimed cylinders bemng returned ro the shop must be cleady marked with the rype and
quandty of refngerant they contain, whether gas can be re-used or not, and where the gas
came from.

Company Cell Pbones and Pagers

a)  All HVAC service employees will be provided with a cellular phone for company
use, a5 well as a pager whenever they are on call. These are provided for your safery
and convenience, and are to be maintuned at all nmes. Proper charging of cellular
phones and changing pager batteries is essential for proper service, Please read the
manuals provided with these items, and advise the office immediately if there is a
problem with any of them.



b} Company cellular phones are provided for company use, and are not intended to be

€l

used as your personal cellular phone. However, we have mtroduced the option to
purchase an unlimited package. Please inquire for the latest package opnons.
Please call the forward number, 416 889-4826, when you need o speak o
management or the front office staff. When you need to speak to the service co-
coordinator for scheduling, work order numbers and/or purchase crder numbers,
please call 416 799-2025.



APPLIED SYSTEM TECHNOLOGIES INC.

Section 1.3
Company Vehicles



COMPANY VEHICLES

Gas Cards and Vebicle Mileage
a) Al HVAC employees with company vehicles will be provided with a gas card for gas
purchases. Ensure this card is in a secure place, and the PIN remains conbfidential.
b} Please include your vehicle's mileage on the Weekly Labour Report (imesheet) at the
end of each week, and hand in your Petro Canada receipts along with your
paperwork on the followmg Monday momming.

Routine Maintenance

oy I-mplc:u}r-r.:-.,s using company vehicles are expected to maintain those vehicles in proper
apetating condition. The vehicle operator is responsible for ensurning that oil changes
et done as required, and advising the office promptly of any problems encountered
with the vehicle, so that repalrs can be scheduled.

b} The vehicle opemtor is also responsible for ensunng that the vehicle s kept clean
bath inside and out

Driver's License & Driving Record
Fmployees whose work requires operation of a company vehicle must present and
maintain a valid driver's license and a driving record acceptable to our insurer. Any
changes in an employee's doving record must be reported to the Office Manager
immediately. Failure to do so may result in disaplinary acton, including possible
disemissal. Employees who operate company vehicles dunng their assigned work, are
financially and legally responsible for any traffic or parking violations unless
authotzed by management. Employees derving their own vehicle for business
purproses must thaintain adequate insurance ar all tmes at their own expense.

Personal Use of Company Vebicle

Company vehicles provided to employees are intended For company business only, and
are not to be used for personal use, unless authorzed in advance. Any abuse of this may
result in disciplinary action.

Alcobol/Drugs and Driving

Under no eircumstances are employees to dove the company vehicle while under the
influence of alcohol ar drugﬁ,n"intm:i-:ﬂ.nm.

Reporting Collisions/Damages

It is the responsibiliy of the emplovee to ensure that any collislons and damages to their
company vehicle must be reported to the office the same day of oceurrence,



APPLIED SYSTEM TECHNOLOGIES INC.

Section 1.4
Smoke Free In Ontatio



SMOKE-FREE IN ONTARIO

The Smoke-Free Ontano Act has been in effect since May 31, 2006. Applied Systems is in
complance with this act and will be taking all necessary measures for continued compliance.
The act prohibits smoking in enclosed workplaces and enclosed public places in Ontario in
order to protect workers and the public from the hazards of second-hand smoke.

Enclosed Workplaces

An enclosed workplace means any enclosed area of a building, structure, or vehicle thar
an employee works in or frequents during the course of their employment (whether or not
they are acting in the course of their employment at the time).

Applied’s Responsibilities

There will be no smoking in the lobby, offices, and washrooms.

The no smoking signs are posted in all entrances and exits in our building.

There will be absolurely no ashtrays permitted in the building,

Applied Systems will be appotnting an individual that will be enforcing emplovees o
ensure there will be no smoking,

= Applied Systems will not dismiss, threaten to dismiss, discipline, suspend, penalize,
intimidate, or coerce any of our employees who obey or seek compliance with the
act,

YN Y Y

Employee Responsibilities

As an employee during and afrer work hours:

¥ There will be no smoking in any vehicles.

#  You must ensure that the no smoking signs provided o you are posted in clear view
at every entrance and exit to your vehicles —work van, inside the drving area and at
the rear of your vehicle by the doors.

# You may not put an ashtray or similar equipment in your vehicle unless mstalled by
the manufacturer.

7 For not complying with this act, you may be fined up to 35,8K.00 by the Ontario
Ministry of Health, {Applied Systems Technologies will not be compensating any
fines recerved),

Contact Information

[ you requice any addinonal information of this act please visit waw oy onca —
Smoke-free or call the Public Health office in Vaughan at MI5-762-2090,
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Section 1.5
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MISCELLANEOUS

Hours of Work

For employees, the hours of work shall be eight (8) consecutive hours per day not
mcluding time for lunch, between 7:30 a.m. and 5:30 p.m. Monday to Friday inclusive with
one half hour off for lunch making a regular work week of 40 hours. Hours may Aucruare
depending on the hours of the customers.

Communications

Cipening lines of communication are an integral part of cur opematon, We are therefore

asking you to phone mio the office under any of the following situations:

a) IF marerial 15 required for the job or service call for the next day, call the office no
later than 3:00 pm o allow dme tor the matenal to be rounded up.

b} If you realize that you will not finish the job or service call you are working on, and
will need to return to that site the next day, please call the office as soon as pos=ible,
ter prevent double scheduling on the following day.

c) MNo later than 3:00 pm each day, advise the office of your status, and find out
where and when you are scheduled for the following day.

Uniforms

a) Al service employees are provided with uniforms, as detailed on the uniform
authonzation voucher. Employees are responsible for the care and cleaning of these
aniforms, and for ensuring that their uniform s neat and rdy. Coveralls are also
provided, to prevent excessive wear, tear, and staining of the uniforins, and should
be worn by employees when appeopriare.

b) C5A approved footweat is also provided for HVAC employees, up to a maximum of
$175.00 plus raxes.

Employee Sheets

All employees are responsible for thoroughly completing any and all requirec
documentations/ forms on a weekly basis. Samples of correctly completed documents and
forms are provided in the Appendixes. [n Section 1.6, Appendix C, I3, E, & G can be found
in our photocopier. Below are simple instructions to print these sheets:

¥ Step 1: On the photocopier, press the button above the screen thar reads
“Document Management™

# step 2: On the photocopier’s screen, press the digital button that reads “Document
Printing™

# Step 3 Select the document you would like to prine {Le. timesheer) and press “Finish
Selecting™ located at the apht side of the screen.



# Seep 4 To prnt the selected sheet, press the big, green, “Start”™ button on the right
side of the photocopier screen.

Vacation Requests

To request vacaton time, Fl.i:ah‘t fill ot the vacaton request form, attached as Ajy'lm;ir'x
(s in Section 1.6, This request must be approved in ovder for you to ke the vacation time,

Licencing

It 15 the sole responsibility of the employee to ensure thar all beences are up o dare
and arc valid at all imes.  When working for Applied Systems Technologies the following

st be caered ac all dmes.

" Yalid Dinver's Licence
*  Union Casd

" Vald Gas Licence

*  CF(Q Licence

= ALL Safety Certificares

A copy of any and all information changes or heence renewals must be handed in to the
office so that out records are kept up to date,

Disciplinary Actions

All employees must act in accordance with the administrative policies listed in Sections
1.1-1.5 of the Applhed Systems “['echnologies Policy Manual. Any employee who fails o
comply will be issued the following warnings:

1. Verbal wamning—moted in personnel file

2 Watten warning
3. Review performance with possible termination of employment.
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FOR OFFICE PURPOSES OMLY

Recommendation Report

= APPLIED

SYSTEMS TECHNOLOGIES INC
AT CONTRACTOR

Date:

Technician:

Raf. #:

Job Name: Make:
Customer Rep: Model &:
Addreas:; Serial 2:
Location: Voltage:
Problem:
Recommendation:

Material Requirad:

ltem | Qty

Doscription/Part #

Cost

Total

ool bl o] o B e e T R 0 0 S R 5 B

QUOTE VALID FOR 30 DAYS

Customar POE andior authorzation:
Data:
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Appendix F
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= APPLIED

HUSLH COMTRACTOR

Employvee Vacation Requests

Mame:

Date:

Flaage indicate vacation start and end date
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Emetgency Plan



SAPPUED

SYSTEMS TECHNOLOGIES INC
HVAL/R CONTRACTOR

EMERGENCY PLAN

(In the event of an emergency — i.e. fire, explosion, etc...)

Remain calm. Activate fire alarm (sound
emergency horn if applicable).

Initiate emergency response
- Call 911 — Verify Police/Fire/EMS

Workers to exit office from nearest and
safest available exit. Workers to meet at
designated area — front of building
(Rowntree Dairy Rd. safe distance from
building)

Perform roll call of all employees / account
for all employees

Designate able person to await arrival of
response unit and to direct them.
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Employee Health & Safety
Handbook



APPLIED SYSTEMS TECHNOLOGIESING:

DCCUFATIONAL HEALTH & SAEETY. MANAGEMENT SYSTEM

== A PPLIED

SYSTeS TECHMOLOEES INC
VSR CONTRACTOR

10 ROWNTREE DAIRY RD, UNIT 85, WODDBRIDGE, ONTARID, L4L W4
{T) 905 B50-7080 — F) D05 B50-T121

EMPLOYEE OCCUPATIONAL HEALTH & SAFETY
MANAGEMENT SYSTEM HANDBOOK

| THIS HANDBOOK 1S AN INTRODUCTION TO OUR SAFETY POLICY ALONG WITH IMPORTANT
INFORMATION ON COMPONENTS IN OUR PROGRAM. BY NOT REPRODUCING THE ENTIRE
COMPANY SAFETY MANUAL, WE REDUCE OUR ENVIRONMENTAL TMPACT, WHICH COMPLIES
WITH OUR PROGRAM GOALS & OBJECTIVES. A COPY THE OHSMS BINDER IS AVAILABLE FOR
REFERENCE AT ANY TIME DURING WORKING HOLRS.

and

EVERY EMPLOYEE 15 REQUIRED TO READ THIS BOOKLET AND SIGN THE LAST 2 PAGES
ACKNOWLEDGING BOTH YOUR RECEIPT AND YOUR COMMITMENT TO OUR HEALTH AND
SAFETY PROGRAM. YOLU'RE ENCOURAGED TO KEEP THIS COPY WITH YOU AT WORK. PLEASE
DIRECT ANY QUESTIONS ABOUT THIS HANDBOOK TO YOUR SUPERVISOR.

MARCH 1, 2016

APPUED SYSTEMS TECHNOLOMGIES INC. USE ONLY



APPLIEDSYSTEMS TECHNOEDGIES NG,

QCCLPATIOMAL HEALTH & SAFETY MAMNAGEMENMT SYSTEM

———

COMPANY SAFETY POLICY | DA.TE OF ISSUE: MARCH 1, 2016

APPROVED BY: RICO TARASCHI ' REVISE DATE: MARCH 1, 2017

APPLICABLE LOCATIONS: ALL LOCATIONS AND FOR ALL STAFF MEMBERS

HB-1.1 PURPOSE

The purpase of this policy is to outline the company’s commitment, on behalf of the senior to
your health and safety and general workplace health safety and environmental protection.

HB-1.2 SCOPE

This policy applies to all managers, employees, agents and subcontractors In our employ or
under contract with our firm.

STATEMENT: We thank those involved with the development and implementation of our heaith,

safety B environmerntal (HSE) policies and program. Employes participation is essential and
appreciated. We are committed to eliminating accidents, Injuries; liiness and incidents. We will

provide leadership in health and safety activities and assume overall responsibifity for the
OHSMS. We will accomiplish goals by being responsible for the following:

1. Establishing, maintaining, and actively promoting the OHSMS,

2. Providing financial, human, and organizational resources to plan, implement, check,
reviesw, and correct any deficiencies identified in the QHSMS,

3. Defining roles, responsibilities, establishing accountability, and delegating authority to
implement an effective OHSMS for our firm,

4, Establishing and implementing an OHSMS policy and Safe Work Procedures,

5. Reviewing our organization’s OHSMS at planned intervals,

6. Ensuring that workers are consuited about the OHSMS and revisions,

7. Empowering workers to take independent action to improve safety,

B. Encouraging active worker participation on site and in meetings,

9. Appointing competent supervision,

10, Maintaining a safe working environment through active ocomipliance.

The OHSMS Policy shall be reviewed annually by the administrative team and JHESC [ Safety
Representative. Any changes or revisions to the Policy shall be communicated to all parties.
Our company does not expect you to work in an unsafe or unhealthy manner at any time. We
ask that you read your empioyee handbook carefully and completely, rasing any questions or
CONCEmSs with your immediate Supervisor. Thank you for your cooperation.

RICO TARASCHI — President Date: MARCH 1, 2016

APPLIED S¥STEMS TECHNOLCHSIES INC. LUSE OMLY



APPLIEDY SYSTEMS TECHNOLOGIES ING.
QCCUPATIONAL HEALTH & SAEETY MAMAGEMENT SYSTEM

All work must be performed In accordance with the Oocupational Health & Safety Act,
applicable Regilations and our Health and Safety Program. \iolation of any of the
following rules will subject you to disdpline up to and induding immediate discharge. Each rule
is & major company operating standard and rule and is to be treated as such,

1
.
3
%
5

]

10,

12.

13

14,

18,

16,
17.

All workers must have the required training in WHMIS, fall protection, and any other
specific training required by the Act & Regulation(s).
Persons performing open flame work must be trained in fire extinguisher use.

. Workers shall carry copies of their training cards with them at all times.

Workers shall follow all safety rules and personal protective equipment (PPE) rules.

CSA approved eye protection must be worn when required, used as per manufacturers
instructions and must be maintained in good condition.

CSA approved head protection with a Class E ratchet headband adjuster, (Type O
preferred) and CSA foot protection (Green Patch) must be waorn at all times on projects,
worn as per manufacturer's instructions, and maintained in good condition.
Retro-reflective vests [ shirts or their equivalent must be worn when required, be warn
as per manufacturar’s instructions and maintained in good condition.

C5A or other like approved hand protection, appropriate for the crcumstances presant,
must be worn when required, be womn as per manufacturer's instructions and be
maintained in good condition.

CSA or other like approved hearing protection, appropriate for the circumslances
present, must be worn where there Is a danger of injury to your hearing, be warn as per
manufacturer’s instructions and be maintained in good condition.

54 or NIOSH approved respiratory protection must be used in crcumstances where
atmospheric conditbons dictate. Respiratory protection must never be shared with
another worker and the worker must understand the use and limitation factors
associated with this PPE. It must be worn as per manufacturer’s Instructions and be
maintained in good condition.

.Fall Protection must be uwsed and worn as per the Construction Regulations. Al

components of a fall protection systemn must be Inspected prior to every use, used as
per manufacturer's instructions and be maintained in good condition.

Ladders are to be used as per regulation and manufacturer's instructions and for short
duration work only. If three-polnt contact cannot be maintained, a work platform must
be used.

All wark platforms must be secured into place and must be at least 18 inches wide.
Anyone using an Elevating Work Platform (EWF) shall at all dmes use the equipment in
accordance with the manufacturer's instnections. Workers must provide proof of EWP
training upon request.

Any (Client) Permits for Hot Work, Live Electrical Work and Guardrail/Floor Cover
removals must be completed as required and prior to the work being starbed.
Unauthorized open flame operations or open fires are prohibited.

All motorized and power tool and non-powered equipment must be wsed in accordance
with the manufacturer’s instructions and be maintained in good condition at all times.
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18. All onslte safety and warning signs shall be obeyed. "Yellow Tape” means use caution,
*Red Tape" means no entry permitted.

19. Vehicles “backing up” (operating in reverse) must use a competent traffic control person
and drivers must always be aware of their surroundings and persons in the vicinity of
their vehicle.

20, Employees are not permitted to use cellphones or other handheld devices while
operating vehicles or equipment on either public or private roadways or properties,

21, Employees are not permitted to use celiphones or other handled devices while
performing work related tasks. Use of cellphones and texting for personal use is to be
limited to break times only.

22, Housekeeping must be performed on a dally and ongoing basis by all trades.

23, Reporting for work, the consumption of, trafficking in, possession of, or working while
under the influence of akcohol or other imtoxicants is strictly forbidden.

24. Horseplay, fighting, insubardination or other harassing or threatening behaviour towards
another worker or visthor is strictly forbidden.

25. The possassion or use of cameras without prior written permission Is strictly forbidden,

26. The possession of firearms or other weapans by any worker is strictly forbidden.

27, Any personal injury accident or incldent resulting In pmp-ert'g,r damage must be reported

29, Spills nf -:Hls or -Dﬂ‘}Ef mhsmncﬂs rnust be mnlzmm and ::iaaned up Immed'late{y

3. Employees must be awame that if they have any questions or concerns about safety,
they should ask their Supervisor, Safety Representative, Joint Health and Safety
Committee member or Workers Trades Committee member for assistance.
(Safety Rep. / JH&SC / WTC if applicable)

31. REMEMBER — if you aren‘t sure - ASK YOUR SUPERVISOR

32. Never perform any task that you are not qualified to perform and untll you know the
required safety precautions necessary to perform the work safely. Information on
hazards associated with common tasks, PPE reguirements, procedural and other loss
control information can be found in the company Workplace Hazard Analysis.

Warkers, subcontractors and agents participation Is an essential component of the success of
our program, We fadlitete participstion by providing opportunities that:

+  Support participation, such as identifying and removing barriers to pardcipation,

+  Establish joint health and safety committees or worker representatives where reguired,
+" Ensure that everyone is trained in all aspects of OH&S associated with thelr work,

+  Full participation is an essential component of the success of our program.
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Workers, Subcontractor worker, agents shall;

1. Read In full, and agree to comply with OHBS laws and our company HSE policy,

2. Use the prescribed protective devices required for the work,

3. Use and Know the limitations of the PPE reguired for the hazards present,

4. Be aware of actual or patential safety and health hazards assoclated with your work,
5. Participate in training related to requlred health and safety topics,

6. Refer to our HSE policy for information as required, {see your Supervisor)

7. Do not violate health and safety policies or OHES laws at any time,

8. Be aware of your responsibilities under the OHBSA (a copy is available | posted),

9. Support your safety representative or JHRSC as required,

10, Cooperate with eur program and assist in implementing our company palicles,

11, Comply with Early & Safe Retum to Work legislation,

14, Report any accident or incident to your Supervisor immediately (within 10 minutes),
13. Report unsafe acts and/or conditions to your Supervisor,

14, Partidipate In health and safety meetings and toolbox talks,

15, Always work in @ manner that is safe and do not endanger yourself or aother workers,
16, Work In a respectful manner and do not engage in acts of viglence or harassment,
17. Never engage In horseplay or report for work in an unfit manner,

18, If you are unsure of any job or task “ASK YOUR SUPERVISOR",

19. Newver assume or guess on safety issues — be certain - be safe, "ASK FOR HELP”

20, All serious or potentially serious incidents or occurrences must be reported to the office

immediately and without celay.
HB-1.5 HOW TO REPORT HAZARDS & ACCIDENTS

If you se= 3 hazard or high risk activity immediately report the situation to your immediate
Supervisor, You may also advise your JH&SC member or WTC member. Your Supervisor shall
investipate and resolve any hazardous conditions. Hazard reports, induding corrective
measures, must be recorded in writing. Any employee suffering any of the following
oecurrences (except critical/fatal injuries) must immediately report the circumstances to
their Supervisor as follows:

1. First Ald cases must be immediately reported to your Supenvisor or their designate, who will
record the necessary information In the first ald logbook as required.

2. Medical Ald / Health Care cases must be immediately reported to your Supervisor or their
designate. They will ensure prompt medical attention and, if required, transportation to a
medicai facility and initiate an investigation into the causes of the accident. The WSIB and the
JHESC will be notified by our company, using a report outlined in the Act and regulations, as
required. The MOL will be notified if and when required.

3. Lost Time Injury cases are very setious, as the Injured person will require time off work to

recuperste. Immediately report the injury to your Supervisor (if able) in order that they can
arrange for prompt medical attention, transportation to a medical facility and initiate the
investigation into the causes of the accident. The WSIB and JHBRSC will be notified by our

{ g |

APPLIED SYSTEMS TECHNOLEMGIES INC. UISE OMLY



APPLIEDXSYSTEMS TECHMOLOGIES INC.

QCCUPATIONAL HEALTH & SAFETY MANAGEMENT S¥YSTEM

company using the required report. (Section 52) If you are the injured person, you are
required to maintain contact with our company threughout the duration of your recovery,

4, Critical Injuries Conta z : medigtely (or send someone to
notify them) and obtain instructions. If wu are ﬁr:il: an thE scene, keep the injured still; provide
first aid (If gualified to do so) and get someone to notify the Supervisor, Any time a wumer is
transported by ambulance we will assume It is a ertical injury untll information |s recelved to
confirm otherwise. Senior management must be advised of all critical personal injury acddents
immediataly by calling our main office.

Critically Injured (is defined as an injury of a serious nature that)

{a) Places life in jeopardy,

(b} Produces unconsclousness,

{c) Results in substantial loss of blood,

(d) Involves the fracture of a leg ar arm but not a finger or toe,

(&) Involves the amputation of a feg, arm, hand or foot but not a finger or toe,
(f) Consists of burns to a major portion of the body, or

{g) Causes the loss of sight in an eye. R.R.O. 1990, Reg. 834, s. 1.

Light or Modified duties provide any Injured employee with meaningful work while they are
recuperating from their injury. For example, if an injured worker sustained an amm injury that
prevented them from using thelr arm for a few days, the modified duties could be designed to
ensure they would not use the Injured arm in their temporary position, In accordance with their
medical restriciions. The injured worker is still active and (may) maintain their full eamings
capacity In this temporary pasition which contributes to the workers recuperation. The company
is required to implement these strategies to reduce the overall impact of lost time injuries, Light
or Modified duties do not, in any way, jeopardize the injured worker's WSIB claim or benefits or
his/her rights to future benefits,

An Important companent of the ESRTW policy s communication. The WSIB in Ontario requires
the empioyer and worker tp contact each other as soon as possible after the injury and
mainiain open lines of communication throughout the recovery perind. We will maintain a
logbook containing a record of all communication between cur management staff (emplover)
and the Injured worker, including the date of communication, what was said, and who the
communicating parties were. We will strive to support any injured worker in his‘her
rehabilitation efforts and provide the mast appropriate modified work to assist in this process.

A competent person within our company or our safety specialists (45 Consufting Services)
who have extensive knowledge and experience in dalms management shall be assigned
to manage WSIB claim files and to maintain communication with the injured worker.
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The protection of our workers and those working around us is of extreme Importance. The use
or possession of [llegal drugs, alcohol or the misuse of any presoiption drugs serously
diminishes our ability to maintain a safe and healthy working environment. Any person invalved
in such conduct jeopardizes not only their own health and safety, but also those working
around them. It is for this reason that our policy is based on a ZERO tolerance position.
The possession or use of lllegal drugs, alcohol, or misuse of any prescription drugs in
the workplace is strictly forbidden and is grounds for immediate discipline up to and
including discharge.

HB-1.8 REFUSING UNSAFE WORK

If any worker has regson o beffeve that their safety is in jeopardy they should advise thelr
Supervisor immediately of these concerns. The Supervisor must notify @ member of senlor
management and the JHESC immediately of the work refusal and provide a description of the
circumstances invohved. An investigation into the refusal shall be conducted with the worker,

JHAESC member{s), union representative (if applicable), and Supervisor to establish the facts
Irmvalved,

If, after consulting with the above noted participants, the Supernvisor feels the work is not
unsafe and asks you to retum to work and you el that you have regsonglle grounds to
believe that your safety is still in jeopardy, you should again advise the Supervisor of your
refusal to work,

At this point the company will make the necessary calls to the MOL, The worker who refused
the work will be given altemative work undil the MOL inspector resolves the issue. No
disciplinary action or other actions will be taken against any employee who has a legitimate
concern over their heatth and safety and exercises their right to refuse unsafe work.

We will not tolerate any violence, threats, harassment, intimidation and other disruptive
behavior whether by workers, assodates, other persons or visitors, Such behavior may Include
any unwanted physical contact, oral or written statements, gestures, or expressions that
communicate a direct or indirect threst of physical harm or intimidation. Individuals who
commit such acts will be subject to sanctions Including, but not limited to, removal from the
premises of workplace; exclusion from the premises or workplace: criminal prosecution:
comective and/or disciplinary action; suspension or termination. We have a Zero Tolerance
policy for violations of these standards of care.

Procedure - In order to effectively implement this policy and maintzin a safe environment, we
urge individuals who experience or witness violent behavior to report it immediatety to our head
office. Never delay calling for emergency assistance if you have reason to believe that violations
of this policy are imminent, or where & violation has been committed or If vour personal safety
is under threat.
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All reports of incidents [/ violatlons will be taken very serously and will be dealt with
immediately. Law Enforcement will be notified as required by the President or senior
management team member after careful consideration of the facts. Information regarding
Incidents of violent conduct and/or threats of viclence will be fully investigated, documented,
and, if warranted, forwarded to the authorities for their investigation. Any disciplinary action will
be taken in accordance with applicable procedures, Criminal prosecutions are decided by the
Palice.

If the continued presence of an individual threatens or disrupts the general well being of our
employees or the ability of our company to conduct its business, the individual may be
terminated for violation of a Zero Tolerance Policy. Individual employees who recelve threats of
bodily harm or who are the targets of harassing or stalking behaviars are urged to contact our
head office or police department or both.

Every effort will be made to respect the privacy of all individuals involved in these matters.
However, the necessity to protect worker and public safety may require the disclosure of
confidential information. All such dedsions will be reviewed, approved and autharized by the
President and local authorities. This is a ZERO TOLERANCE policy.

o D

The primary purpose of disciplinary action Is to demonstrate that violations of our heatth and
safety policy, safe work procedures and/or provincial regulations are unacceptable and must be
corrected. Disdplinary & Corrective action will be administered in the following manner.

1. For a first violation = Supervisor issuss a verbal warning,

2. For a second similar or other violation — Manager Issoes a written waming.

3. For a third similar or other viclation — Senior Management Bsues a suspension.

4. For a fourth vioiation of any kind — Senlor Management issues termination notice.

Violations of major health and safety policy or Zero Tolerance policies, which are threatening to
life or health, shall result in immediate suspension and/or tesmination. Examples of these
circumstances could be (but are not limited to) falling to wear fall-arrest when required,
violence or horseplay on the job, the possession, use or sale of illegal substances on the job,
fallure to report accidents immediately, etc.

The Supervisor shall meet with the worker that was observed viokating the procedure and the
worker member of the JHESC or the Safety Representative, The circumstances of the violation
and findings shall be reviewed and the worker shall be subject to discipline as outfined above.

All disciplinary action shall be recorded, in writing, by the Supervisor/manager itemizing the
violation{s), the name of the worker involved, date of violation, droumstances of violation, site
bocation, and corrective actions required. A copy of this shall be provided to the worker, a copy
placed on the worker's file, and a copy placed in the disciplinary action file. Al disciplinary
action involving suspension or termination must be reviewed and authorized by senior
management prior 1o the action and be fully documented. The Senior Management Committes
and JHESC will review all disdpiinary actions related to OHES violations on an annual basls.
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PARTNERSHIP / ACKNOWLEDGEMENT — WORKER'S COPY

THE HEALTH AND SAFETY MANUAL IS AVAILABLE FROM YOUR SUFERVISOR.

Worker's Name:

{Pleass Print Name Clearly)
This will confirm that I have received training on my employer’s Health, Safety and
Environmental Policy, Safe Work Procedures and the Eardy & Safe Retum to Work Program.
I hereby agree to work in compliance with the policies and standards outlined.

I understand I can ask my Supervisor for health & safety information. My Supervisor has acoess
to @ copy of the full OHSMS program.,

1 understand that working in a safe manner at all imes Is a requirement of my employment.
1 understand that violating any health and safety law or policy may result in discplinary action
up to and including my termination. [ agree to report unsafe conditions to my Supervisor and
repart any accidents immediately (within 10 minutes) and prior to leaving the workplace.

If injured at work, I understand that my employer has a modified duties (ESRTW) program to
assish me. [ agree to be fit for work at all Hmes.

Waorker Signatura:

Supervisor's Signatune:

Today's Date: Date of Hire:
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APPLIENSYSTEMS TECHNOLOGIES NG

OCCUPATIONAL HEALTH & SARETY MANAGEMENT SYSTEM

e

PARTNERSHIP /| ACKNOWLEDGEMENT — OFFICE COPY |

THE HEALTH ARND SAFETY MANUAL 15 AVAILARLE FROM YOUR SUPERVISDR,

Worker's Mame:

(Pleasa Print Hama Claarly)
This will confirm that I have received training on my employer's Health, Safety and

Environmentzl Policy, Safe Work Procedures and the Early & Safe Return to Work Program.
I hereby agrea to work in compliance with the polices and standards ocutlined.

I understand I can ask my Supervisor for health & safety Information. My Supervisor has access
to & copy of the full OHSMS program,

I understand that working in a safe manner at all times Is a requirement of my employment,
I understand that violating any health and safety law or policy may result in disciplinary action
up o and incuding my termination. [ agree to report unsafe conditions to my Supervisor and
report any accidents immediately (within 10 minutes) and prior to leaving the workplace.

If injured at work, 1 understand that my employer has @ modified dutles (ESRTW) program to
assist me. 1 agree to be fit for work at all imes,

Worker Signature:

Supénvisor's Signature:

Today's Dabe: __ N Date of Hine:
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| IMPORTANT CONTACTS

PLEASE CALL 911 FOR EMERGENCIES

HEAD OFFICE:

SITE OFFICE:

MY PERSONAL EMERGENCY CONTACT INFORMATION

Name: Relationship:

Tel: Cell #

Home Address:

Secondary Contact: Name: Cell#
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BEST PRACTICES RESOURCE MATERIAL

Employers are reguired to establish a standard of care appropriate for their emplovees
work circumstances. Once established, it &5 also the employer's responsibility to ensure
that a program exists to Implement and monitor the standards contzined in the safety

program.

The BEST PRACTICES presented herein are a sample guide to the subject matters.
They serve as an information source only and can provide assistance in understanding a
variety of potential work condibions and precautions to consider when developing a safe work
procedure or when reviewing information submitted by others,

For example — if a worker was going to erect a scaffold they could go to the page on
scaffoiding In this resource manual and review best practices for scaffold erection. Another
example is a building manager who has a contractor dolng some excavating on thelr
property. The building manager wants to know if they are doing this safely and can tum to
the information about excavations to lsarn more. Fnally & worker new to the job and does not
understand how to set up & ladder properly. They can turn to the section on ladders to
galn more Insight Into the proper use of ladders.

This resource is not to be considered as a legal authority, It does not remove, replace, or alter
our obligations under any health and safety legislation. These outlines are available to assist
our employees In understanding and developing safe work procedures necessary for their
work a5 required. You are encouraged to seek assistance as required.

Please use the SITE SPECIFIC OHSMS SAFE WORK PROCEDURE FORM, o
develop specific safety procedures for any work where the gravity of potential harm is elevated.
A Safe Work Procedure (SWP) typically provides a systematic process to foliow to ensure that
all safety considerations and precautions are in place prior to performing the work. It may
include sign off sheets, checklists, or other information designed to ensure that every
reasonable precaution for the protection of the workers is in place.

If a SWP is not available, and is required, it is important that work does not procead
untll the actual and potential hazards are Identifled. Each supervisor will develop a safe
work procedure and communicate this to the workers as required. If you have any
questions regarding an existing SWP or the absence of a SWP, please advise your supervisor or
our office priar to starting the work.
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In determining the level of reasonable care {due diligence) required you should;

+» Determine the gravity of potential harm

* Determine the likelihood of harm occurring

* Review the alternatives available

« Determine the knowledge, experience and training required for the job

» Establish the safety precautions and procedures for implementation

« Communicate the safety precautions and procedures to the workers

« Establish a monitoring process to ensure these methods are effective

+ Record any problems or deviations from the procedures established
As stated, all employers are required to establish a standard of care appropriate for the work
circumstances. Once established, it s also the emplover's responsibifity to ensure that a
program exists to implement the standards contained in the safety program. Generic safie work

procedures typically overlook the spedfic drcumstances involved thersfore, we do not
recommend a generic procedure for any hazardous work,
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SITE-SPECIFIC OHSMS SAFE WORK PROCEDURE FORM

DATE: EROJECT:

PROCEDURE FOR:

Work Description: Provide a description of the work to be done along with the actual or
patential hazards that may be encountered. The safety precautions below will be listed and
discussed with our workers prior to the work proceeding. The workers will sian off on this
procedura once they understand the necessary requirements,

Hazards Involved: (List potential and actual hazards)
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Worker Signatures: (Workers sign to acknowledge training)

j ]

Supervisor is to initial here to verify that the above information has been discussed
with all workers involved with this procedure. Please have all workers sign a copy of this page
to verify their knowledge and understanding of the work and associated hazards and

precautions required.
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Ladder Use

Ladders must always be used in accordance with the manufacturer's recommendations for safe
use and be free from defective parts, loose rungs and side rails,

Ladders must be piaced on a firm and solid base or footing and be set at an angle so that the
base of the ladder is one foot away from the wall for every 3 to 4 feet in height. (Exampie — a
30 foot |adder should be a maximum 10 feat away from the wall and a minimum 7.5 feet away
from the wall measured from the base.)

Ladders used as a regular means of access must extend 36 inches above the landing or floor
and have a & inch minimum clearance behind every nung.

Ladders must be situated so that the landing areas at the top and bottomn of the ladder are
completely dear of all obstructions

Ladders must be secured (ted off) at the top and bottom to prevent any movement in the
ladder.

Stepladder use régquires that the legs be fully extended and the spreader bar locked into place.
Mever stand on the top 2 steps of the stepladder.

Make sure your area Is clear of debris, equipment and other obstructions, bath at the top and
bottom of the ladder. Set up and secure the ladder prior to beginning your work.

If you are using an extension ladder or any ladder higher than 10 feet, have someane hold the
ladder In place until you have secured or tied off the ladder. If you are working on a ladder at
10 feet or above, you will need to use a fall arrest system secured to a lifeling, secured to an
anchor poink for the duration of your work at this height.

You should inspect your ladder each day prior to use to ensure that it is in good condition.
Check for cracks in the rungs or side rails or any other visible defects. Repair or replace any
defective ladders. NEVER work on defective |adders.

Do not paint ladders, as this tends to hide any possible defects. When transporting ladders,
make sure they are secured properly, either in or on your vehide.
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Personal Hygiene

During the course of your work exposure to a varety of substances that may incdude chemicals,
olls, dirt, germs or other substances is possible. It Is essential that prior to eating food or
smaking you wash your hands completely using soap and water. Trace amounts of any foreign
substance can lead to seripus health problems If you do not clean and sanitize your hands
frequently throughout the day and prior to eating / smoking.

« A fresh supply of dean (potable) drinking water must be available at a workplace, as
well as sanitary means of drinking the water. A commaon drinking cup is not permitted at
any time,

+ Tollet and washroom fadlities are required to be dean and sanitary. A record of the
cieaning and maintenance of these facilities should also be kept and be readily available.

v Separate toilet and wash-up fadiities for male and female workers Is mandstory.

« If at any time a fareign object or substance comes into contact with your eyes, seek first
aid treatment iImmediately. For a splash in one or both of your eyes, flush the eye(s)
with water for at |east ten minutes prior to seeking further assistance; A portable
eyewash station should be available if there are no permanent facilities on site. Refer to
the appropriate reguiations for more information on hygiene requirements.

¥ Workers who handle or use corrosive, polsonous or other substances (ikely to endanger

their heastth shall be provided with washing faciliies with clean water, scap and
individual towels.

TABLE 2 - PROJECT REQUIREMENTS

bﬂin'n'mm'mmm of toilets umber of workers regutarty
miployed 31 the project

1 [1-10

i 1120

2130 -

ET W

3 1-40

= phz 1 additinnal wollet for 4100 mare
sdditianasl group of 15
r feswar wodhes
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Fire Safety and Extinguisher Use

Fires present serious dangers to both workers and the workplace. Fires can quickly become out
of control and spread rapidly. Fire extinguishing equipment must be readily available at all
workplaces, and every worker who may need to use this extinguishing equipment needs
training in its proper use and In the imitations of the eguipment.

There are five {5) classes of fires and each fire extinguisher Is labeled as to what type of fire
can be extinguished with that unit. Every employee should be aware of the following dasses of
fires:

Class "A" fires involve: paper, wood, and other ordinary combustibles.

Class "B" fires involve flammable liquids like gasoline, oll, paints and solvents,
Class "C” fires involve energized electrical equipment, wiring, fuses, mators, etc.
Class "D”" fires involve combustible metals like magnesium, sodium, etc.

Class "K" fires Involve greases found in commercial cooking equipment

If you encounier a fire that you feel you can suppress without endangering yourself, make sure
you have the correct extinguisher suited for the given type of fire. If the fire Is Increasing In
Intensity, vecate the area immediately and wait for emergency response.

1. P-ULL the pin on the extinguisher to unlock the operating lever

2. A-IM the nozzle at the base of the fire

3. S-QFEZE the lever above the handle to discharge the extinguishing agent

4. S-WEEP the nozzle from side to side at the base of the fire

If the fire is being suppressed you may carefully approach the fire and continue to extinguish.

Continiee to watch the area after the fire 5 out for at least 30 minutes. If the fire becomes
unmanageable at any lime, vacate the area and call the fire department immediately.

10
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Hot Work

Hot work 5 defined as any task that can produce flame, spark or a significant amount of radiant
heat. Tasks considered hot work can be welding, torching, cutting, brazing, soldering or
operation of devices that can produce open flame or spark.

The purpose of this procedure is to provide information that will reduce the potentlal of
accdental fires,

Supervisars will ensure that any workers, conbractors, sub-contractors or service agents
performing wark are qualified and can provide proof of training upon request.

Fire extinguishers must be present and kept no less than 12 feet from the hot work being
perfarmed. Workers performing hat work must be trained to use a fire extinguisher,

All manners of PPE must be wom as reguired, this indudes (but not limited ), welding
screens, welding gooagles or shields, hot work aprons, welding gloves and skin protection.

Refer fo the Workplace Hazard Anabysis for specific task prooedures involving hot work.
Ganeral Procedures

. Always ensure that adeguate venlilation is supplied since hazardous fumes can be
created during welding, cutting, or burning.

2. All oylinders, regulators, gauges, hoses, and fittings shall be tested using an approved
testing substance prior using the equipment.

1. Whera other workers may also be exposed Lo the hazards created by welding, cutting,
and burning, they shall be alerted to these hazards and protected from them by the use
of protective screens and PPE.

4. A worker shall not begin welding / cutting / burning work without proper authorization
from the building manager.

5. Appropriate fire fighting and prevention equipment shall be provided and within easy
access to the welding / cutting / buming work area.

fi. The work area shall be inspected for combustible, lammable, or explosive material or
vapours prior to commencing welding / cutting / burning work.

7. A competent person shall maintzin a fire watch during and after the process for a
minimum of 30 minutes,

8. Welding cables and hoses shall be inspected for cracks, cuts, or bums prior to use.
Cables and hoses shail be monitored and protected from slag and spark damage during
Lse,

9. Ensure that any hot-work permits have been obkained prior working.

10. Never enter, weld, or cut in a confined space.  The worker shall refer to, or create, a
procedure for confined space entry prior to commencing any hot or cold work in a
confined space.

11
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I1. When working overhead, fire resistant materlals (blankets, tarps) to contro! or contain
siag and sparks from the area below shall be used.

12, Cutting and welding shall not be performed where sparks and cutting slag will fall on
eylinders (move all cylinders away to one side) or other combustible materials.

13. Open all cylinder valves slowly, The wrench used for opening the cylinder valves shall
always be kept on the valve spindle when the cylinder is In use.

14. Never leave the valve wrench on the cylinder when It is not in use,

15. All lines, drums, and tanks shall be properly flushed and deaned of flammable products
prior to welding.

16. Welding, cutting, and burning shall be performed only by persons experienced and duly
certified and trained and wearing all required PPE

17. A torch shall be lit using proper igniters.

18. Check vaives (flashback arresters) shall be used on all regulators and torches to prevent
flashback In the hosa and [ or requlators,

19, Never attermpt to stop the flow of any compressed gas (or air) by pladng any body part
against the gas flow. This could result in a bubble of the gas entering the bicod stream
at the point of contact.  Gas bubbles in the blood stream can be fatal,

20). Electric welding machines shall be propery grounded prior to usa.

21. Rules and instructions supplied by the manufacturer of cutting or welding equipment
shall be followed at all times.

22. When electrode holders are to be left unattended, the alectrode shall be removed and
the holder placed or protected to prevent electrical contact with workers, the public, or
cenducting objects.

23. When a welder stops work for any length of tme, or when the welding machine must be
moved, the power switch must be renderad in 8 non-operational position.

24, New or used electrodes shall not be left lying on floors or walkways causing a potential
tripping or slipping hazard. Deposit used electrodes in the designated metal bucket.

Emergency Procedures

In the event of a fire or other emergencies, warkers performing hot work will immediately
sound the slarm and notify the building manager. Workers will only attempt to extingulsh a fire
if gualified and it is safe to do so. The building manager will be responsible to initiate the

EmErgency procedurs as per compamy paolicy.
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Personal Protective Equipment

Personal Pratective Bquipment (PPE) is an essential part of every worker's defence against
accidental Injury, Although some workers do not like wearing PPE, it provides the required
protection for a variety of working situations, The following PPE s required for work on
construction projects;

1.

Hard Hats — A CSA dass "E” Type 2 hard-hat, worn at all times while on 8 construction
project, is mandatory. The shell must be free from cracks, holes, or other defects. The
suspension system must fit securely inside of the shell and must be free from defects
and be used and worn In aocordance with the manufacturer's recommendations.

Safety Shoes or Boots — Must have construction Grade 1 toe protection with sole
protection in accordance with CSA standard Z195-M1984. The fully laced shoe or boot
must be in good condition and wom in accordance with the manufacturer's
recommendations. IF tears In the outer shell of the boot or shoe appear, replace them as
required.

Fall Protection — see fall protection systems section for full description.,

Eye / Face Protection - May consist of glasses, goggles, or a full-face shield
depending on the droumstances. Whenever there is a risk of imjury to the eyes or face,
eye protection is required. The glasses, goggles, or face shield should fit propery, be in
good condition and be used In accordance with the manufacturer's recommendations.

Skin Protection — May Include protective dothing such as aprons or coveralls, masks,
gloves or lotions to protect against the hazards present such as chemicals or airborne
contaminants in the form of gas, vapours, liguids, dusts, or hot molten substrates.
Lotlons such as sunscreens to protect against radiant heat may also be required.
(Excessive exposure to sunlight Is an example)

Lifejackets — Any worker who may drown at a project or workplace must wear a
lifejacket. A fifejacket is a personal flotstion device that provides suffident buoyancy to
keep the worker's head above water, with their face upwards and above the waterine
without effort by the worker,

Hearing Protection - Must be wom during operstions where noise levels excerd
permissible exposure limits, (At any time when you have to raise your voice to talk).

Respiratory Protection — Must be wom as reguired by MSDSs when handliing or
using WHMIS controlled products.  All manner of respiratory protection must be NICOSH
approved. (Note: Fit testing will be required for workers expected to use respirators as
required)

13
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Access & Egress in the Workplace

Access and/or egress points refer to hallways, aisles, stairs, runways, ramps, ladders or any
other way a worker gets to and from thelr workplace, Keep these areas free and clear of
obstructions at all times, so that in the event of an emergency, evacuations or rescue
operations are not hindered or delayed.

The following considerations are required:

v

"

v

Remaove snow, ice o other slippery material in the work area.
Mop up any standing water on fioars,
Remove or find alternate storage for boxes, garbage and/or debris.

Tools and equipment should be stored dose to the work locations and not in halls or
access [ egress routes,

Flammable or any other WHMIS-related products should never be stored in an
access [ eqgress rouka.

Construct runways or ramps that will support all potential loads without
displacement or the "diving board spring effect”,

Extension cords should run at the edge of a hallway or be suspended at tha cadling
area to reduce trip and fall hazards and damage to the cords.

Remove any trip hazards on a dally basis

Ensure access [adders or scaffold stairs are free of defects and are properly secured
{ enginesrad,

14
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Housekesping at Work - General

¥

Wm;li: locations, vehicles, bulidings, and workstations shafl be kept clean and orderfy
at all times,

Keep floors and platforms free of dangerous projections or obstructions, free from
oll, grease, or water,

Prevent the falling or tipping of materials by blocking.

Eeep emergency exits, stairways, aisles, permanent roadways, walkways, and
material storage areas clear at all times,

Materiais and supplies shall not be stored in walkways, access doors and fire exits or
block access to fire equipment.

Matches / lighters should not be left in clathes placed in lockers.

Rubbish and unused clothing should not accumulate in lockers or in common areas.
Remove waste materlal and debris from work and access areas on a regular basis or
at least once a day.

Do not throw waste material and debris from one level to another. Carry or lower it
in containers or deposit in a disposal chute.

Flammable & Hazardous Materials

o

b

v

Keep combustible materials such as oll-soaked rags and waste in approved metal
containers.

Do nat usa flammable liquids such as gasoline, benzene, naphtha, paint thinner,
etc., for cleaning purpases.

Keep all solvents in UGLY / CSA approved and labeled containers, Only handle
and dispense gasoline, benzene, naphtha, paint thinners and other solvents
of this class using approved, labeled containers.

In any building (except one spedfied for their storage), flammable liquids such as
gasoling, benzene, naphtha, lacquer thinner, etc. shall be limited to less than five
gallons in UL / CSA approved properly labeled containers.

Observe all grounding reguirements when pouring, pumping gasoline, or other
flamrmable liquids from one container to anaother.,

Post and adhere to all "No Smoking” and "Shut off Your Motor” signs at
fuel dispensing locations.

15
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First Aid Response Reminders & Logboolks

Prompt treatment of injuries can reduce pain and suffering and save lives as well. The following
are some basic reminders for first akd: You are encouraged to participate In a first aid and CPR
training program.

Bleeding:

« If the injured person is bleeding from an external wound, control the bleeding
immediately. Apply direct pressure to the wound with a clean sterile dressing. Mever
attempt to remove an impaled object from a wound. Keep the injured person in a
comfortable position, Elevate the injured body part if possible,

= For minor burns, flush area with cool water, Cover the burn area fightly with a clean,
sterile loose dressing and call for medical help. For serious bums, cover the injured
area with clean, damp dressings, and get medical help. Do not apply creams, lotions,
or airtments. Do net prick or puncture blisters, Do not pull any dothing that i= stuck
to the burned areas.

Breathing:

« If the Injured person & not breathing but has a pulse, start artificial respiration
immediately. There are various methods available but the most effective is the mouth-
to-mouth technique.

Cardiopulmonary Resuscitation (CPR):

= [f the victim's breathing has stopped and you cannot find a pulse (VISA) start CPR and
AR immediately, For adults and children use 30 CPR compressions and two ventilation
breaths. You are required to have formal training in the use of these procedures prior to

performing CPR.

Shock (Non-Electric):

Persons suffering from serious injuries may lapse Into shock. Signs of shock Indude drowsiness,
paleness, disorientation, cammy skin, and wesak pulse. Immediate medical attention is required.

« Reassure the injured person that help is coming, Place the injured person in the
recovery position If possible. Otherwise, place injured person in a comfortzble
position that allows for easiest breathing and loosen dothing around neck, waist,
and chest. Keep the injured person warm. Watch for signs of breathing trouble.

16
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Extreame Temperature (Cold):

Hypothermia results whan the body continues to lose heat and the core body temperature
drops as involuntary shivers begin. This Is the body's way of attempting to produce more
heat and it Is usually the first warning sign of hypothermia. Many cases of exposure have
occurred In temperatures well above freezing. How the body gets cold depends on many
factors, not just air temperature.

The human body senses and compensates for temperature changes. Tools such as
protective clathing, altered work procedures, artificial heat or wind barriers, etc. will assist in
maintaining constant body temperatures.

Heat loss from convedtion (wind-chill) is probably the greatest and most deceptive factor in
loss of body heat. Many layvers of relatively light clothing with an outer shell of wind-proaf
material maintain body temperalures much better than a single heavy outer garment worn
over ordinary indoor clothing. Make sure clothing allows some venting of perspiration. Wet
gkin will freeze more rapidly than dry skin.

If travel is in areas where storms are frequent, emergency supplies should be available to
meet any weather conditions (i.e. food, blankets, shovel, candkes and call phone or other
communication device when pass:tble). If 8 worker (s traveling Into remote areas, Someone
at the office should be aweare of the travel plans. If stranded during a storm in a vehide, it is
better to stay with the vehide. Be careful of carbon monoxide if the motor is running.

Extreme Temperature (Heat)
A normal body temperature |s 37°C (98.6°F). Prolonged exposure to excessive heat can
cause heat oamps, heat exhauston, or heatstroke. A healthy person adapls more readily to
hot dimates, but everyone needs to moderate physical activities, maintain body flulds, and
guard against over-exposure.

Initial Treatment for Over-Exposure to Heat:

s Place the injured worker at rest in a2 cool place. Give the consdous person small sips of
water as tolerated. Transport to medical aid.

Heat Exhaustion

Occurs when excessive sweating causes a depletion of body fluids and when conditions
prevent the evaporation of sweat to cool the body. This eritical ocourrence may cause the
Imternal organs or the brain to shut down to protect them. All workers should be aware of
the symptoms of heat exhaustion. The symptoms of heat exhaustion may include dizziness,
fatigue, and slurred speach.

17
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Initial Treatment:

+ Place the Injured person in a cool place with feet and legs elevated, Loosen tight
clothing. Remove excessive clothing. Give conscious injured person small sips of water
as tolerated. Place unconscious injured person In recovery position. Monitor breathing.
Call 911 for transport to medical aid.

Heatstroke

Typically occurs when there i prolonged exposure to a very hot environment with poor
ventilation or overexposure to the hot sun. Sweating ceases, temperature rises rapidly and
can be fatal unless the body temperature can be lowered to near normal. High body
temperatures; fatigue, slurred speech, dizziness and hot dry skin Indicate heatstroke, In
some cases, an Injured person of heat stroke may begin to shiver, The high Internal body
temperatures may cause the internal organs and the brain to shut down to protect them
against the heat.

Initial Treatment:

» Place person in a cool place. Remove excess dothing. Place person in cool bath or
sponge / douse with cool water. Monitor body temperature closely, Monitor breathing.
Call 911 for transport to medical aid.

First Aid Kits:

« Every workplace and company vehicle shall have a first aid kit. The size and contents
will vary (refer to specific regulations) to mest the needs and number of employees at
the workplace.

» Every worker must know where the dosest First Ald kit is located and be able to identify
individuals tralned in First Ald & CPR.

First Aid Logbooks

+ These are required to record all information related to first aid treatment rendered in the
workplace, A first aid logbook record must show;

Mame the person(s) reated,

Date of treatment and time of treatment,

The treatment rendered,

Treatment location,

The name of the person who provided the treatment, and

The names of any withesses to the injury.

AE R
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Every time treatment is rendered, record the above information in the first aid logbook. This
facilitates follow-up on the person’s condition and verifies that an incident did oocur should they
require further medical treatment.

The contents of the Frst Ald Kit shall be inspected a minimum of once every three months
(ideally, once every month) to ensure the contents comply with the provincial First Ald
Reguiations, Record the inspections on a card that includes the date of inspection and signaturs
of the inspector. Keep the card nesd to, or inside of, the first aid kit

Post valid First Ald Certificates of all trained workers on a notice board in a conspicuous
piace, preferably mear the first aid room or in the workplace main office.

19
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Accident Investigations

The investigation of any accident, iliness, fire, explosion, or spill is for the sole purpose of
establishing the causes and then implementing cormective action to eliminate or reduce the risk
of another similar occurrence,

We will investigate every personal injury accdent that reguires medical attention, any reported
ocoupational liness, major equipment or machine damage, and any Incident with the potential
for serious Injury or property destruction (including near misses). Reports required by the WSIB
or MOL reporting the circumstances surrounding the occurrence shall be completed within the
specified timeframes,

It is impossible to compiete the WSIB and MOL forms without a proper accident investigation
Into the facts of the case. Our investigations will establish wheo was involved, what happened,
when [t happened, where it happened and why it happened. In most cases, your immediate
supervisor is responsible for conducting the investigation and completing the reguired
Investigation paperwork. If an Injured worker does not report their accident, we will be unable
o file the necessary reports on their behalf.

Critical or fatal injury Investigations are conducted in conjunction with one or more members af
our senior management team, as well as & cerdified member of the Joint Health and
Safety Committee, We may also request assistance from 45 Consulting Services in this area
to ensure that we are in full compliance with OH&S reporting requirements. We ask that you
respect the serious nature of these types of situations and refrain from interfering with the
investigation process, If you are a witness to an occumence of this nature, please |dentify
yourself as such to the person in charge of the investigation.

Accident Investigation Steps - General

Written statements and pictures of any accident scene will be required along with the
investigator's  findings. A corrective action plan, developed from the conclusions of the
Investigation is & pricrity.

The steps imvolved in Investigating any accident are as follows:

1. If it involves a personal imjury accident, provide immediate first aid or medical attention
as required,

2. Once the person has been treated or teken to @ health care faclity, begin the
investigation by noting the person(s) involved, time of day, weather conditions, accident
location, witnesses to the accident, machines or equipment involved, and what the
worker(s) was doing at the time of the acddent.
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Establish contact Information for the injured worker(s) Including address, telephone
number, occupation, and number of months or years employed by our company for the
repart.

Describe, In writing, the accident scene {or photograph) in detail.

Assemble all those in the vicinity at the time, induding eve witnesses, and those
invalved in the incident.

Record eyewitness accounts in writing and have the withesses sign their statement once
it Is complete,

Question witnesses using the following sequence: what happensd, what else was
going an at the tme of the accident, who was involved, when did the accident happen,
where did the accident happen, what where the possible causes of the accident?

Remember that the purpose of the Investigation is to establish fads and you should
avoid drawing any conclusions during the [nvestigation process, We are not investigating
to establish the guiit.

Have witness statements signed by the person providing the statement. If the witness
would like a copy of thelr statement, provide one.

In all cases of serous, critical or fatal injuries, rope off the accident scene and
surrounding location and keep all workers out of the area untll the investigation s
completed, DO NOT DISTURB THE ACCIDENT SCENE.

The MOL and other emergency personnel may be on scene and the MOL will release the
scene once they have finished their investigation.

Cnce your investigation is complete, send It to our main office immediately and keep a
copy for your records, The JHASC will have access to coples of Investigation reports.
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Emergency Response Procedures

These Emergency Proceduras will provide order during an otherwise stressful emergency. These
can include; (but not limited to) fire, power fallure, gas leak, chemical spill, aime prevention
and workplace violence.

o
o

¥

Post emergency contact numbers and directions to the nearest hospital.

Post the certificates of those trained in first aid alongside the emergency numbers and
hospital routes.

The supervisor must train and familiarize his/her workers in the site emergency
procedures,

The supervisor should also review the locations of the project's evacuation routes,
gathering points and emergency alarms.

Once the workers are familiar with the mutes of access/egress for the site, the
supervisor will designate a "Gathering Point”.

During an evacuation alarm, this is the point where ALL employees andfor visitors will
gather for a headcount by the supervisor and receive any information or instructions
regarding the emergency,

A competent worker will perform the shutdown process of specific equipment, hydrg,
gas, ete, In the event of an emergency.

The supervisor shall have all employess andfor visitors sign a training roster to
acknowledoe their understanding of these emergency procedures.

Review and be aware of the nearest emergency evacuation routes prior to starting work,
In the event of a serious accdent or emergency, senior management will make any
official statement= to anyone reguesting a formal statement.

Re-antry into an evacuated area is not permitted until the site supervisor, under the
guidance of the appropriate authority (Fire Department, Police, MOE, etc.), has deemed

the workplace suitabie for re-entry.
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Emergency Fall Arrest Rascue Plan

The supervisor shall have all workers, sub-contractors and/or visitors sign a training roster to
acknowledge the emergency fall rescue plan, If a Fall Amest System armests a worker's fall and
you are first on the scene, the following crisis management steps apply:

Conscious Worker

1. Send someone to notify the supenvisor/constructor immediately.

2. Communicate with the worker; calm the person,

3. If sccessible and safe to do =0, place a ladder or use an Elevating Work Platfarm
under the person to allow him/her to climb down safely.

4. If gualified toc do =0, render first ald until halp arrives.

5. CALL 911 if it is unsafe for you to rescue an amested worker.

6. Never risk your safety to rescue a worker, wait for the Fre Department.,

7. Send someone to guide the Emergency Services to the scene.

8. Send someone to czll our main office to activate our crisis response.

9. Stay with the injured person untll Emergency Services arrives.

10. Tum the scene over to the supervisor once they have arrhved.

11. Restrict access to the accident scene, (Emergency parsonnel [ MOL).

12, Rope off the accident area for the accident investigation team.

13. Notify the Safety Representative or JH&SC and union {if any).

14. Mever impede the rescue of any worker.

Unconscious Worleer

1. Call 911 immediately.
2. Send someone to notify the supenvisor/constructor immediately,
3. If they regaln consclousness, keep the warker calm and follow the procedures for a
CONSCOOUS Worker.
4, If accessible and safe to do so, place an Elevating Work Platform under the person
to support and remove from thelr Arrest System.
5. If qualified to do so, render first aid untl help amives.
6. If it is unsafe for you to rescue an arrested worker wait for the Emergency services
o arrive.
7. Mever risk your safety to rescue 8 worker - wait for the Fire Department.
B. Send someone to guide the Emergency Services to the scenes,
9. Send someone o call cur main office to acthvate our crisis response.
10. Stay with the injured person until Emergency Services amives.
11. Tum control over to the supervisor once they heve arrived.
12. Restrict access to the accident scene, (Emengency personnel / MOL).
13. Rope off the accident area for the acrident investigation team.
14. Notify the Safety Representative or JHESC and unlon (if any).
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Fall Protection Systems

Training is mandatory prior to any use of a fall protection system. Valld proof of training In the

form af a training card is the only acceptable evidence of this training. Your supervisor wiil
discuss fall hazards on site as required. Your supervisor will arrange for update training as
reqquired. Upgrade training through safiety talks and other meetings will be ongoing.

Types: Guardrail System - Protective Cover System - Travel Restraint System - Fall Restrictive
System - Fall Arrest System

Regquirements:
If axposad to any of the following hazards a worker must use fall protection:

1. Falling more than 3 meters, (10 fest)
2. Falling more than 1.2 meters (4 feet), f the work area is used as path for a

wheelbarrow or similar equipment.
3. Falling into operating machinery.
4. Falling into water or another liquid.
5. Falling into or onto a hazardous substance or object,
6. Falling through an opening on a work surface.

If a worker has acoess to the perimeter of an open side of any of the following work
surfaces and exposed to a fall of 2.4 meters (8 feet) or more, a guardrail system must be

used.

1. A floor, including the fioor of a mezzanine or balcony.

2. The surface of a bridge.

3. A roaof while formwaork s in place.

4. A scaffold platform or other work platform, runway or ramp.

A guardrail system shall consist of a top rail, intermediate rail and toe board. If the guardrail
system ks located at the perimeter of a work surface, the distance between the edge of the
surface and the guardrail systemn shall not be greater than 300 millimeters (1 ft). A guardrail
system may be temporarly removed to perform woek In or around the opening if a worker s
adequatety protected and signs are posted.

A Guardrail System shall be capable of resisting anywhere along the length of the system the
foliowing point loads when applied separately, without exceeding the allowable unit stress for
each material used:

1. 675 Newton's applied in a lateral direction to the top rail.

2. 450 Newton's applied in a vertical downward direction to the top rail,

3. 450 Newton's applied in a lateral or veriical downward direction to the Intermediate
rail, or midway betwesn the top rail & the toe board.

4. 225 Newton's applhied in a lateral direction to the toe board.
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5. If the distance between any twa adjacent posts of the guardrail system is greater than
2.4 meters (8 feet), the system shall be capable of resisting the required loads

specified.
6. The wood shall be free of sharp objects such as splinters and protruding nails.

A Protective Cover shall be used to prevent a worker from falling through an opening on a
work surface. Completely cover the opening and securely fasten and identify the cover. The
cover must be capable of supporting all loads,

Remaving & protective covering temporarily to perform work In or amund the opening s
permitted provided the worker is adequately protected and signs are posted. If it is not pessible
to install a guardrail systeém as previously defined, a worker shall be adeguately protected by a
travel restraint system, a fall restricting system, fall arrest system, or a safety net

The Travel Rastraint System This system does not allow for a fall of any nature and, second
to a guardrail system, should be considered as the next most ideal method of protection. The
system consists of a full body harmess with adequate attachment points or a safety belt, The Full
body hamess or safety belt is attached by a fifeline and/or lanyard to a fixed anchor point. A
competent worker shall Inspect the system before each use. Defective components are to be
removed and Egged as "out of seryvoe”,

The Fall Restricting System shall consist of an assembly of components that is designed and
arranged in accordance with the manufacturer’s instructions so that a worker's free fall distance
does not exceed 0.6 meters (2 feet) and ks altached to an independent fixed support, A
competent worker before each use shall inspect the system. All defective companents shall be
removed and tagged as "out of servica”,

The Fall Arrest System shall consist of a full body hamess with adequate attechment points
and a lanyard equipped with a shock absorber or similar device. The systemn shall be attached
by a lifeline or by the lanyard to an independent fived support [ anchor point,

The systemn shall be arranged so that a worker cannot hit the ground or an object on a level
below the work. A shock absorber shall not be used if it allows the worker to hit the ground or
an abject or a level below the work. The system shall not expose a worker who falls to a peak
fall arrest force greater than 8 kilonewtons (1,800 Ib force), Before each use, a competent
worker shall inspect the system. All defective components shall be removed and taooed as “out
of service”,

All the above systems shall be designed by a professional engineer in accordance with good
manufacturing practices and shall mest the National Standards of Canada. All workers shall be
trained in Fail prevention systems before engaging in any work, that require wse.

A Fixed Support is a permanent anchor system that is installed according to the Building
Code.
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A Temporary Fixed Support used in a fall arrest system is capable of supporting a static
force of at least 8 kilonewtons (1,800 |b force) without exceeding the allowable unit stress for
each material used.

If a shock abisorber is also used in the fall arrest system, the temporary fixed support shall be
capable of supporting a static force of at least 6 kilonewtons (1,350 b force) without exceading
the allowable unit stress for each material used.,

A temporary fixed support used in a fall restricting system must be capable of supporting a
static force of at least 6 kilonewtons (1,350 Ib force) without exceeding the allowable unit stress
for each material used.

A temporary fixed support used in a travel restraint system that is capable of supporting a static
force of at least 2 kilonewtons (450 Ib force) without exceeding the allowable unit stress for
each mabterial used.

A Professional Engineer shall design all Horizontal Lifelines. A Professional Engineer or a
competent worker designated by the supervisor shall inspect the lifeline before each use. The
drawings for the lifeline shall be kept on the site as long as the system Is in use,

The Vertical Lifeline must be made of synthetic rope and have a diameter of a least 16mm
(5/8"). All ifelines must be CSA approved. A knot shall not be used to secure a lifeline to an
anchor, A knot may be used to ensure a rope grab does not siide off the vertical lifefine. If
during your inspection you find cuts, loase fibres, water damage or damage at the thimbles, the
lifeline shall be removed and tagged as “out of sarvice”,

All workers who may use a fall protection system shall be adequately tralned In Its use and
given adequate oral & written instructions by a competent person. A written copy of the
training & instruction record for fall protection shall be kept on site and & copy forwarded to
senior management. Before any use of a fall arrest system or a safety net by a worker at a
project, the worker’s supervisor shall develop written procedures for rescuing the worker after
his or her fall has been amested.
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Get the edge on falls (CSAO Insert)

Despite variations In fatality causes and frequency, falls remain the number one kilier in
Cntario construdtion. (Pg 27-34 are inserbed from CSAD)

=]

Construction workers have fallen off edges of every description. The most
commaon are floors, roofs, and openings in fioors and roofs. Whaen an
unprotectad edge makes you worry about falling, take action. Set up guardrails,
Install opening covers, or use a fall-arrast system securely tied off,

A number of fatal falls have ococurred among small crews dolng jobs of low cost
and short duration. Contractors evidently thought the jobs were small and quick
enough not to warrant fall protection, That was their fatal mistake.
Construction workers have been killed when they removed the phywood cover
from a roof or floor opening to use the material elsewhere and inadvertently
stepped into the opening, Covers should be clearly identified in bright paint:
COPENING COVER! DO NOT REMOVE!

Your chances of falling from a ladder are significantly reduced if you maintain
three-point contact when dimbing up and down the ladder or working from it.
Thres-point contact means one hand and two feet or two hands and one foot on
the ladder at all Bmes.

Construction workers have been killed when they fell from ladders that slid or
slipped because the ladders were not secured at top and bottom. In addition,
use a mudsill to support ladder feet on soft, non-compacted, or rough soil.

On scaffolds and other wark platforms where personnel can fall 2.4 metres (8
feet) or more, guardrails must be installed or a fall-arrest system must be worn.
Construction workers have been killed by falis as low as two feet. Where
practical, install guardrails even on low work platforms. When working from any
raised surface, remember where you are. Do not step backward. Do not shift
footing without looking down first,

In Ontarbo construction, falls have socoonted for at least 30 deaths since 1945,

1995 19495 1947 19498
Fall Fatalities & g ] 4
Tortal Fatalities 13 23 15 24

In 1999, seven of the 12 construction fatalities so far have been from falls.
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Prevention starts with guardrails

Guardralls are the first line of defence in fall prevention. They should be installed along
the ppen sides of any area where a worker may fall 2.4 metres (B feet) or more or into
water, operating machinery, or hazardous substances. Areas to be protected include

floors and floor openings
balconies

slab forrmwork

siairways and landings

roaf tops

scaffolds and other work platforms
runways and ramps

bridge surfaces,

8 &0 08 00 0 o

Guardrails should have a top rail, mid-rail, and tosboard secured to vertical posts or
supports.

Available in wood, wood-slat, wire rope, and manufactured wire mesh systems,
guardrails must meet the following minimum dimensions:

o top rail between 91 om (3 feet) and 1.07 metres (3 feet, 6 inches) Righ
o toeboard at least 10.2 om (4 Inches) high and Installed flush with the surface
o posts no more than 2.4 metres (B feet) apart.

These components should be secured to the inside of the posts or jacks. Toeboard's
should be installed on all open sides of a scaffold or work platform.,

Guardrails should be installed as dlose to the edge as possible and must be capable of
resisting any load likely to be applied. This may require extra reinforcement in special
situations, such as where forkiifts or buggies are used.

For maximum resistance to sideways force, the 2x4 top rail of wooden guardrails should
be laid flat, with the larger dimensian horizontal. To further strengthen guardrails,
double the top rail and reduce the spacing of posts to between 1 and 2 metres (3 feet 4
inches and 6 feet 8 inches,)

28
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Wood guardrails must be supported by posts extending to the top rall, braced, and solidly
fastened to the finor, Shoring jacks used as posts should be fitted with plywood softener plates
at top and bottom. Snug up and check the posts regutarly for tightness,

For siabs and the end of fiying slab forms, manufactured posts can be attached to the conoretes
with efther clamps or insert anchors.,

If guardrails must be removed, the opening edge should be roped off and marked with warning
signs. In addition, workers should use a fall-arrest system property anchored and tied off.
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Fall Protection: two basic types

In construction, eliminating the risk of falls may not be possible, 1t then becomes essential to
select proper fall protection.

Two basic types of fall protection are

o fall arrest
travel restraint.

Where guardrails or other protection is not in place, you must use a fall-arrest or travel-restraint
system if you are in danger of falling

more than 3 matres

into operating machinery

into water or another liquid

into or onto a hazardous substance or object.

o o o o

Fall Arrest

Fall amest is the maost common system.
It stops & fall within a few feet of the
worker's original position. A full body
harness s required with a fall-arrest
system. A typical system consists of the
following parts connected together:

« full body harness (CSA-certified)
= lanyard (with locking snap hooks
or D-chips)
rope grab
Iifedine
[ifedine anchor.

A fall-arrest system must be worm when % S
you are on a rolling scaffold that is being B e
moved or when you are getting on, AevorBis
working from, or getting off suspended - ¢ L4

access equipment such as a swingstage
or bosun's chair.

Travel Restraint

Travel-restraint systems prevent falls by restraining a worker from getting too close to an
unprotected edge.

1Y
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A travel restraint system must be arranged to keep the worker back from the fall hazard area.
The system usually consists of

safety belt of full body hamess {CSA-certified)
[aryard

rope grab

lifeline

lifeline anchaor,

O 6 0 068

The basic problem with trevel-restraint systems is that the rope grab must be continually
adjusted to allow free movement and travel but still keep the worker away from the edge. One
technique is to use a seif-retracting lifeline (see article batow).

In practice, travel-restraint systems are not foolproof because the length of the lifeline ks not
always adjusted properly. If the seif-retracting lifeline, for instance, |s longer than the distance
to the nearest edge, a worker moving in that direction will not be restrained before falling.

However, even if the systermn does not prevent a fall, It stll arrests the fall,

Self-retracting lifelines

Self-retracting lifelines (SRLs) are widely used in construction to provide fall protection,
especially where workers must move about 10 handle or install material. SRLs let the user move
the full length of the line but stop and lock at any sudden pull. This action s designed for fall
arrest -- not for travel restraint.

Lisers of SRLs most know the manufaciurers’ recommendations for proper operation as well as
any safeguards required for spedfic applications.

SRLs have traditionally been anchored above the worker's head with the fine running near
vertical down to the worker's safety belt or harness. There is general agreement that this is the
best application of SRLs.

In construction, however, different applications have appeared. In addition to the traditional
position, two other basic options are

s anchor and unit at the ridge of a pitched roof above the worker's location

o anchor and unit situated on a fiat work surface so that the lifeline is drawn out
by the worker in a horizonkal plane.

3l
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Each manufacturer's manual
provides information and
guidelines for SRLs anchored
above a worker's head.

Mot all of the manuals,
however, caver the use of
SRLs in horizontal applications.
In these cases, the user must
confirm that the particuiar
madel is approved for
horizontal use. The
manufacturer will then outline
reguirements for proper
horizontal use.

Remember — SRLs are NOT
travel restraints. Travel
restraints are designed o
resirain the user's movement
near open edges and prevent
falling altogether,

The only time an SRL can act
as a travel restraint is when
the line is completely drawn
out yet still short enough to
keep the usar from maving
forward ar laterally into a
hazardous [ocation,

Inspection Essential

Fall-arrest systems can only preveat fatal falls if they are used properly. Correct use includes
mspection. Your life depends on il

Harness

o Always check the tag for date of manufacture. Most web-type harnesses have a service life
of five years. If the hamess does not have a g, do not use it.

o Look for cuts, frayving, broken siitching, and other damage o webbing. Check for chemical
or heat damage.

o Inspect metal buckles for distortion, cracks, and sharp or rough edges. All buckles should
slide easily for adjustment.
Check for worn, cut, or frayed fibres where buckles atiach to harness.
Inspect D-ring for distortion, oacks, sharp or rough edges, and chemical or heat damage.

32
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o Ensure that the plate holding the D-ring In pasition is free from cracks, heat damage, and
other defects. The plate must keep the D-ring from sliding out of place.

Lanyards

Most lanyards have a service life of five years. Check tag for date of manufacture, Inspect
lanyard for wom, broken, or cut fibres; signs of stretching; evidence of chemical or heat
damage; and cracked or distorted connecting hardware.

Shock Absorber

A shock absorber shoukd carry a tag Indicating date of last inspection. If the tag is missing,

return the absorber to your supervisar for advice on its suitability. If the absorber s made with

tear-away stitching designed to absorb fall-arrest load, make sure stitching is intact.

s Check for cracks and corroded ar
pitted surfaces.

« Ensure that bill and eye sections are
not twisted or bent,

# Check that locking mechanism
works properly, Push the keeper
into the opan position with the
mechanism still engaged. If the
keeper opens, discard the snaphook
immediately.

« Ensure that spring has enough
tension to close keeper secunely,

s Dpenthe keeper and release. Thi
keeper should it o the bl
without binding.

Rope Grab

= Make sure that grabs are instalked rght side up. Most
grabs feature a directional armow to indicate proper
orizntation.

« Ensure that proper size lifeline is used. The required size
is marked on the rope grab.

3a
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s Mount the grab on the lifeline. Pull the grab down
sharply. The grab should lock within 30 cm (12 '““’53;

Lifeline

Lifelines mist be an least | 6mm
diameter pokypropylene or
material of equal strengih
Inspect lings from end to end
before metallation. Look for
cuts, borns, fraving, and
chemical or heat damage. Signs
of decreased dinmeter may
indiceie thai line has been
involved in a fall arrest and
should be discarded.

Lifeline Anchorage

»  Ensure that lifelines are
securely attached to solid
anchor points.

» ‘Whenever possible, attach
only one lifeline to each
anchor.

s Never anchor to bundies
of material that may be
maved or depleted
through use. Do not
anchaor to exposed rebar
uniless embedment length
is adequaks.

34
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Safety Inspections

The supervisar, or a competent In-housa staff member trained in the inspection process,
may conduct the planned safety inspections. Altemately, we may choose to have 45
Consulting Services conduct the inspections to verfy our level of compliance, The
supervisor or third-party professional shall perform  planned  Inspections of all
machinery, tools, and equipment, including the fire extinguishing system, personal
protective equipment, magazines, electrical installabions, communication systems, sanitation
and medical faclities, buildings and other structures, temporary supports, and means of
access and egress at the project to ensure that they do not endanger any individual or

property.

These planned inspections shall be done on a tmely basis with a record of the
findings maintained. Unplanned [nspactions may occur on a daily or per-shift basis. As the
supervisor carries out his or her daily functions, hefshe shall remain alert and record any
unsafe working conditions and practices. The supervisor shall use this information to
review the safe work polices, procedures, and rules and to discuss their findings at the

regular safety meatings.

Coples of the Inspactions and fallow-up recommendations will be resolved as required. For both
planned and unplanned inspections, & follow-up system must be in place o ensure
that corrective action is taken for each hazard or problem. In most cases, corecthve
action s Immediate. Senior management will review the information annually to ensure that
all hazards have been acted upon and that a plan has been developed to reduce future
potential hazards.

Each supervisor must conduct planned inspections and daily or per-shift unplanned inspections
and record any relevant Information. The supervisor shall Include the location of the
project, areas Inspected, date, and the Inspector's signature. These inspections are separate
from the safety representstive’s or JH&SCS inspections. Pre-star-up inspections shall be
performed prior to the start-up of a machine or piece of equipment, or prior to shift take-over/
release,

23
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Safety Talks

The Safety Talk is an important part of any organization's safety program. The safety meetings
promole safety, Identfy andfor control hazards, review rules and discuss  work
methods/procedures, A site supervisor must amrange these meetings and attendance |s
mandatory for all site employees of the organization.

Each supervisor must,

»

W

Conduct regular (weekly) safety meetings with their assigned crews
Record the topics discussed during safety mestings.
The supervisor shall have all employees sign a roster to acknowledge their attendance.

The minutes are kept on sité with 2 copy forwarded ta the senior management mamber
responsible for safety,

The minutes should also indicate any plans for action or resalutions agreed to at the
meeting.

The topics shouid relate to the specifics of the work on site and any safety precautions
that are required for the work. It |s alsc a good idea to review safe work procedures and
the current condition of equipment on site.

Give top priority to outstanding safety issues or conocems.

36



2016 - BEST PRACTICES RESOURCE

Tool / Equipment Use & Inspection

To reduce the risk of employes injury or property damages, the use of all equipment & taols, in
acoordance ‘with the manufecturer's instructions and COccupational Health & Safety
Act/Regulations, Is mandatory.

Guidelines & Considerations

1.

3.

5.

6.

An operator's manual and/or instruction book, for all equipment, must be at the
workplace, near the equipment and/or process area.  The operator must be familiar
with s contents regarding safe operation,

An operator shall be trained and competent in the safe use of any {powered)
equipment.

A maintenance kg must be kept at the workplace showing repalrs, dates and
identifying the machine repaired.

Re-fuelling operations for equipment must be performed outdoors.

A load rating identification plate must be located on every machine and stamped on
the appropriate component parts indicating load capacithes.

Mo equipment, load, or tool shall pass over any individual.

All equipment and tools must be used in accordance with the manufacturer’s
instruction manual,

All permanent station machinery shall have a clearly marked and accessible emergency
shut off button / switch.

Prior to any repairs or maintenance, lock out & tag out procedures must be
established and followed.

10. Aways remove and lock out the power source prior to making any adjustments.

11,

Exposed moving parts shall be guarded as required by regulation.

12. All equipment & tools shall meet the standards established by C5A and the

manufacturer and be maintained in good condition,

a7
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13. Mo worker shall remove any protective device or guard from a machine, tool, or
equipment for any reason.

14, Grinding disks [ wheels shall be compatible with the speed of the equipment or tool.
The disks [ wheels shall be inspected daily, If cracks, culs or chips are visible, the disk
{ wheel shall be removed and replaced.

15. Ground Fault Circult Interrupters (GFCI) shall be used whera electrical shock is a
hazard, for work oubdoors or in damp / wet conditions.

16. Extension cords & cord-connected electrical equipment shall be inspected for cracks In
the outer casings or outer insulation on a dally basis, Any cords or equipment with
cracks or cuts in the casing shall be removed for repairs.

17. Al cord-connected equipment shall be equipped with a ground pin and/or a GFCI
system.

Mote: Please refer to the Occupational Health & Safety Act, Regulations and the manufacture:'s
specifications for safe use information and specifics on the equipment or tool you are using.
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Vehicles Used for Company Business

Any worker operating a vehicle during the course of their employment shail;

L
2.

3.
4,

5,

.

Provide a copy of their license and insurance to the office.

Operate the vehicle safely, abiding by all traffic rules and regulations set out by the Ministry
of Transportation and the Highway Traffic Act,

Wear seat belts while the vehide is moving.

When the vehicle is a company vehicle, the vehicle must be checked daily and have the
appropriate maintenance logs onboard.

If the vehicle is @ personal vehicle the proper maintenance and visual checks should be
done to ensure the vehicle's safiety and roadworthiness,

The vehicle’s operating manual must be with the vehicle at all times.

Daily Vehicle Check - The vehicle circle check should include:

v

L N

Fluld level checks,

Engine review,

Check all belts for wear, tension and cracks,

Tire pressure and Infiation as per manufacturer's specification,
Tire tread patierns are within safe and acceptable limits,

Fuel levels are suffident for the intended travel,

All lights, sianals, and horns are operating property.

Guidelines & Considerations

¥ Access to any project site shall be in accordance with the local transportation

regulations. Obey all traffic control signakers and devices as required.

Do not use or operate any licensed vehicle and/or moblie equipment without the
authorization of a supervisor.

Parked vehicles shall not block roadways or service driveways, doorways, loading
bays, dumpsters ard/or fire hydrants or hoses or emergency access routes,

Fued tanks on vehides shall not be filled while the engine is running. The driver shall
remain with the vehicle and smoking ks strictly prohibited during the refusling.

Material that overhangs the sides or ends of a truck shall be secured & red-flagged.

Trucks hauling waste materials shall be equipped with an adequate rear dosure
and/or covering to prevent material from dropping or biowing onto the roadway.

Vehides are prohibited from transporting more passengers than its desion allows for.
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¥ When a vehicie Is In motion, all materials being transported shall be secured as per
the manufacturer’s instruction.

+  Winch trucks shall not have a load suspended from the hook while traveling. The
load shall be secured on the bed of the truck. The hook of a winch trudk must be
secured while traveling.

v Unless impossible, vehicles shall move in a forward direction at all tmes on a
project.

Unlicensed Vehicles - Guidsiines:

¥

All operating manuals and logbooks shall be available at the project. The safety design
capacity of any mobile equipment shall not be exceeded, nor shall the equipment be
modified in any manner that alters the original factor of safety and capacity. Mobile
equipment shall be fitted with suitable alarm and motion sensing devices induding
backup alarms and/or a flashing light where and when required.

Where there |5 a potentlal risk of contact by any mabile equipment with a strecture or
an individual, 8 competent signaler shall be assigned to contral the movement,

Under no circumstances shall any mobille crana ar crane load come within 106, of any
energized overhead power line or other critical structure, A competent signaker shail
direct the operation if any part of the mobile equipment travels dose to this 10/t
restricted area of an overhead power line, Whan mobile equipment is traveling onto a
public thoroughfare or readway, a competent flag (signal) person shall ensure traffic has
stopped prior to the maobile equipment moving onio the public way.

Escort Vehickes shall escort mobike equipment traveling on a public thoroughfare or
roadway with slans warning of siow-moving equipment. Other escorts may aiso be
required,

Matural and synthetic fibre rope made of material such as manila, nylon, palyestar, or
polypropylene shall not be used as slings on mobile equipment.

Only trained, qualified, and authorized personnel shall operate mobile equipment.
Contractor personnel shall not operate equipment unless tralned to do so.

Controls of a machine are not to be left unattended while the machine is running.

Operators should familiarize themselves with the operating criteria on a regular basis
and prior to use If It has been more than 30 days since the operator's previous Lse.

Vehicles must always be parked in a manner that does not endanger other traffic or
workers,
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«  Vehicles should always be driven or maved in a forward motion only and at a posted
speed or as recommended by the manufacturer,

¥ Equipment should always have the forks or buckets lowered to the ground when not
operating.

Hazardous Materials and WHMIS
WHMIS - Workplace Hazardous Materials Information System.
There are three essential elements to WHMIS:

1, Labels
2. Material Safety Data Sheets (MSDS)
3. Education and Training

WHMIS is for your protection. It describes the dangers associated with controlled products
and/or materlals you may use on the job and Instructs you how to protect yoursalf from the
hazards. You have the right to know If material has hazardous ngredients,

Labels -All controlled products must have a label that identifies the product and includes:;

Name of the product
WHMIS hazard symbol
Classification

Risk factor
Precautions

First Ald Instructions
MSDS Referral

Mame of Supplier

# & & & W @ & &

Material Safety Data Sheets:
Gives the following detailed informaton of 3 product and ks hazards:

Product information

Hazardous ingredients
Physical data

First aid measures

Spedfic Gravity

Fire and explosion data
Toicodogical proparties
Reactivity data

Preventive measures
Preparation date and group

Training: Al workers must be tralned in the WHMIS system.
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Electrical Safety Guidelines
General Electrical

1,

10,

11.

12,

13,

When work is belng done on or near live exposed parts of installations, equipment, or
conductors, the qualified workers shall wear the proper personal protective equipment
and have a written SWP in place,

Mo employes shall open or close any drouit unless he | she is thoroughly competent and
has full knowledge concerning the clrcults affected and given ample warning to other
workers who may be endangered.

The worker shall stand on the oppasite side of the hinge of a switch box when opening
or closing a circuilt.

The worker shall never use their bare fingers to determing a live wire.
Da not work on any conductars until you know the voltage.
Do not depend on the Insulating cover o wires.,

Electrical equipment and lines shall always be considered as being “live”.
Always test, isolate, and ground prior to your worl.

Mever wear jewellery or other metal objects while working on energized systems.
Always us the appropriste equipment and PPE to insert or extract fuses,

Whenever possible, disconnect and de-energize power before working on any electrical
eguipment.

When it is absolutely necessary to work on or near live “cincuits®, always place yourself
in a position so that a shock or slip will not bring you In contact with live parts (2nd

point of contact).

Portzble electrical tools shall be effectively grounded, protected, or be of “double-
insutated” construction,

The casing and frame of portable electric generators shall be effectively grounded.
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Tagging and Lockout

Lockout and tBg out procedures are an important requirement during any activity when a
piece of equipment or system represents a patential energlzed hazard to life or property.

1, Employees shall follow written job procedures for lodout and tagging as directed by
their supervisor or as outlined by the site-specific tag and lockout procedure,

i. Only the person who placed a lock and tag on a system may remaove i, No ong else has
the authority to remove safety lodks,

3. When multiple tags and locks are reguired, a multiple lock clamp or gang-lock should be
used to ensure that the system s not re-energized untll all locks are removed.

4, All Bgs and locks must be placed at the primary source of the energy whenever
possible. If this is not always possible, the locks should be placed as close to the primary
energy source as possible. The primary energy source must be monitored to prevent the
systerm from re-energizing prematuredy.

Typleal applications for the use of de-energizing equipment may include; but are not limited to;

»  Removing/repairing temparary wiring or circuits;

« Altering existing circuits;

« Pulling wire into ive panel
Employees shall follow written job procedures for lockout and tagging as directed by their
supervisor or as outlined by the site-spedfic tag and lockout procedure,  Supervisors will be
responsible for obtaining all required information about systems requilting lock-out from the
manufacturer andfor site constructor as required. The supervisor will be responsible for
completing all required site permits and communicating specific procedures to their employess.
& copy of the company permit system Is available in the OHSMS.

The General Lockout Procedurs

Step 1. Preparation for Shutdown

The Supervisor or Authorized Employee shall be responsible for the following:

Identify the types and magnitude of energy to be contralled
Identify all hazards (Including stored energy)

Identify the method or means of controlling the energy
Identify type of lock-out inventory to be used
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Identify the authorized person{s) qualified to perform the lock out

Identify the location of switches, energy sources, controls, interiocks or other such
devices necessary to |solate the system

Assess the consequences of shutdown

Motify afl affected persons that the equipment will be shutdown and locked tagged out
Coordinate lock-out activites with other site personnel as reguired

Conduct a written job hazard analysis where necessary

Supervisors will consider all sources of potential energy associated with the equipment being
de-energlzed including etectrical, hydraulic, pneumatic, kinetic, potential or other air/gas stored

ENErgies.

Supervisors will be required to verify any existing workplace de-energizing lock-out protocols
with the appropriate workplace authority, Information is to be recarded on the standard De-
energlzing Inck-out form. Information is to be reviewed with any personnel requiring to service
equipment.

Step 2. Equipment Shutdown

Ensure the eguipment will be shutdown foliowing established procedures
Ensure that all points of operation are considered

Step 3. Equipment Isolation

The equipment shall be isofated by following established solation procedures which
spedify the use of disconnect switches, line valves, blocks, blanks, removal of spools,
and capping of lines etc., as required.

Computer shutdown alone does not constitute a proper Isolation procedure.

Step 4. Application of Lockout Devices

Locks shall be applied to each of the isolation devices, Each employes working an the
equipment is responsible for attaching his/her personal lock and keeping the key,
without exception.

Mo other persons will use another workers lodk, or attempt to remove another workers
lock at any time.

A multi-lock hasp or scissor device must be used to allow the application of more than
one lock to a singée energy isolating device where mulitple workers are expected to work
on the equipment, or where verification procedures are required by the constructor.
Tags must be attached to each lockout device whether it Is a personal lock or a
controf lock. The tag should state the name, telephone number of the person who
applied the device, the reason for locking out, the date and time.
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In the case of a group lockout, a deslgnated Authorized Emplayee, usually the
Principal Authorized Employee, will apply all control lockout devices.

Step 5. Release of Stored Energy (De-energization)

Once all necessary Lockout devices have been applied, all potentially hazardous stored
or residual energy must be ralieved, blocked, bled, restrained, grounded or rendered
safe by Authorlzed Employees.

Additional measures may be necessary to prevent the re-accumulation of energy,
Each waorker expected to work on the eguipment must ensure that this has been done.

Step 6. Verification of Isolation

Prior o starting the work, and after isolation and de-energization, the Authorized
Emploves must perform a test of all start buttons and other activating controis on the
equipment, check potential of the etectrical supplies to ensure the equipment has baen
de-energlzed.

Verify the test equipment before and after the test on a known source of energy
Fotential test Indicators should not be used beyond the voltage limits for which they are
rated.

Return all of the controls to the off or neutral position after trying to start.

For wark involving several points of isolation, the Authorized Employes must keep racord
of the devices opened, locked off or otherwise rendered inoperable so that all of thesa
devices can be reactivated once work s completa.

Each person who has placed a personal lock on the equipment should be assured of
his/her right to verify individually that the potentially hazardous ensrgy has been
isolated andfor de-energized before the repair or maintenance work begins.

PERFORM THE REPAIR OR MAINTENANCE WORK

Do not do anything that could re-activate the equipment.
Do not inadvertently bypass the kockout (e.g. when installing a new pipe or wiring. )

Step 7. Release from Lockout Control

Prior to restoring energy to the equipment, the Authorized Employee will perform and
assessment of the work area o oetermine;

that the machine or equipment is operationally intact.
all necessary covers or guards have been re-installed.
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all tools and materlals used during the repair or maintenance activities have been
removed,

all temporany de-energization measures and devices have been removed by those who
placed them.

all other workers and affected individuals have been informed that the energy 5 about
to be restored.

all other workers and affected individuals are clear of the equipment (perform a head
count if necessary ).

The last lock to be removed should be that of the person supervising the lockout. This
responsibility should not be delegated to another person.

Follow the required steps to re-energize the system.

Special Situations

Multiple Person Lockouts

If mona than one Authorized Employee works on the same eguipment, each person must attach
hig/her lock to the muiti-lock hasp on the energy-isolating device.

Group Lockout (Lock box Procedures)

Where there are several lockout points to be secured and several Authorized Employees
involved on the job, @ group ockout procedure s followed;

The Supervisor obtains a lock box and secures it to the machine or equipment.

Lock box locks from the lock box and tags are applied to all the jockout points by
authorized Employeses.

The keys are collected, verified and placed inside the lock bax.

The lock box 5 then closed and a multi-lock hasp is affixed o it. This will allow
additional locks to b added.

The last available hole should never be usaed for a lock, but should remain open to add
another multiple lockout device if needed to create more spaces. In this way, as many
locks as needed can be added to the equipment.

Each worker on the job then applies his/her personal lock to the multi-lock hasp such
that the box cannot be opened until each personal jotk s removed. Each worker's
personal lock remaing in place as long as hefshe is actively working on the locked out
equipment.

In all cases, the iast lock to be removed should be that of the person supenvising

the lockout. This responsibility should not be delegated to another person.
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Shift or Personnel Changes

If the work lasts longer than one shift, or when the authorized employee who applied
the lock must lzave the workplace, lockout protection must not be interrupted. There
are at least two approaches to ensure cantinulty of lockout contral.

The replacement worker applies hisfher lock before the depariing worker removes
his/hers, This also provides an opportunity for discussion regarding the status of the job.
A control lock ks applied by the supervisor, along with each personal lock. When an
authorized employee has completed hisfher shift but the work i= not completed, he/she
remaves the personal lock, and communicates to the supervisor any outstanding wark
recuired.

The contral fock(s) maust remain in place untll the equipment Is sefe to return o service
or has been rendered incapable of being returned to servics, e physically
disconnected.

Lock Removal When Person Is Absent

Personal locks

Woarkers should always apply and remove their own locks. However, in the rare event that the
worker who applied a lock is unable to remove It (e.g. due to sudden llness or Injury) the
following procedure must be adhered to;

Reasonabile attempts to contact to the absent keyholder should be made to verify the
status of the de-energized equipment;

Permission is to be provided by the keyholder to remove the lock, this must be verified
by the supervisor at least one other qualified worker;

In the event the keyholder cannot be contected, the supervisor must consult with
equipment technician or other qualified agent to ensure the equipment s safe to
energize;

All communications must be documented including time, date, persons involved in the
lockout removal and result of lodkout removal;

De-energized equipment must be inspected by the supervisor prior to remaoving the lock;
The person whose lock was removed must be notified verbally and in writing of the
remival upon hisfher retumn, and before resuming work

Removed lock-out inventory must be secured by the Supervisor and given to absent
keyholder upon return.

Anyone who removes someone else’s lock without following this procedure will be subject to
disciplinary action.
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Office Safety

¥ou are reguired to work in a safe manner every day including in our office environment. The
fallowing Issues are for your review:

1. Workers shall report all injurles, regardless of severity, to the supervisor in charge.

2, Workers shall walk cautiously up and down stairs; the handrail shall be used whenever
possible.

3. Caubion shall be exercised when walking around blind cormers,

4. Running is not permitted at any time.

5. Walkways shall be kept clear of materials or furniture that may cause tripping, or that
act as a barrier to an escapse route,

6. Ensure that you are fully aware of exits & escape routes,

Lifting and Carrying

1. A worker shall obtain asststance when lifting heavy objects.

2. Bulky objects shall not be camied in such a way as to obstruct the view ahead or
Interfere with free wse of handrails or stairways,

3. Large boxes or bundles of suppiies shall be moved Oy a hard truck or unpacked and
deliverad in smaller parcels.

Doors

1. Dwoors shall be opened siowly to avold striking anyone on the other side.
2. Doorways must never be blocked with equipment or materials,

Ladders and Step Stools

1. Workers shall use a set of steps or a ladder when required to place or  obtain objects
in elevated |locations,

2. Matenal shall be stored and piled in a stable manner.

3. Ladders and platforms shall be examined before use; treads and safety  feet on
ladders shall be provided with non-slip material in good condition.

4, Bowes, chairs, etc. shall not be used In place of dders.
Sharp Instruments

1. Knives, scissors, etter openers, pens and pendls, etc. shall be kept at the front of desk
drawer where they can be seen when drawer is opened.

2. Care shall be sxercised when using staplers, punches, or paper cutters.

3. Immediate first-aid treatment s essential for all osts and puncture wounds regardiess of

severity.
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Filing Cabinets

Drawers of desks and file cabinets shall be kept dosed when not In use,

Only ane drawer of a fila cabinet shall be pulled out at a time in order to avoid instability
or tipping of the cabinet,

Store heavy iems and materials in the lower drawers of the filing cabinet,

Fira Protection

Smoking Is permitted oulside In designated areas only.

All workers shall exercise good housekesping habits, not allowing waste, paper, rags, or
other combustible material to accumulate.

Mo worker shall hinder access to fire extinguishers or exits.

Each worker shail note the location of fire extinguishers, exits, and fire alarms and shail
be knowledgeable in the use of each.

It is the responsibility of each fire warden to ensure that all workers are knowledgeable
in fire protection and evacuation procedures.

Workers discovering fires shall locate and pull the atarm

If the fire is of a small nature, trained worker(s) may attempt to extinguish it

If there are any increased dangers from fighting the fire, all workers shall evacuate the
bilding immediatedy.

Do not try to extinguish any fire that s out of control or that s too big to fight with
extinguishers. When in doubt — GET OUT.

Office Equipment

9

Unsafe electrical cords, faulty electrical or other equipment, or any other hazardous
conditions must be reported to your immediate supervisor,

2. Workers shall never attempt to dean, oil or adjust any machine that is running.
K
4. Chemicals used In office copiers or other equipment shall be stored in proper containers,

Machines must be equipped with an emengency off switch.

In proper storage areas and handled with due care.

Appropriate personal protective equipment (goggles, aprons, gloves) shall be worn when
handling chemicals necessary for office cleaning or maintenance functions.

Logse-fitting ciothing, danaling bracelets, rings and ties may cause serlous injury to
workers operating or working around power driven machines (paper shredders, coDiers,
etc.). These ftems are not to be wom around operating machinery or equipment.
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Scaffold Use

Scaffold use indicates that you will be worlking at an elevated height and reguires that you
take all necessary precautions to avold accidents, No scaffold should ever be lpaded In excess
of lks maximum lcad capacity, Every scaffold system shall be used in accordance with the
manufacturer's spedfications and have all required components secured in place.

This includes all horizontal and diagonal brading, horizontal members secured with no splices
between the points of support, footing or sills or supports capable of supporting 2 times the
maximum load that the scaffold will be subjected to without settlement or deformation that will
affect the scaffold’s stability.

In addition, all fittings and gear including base plates or wheels as per the manufacthurer's
Instructions, connecting devices between the frames that provide positive engagement in
tension and compression, all safety osbohes, dips andfor pins as required shall be secured at
vertical intervals not exceading 3 times the least lateral dimension measured at the base.

Scaffolds mounted on castors or wheels shall have working brakes for each wheel and the

brakes applied and locked when a worker Is on the scaifTold. A compatent worker should inspect
graffold systems on a daily basis. A competent worker must supervise the erection, alteration

and dismantling of any scaffold system. Records of inspections need to be maintainad.

A scaffold or other work platform shall be at least 18 inches wide, be fully planked if it is a
scaffold system and the working platform shall be 8 feet above ground level. A guardrall system
must be in place, have a separate means of access and egress (a secured Badder), not have any
unguarded openings and shall have each component of the platform secured against slipping
from its supports.

Wooden planks usad for platforms shall be Number 1 Grade Spruce, 2 inches thick by 10 Inches
wide, amanged so that their span is not greater than 7 feet, arranged so that the overhang is
not bess than 6 inches and not more than 12 inches and have cleats or other mechanism
employed to secure the planks from slipping. Reference to the regulations for additional
information is encouraged.

Pricr to assembling and erecting the scaffold, review the work area to assess the ground
conditions and determine what additional requirements may be needed. After the location has
been determined, ensure that the ground conditions are as level and firm as possible prior to
erecting the scaffold.

If set-up Is on rough ground, use sills that extend the full length of each frame section rather
than biocking under each foot. Nail the base piate to the sill to ensure that it does not move
while in use. Set up each section of scaffold, including all hardware, clips, pins and bracing one
section at a time. Fully plank the mainframe of the first level prior o erecting additional upper
sections.
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Make sure that the battom level is square and level and that there are no bent frames in use. If
you dre erecting more than two sections (iifts) of scaffald, fall arrest must be worn once you
are at the second platform level. The erection or dismantling of two or more lifts of scaffold
should always reguire bwa workers, As indicated on page one of this section, a secured adder
must be used bo galn acoess to all levels.

Continue to erect each section of scaffold making sure that you sacure, level and square each
section. Tie-in the scaffold to the project or bullding when the scaffold height is 3 times the
least |ateral dimension measured at the base of the scaffold; this will provide additional
structural support for the scaffold system,

As the scaffold erection continues, install all required guardrall systems, Make sure that the
platforms are secured with cleats or by using anather process to secure the planks. If you are
using pre-fabricated platform sections, check the hooks to ensure that they are not cracked,
bent or deformed in any way prior to use. If they are, do not use them and return them to our
shop for repair or replacement. Tha platforms should always be installed in acocordance with the
anginesring design and/or manufacturer's instructions.

If you are using 3 wheel-mounted, rolling or “Baker” scaffold system on a firm or indoor
ground/floor surface, you must ensure that the wheets have working brakes and that the brakes
are applled and locked when you are on the scaffold. Do not "SURF® or move the scaffold while
standing on it, as it is not designed for this procedure.
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Elevating Work Platforms

Elevating Work Platforms (EWP) are motorized vehicles and must be used In accordance
with all operating instructions provided by the manufacturer in their operating manual. No
worker shall operate an EWP unless they have received training in the safe operation of the
equipment, understand the limitations of the equipment, and have read the operating manual.
An EWP must meet the applicable National Standards of Canada standards.

A fully trained and competent worker shall Inspect the EWP each day before use, This worker
must have received written and oral instructions on the machine’s use, ba familiar with the
manufacturer’s instructions, understand the lead limits for the machine, understand the correct
use of all controls and understand the surface limitations for operating the EWER,

EWP shall ba equipped at all times with a full guardrall system. In addition, the EWP must have
at the controls of the device, a rated working load, all limited working conditions including the
proper use of outriggers, stabilizers and extendable axles, the spedfics on firm level working
surfaces required for all use, and any wamings from the manufacturer on use.

Alsn, the direction of movement for each operating control, the name and number of the
Matlonal Standards of Canada standard to which It was designed and the name and address of
the owner must be displayed. The EWP must be maintained by the owner to ensure that the
safety factors are maintalned to the origingl design, The owner must keep records of all
Inspections, tests, repalrs, modifications and maintenance for as long as the machine is in use
and this must indude the signature of the person involved in any of the above-noted tests etc.

An EWP chall never be loaded in excess of ks rated working capacity and shall be used on a
firm level surface in accordance with all of the manufacturer’s written instructions. It should not
be loaded or wsed In a manner that will affect its stability or endanger a worker and shall never
be moved unless all workers an it are protected against falling by a safety hamess attached to
the platform. Reference to the regulations for additional information is encouraged.

Prior o using an Elevatdng Work Platiorm {EWP), meke sure you are comfortabie with all
reguired oparating requirements as set forth in the manufacturer’s operating instructions. If it
has been more than 30 days since you last used an EWP, it is suggested that you spend a few
minukes reviewing the EWP manusal prior to use. If yvou are not quaiified o operate the EWE do
nat use It

Review the work area and all intended paths of trevel to ensure there are no obstructions or
floor { ground conditions, which could affect the stability of the machine. Make sure that the
guardrail system is intact and that all operating instructions and waming signs at the controls
are legible. If equipped with outriggers, stahilizers, waming alarms and/for a flashing light make
sure that these components are cperational prior 1o use.
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‘fou will need to have a safety hamess and lanyard if you intend on moving the machine from
oné location to another or when elevating the machine. Once you are on the EWP make sure
the chain or restraining device at the open end s secured in place.

Always drive the EWP slowly and pay strict attention to the path of traved. If worlers are In the
area, move the machine only when they are clear. Once you have amived at vour next work
location, elevate the platform to the work area. Never stand on the mid-rail or top-rall of the
guardrall system as this presents a serious fall hazard, If you cannot reach the area to complete
your work, you will require a written SAFE WORK procedure to identify the required steps prior
to continuing, If you will he performing any open flame operations such as welding or saldering,
you must have a fire extingulsher on the EWP and a fire watch besow.

When your work 5 complete and you will be moving to another location, It s recommended
that you lower the machine to Its lowest point and then drive the machine to its new location,
This will ensure that the centre of gravity is at its lowest point and will provide maximum
protection against rollover. When lowering the EWP, make sure that there are no workers below
the EWP. If the EWP hydraulics fail at any time or the elevating device becomes stuck in an
edevated position, call for assistance, stay in the machine and do not attempt to climb down the
machine. If this occurs, do not use the machine until it has repaired and re-certified for use.
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Compressed Air Use

Alr-powered tools used in construction range from stapling guns to jack hammers, These tools
can be dangemus if you do not use them as outlined in the manufacturer's specfications. The
following ks a list of rules that you must adhers to when using compressed alr;

1. Do not use compressed alr to blow debris or to clear dirt from clothing.

Z. Turn off air pressure and the line pressure before disconnecting the hose or changing tools.
3.

4, Wear persaonal protective equipment including eye protection / face shields and ensure other

Attach any hose that may to a rope or chaln secured to the machine to prevent whipping.

workers in the area are aware of or have restricted acoess b0 the harard arag,

Check hoses on a regular basis for cuts, bulges, or other damage. Repair or replace
defective hases. Document all hose and equiprment inspections and maintenance repalrs.

6. Maintain a proper pressure regufator and reliel device on the system.
7. Use the correct [ designated alr supply hoses for the tool [ equipment used,
8. Properly maintain the equipment according to the manufacturer's requirements and

malntenance schedules.

Foliow the manufacturer's general instructions for use and maintenance and comply with
legisiated safety reguirements.
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Explosive [ Powder Actuated Tools

The manufacturers of these devices provide detailed instructions regarding thelr use and
maintenance. You must read, understand, and ablde by all manufacturers' specifications for use
and maintenance prior to operating an explosive | powder actuated tool. The following general
recommendations apply to all explosive / powder actuated tools:

+  Only properly trained and qualified ocperators are to use this type of tool.  The user shall
possess proof of this training Issued by the manufacturer, authorized deaier [ distributor,
or ather competent solurce,

¥ The tool shall be CSA Standard approved for "Explosive/Powder Actuated Fastening
Tools™,

v The tool shall be loaded just prior to use with the comrect load for the job anticipated.
«  Mever joad tools If being moved to an alternate work site,

¥ Never polnt the tool at anyone whether loaded or univaded,

¥ Keep hands and fingers daar of the muzzle end at all tmes.

+  Always store explosive powder actuated tools in their proper lockable boxes,

Explosive powder actuated tools shall never be used in an explosive atmospheara.

When used, hold the toal firmly and at right angles to the surface. Uinioad the tool after use and
prior to transport or storage. The operator shall wear eye and hearing protection at all imes,
To prevent free-fiying fasteners, ensure that the material driven into will not allow the fasteners
to pass through it (i.e. glass block, holiow tile, etc.)

Review and follow Manufacturers’ recommendations whenever uncerzinty arises regarding the
material driven into, maintenance procedures or load strength. Always be aware of other
workers, Where a hazard to other workers exists, use signs and barricades Identifying the
hazard area as a restricted area.
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Ashastos Awareanass

Asbestos fireproofing and insulation s commaon in many older buildings. Disturbing this material
during construction, renovation, maintenance, or restoration can cause friable material
{hazardous dusts) to become airbarne.  The following precautions are required:

¥

When any material found on a job site appears to be or reseambles asbestos, workers
shall immediately stop work and notify thelr supervisor in order to facilitate testing to
determine the nature of the material.

Once the material has been tested and Identified, the supervisor will make the decision
on how to proceed using site-specific safe work procedures designed spedifically for the
work and based on the findings of the tests conducted.

If ashestos is present, during your work or after the testing noted above, It will require
abatement (removal), encapsulation, or specific safe work procedures prior to continuing
the work. This SWP will address where the asbestos is [ocated, the type of asbestos
{silicates, actinolite, amosite, anthophyllite, chrysotile, cocidolite, or tremolite) and the
precautions necessary for working In or around the type of asbestos found.

Prior to working In or around asbestos, each worker must understand the conditions
they will be working in, the appropriste measures and procedures for their work, the
reguired PPE to be wom, how to dean the PPE after each use and the limitations of the
PPE.

A specific written safe work procedure s required for each droumstance.
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Confined Space Program

1,

2.

L0.

Evaluate Work To Be Performed And By Whom.

Advise All Site Employers/Employees Of Confined Space
Mo Unauthorized Entry Is Permitted

Perform A Hazards Evaluation (Including Copies Of MSDS Info)

Perform Alr Quality Tests

Determine PPE And Work Process.

Complete Permit Report

Hold & Pre-Entry Meeting To Discuss All Relevant Info.

Monitor Work Process By Radio Check-Ins Every 30 Minubes And Record,

Conduct A Post Exit Meeting And Discuss Any Issues With Workers Inside Confined
Space.

All Tralning Cards For All Employees To Be Attached (Attach Copies Of Training
Cards OF Anyone Entering)
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Confined Space Assessment

Assessed Dy

Signature:

FLAMMARLES:

COMBUSTIBLES:
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CORROSIVE:

PHYSICAL ISSUES:

COMMENTS:

Confined Space Coordination Plan

Date: Supendisor:

EMPLOYERS INVOLVED: .
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WORKERS INVOLVED:

PRE-ENTRY MEETING:
Work to be performed by:

Location of each worker:

Diuration of work:

Cormmunication System

First Ald/Emergency Plan Rescue Person:

Attendanit.

(Outside Confined Space)

Air Quality Test Resuilts:

Possible Hazards:
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PPE Required:

Sign-off on Permit by each worker:

Poirts of Access/Egress:

Means of Ventilation/Purging:

EIGNATURES:
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ENTRY PERMIT FOR CONFINED SPACES
A SEPARATE PERMIT IS REQUIRED FOR EVERY CONFINED SPACE

1. Today's date: Permit #:
(yyyy/mo/day)

2. lLocation of confined space:

(address/dty/pravince)

3, Desoiption of work:

4. Time Period for Entry:

{start time and finish time)
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5. Warkers Invohed:

6. Each worker's location during work process:

7. List of Monitoring & Rescue Equipment Available:
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8. Identified Hazard Conditions andfor Activities:

Check all items identified | YES | NO YES
@) Heat stress condition h) Configuration hazard
b} Electrical/mechanical I} Fall from an elevation/
enesgy through an opening
"¢} Smoldering/burring i) Airborne combustible
matesial dust/gases
d) Falling cverhead objects k) Chemical/thermal hazards
&) Engulfment 1) Abrasive blasting
) Welding/cutting or burning m) Entanglement
l g} Fumes from equipment n} Mone

9, Health & Safety Precautions/Equipment:

10. Abmospheric Test Hesils:

{date and time taken/results/qualified person’s signature for each sample)
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11. Verification Sign-off:

(sign-off by all persons involved that plan and reguirements are in place)

12. Competent Person Sign-0ff:

(signature of one or more competent persons verifying that entry complies with the plan)

13. Ildentify Qualified First Air Responders:

Z1. Emergency Response and Rescue Plan:

(Ensure the emergency plan has been reviewed and signed by all those involved)
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15, Hot Work Permits:  (Where & when required)

{Signatures from all workers involved In the entry plan)

16. Ventilation/Purging:

17, OTHER CONSIDERATIONS:

b
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Personal Conduct at Work
Riding on Equipment

No worker shall ride on any piece of equipment unless he/she Is occupying a seat
designated for such a purpose and is specifically trained in the operation of that piece
of equipment.

Horseplay

Mo worker shall engage in any activity that may be a hazard to co-workers, the public, the work
area, or the environment.

Fighting

Fghting with co-workers, suparvisars, or the public is a violation of policy, Any worker caught
fighting will be subject to immediate dismissal.

Theft

any worker caught stealing tools, equipment, materials, or supplies from the company or
suppliers will be subject to immediate dismissal. We will notify the proper authorities for
possible investigation and prosecution.

Substance Abuse

If any worker is caught using any illegal or controlled substances, disdplinary action will ensue.
See the Substance Abuse Policy.

Misuse or Destruction of Equipment and for Property

Any misuse or abuse of tools, equipment, property, vehicles, or supplies will result in Immediate
disciplinary action. Use all of the above for the intended manner and as per manufacturer's

specifications.

Insubordination

We will not olerate insubordination of any kind., All workers are required o listen 1o and abide
by the directions of their supervisors, managers and any other personnel that have authority

over them; this extends to Ministry of Labour, Ministry of the Environment, Police, Fire, and
EMS offidals. Any worker failing to abide by this rule will face immediate disdplinary action.
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Harassment

Harassment is a very serious workplace issue. Such behavior may Include any unwanted
physical contact, oral or written statements, geshures, or expressions that communicate a direct
of indirect threat of physical harm or intimidation. Individuals who commit such acts will be
subject to sanctions including, but not limited to, removal from the premises; exclusion from
the premises; criminal prosecution; corrective and/or disciplinary action; suspension or
termination.

At no time will any worker harass any other worker, dient or member of the public be it
physically, sexually, or emotionally. If an incident of harassment arises, we will investigate this
thoroughly. If the allegation has merit, the worker will face immediate disciplinary action
appropriate to the droumstances.

If the harassment Indudes unwanted contact, we will terminate the workers employment and
forward the issue to the proper authorities for appropriate investigation,

If you are the victim of any type of harassment, report it immediately to your supervisor or the
appropriate person in charge (providing they are not involved in the allegation). Al allegations
are serious and we will treat avery situation with the respect, dignity, and confidence.

it
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Painting Operations
Hand Painting Dperations:

All employees painting with brushes are required to wear the proper personal
protective equipment. This indudes eye protection and respiratory protection in
the case of alkaloid-(cil) based paints.

Painting Operations using Compressed Air:

Compressed air painting tools can be dangerous if not used as outiined by the
manufacturer's specifications and instructions. When painting with the use of
compressed air tools the followling rules apply:

" Never use compressed alr to blow debris or to clear dirt from any worker's clothes.

¥ Turn off the air pressure and the line pressure relieved before disconnecting the
hose or changing tools.

¥ Attach a rope or chain to any hose that may whip,

¥ Wear personzl protective equipment including eye protection, face shields,

respiratory protection and ensure other workers in the area are aware of, or have

restricted access to, the hazard area.

Check hoses on @ regular basis for cuts, bulges, or other damage. Repair and/or

replace defective parts and document equipment inspections.

A proper pressure regulator and relief device shall be on the system.

Li=e the correct air supply hoses in relation to the tool / equipment,

Maintain equipment according to the manufacturer's requirements.

Fallow the manufacturer's general instructions for use and malntenance and comply

with legisiated safety requirements.

<

T e W

Cleaning Brushes and Equipment with Solvents:

We must protect workers and the environment from hazards associated with cleaning
soivents and other products. Wherever possible, sohvents should be non-flammable and
nen-toxic. The supervisor shall be aware of all soivents / flammables used on the job, We
will provide instructions to workers who use these materials. MSDS on all cleaning solvents
shall be readily accessible by all workers in contact with the chemicai(s).

The following safe work practices apply when solvents/ flammables are used:

¥ U=e non-flammable solvents for general cleaning.
* Do not parform hot work when flammable fiquids are used,
# Store flammables | solvents In approved well-marked containers.
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Check toxic hazards of all solvents before use (read the MSD5).

Pravide adequate ventilation,

Use eve [ face shields to protect the face and eyes from splashes or sprays.
Use rubber gloves to protect your hands.

Wear protective clothing to prevent contamination of worker's clothes and skin

EXpOSUTE.
When breathing hazards exist, use the appropriate, fitted respiratory protection.

# MNever leave solvents In open containers.
» Lse proper containers for transportation, storage and field use of solvents /

flammables and properly label.

Train all employees using WHMIS products in the Workplace Hazardous Materials
Information System.

Dispose waste to satisfy all applicable legislation and environmental requirements.

a



2018 - BEST PRACTICES RESOURCE

Visitors and Public Protection
Public Protection & Accoss

Wherever possible we will protect the public from accessing our work area using caution tape
or barrier raills, Proper precautions must be In place to protect the public. Post routes for
pedestrians to follow.

Cordon off the area when performing overhead work 5o that no member of the public may walk
under the owerhead activity, Erect proper signs to inform the public that overhead activity are
taking place.

Minimize slippery floors, debris, openings or uneven foar surfaces and maintain the best
passible housekeeping to minimize the risk of slip, trip, or fall hazards. Erect barriers and signs
to Inform the public of the hazard.

If there ks a high level of nolse, reduced lighting or electrical hazards present, post proper signs
outiining the risk. Never leave toals and/or equipment unattended where the public has access
to them.

Visitors:

Any visitor entering 2 work area shall immediately report to the supervisor responsible for that
area. All visitors are to comply with all safety reguirements of the area and may not enter until
they are aware of their responsibilities.

Responsibilities of the visitors are in the polides section of this manual. If they do not have the
appropriate safety equipment, TICKNERwIl provide them with proper equipment or they shall
not enter the area.

If a visitor reports a safety concern, the supervisor, along with the health and safety
representative, will investigate the concern and act upon it acoordingty. Al visitors are reguired
to notify the supervisor when they are leaving the area or site to ensure their safety, They must
also raturn any personal protective equipment provided to them by the company at that time,
First-time visitors to the company will be required (o read and sign the visitor's code of conduct,
shawn in the sample below.
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Working Alone

When It is necessary for vou to work alone, you should ensure that your immediate supervisor
is aware of your location, activities, and projected time of completion,

When working alone keep In contact with the supervisor or dispatch/answerlng service and
inform the dispatch of start, stop, and completion timelines for the work. When possible, you
should try to communicate with a supervisor or dispatch on a pre-determined schedule
throughout the day. Communication when working alone i very Important. You should ahways
have the ability to communicate with someone whenever reguired.

Prepianning every job Is an Important practice but Is especlally Imperative If you will be working
alone. Be aware of the emergency exits and access ways to and from the work location. Also,
make yourself aware of the Iocations of fire extinguishing equipment and the alarm locations.

Establish a plan and the estimated time it will take to complete your work. Communicate the
plan to your office or supervisor b ensure they have an approximate timeframe for your work
completion. Check in with your supervisor immediately after the work and advise them of your
status. This should be done in addition to the pre-arranged cali-in times.

It is also essential to advise other parties that you are in the area and the approximate location
and duration of your waork. If a telephone number for the location is available, ensure that your
supervisor or office has the number,

Cell phones or pagers do not work in some geegraphical areas. Other alternatives
may be i
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Transportation of Dangerous Goods (Guideline)

Classes of Dangerous Goods:

Class 1 - Explosives

Class 2 - Gases

Class 3 - Flammable liquids

Class 4 - Flammable solids

Class 5 - Oxidizing substances and organic peroxides

Class 6 - Polsonous and infectious substances

Class 7 - Radicactive materials

Class B - Comosive substanoas

Class 9 - Miscellanecus dangenows goods
General requirements are for the transport of goods that are greater than 500kg (total mass),
Less than 500 kg is Low Threat Consignment and does not require the following applications.
Ganeral Reguirements

1. Only workers who are trained or under the direct supervision of a trained person may handie
or transport any dangerous goods relative to their assigned duties.

2. Al trained workers will receive a cerificate of training.

3. Certificate of raining are renewed every three years and a record kept for five years by the
traimer.

4, The shipper shall ensure that the shipping document contains all the required Information,
5. The carrier shall ensure that the document accompanies the consignment.

. The driver shall insure that one copy of the dangerous goods document is kept in 8 pocket
mounted on the drivers door.

7. Dangerous goods transported In a van or plck-up will have the proper documents required
under the Transportation of Dangerous Goods Act.

8. No person shall transport dangerous goods that are contained in a cylinder unless the
cylinder is securely stored in or on that means of transport.
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9. An approved carrier shall perform all transportation of large quantities of hazardous goods
(l.e,, have the supplier deliver to site).

Gasoline and Other Highly Flammabie Liguids
1. Cannot be caried in the passenger compartment of a vehicle.

2. Be carried and stored in approved containers, with properly fitted caps, and shall be
preventad from over turming.

3. Be used when adeguate ventilation Is In place,

4. Be provided with a fire extinguisher in transporting vehide,
5. Mot be used as a cleaner.

6. Shut off gasoline engines before refueling.

Compressed Gases:

1, Exercise care in handling all compressed gas cylinders, Do not drop, jar, or exposa to
temperatura extremes,

2. Oylinders shall have the valve cap or valve protection device in place at all imes except
when In actual usa,

3. Do not roll oyfinders or lift by the vahve or valve cap; use & suitable cradie.

4. Store or transport compressed gas oylinders, whether fulf or empty, in an upright position
and chained or otherwise secured so they cannot fall.

5. Choygen oyfinders in storage shall be separsted from fuel-gas oylinders or combustible
materiats (espedally oil or grease) a minimum distance of 6M or by a 1.5M high non-
combustible barrier,

6. Do not store cylinders in @ manner that they become part of an electrical circoit.

7. Hydrogen and fuel-gas cylinders shall not be stored inside any operating building. Use
separate storage bulldings or sheltered storage areas.

8. Employees shall never force connedtions that do not fit nor shall they tamper with the safety
refief devices of cylinder valves.

3. Protect oylinders from sparks, flames, and contact with energized electrical equipment.
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Oxygen and Acetylena

2

Leather gauntlet gloves and workers using an oxyacstylene cutting torch shall wear goggles
with the proper shade of lanses.

Ccygen and acetylena shall be stored and transported in a secured upright position,

Cylinders shall be stored in @ well-ventilated area with an overhead cover to protect from the
weather,

Protecting caps shall be in place when moving cylinders or when not in use.
Rack cylinders when being holsted.

Shut off leaking gas cylinders; place outdoors and report to the supenvisor,
Keep away from heat over 54 Cor 130 F.

Empty cylinders and full cylinders shall be stored separately.

. Check joints with scapy water or commerdal leak detector when connecting regulators o

oyfinders,

10, Cdl, grease, or similar materials shall contact any valve, fitting, regulator, or gauge on

axygen cylinders,

Propane

1.

Propane is heavier than air. (Specific Gravity Greater than 1.00) It will settle In fow areas
such as trenches, manhales, and sumps. Check the bottles for leaks. Check low-lying areas
for gas bulid-up.

Cylindess shall be stored wpright in 2 well-ventilated area away from heat.
Use approved hoses and fittings only.
Use soapy water or commercial leak detector whien chicking for leaks in propane systems.

Hydrogen

1.

2.

Special precautions shall be taken when using hydrogen to avoid the possibiiity of fire and
explosion.

*DANGER - NO SMOKING" and / or "OPEN FLAMES" signs shall be posted where hydrogen is
used or stored.
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Chlorine

1.

Chlorine containers shall be stored and properly secured in a cool place and protected
against moisture,

2. Protective aguipment shall be readily available for use in an emergency.

3. Don't store chlorine oylinders near flammable materials.

4. Should a chiorine leak develop, place the cylinder so that only "gas" escapes. (Use an
ammaonia swab to detect leaks.)

5. Don't spray or pour water on chlorine leaks.

Nitrogen
While nitrogen is not toxic or flammabde, it could be hazardous if large guantities were
present in confined spaces (this is true of most gases). Some large transformers coming
from the manufacturer are nitrogen charged.
Personnel entering a confined space with @ nitrogen leak will have an atmosphera [acking in
oxygen unless fully ventilated as per the section on "CONFINED SPACES" within this
handbook.

Temporary Lighting

Illumination / Lighting - Fixed Temporary
1. Use artificial lighting where natural [Humination Is not sufficent.

2.

- &

Pratect ternporary lighting (except battery powered) with approved guards.,
All areas where workers must work or pass through or be present including  areas of

access and egress must be adequately illuminated.

4
5
6
7

. Replace missing or burned-out light bulbs,

. Replace missing or broken covers or shields for the light bulbs.

. Use portable fighting or flashlights In deasker areas.

. Where the work site is the responsibility of the general contractor, lighting must bé provided

and adequate for all trades and the public.
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Lighting - Fixed Temporary

This refers to the electrical system installed for the purpase of llumination during
construction. Branch lighting clrouits should be kept entirely separate from power cincuits
except for a common supply. Minimum temporary lighting requirements do not include
provisions for portable hand-held lamps used by various trades to illuminate their immediate
work: arca,

+
o

v

Instal lamps in suitable locations to Huminate the entire area.

Where this is impractical, install additional fight over and above the minimum
requirements,

Inspect all temporary lighting regularly and replace burned-out or missing lamps
promptly, Relocate lights cbstructed by new work such as ceiling, ducts, plping,
equipment and/or partitions.

Protect each Individual ighting branch circult protected by a dircult breaker or fuse
with a rating of 15 amperes. The total load per circuit should not exceed 12
amperes.

Lighting stringers should not be plugged into a receptacle but instead hard-wired
directly into a distribution panel.

All wark areas where a worker Is present (Induding the means of access and aggress
from the work area(s)) must be adequately lit.

Lights bulbs used in temporary lighting systems must have a protective cage or
other mechanical protection device.
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