
 
 

Phase Three Appendix D: Health and Safety Program Policies 

 
1-Health & Safety Policy 
 

Purpose: 

To ensure inclusion Powell River employees at all levels of the organization actively promote its Health 

and Safety Policy. 

Policy Statement: 

All employees equally share the responsibility to work in such a manner as to prevent injury to 

themselves and others and to safeguard the assets of inclusion Powell River. inclusion Powell River’s job 

descriptions and checklists provide detailed expectations. 

Practice Standards: 

iPRS is firmly committed to promoting health and safety in the workplace and programs sites for the 

well-being of staff, clients, volunteers, work experience and practicum students and visitors. To promote 

this, we will: 

 Provide proactive leadership. 

 Endeavor to maintain safe working conditions and procedures. 

 Create emergency response plans and procedures. 

 Provide employees with information and training necessary for them to do their 

work safely and to keep everyone safe in the programs. 

 Enforce compliance with safety procedures, directives and relevant 

legislation by all employees and others in the program sites. 

 Follow up with all incidents. 

 Maintain a comprehensive and responsive agency-wide Health and 



Safety Program. 

 

 

 

 

___________________________________________  _______________________________ 

Name, Position       Date 

  



2 - Hazard Assessment 
 

Policy 

We, at qIM/OneLight, will engage in a hazard assessment process to clearly identify all potential accidents, 

hazards, and dangers that we encounter while working at our project.  Our goal is to reduce or eliminate 

the risk of accidents and injuries by controlling new hazards prior to them causing harm. 

 

Responsibilities  

Management/Supervisor 

• Conduct & record Hazard Assessments, 

• Assign and implement hazard controls, 

• Communicate hazards to Employee Participants, 

• Monitor hazard controls to ensure they are completed properly and corrections are effective. 

Employee Participants 

• Report hazards, 

• Make suggestions for corrections, 

• Follow Safe Work Instructions to minimize hazards in the workplace. 

 

Procedures 

How to Conduct a Hazard Assessment 

STEP 1 - Identify Types of Hazards 

The following chart are examples of some of the hazards that may occur at qIM/OneLight. It’s the hazards 

that we don’t think of or be aware of that have the greatest potential to hurt us. Write down and 

document each of the hazards that you locate on the hazard assessment form. 

 

Physical Chemical Ergonomic Biological Environmental 

Electricity Cleaners Awkward positions Mold Temperature 

Tripping Adhesives Heavy lifting Insects Noise 

Being struck Solvents Repetitive work Animal waste Lighting 

Burns  Prolonged sitting Sharps Stress 

 

STEP 2 - Determine Risk 



For each identified hazard, and using the table below, assign a risk factor to it. This will be based on the 

Probability of the incident happening and the Consequence if it were to occur.  

This will result in a rating of Extreme, High, Moderate, or Low. 

PROBABILITY 

CONSEQUENCES 

INSIGNIFICANT MINOR  MODERATE MAJOR SEVERE 

PROBABLE M H H E E 

LIKELY M M H H E 

POSSIBLE L M M H E 

UNLIKELY L M M M H 

RARE L L M M H 

 

STEP 3 – Establish Controls 

Once the hazards have been identified and the risk rating assigned, the next step is to determine the 

controls. qIM/OneLight will select controls as high on the control’s hierarchy as possible. 

By selecting controls from the highest position on the hierarchy we are minimizing the impact of the 

hazard that the Employee Participants are being exposed to.  

Use the following hierarchy to provide you options when selecting hazard controls: 

The Controls Hierarchy 

 

1. Elimination or substitution 

Example: Replace a highly toxic product with a nontoxic product.  

2. Engineering 

Example: Install mechanical venting over a work area that uses products that produce fumes.  

3. Administration 

Example: Develop a Safe Work Instruction that tell the Employee Participant how to complete a 

task safely. 

4. Personal Protective Equipment 

Example: Have Employee Participants wear hearing protection to prevent hearing loss in noisy 

environments.  

 

STEP 4 - Communicate Hazard Information to Employee Participants 

It is qIM/OneLight’s legal responsibility to inform Employee Participants of any hazards they may be 

exposed to at our workplace.  We must also inform them on how to protect themselves by using the 



controls that we have assigned. This information needs to be provided to them prior to them being 

exposed to any hazards. This will occur during site orientation and updated at safety meetings.  

 

Types of Hazard Assessments to be Conducted 

 
Regular Hazard Assessments 

 Will be completed weekly at the start of the week.  

 Will complete a daily hazard assessment that is not recorded.  

 Will be completed by the Supervisor or their qualified designate. 

 Will consider the work currently being conducted as well as a site walk around. 

 Each identified hazard will be assessed for risk, and controls established. 

 Hazards will be documented on the Hazard Assessment Record form. 

 The Supervisor will communicate the results of the Hazard Assessment with Management and 

Employee Participants at the start of the week. 

 Employee Participants will record their names on the form acknowledging that they have received the 

Hazard Assessment information. 

Special Hazard Assessments 

 To be completed at significant work transitions, 

 Will be completed by the supervisor or their qualified designate 

 Will consider the work currently being conducted and the anticipated change of work or introduction 

of a new process. 

 Each identified hazard will be rated for risk, and controls established. 

 Document on the Hazard Assessment Record form.  

 Communicate to Employee Participants immediately as necessary or at the next safety meeting. 

 Employee Participants will sign off on the form acknowledging that they have received special hazard 

assessment information. 

 

Reference Forms: 

Weekly Hazard Assessment Record 

Special Hazard Assessment Record  

 

  



3 - Safe Work Instructions 
 

Policy 
qIM/OneLight has developed written instructions to guide our Employee Participants on how to conduct 

their work safely. These directions specifically describe how complete tasks safely.  These instructions are 

in in keeping with WorkSafe BC legislation and we must follow them in our work activities.  We will ensure 

that our Employee Participants and staff are provided training on our Safe Work Instructions so that they 

are knowledgeable of safety expectations while conducting their work at qIM/OneLight.  

Responsibilities 
 

Management/Supervisor  

• Develop Safe Work Instructions that are applicable to our work activities  

• Provide Safe Work Instruction training to Employee Participant 

• Oversee and enforce the consistent application of Safe Work Instructions at our workplace 

 

Employee Participants 

• Be knowledgeable of the established Safe Work Instructions 

• Utilize Safe Work Instructions in the completion of their work 

• Make suggestions where there is a need for a new Safe Work Instructions 

Procedures 
 

Numerous Safe Work Instructions are available at our workplace and are contained in the Safety Program 

manual.  Should a new Safe Work Instruction be required, the first step in developing it is to complete a 

Job Hazard Analysis.   

Using the Job Hazard Analysis form, this process breaks down a job or task into (1) Job steps (2) The 

hazards associated with each of the steps and (3) The measures to be taken to prevent injury related to 

these hazards. The job hazard analysis will be used to create Safe Work Instructions.  

Management, together with Supervisors will ensure that Employee Participants receive training on Safe 

Work Instructions relevant to their work and will participate in their development when possible. Training 

may be conducted as part of the Employee Participants orientation or safety meetings.  

Supervisors are responsible to ensure that our established Safe Work Instructions are being utilized and 

will correct Employee Participants who are not following with them.  

Reference forms: 

Job Hazard Analysis Form 

Safe Work Instruction Outline 

  



4 – Rules and Outcomes 

Policy  

qIM/ /OneLight has created a set of rules to ensure all staff and employee participants are aware of the 

expected conduct. Rules are intended to ensure we have a positive experience while at work, and that all 

participants feel sale and valued.  In addition, rules discourage behaviors that may create a hazard to 

ourselves or others working around us.   Appropriate behavior creates an environment where we are 

proud of our accomplishments and produce our best work.      

Responsibilities 
Management/Supervisors 

• Develop qIM/OneLight rules and uphold all its’ and the organizations’ rules 

• Follow the rules and lead by example 

• Provide regular and ongoing training on qIM/OneLight rules 

• Oversee that the rules are followed 

• Ensure that the coaching, training and the correction procedure is applied fairly and consistently 

• Record misconduct and failures 

Employee Participants  

• Know the rules 

• Follow the rules 

• Encourage fellow participants to follow the rules 

• Understand the corrections procedure 

• Ask questions when you are not sure 

Definitions 

Rule 

A directive that governs and controls conduct or action and that is instituted by an organization. 

qIM/OneLight Rules 

✓ Arrive each day healthy, rested and prepared to accomplish your work. 

✓ Follow Safe Work Instructions related to each job that you do. 

✓ Use all required Personal Protective Equipment to prevent injury. 

✓ Do not attempt work that you are not trained for.  Ask your supervisor for help. 

✓ If you see a hazardous condition, or someone behaving unsafely, tell your supervisor. 

✓ Keep your work area tidy to prevent hazardous conditions from building up. 

✓ Personal cell phone use is limited to use for music and phone calls/texts/emails are restricted to 

breaks, when not operating equipment. 

✓ If you become injured at work, please tell your supervisor immediately or as soon as possible. 



✓ Attend every weekly and monthly qIM/ OneLight Staff Meeting in person or via live stream 

option. 

✓ Follow Covid 19 Safety Rules (call 811 when sick, sign in, wear a mask, sanitize). 

✓ Be respectful and follow qIM/OneLight policies on language, conduct and standards of practice.  

 

Procedures 
 

All supervisors, managers (staff) and employee participants are required to follow all the rules and policies 

and procedures of qIM/OneLight. 

When staff or employee participants fail to follow qIM/ /OneLight rules, a discussion and/or meeting with 

that person (with management) will be held. The purpose of the meeting is to collect facts and the staff 

or employee participants’ perspective or explanation of their side of the story.  

Discipline Process 

Step 1 – A discussion or meeting will be held when there is a repeated safety concern, near miss or 

reported violation or failure.  

Step 2 – Outcomes from the discussions or meetings can include: coaching, reorientation, training, 

learning plan recommendations, follow up meetings and or discipline up to and including termination 

if failures are founded.  

 

Reference forms: 

Record of HR Investigation (staff only) 

  



5 - Personal Protective Equipment 
 

Policy 
Personal Protective Equipment is an important line of defense to protect workers from the hazards that 

they encounter at our facility. It reduces the risk of injury only when it has been selected, used, and 

maintained correctly. qIM/OneLight is committed to ensuring that Personal Protective Equipment in use 

by our Employee Participants and staff, provides the optimal level of safety. 

Responsibilities 

Management/Supervisors 

• Provide the resources necessary to purchase specialized Personal Protective Equipment 

• Ensure Employee Participants are provided training on the correct use of Personal Protective 

Equipment 

• Oversee that it is used properly and as needed 

• Select Personal Protective Equipment that is appropriate for the task 

• Ensure adequate supply of specialized Personal Protective Equipment 

 

Employee Participants 

• Provide their own basic Personal Protective Equipment, as needed. 

• Select according to the hazard assessment requirements 

• Participate in training 

• Use correctly 

• Maintain correctly 

• Encourage fellow workers to utilize Personal Protective Equipment 

 

Obligation to Provide 
The OHS Regulation states that workers are responsible for providing basic Personal Protective Equipment 

which is appropriate clothing, protective footwear, hardhat and basic work gloves. It also states that 

employers are responsible for providing specialized Personal Protective Equipment which are all other 

types of Personal Protective Equipment required to safely conduct the work. Specialized PPE includes 

items such as respirators, protective eye wear, hearing protection, cut resistant gloves and more. 

 

Procedures 
       Personal Protective Equipment Instructions 
 

Protective  Footwear  
 

To be selected, used and maintained according to the equipment manufacturer recommendations and 

CSA Standard CAN/CSA-Z195-M92, Protective Footwear 

http://ohsviewaccess.csa.ca/


Look for the green Canadian Standard Association label on the footwear to ensure it is compliant with 

basic construction footwear requirements.  In addition, protective features for footwear may need to be 

increased from basic CSA Type 1 to protect from: 

• Metatarsal protection (top of the foot between the toes and ankle) where there is a potential for 

injury. 

• Possible exposure to corrosive or irritating substances. 

• Objects that may penetrate the bottom or side of the foot. 

• Possible explosive atmospheres including the risk of static electrical discharges . 

• Risk of damage to sensitive electronic components or equipment due to the discharge of static 

electricity. 

• Risk of coming into contact with energized conductors of low to moderate voltage (e.g., 220 volts or 

less). 

• Risk of ankle stress from walking surface and environmental conditions workers may be exposed to 

(e.g., loose ground cover, smooth surfaces, temperature, wet/oily, chemicals, etc.). 

Fitting 

• Try on new boots around midday. Feet normally swell during the day. 

• Walk in new footwear to ensure it is comfortable. 

• Boots should have ample toe room (toes should be about 12.5 mm from the front). Do not expect 

footwear to stretch with wear. 

• Make allowances for extra socks or special arch supports when buying boots. Try on your new boots 

with the supports or socks you usually wear at work. Check with the manufacturer if adding inserts 

affects your level of protection. 

 

 

Protective Eyewear 
Eye wear will protect the user if the eye and surrounding soft tissues are fully covered by the protection 

device. If eye protection is required, establish a complete eye safety protection program including 

selection, fit testing, training, maintenance, and inspection. 

Fit 
• Ensure your safety glasses fit properly. Eye size, bridge size and temple length all vary. Safety 

glasses should be individually assigned and fitted. 

• Wear safety glasses so that the temples fit comfortably over the ears. The frame should be as 

close to the face as possible and adequately supported by the bridge of the nose. 

Care 
Safety glasses need maintenance. 

• Clean your safety glasses daily. Follow the manufacturer's instructions. Avoid rough handling that 

can scratch lenses. 



• Scratches impair vision and can weaken lenses. 

• Store your safety glasses in a clean, dry place where they cannot fall or be stepped on. Keep them 

in a case when they are not being worn. 

• Replace scratched, pitted, broken, bent or ill-fitting glasses. Damaged glasses interfere with vision 

and do not provide protection. 

• Replace damaged parts only with identical parts from the original manufacturer to ensure the 

same safety rating. 

 

Hearing protection  
To comply with, be used and maintained according to the equipment manufacturer recommendations 

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

The OHS Regulation requires Employee Participants and others working at qIM/OneLight to be protected 

from noise exposure to prevent hearing loss.  Hearing protection is to be used when noise levels over an 

average day exceed 85 dBA.   

Hearing protection types can vary both in style and protection levels.  It should be selected based on: 

• Noise exposure 

• Communication demands 

• Hearing ability 

• Use of other personal protective devices 

• Temperature and climate 

• Physical characteristics of the job or worker 

 

Disposable Ear Plug Fitting Instructions 

Hold the earplug between your thumb 

and forefinger. Roll and compress the 

entire earplug to a small, crease-free 

cylinder. While still rolling, use your other 

hand to reach over your head and pull up 

and back on your outer ear. This 

straightens the ear canal, making way for 

a snug fit.  

Insert the earplug and hold for 20 to 30 

seconds. This allows the earplug to 

expand and fill your ear canal. Test the fit. 

In a noisy environment, and with earplugs 

inserted, cup both hands over your ears 

and release. You should not notice a 

significant difference in the noise level. If 

the noise seems to lessen when your 

http://ohsviewaccess.csa.ca/


hands are cupped over your ears, your earplugs are probably not fitted properly. Remove and refit 

following instructions  

Always remove earplugs slowly, twisting them to break the seal. If you remove them too quickly, you could 

damage your eardrum. 

Earmuff Fitting Instructions 

Earmuffs offer excellent protection if the cups are fitted and adjusted properly. Your ears should be 

completely enclosed by the ear cups. 

Adjust the cups up or down to fit the headband securely at the crown of your head. The best performance 

is obtained when the cushions form a tight seal against your head. 

Test the fit. In a noisy environment, place the palms of your hands on both cups and push the cushions 

towards your head and release. You should not notice a significant difference in the noise level. If the 

noise seems to lessen when you press the cups, your earmuff is probably not fitted properly. 

Regularly check cushions for wear and clean them often with a damp cloth. Check them for wear. If the 

cushions become hard, damaged or deteriorate, they should be replaced promptly. 

Reference:  CCOHS  

 

 

 

  



6 – Preventative Maintenance 

Policy 

The tools and equipment operated at qIM/ OneLight must be well maintained to ensure it can be safely 

used.   Our Preventative Maintenance Program is designed to assist with this objective.   We will protect 

the wellbeing of our Employee Participants, as well as the financial investment in our equipment by 

following the guidelines set out in this program.  All equipment will be maintained according to the 

Manufacturers recommendations and in compliance with requirements of the OHS Regulation.  An 

effective Preventative Maintenance Program will assist in preventing injuries to Employee Participants as 

well as help avoid costly repairs. 

RESPONSIBILITIES 
 

Management/Supervisors 

• Be knowledgeable of the work being conducted at each site and what equipment and tools will be 

required to enhance production and Employee Participant safety, 

• Make allowances in the job budget and schedule to support the purchase/rental of the necessary 

tools/equipment, and the related training, maintenance, and repair expenses, 

• Provide the tools and equipment that are appropriate for the work to be conducted and ensure that 

they are in in safe and effective operational condition, 

• Provide Employee Participant training in the safe use of tools and equipment as recommended by the 

manufacturer, OHS Regulation and our Safe Work Instructions, 

• Schedule the inspection/maintenance of tools/equipment as recommended by the manufacturer, 

• Enforce tag-out of equipment whereby equipment that is identified as unsafe or otherwise not 

operating properly is tagged with red tape and put away in a locked storage room that only supervisors 

have access to, 

• Arrange for equipment/tool repair by qualified persons or repair shop, 

• Maintain records of equipment inspection, maintenance, and repair. 

 

Employee Participants 

▪ Select the right tool for the job, 

▪ Obtain training from a qualified person prior to using unfamiliar tools and equipment, 

▪ Ensure that tools, equipment, and machinery are in good working order, 

▪ Operate tools safely and correctly, 

▪ Identify tools that are not operating properly and inform their supervisor,  

▪ Store tools as instructed. 

 

  



Procedures 
 

All Employee Participants will use tools and equipment in the manner that they are designed for, and will 

receive training and instruction in their safe operation.  A copy of the manufacturer’s manual for tools 

and equipment will be available and Safe Work Instructions followed with respect to the training, 

operations and maintenance of all tools and equipment.  

Training 
• Employee Participants will receive training by the Supervisor on the safe operation of tools and power 

equipment.  *   

• Training will occur as part of their Orientation, and periodically thereafter. 

• This training will be recorded on the On the Job Training Record and kept in the Participant Employee 

file. 

• Participant Employees will be able to demonstrate their understanding of the correct operation of 

tools and equipment. 

Maintenance 
Maintenance schedules will follow the Manufacturer’s recommendations.  All maintenance is to be 

provided by a qualified person to ensure that repairs are completed correctly and that warranties are not 

voided.   

Storage 
Power equipment and tools will be stored in a designated location that is clean and dry so as to prevent 

premature failure.   

Inspections to be Conducted 

All tools and equipment will be inspected informally, each day, before use by the user/operator.  In 

addition, the following formal inspections will be conducted. 

Tools & Equipment 

• Inspection of small tools and equipment is the responsibility of the Supervisor 

• General tool & Equipment inspections will be conducted quarterly, 

• Tool and Equipment inspections will be documented on the Quarterly Tool & Equipment Record. 

• Splitters will be inspected monthly by the Supervisor, 

• Splitter inspections will be documented on the Monthly Splitter Inspection Record 

DeWalt Automated Radial Arm Saw & Dust Collection System 

• Inspection of the DeWalt Automated Radial Arm Saw & Dust Collection System will be conducted 

monthly. 

• The Supervisor is responsible to conduct this inspection and document it on the Monthly Automated 

Saw and Dust Collection System Inspection Record. 

• The Automated Saw & Dust Collection System will only be operated by Supervisors with the 

appropriate training. This restriction will stand for the duration of the project which completes in 

April of 2022 at which time qIM/OneLight Operations may be modified or moved to allow for 

continuous supervision of Employee Participants. 



 

Vehicles 

• Pre-use and post trip inspections will be conducted for vehicles operated each day. 

• Operators of the vehicle are responsible to conduct and record the inspections. 

• Inspections will be documented on the Pre/Post Trip Vehicle Inspection form. 

• Identification of any defects will be immediately reported to the Supervisor. 

• The Supervisor will determine if the vehicle is safe to operate or must be taken out of service. 

• Vehicles taken out of service will be locked out, and a visual identifier placed on the vehicle. 

• The Supervisor will arrange for repair of the vehicle. 

• The Supervisor will maintain control of the keys while the vehicle is awaiting repairs. 

Defective Machines, Tools or Equipment Tag Out 

When any equipment, tool or machine is considered to have a safety defect, the item will be immediately 

removed and place on the shelf marked with red tape.  The defective item will also be wrapped with red 

tape to provide a visual warning and prevent the defective item from being used.  This is essential and 

potentially injuring an employee or causing damage.  Equipment will be stored in a designated location 

until it is either sent for repair or discarded.  Repairs of machinery, tools and equipment will be completed 

by a qualified person. 

 

 

 

 

 

 

Reference Forms Responsibility Completed 

Tool & Equipment Inspection 

Record Supervisor Quarterly 

Pre/Post Trip Vehicle Inspection Operator Once per day, pre and post trip  

Automated Saw & Dust Collection 

System Supervisor Monthly 

Reference Legislation OHS Regulation Part 4, Section 4.3 – Safe Machinery and Equipment 

 OHS Regulation Part 12 – Tools, Machinery and Equipment 

 OHS Regulation Part 16 Mobile Equipment, Section 16.3 – Operation 

and Maintenance 

 OHS Regulation Part 17, Transportation of Employee Participants, 

Section 17.2 – Employers Responsibility 

*  The Automated Saw & Dust Collection System will only be operated 

by Supervisors with the appropriate training. This restriction will stand 

until qIM/OneLight Operations are modified or moved to allow for 

continuous supervision of Employee Participants. 



7 – Training & Communication 

 

POLICY 
Training employees to inform them of the safe process, technique, and safety requirements of their tasks 

helps to prevent injury and builds confidence.  At qIM/OneLight, we will train and supervise our Employee 

Participants to conduct their work safely and, in doing so, help ensure the quality of their experience at 

qIM/OneLight. 

RESPONSIBILITIES 
Management/Supervisors 

• Ensure workers are trained to conduct their work safely 

• Provide the resources necessary for training to be conducted 

• Facilitate training using safety meetings, Toolbox talks, on-the-job training, site orientations 

• Outsource training to qualified persons when needed 

• Maintain records of training 

Employee Participants 

• Participate in training 

• Ask their supervisor for clarification or when they would like additional training  

• Apply training to their work 

PROCEDURES 
The following types of training will be provided to Employee Participants: 

1.  Orientations 
Orientations will be conducted for new Employee Participants, new staff, volunteers, job coaches and 

those returning after an extended absence, prior to starting work on their first day.  

 

If a Participant has personal consultees they will be provided with all health and safety documentation 

and sign off that they have received it, to ensure participants have better access and understanding of 

written documents via their consultee. Personal consultees are not job coaches and no not work on site. 

If a personal consultee attends the worksite with a participant they will be provided with an orientation.  

 

Orientations will: 

• Be conducted by Management or Supervisor, 

• Documented on the New Employee Participant Orientation Record, or New Staff Orientation 

Record, as appropriate, 

• Follow the appropriate orientation script to ensure all necessary content is communicated. 

• At the conclusion of staff and Employee Participant’s orientation, a series of key questions 

(listed on the orientation form), will be asked, incorrect answers clarified, and results 

documented. 

• At the conclusion orientation, a verification of understanding will be administered. 



• Orientation participants, personal consultees where applicable and the provider are required to 

sign the orientation record. 

• Staff and Employee Participants will be provided a written quiz to confirm understanding of the 

safety program. This will be conducted weekly/monthly during tool box talks. When a staff and 

employee participant complete a quiz and have been fully observed over time they will receive a 

certification for their understanding of 5 key areas of safety program for the following: Rules 

and Outcomes, Covid 19 Policy and Procedures, Hazards Policy and Procedures, Emergency 

Response, Workplace Conduct Policies and Procedures.  

 

2.  On-the-Job Training 
On-the-Job training will be conducted for Employee Participants for each of the tasks they are asked to 

conduct, including but not limited to (1) Splitter Operation, (2) Assembly Station, (3) Wicking, (4) Waxing 

Station, (5) Wax Recycling, (6) Packing Station and (7) TP Cutting Station.  

 On-the-Job training will be conducted for new staff members for tasks conducted by Employee 

Participants and Operation of the Automated Saw and Dust Collection System. 

 Training will be consistent with the corresponding Safe Work Instruction.   

 Training will be recorded in the Training Log and employee participants and their personal 

consultees where applicable are to provide their initials. 

 A copy of the Safe Work Instruction will be provided to the learner. 

 Learners will be shown where written Safe Work Instructions are available to them at work. 

 

Training Techniques 
Effective training takes into consideration the learner and the different approaches that facilitate learning.  

These include presenting and repeating information, using the following techniques: 

• Visual – Pictures, diagrams, videos, etc. 

• Auditory – Talks, recordings, audiobooks, etc. 

• Written – Reading materials, note taking, quizzes, etc. 

• Kinesthetic – Practice of a task, physical examples to hold, etc. 

Use of a variety of these techniques during training to hold the learner’s attention and improve retention.  

On-the-Job training provides opportunity to utilize all these learning techniques when presenting 

information in a TELL, SHOW, DO, REVIEW format. 

*  The Automated Saw & Dust Collection System will only be operated by Supervisors with the 

appropriate training. This restriction will stand for the duration of the project which completes 

in April of 2022 at which time qIM/OneLight Operations may be modified or moved to allow for 

continuous supervision of Employee Participants. 

 



 

3.  Safety Meetings 
The following safety meetings will be conducted at qIM/OneLight facilities: 

Toolbox Meeting 
 To be conducted weekly by the Supervisor,  

 All Employee Participants are required to attend, or if not attending, review the minutes of the 

current weekly meeting when they next arrive, 

 Meeting topics will include safety related items such as those that are related to the work, 

upcoming projects, or changes to the workplace. 

 Meetings will also include periodic review of Safe Work Instructions. 

 Participants will be provided opportunity to ask questions or raise safety related topic/concerns. 

 Meetings will be documented on the Toolbox Meeting Record and signed by the supervisor and 

attendees. 

Management Meetings 
 qIM/OneLight management will participate in meetings held by our parent organization, 

Inclusive. 

 Safety topics relating to qIM/OneLight operations will be brought forward for discussion in these 

meetings. 

 Minutes of management meetings will be maintained at qIM/OneLight facilities. 

Joint Occupational Health & Safety Committee 
 A Worker Representative on the committee may be selected by Employee Participants at 

qIM/OneLight for participation in Inclusive’s Joint Occupational Health and Safety Committee. 

 A Management Representative may be selected by Inclusive management, for participation in 

Inclusive’s Joint Occupational Health and Safety Committee. 

 Should qIM/OneLight operations regularly operate with twenty or more persons (including 

management and supervisors), then a Joint Occupational Health and Safety Committee is 

required to be struck for qIM/OneLight. 

4.  Specialized training 
 

•Learner 
practices the 
task

•Summarize 
key points 

•Show how to 
safely do the 
task

•Outline each 
step of the 
task 

Tell Show

DoReview



a. First Aid 

 First Aid training will be provided by the employer to meet the certificate level and number 

of First Aid Attendants required by WorkSafe B.C. 

 Copies of First Aid certificates will be maintained by management in the employee files, as 

well as posted on the Safety Notice Board. 

5.  Verification of Learning 
Learning will be confirmed by undergoing a form of testing/verification for the purpose of retaining 

information and ensuring the learning is met.  For participants, learning is ensured through toolbox talks, 

safety culture and repetition of the rules and safe work instructions as that is known to be the best way 

for people with intellectual disability to retain information. 

Reference Forms 

New Employee Participant Orientation Record Training Log 

Toolbox Meeting Record  

 

 
  



8 - Inspections 

Policy 

Inspections are a process used at qIM/ /OneLight that helps to maintain a safe workplace.  It is also a legal 

requirement and is effective in identifying unsafe acts and unsafe conditions, leading to accidents.  By 

promptly correcting identified hazards, we avoid the injury or damage that may otherwise have occurred. 

Special Inspections will be conducted following an incident involving equipment or machinery that caused 

injury or damage or was a serious near miss involving equipment or machinery and these inspection 

reports will be shared with the Ministry of Social Development. 

 

Responsibilities 

Management/Supervisors  

• Ensure inspections are conducted as required 

• Review inspection reports for repeated issues 

• Provide copies to the Joint Occupational Health and Safety Committee 

• Complete corrective actions in a timely manner 

Employee Participants 

• Participate in inspections when requested 

• Report unsafe acts or conditions to your supervisor 

Procedures 

How to Conduct Monthly Site Inspections 
1. Review previous inspection records and note any commonly reported hazards. 

2. Include the participation of a Joint Health and Safety Committee Worker Representative, when 

practicable.  

3. Use your eyes, ears, and other senses to identify actual or potential problems as you go about 

your inspection.  Look up, down, around and in less travelled places. 

4. Record the hazards on the inspection form, prioritize and assign corrections. 

5. Remember to follow up later to make sure corrections are effective.   

6. When unsafe conditions are noted requiring immediate action, correct the situation 

immediately. 

7. Look for basic causes, or underlying reasons for sub-standard conditions, practices, and 

procedures. 

8. Maintain copies of inspection records with qIM/ /OneLight safety files. 

9. Provide a copy of inspection records to the Joint Occupational Health and Safety Committee 

for their review. 

10. Review inspection results with Management, as well as Employee Participants.  

 



Inspections Conducted at qIM/ OneLight 

The following types of inspections are required to be conducted at qIM/ /OneLight operations: 

1.  Pre-Use Inspections 
 Will be conducted each day, before use, of the equipment used in the manufacture, packing and 

shipping of our fire starter product.  

 Pre-use inspections will be conducted by the operator/user of the equipment. 

 A record of the inspection is not required daily however supervisors are responsible for ensuring 

the facility is clear of hazards and that equipment and the facility are inspected each day before 

use.  

 Employee Participants will report any concerns or deficiencies to their supervisor. 

 The Supervisor will determine the best course of action to be taken with the equipment. 

 Should the equipment be deemed defective equipment will be visually tagged and locked out 

and removed from service. 

2.  Pre and Post Trip Vehicle Inspections  
See Section 6 - Preventative Maintenance. 

3.  Monthly Office/Shop Inspections 
 Will be conducted each month, of the shop, saw and office areas. 

 Monthly Inspections will be conducted by the Supervisor. 

 Results will be documented on the Monthly Shop & Office Inspection Record and reviewed with 

management 

 Inspection records maintained by management in the qIM/ /OneLight safety record files. 

4.  Special Inspections 
 Special Inspections will be conducted following an incident involving equipment or machinery 

that caused injury or damage or was a serious near miss involving equipment or machinery. 

 Will include the participation of Management and Supervisors. 

 Management may involve qualified persons for their expertise. 

 Special Inspection results will be documented in report form. 

Communication 
Inspection report results should be communicated to Employee Participants and the Joint Occupational 

Health and Safety Committee.  This recognizes where improvements can be made to operations and our 

conduct.  Most important purpose of communicating inspection results, however, is to recognize positive 

outcomes due to the efforts of employee participants. 

 

Reference forms: 

Monthly Office & Shop Inspection Record 

 

  



9 - Investigations  

Policy 
Investigations of accidents and serious near misses, in addition to being a legislated requirement, 

provide valuable information for the prevention of the recurrence of these events at our worksites.  As 

part of our strategy to minimize the safety risks, qIM/ /OneLight will ensure that investigations are 

conducted by qualified persons and the identified root causes controlled.   

qIM/OneLight is a Project Based Labour Market Training Project (PBLMT)  funded by the Ministry of 

Social Development and Poverty Reduction under the Community and Employer Partnerships Program 

(CEP); therefore there are additional reporting requirements as a project holder.  

Responsibilities 

Management/Supervisors 

• Conduct investigations as required 

• Immediately notify CEP CAPA at cepteam@gov.bc.ca as well as the individual CAPA’s email of 

any investigations that are required 

• Ensure persons conducting investigations are trained personnel such as Worker and Supervisor 

Representative on the JOHSC, JOHSC lead, WorkSafeBC officer etc.  

• Include participation of Management, Employee Participant Representative or JOHSC member 

where practicable 

• Identify root causes 

• Ensure timely implementation of recommendations 

• Communicate results of investigations to WorkSafe, management and Employee Participants 

 

Employee Participants 

• Report all incidents, accidents, and injuries immediately to the supervisor 

• Participate in investigations as required when requested 

• Cooperate with investigations 

• Implement corrections as directed 

  

JOHSC Member or Worker Representative 

• Participate in investigations 

Procedures 

Definitions 

• Accidents - An event where any injury requiring medical aid or damage has occurred. 

• Near misses- An event where no injury or damage occurred but there was the potential for 

serious consequences. 
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• Incident - Applies to both accidents and near misses. 

• CEP CAPA – Community and Employer Partnership – Contract and Partnership Agent is the main 

point of contact for project holders.  

Reporting Requirements 

When is an Investigation is Required? 
 

Employers are required by the OHS legislation and contractual reporting requirements of the Ministry of 

Social Development and Poverty Reduction Community and Employer Partnerships (CEP) to conduct an 

investigation that involves the following:  

1. Serious injury to or death of a worker  

2. A major structural failure or collapse  

3. A major release of a hazardous substance  

4. Fire or explosion with potential for serious injury  

5. A blasting accident causing personal injury  

6. Dangerous incident involving explosives, whether or not there is personal injury  

7. A diving incident, as defined by the Occupational Health and Safety Regulation  

8. Minor injury or no injury but had potential for causing serious injury (near miss) 

9. Injury requiring First Aid (only injuries requiring medical treatment beyond First Aid are reported 

to WorkSafe BC) 

 

Procedure for conducting investigations  
 

✓ Notify CEP CAPA (see Appendix 2 for details),  

✓ Identify physical evidence of the incident, 

✓ Take photographs, if necessary, 

✓ Interview witnesses if any, 

✓ Check background information – see previous inspections, discipline records, etc., 

✓ Notify WorkSafeBC (see contact box below), 

✓ Identify root causes, 

✓ Make recommendations, 

✓ Distribute full investigation to management, JOHSC (or Worker Representative), WorkSafeBC 

and CEP CAPA,  

✓ Discuss investigation results with workers, 

✓ Ensure recommendations are implemented in a timely manner. 

 

Investigation Process 

WorkSafe BC requires that a single investigation be conducted in two stages: 

Step 1 - Preliminary Investigation 

• Must be completed within 48 hours of the incident and submitted to CEP CAPA  



• Will be conducted by trained personnel, including management or their designate, 

• Will include the participation of a worker and/or JOHSC representative, 

• Use investigation report form (available on the WorkSafe BC website) or an equivalent and at 

minimum complete the Preliminary Investigations sections, 

• Submit to head office for review, 

• Submit preliminary report within 48 hours to Worksafe BC only if they have requested it, 

•  

Step 2 - Full Investigation 

• In addition to the preliminary report, a full investigation must be completed and submitted 

to Worksafe BC and CEP CAPA within 30 days of the incident, 

• This will be completed by the same parties who conducted the preliminary investigation 

• Will include the participation of a worker and/or JOHSC representative 

• Complete all sections of the investigation report form (available on the WCB website) 

• The Supervisor, in consultation with the Safety Manager and Senior Management, will 

ensure recommendations are implemented, 

• Investigation results will be discussed with workers, 

*Note that investigations are not conducted to assign blame. 

For more information on how to conduct investigations consult the WCB Investigations 
Handbook  

Immediate Reporting of Serious Accidents/Incidents 

Serious accidents or incidents require immediate reporting and are described below.  An investigation 

that qualifies for immediate reporting cannot commence until after WorkSafe BC has attended the scene 

and completed their investigation first.  Employers are only permitted to enter the accident scene for the 

following restricted purposes:  

1. Attend to injured worker(s) if safe to do so, 

2. Protect workers and property from additional or ongoing damage, 

3. Secure the scene, 

4. A company investigation will be conducted after WorkSafe BC officers have completed their 

investigation of the serious accident/incident and provide their consent to enter the scene of 

the incident. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Accidents/Incidents Requiring Immediate Reporting to WorkSafe BC 
and CEP CAPA (Appendix 2)  

(1) An employer must immediately notify the Board of the occurrence of any accident  that 

(a) resulted in serious injury to or the death of a worker, 

(b) involved a major structural failure or collapse of a building, bridge, tower, crane, hoist, 
temporary construction support system or excavation, 

(c) involved the major release of a hazardous substance, 

(d) involved a fire or explosion that had a potential for causing serious injury to a worker, or 

(e) was an incident required by regulation to be reported. 

Immediately call 

  Mon to Fri 8:30 to 4:30                  1-888-621-7233 

After hours                    1-866-922-4357 

Note:  Filling in and sending a Form 7 quickly does not qualify as immediate reporting 

 

 

 

 

 

           First Aid Reporting Requirements to CEP CAPA 

(1) The PBLMT project holder must immediately notify CEP CAPA at cepteam@gov.bc.ca as well 
as the individual CAPA’s email  where any First Aid event has occurred including:  

(a) resulted in Frist Aid treatment by the Supervisor who is the designated First Aid attendant 
that day. 

 

*The First Aid Documentation will be shared with the monthly Activity Report produced by the Project 

Manager.  
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How do I Submit a Report to WorkSafeBC?  

Generally, you are only required to submit full investigation reports to WorkSafeBC unless a Worksafe 

Officer has requested it.  Use the single investigation report template from the WorkSafe BC website to 

document both the pre and full investigations.  Submit the completed investigation report within 30 days 

of the incident using one of the following methods:  

1. Online at the EIIR upload portal which is on this linked page together with the Investigation 

Report Form from WorkSafe BC website: 

2.  https://www.worksafebc.com/en/resources/health-safety/forms/incident-investigation-report-form-

52e40?lang=en&origin=s&returnurl=https%3A%2F%2Fwww.worksafebc.com%2Fen%2Fforms-

resources%23sort%3Drelevancy%26f%3Alanguage-facet%3D%5BEnglish%5D 

3. By fax at 604.276.3247 in the Lower Mainland or toll-free 1.866.240.1434  

4. By mail to WorkSafeBC, PO Box 5350, Stn Terminal Vancouver, BC V6B 5L5 

 

For information on how to correctly fill out a Form 7 Report, including 

specific instructions regarding content, refer to Appendix 2, of this section, 

“Completing a Form 7 – Employers Report of Injury 
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APPENDIX 1 - Explanation of Serious Injury” from WorkSafe BC Guidelines 

"Serious Injury" – Part 2, Div. 10, Section 68 of the Workers’ Compensation Act 
 
Section 68 provides that employers must notify WorkSafeBC of an accident that resulted in the "serious 
injury" or death of a worker. The term "serious injury" is not defined in the Act.  

A serious injury is any injury that can reasonably be expected at the time of the incident to endanger life 
or cause permanent injury. Serious injuries include both traumatic injuries that are life threatening or 
that result in a loss of consciousness, and incidents such as chemical exposures, heat stress, and cold 
stress which are likely to result in a life- threatening condition or cause permanent injury or significant 
physical impairment.  

 

Traumatic injuries that should be considered "serious injuries" include:  
▪ Major fractures or crush injuries, such as  

▪ A fracture of the skull, spine, or pelvis  

▪ Multiple, open, or compound fractures, or fractures to major bones such as the humerus, fibula or 

tibia, or radius or ulna  

▪ Crushing injuries to the trunk, head or neck, or multiple crush injuries  

▪ An amputation, at the time of the accident, of an arm or leg or amputation of a major part of a hand 

or foot  

▪ Penetrating injuries to eye, head, neck, chest, abdomen, or groin  

▪ An accident that caused significant respiratory compromise, or punctured lung  

▪ Circulatory shock (i.e., internal hemorrhage) or injury to any internal organ  

▪ Lacerations that cause severe hemorrhages  

▪ All burns that meet the rapid transport criteria of the Occupational First Aid Training Manual, 

including third degree burns to more than 2% of the body surface  

▪ Third degree burns to the face, head, or neck  

▪ Burns of any degree with complications 

▪ An asphyxiation or poisoning resulting in a partial or total loss of physical control (i.e.  loss of 

consciousness of a worker in a confined space) or a respiratory rate of fewer than 10 breaths per 

minute or severe dyspnea (difficult or laboured breathing)  

▪ Decompression illness, or lung over-pressurization during or after a dive or any incident of near 

drowning  

▪ Traumatic injury which is likely to result in a loss of: 

o Sight  
o Hearing  
o Touch  

Injuries that require a critical intervention such as CPR, artificial ventilation or control of hemorrhaging 

or treatment beyond First Aid, such as the intervention of Emergency Health Services personnel (e.g. 

transportation to further medical attention), a physician and subsequent surgery, or admittance to an 

intensive care unit should also be considered "serious injuries."   



APPENDIX 2 – Completing a Form 7 - Employers Report of Injury 
 

 

IMPORTANT 

 

  

 

 

JCP / PBLMT Agreement Holder: 

 Completes the Form 7 Employers Report of Injury or Occupational Disease giving details of the 

workplace accident/ illness 

 

 In the Employer Information Section of the form, for Employer Name use: Ministry of Social 

Development (This is the trade name registered with WorkSafe BC for JCP and PBLMT) and 

include the following information “Make Payments to the Minister of Finance.” 

 

 For Type of Business, use: Provincial Gov’t Job Creation Partnerships or Provincial Gov’t Project 

Based Labour Market Training Project 

 

 For WorkSafe BC account number (or Registration/Firm number on older forms), use: 2977777 

Provincial Government – Special Programs 

 

 For Classification Unit Number, use: 841116 Provincial Government Job Creation 

 

 The original Form 7 (and the Form 6 Application for Compensation if the worker chooses to 

submit it through the ELMSD Program Officer), is delivered (by mail, scanned into email or by 

hand) to the ELMSD CEP CAPA responsible for managing the JCP / PBLMT contract at the local 

ELMSD office for countersignature. All communication to the CEP CAPA should be sent to 

CEPTEAM@gov.bc.ca as well as the individual CAPA’s e-mail address. 

 

 In the communication to the CEP CAPA, the JCP / PBLMT Agreement Holder must confirm the 

work site where the injury/illness occurred for verification by the CEP CAPA.   This is 

particularly important where JCP / PBLMT Projects have multiple work sites. 

 

 Reports First Aid and/or near miss incidents whether or not they require reporting to WorkSafe 

BC/JOHSC/Board of Directors. 
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10 – Emergency Preparedness 
Policy 
Emergency planning and training is effective in reducing response time, improving response effectiveness 

and ultimately reduces the consequences of accidents.  At qIM/OneLight, we will ensure plans for a variety 

of emergent conditions are developed.  Training and monthly drills will be provided to verify that everyone 

at qIM/OneLight is knowledgeable of how to respond in an emergency. 

Responsibilities 
Management  

• Develop emergency plans relevant to qIM/OneLight’s location and activities, 

• Conduct a First Aid Assessment annually, to keep the First Aid program up to date, 

• Ensure appropriate emergency and First Aid personnel, equipment and supplies are made 

available, 

Supervisor 

• Communicate emergency response plans to workers, 

• Review records of Emergency Planning,  

• Conduct and record annual drills. 

Workers 

• Be knowledgeable of emergency plans, 

• Be knowledgeable of their roles and responsibilities in an emergency, 

• Participate in emergency training and drills, 

• Report injuries and/or emergent events immediately to the Superintendent. 

Procedures 
Emergency Plan Development 
Emergency Response Plans will be developed by management, in consultation with Supervisors and other 

qualified persons.  Plans will consider the work being conducted, the nature and location of our facilities, 

and the potential emergent conditions that may arise.  An emergency response risk assessment has been 

completed to determine what plans are appropriate for our operations.   

Everyone at qIM/OneLight is responsible to know and comply with the site emergency plan that has been 

established.  This will be part of the orientation provided for workers on the first day on our project site. 

Types of Emergency Plans 
A General Emergency Response Plan has been developed by management that incorporates information 

applicable to all types of emergencies. This plan lists emergency contact information, location of 

emergency equipment, First Aid attendant’s names and location of supplies, procedures for fire and 

evacuation and more.  A coloured floorplan of our operations with locations of First Aid, fire extinguishers 

and exit, together with the route to hospital and contact information, is also available. 

Specific Emergency Response Plans have been developed that address response to earthquake, vehicle 

accident and airborne toxic gas emissions.  

Plans will be reviewed by management in consultation with supervisors, at a minimum annually to ensure 

that they remain current.  



Communication  
The General Emergency Response Plan will be reviewed with employee participants and staff during their 

orientation.  It will be posted on the Safety Notice Board where it is highly visible. 

Specific response plans are in Section 10 of the Safety Program Manual.  They will be reviewed periodically 

during Toolbox Talks, and at Safety Meetings. 

Emergency Response Plan Training  
Emergency Response Plan drills will be conducted monthly to reinforce training and test plans for 

deficiencies. 

• The type of emergency plan will be chosen each month by the Supervisor, in consultation with 

Management, 

• It will be posted on the safety notice board at least three weeks in advance of the next Safety 

Meeting,  

• The selected emergency plan will be reviewed during the monthly Safety Meeting, and a 

practice drill conducted. 

• Drills will be documented on the Emergency Drill Record and note successes, as well as 

deficiencies and opportunities for improvement. 

Emergency Risk Assessment 
EVENT HAZARDS RISK CONTROLS REVISED RISK 

Fire 

• Burns to people & 
property 

• Explosions 

• Smoke 
inhalation/damage 

• Falling objects 

• Reduced vision – falls, 
trips 

High 

• Smoking in exterior locations 
@designated areas only, 

• Fire extinguishers located at 
key locations, 

• Site personnel training in fire 
response plans. 

 

Moderate 

Event 

requiring 

First Aid 

• Increase to the degree 
of injury 

• Death, permanent 
disability, serious injury 

 

High 

• Work activity SWP for 
response established and 
enforced, 

• First aid assessment 
completed and First Aid 
requirements met, 

• Training on First Aid 
attendant identity, 

• First Aid station for all 
worksite personnel, 

• Site personnel training in 
First Aid response plans.  

 

Moderate 

Earthquake 

• Falling objects and 
structures, 

• Ground openings and 
instability, 

High 

• Establish visible markers for 
muster station, First Aid 
facility and First Aid 
personnel, 

Moderate 



• Fires & explosions 

• Contact with live 
electrical utilities, 

• Communication 
difficulties with 
emergency support 
agencies, 

• Pressure on resources 
due to multiple injuries 
of workplace parties at 
once. 

• Ensure adequate water, First 
Aid supplies and personnel 
available at worksite 

• Site personnel training in 
earthquake response plans. 

 

Vehicle 

Accident 

• Concussion, 

• Cuts, bruising, 

• Soft tissue injuries to 
the back a neck 

• Loss of consciousness, 

• Serious injury or death, 

• Vehicle damage 

• Injury or damage to 
public persons or 
property. 

Moderate 

• Assess the situation. Assure 
your personal safety and the 
safety of others.  

• Administer first aid, if 
practical.  

• Call for an ambulance if 
necessary.  

• Move the vehicles off the 
road to the shoulder if there 
are no injuries and the 
vehicles can be driven.  

• Turn off the ignition and do 
not smoke.  

• Report the accident or 
incident to the supervisor as 
soon as possible.  

• Take notes to document the 
accident. Include: what 
happened, names of 
witnesses, sketches and 
photos if possible. 

• Complete and submit an 
accident report form to the 
appropriate company 
personnel. 

Low 

 

 

 

 

 

  



11 – Records & Statistics 

Policy 
qIM/OneLight is committed to monitor the success of our safety program by identifying trends revealed 

in our reports, safety activity summaries and statistics. Analysis of this data will provide information 

regarding what elements of the entire program need attention or improvement and will assist in the 

prevention of accidents and injuries. 

Responsibilities 

Management  

• Maintain all records of safety activities 

• Monitor injury frequency, severity and other safety data  

• Compile information for monthly review, 

• Ensure follow up of all action for identified deficiencies. 

• Provide copies of summaries and statistics to the Joint Occupational Health and Safety Committee 

Supervisors  

• Maintain records of all safety activities they are responsible for 

• Review results of safety activities with Management  

Employee Participants 

• Complete the records they are responsible for e.g., pre-use inspections 

• Report all injuries and incidents to their Supervisor 

Procedures 
Records 
Records of all safety activities will be organized and maintained by management on qIM/OneLight’s 

premises. 

Records Storage & Retention 
First Aid Records will be kept by management for minimum of three years, in a locked cabinet.  

The OHS Act and Regulation specifies the retention of health and safety records.  They will be kept as 

summarized in the OCCUPATIONAL SAFETY AND HEALTH RECORDS attachment to this section. 

 

 

Statistics to be Generated 
Management together with supervisors’ participation, are responsible to generate health and safety 

statistics.  Injury statistics available from the Employers Safety Planning Toolkit on the WorkSafe BC 

website will also be utilized. 

In addition to an internal review of this data by qIM/OneLight, statistics will also be shared with the Joint 

Occupational Health and Safety Committee for their review and feedback. 



Incident stats will be recorded on the Monthly Safety Summary & Statistics form and reviewed by JOHSC 

monthly. 

Annual statistics will be developed and be used as part of the Safety Program annual review.  At a 

minimum will include: 

▪ Total number of lost time incidents/injuries for the year 
▪ Injury/illness severity and frequency  
▪ Average cost per injury 
▪ Total and average number of days lost per claim 

 
Annual statistics will be compared to performance of previous years and used to identify trends and 
improve the safety program outcomes.  Measures taken to address negative trends may include Policy 
revision, identify training needs, identify Safe Work Instructions development, and others. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 



 



 



 
  



12 - Legislation 
 

POLICY 
 
qIM/OneLight recognizes the value of legislation in defining our Safety Program.   In addition to the 

Employee Participants’ Compensation Act and Occupational Health and Safety Regulation, we are 

responsible to conduct our work in compliance local bylaws and other authorities.  We will do our part in 

ensuring these bodies of legislation are complied with to maximize the human and community benefits 

of our work. 

RESPONSIBILITIES 
Management/Supervisors 

 Ensure accurate and timely submission of reporting to WorkSafe BC   

 Ensure Employee Participant access to OHS legislation is provided 

 Ensure that Employee Participants are informed of their OHS legislated rights & responsibilities 

 Maintain safety activity records in accordance with legislated requirements 

Supervisors 
 Conduct On-the- Job training with Employee Participants  

 Supervise Employee Participants to ensure they conduct their work safely 

 Enforce compliance Safe Work Instructions, as necessary 

 Maintain records of instruction and training 

Employee Participants  
 Report all accidents and incidents to the Supervisor 

 Conduct work in as outlined in Safe Work Instructions and training  

PROCEDURES 
Compliance with OHS Legislation 

The work of qIM/OneLight operations will be planned and conducted in compliance with Workers’ 

Compensation Act, Occupational Health & Safety Regulation, and other applicable legislation. 

Access to the Workers’ Compensation Act and Occupational Health & Safety Regulation 

It is a legislated responsibility of every employer, to provide worker (Employee Participant) access to the 

Workers’ Compensation Act and Occupational Health and Safety Regulation at every workplace (per Part 

2, Div 4, Section 2(f)). 

• The OHS Regulation will be made available to employees via internet access from the 

supervisor’s site computer.  

• A posting on the site notice board will inform employees of this access to the OHS legislation at 

qIM/OneLight, and that they may seek the assistance of a supervisor or manager.  This 

information will also be included in Employee Participants orientation. 



Reporting 

The Company will provide WorkSafe BC all required reporting which includes: 

• Injuries requiring medical aid – Will be reported via a WCB Form 7 within 72 work hours of the 

occurrence, 

• Immediate reporting of serious accidents/incident (per WCA Part 2, Div 4, Section 2(f)) to 

WorkSafe BC, 

• Investigations of incidents, accidents and serious near miss events (per WCA Part 2, Div 10, 

Section 68), 

• Notice to WorkSafe BC that corrections springing from WCB Orders have been completed.  

Ensure that corrective actions are completed, and notice given within the required timelines 

specified by the order(s). 

Employee Participant Rights 
 

Employee Participant’s will be informed of their legislated rights at the time of their orientation and 

periodically during Toolbox Talks (per WCA, Part 2, Div 24, Section 21 (2)(b)(III)).  Employee Participants 

legislated OHS rights are: 

1. The right to know the hazards of the work 

2. The right to participate in the Safety Program 

3. The right to refuse unsafe work 

Procedure for Refusal of Unsafe Work  
 
OHS Regulation, Part 3, Section 3.12  

Procedure for refusal 

(1)   A person must not carry out or cause to be carried out any work process or operate or cause to be 

operated any tool, appliance or equipment if that person has reasonable cause to believe that to do so 

would create an undue hazard to the health and safety of any person. 

(2)   A Employee Participant who refuses to carry out a work process or operate a tool, appliance or 

equipment pursuant to subsection (1) must immediately report the circumstances of the unsafe condition 

to his or her supervisor or employer. 

(3)   A supervisor or employer receiving a report made under subsection (2) must immediately investigate 

the matter and 

(a) ensure that any unsafe condition is remedied without delay, or 

(b) if in his or her opinion the report is not valid, must so inform the person who made the report. 

(4)   If the procedure under subsection (3) does not resolve the matter and the Employee Participant 

continues to refuse to carry out the work process or operate the tool, appliance or equipment, the 

supervisor or employer must investigate the matter in the presence of the Employee Participant who made 

the report and in the presence of 



(a) a Employee Participant member of the joint committee, 

(b) a Employee Participant who is selected by a trade union representing the Employee Participant, 

or 

(c) if there is no joint committee or the Employee Participant is not represented by a trade union, 

any other reasonably available Employee Participant selected by the Employee Participant. 

(5)   If the investigation under subsection (4) does not resolve the matter and the Employee Participant 

continues to refuse to carry out the work process or operate the tool, appliance or equipment, both the 

supervisor, or the employer, and the Employee Participant must immediately notify an officer, who must 

investigate the matter without undue delay and issue whatever orders are deemed necessary. 

5.  Conduct regular Toolbox Talks and provide minute of these meetings or participate in our Company 

Toolbox Talks. 

Program Review 

The Company’s Safety Program and Health & Safety Policy will be reviewed periodically to ensure its 

effectiveness and compliance with the legislation.  A running record of review and revisions made should 

be maintained. 

• The review will be conducted by Management together with JOHSC input.  Changes made that 

impact Employee Participants will be documented and communicated to employees at a safety 

meeting following the review.  

 

 

13 – Bullying and Harassment 
 

Purpose 

The purpose of this policy is to assist all members of the workforce in identifying and preventing personal 

and sexual harassment and bullying in the workplace, and to provide procedures for handling and 

resolving complaints. It is intended to promote the well-being of everyone in the workplace and to foster 

the values of integrity, trust and harmony that are essential for a sound organization. 

 

Definitions 
 

According to the Workers Compensation Act, Bullying and Harassment (a) includes any inappropriate 

conduct or comment by a person towards a worker that the person knew or reasonably ought to have 

known would cause that worker to be humiliated or intimidated, but (b) excludes any reasonable action 

taken by an employer or supervisor relating to the management and direction of workers or the place of 



employment. Section 115(2)(e) Policies relating to the OHS Provisions of the Workers Compensation Act, 

WorkSafe BC More details included here: 

• Bullying - Workplace bullying is usually seen as behavior (conduct or comments) that can 

“mentally” hurt or isolate a person; however, it can involve negative physical contact as well. 

Bullying usually involves repeated incidents or a pattern of behavior that is intended to 

intimidate, offend, degrade, or humiliate a particular person or group of people. It has also been 

described as the assertion of power through aggression. 

• Harassment - Harassment in the workplace can include “engaging in a course of vexatious 

comment or conduct against a worker in a workplace that is known or ought reasonably to be 

known to be unwelcome” or “any vexatious behavior in the form of repeated and hostile or 

unwanted conduct, verbal comments, actions or gestures, that affects an employee’s dignity or 

psychological or physical integrity and that results in a harmful work environment for the 

employee”. Includes both personal and sexual harassment. 

Policy Statement: 

inclusion Powell River in cooperation with the Union promotes a work environment that is characterized 

by professionalism, collegiality, and harmony. This policy prohibits conduct defined below as either 

personal or sexual harassment or bullying. inclusion Powell River will not tolerate personal or sexual 

harassment or bullying in any interactions connected to INCLUSION POWELL RIVER POLICY & PROCEDURE 

MANUAL 06.26 - Bullying and Harassment Page 2 of 3 works with inclusion Powell River and where such 

conduct is found to have occurred, inclusion Powell River may take disciplinary action, up to and including 

termination. This policy is not intended to constrain normal social interactions. inclusion Powell River also 

considers false allegations of bullying and harassment to be serious workplace misconduct subject to 

disciplinary action, up to and including termination. 

Practice Standards: 

• Any member of the workforce with bullying or harassment complaints should direct them to the 

Chief Executive Officer. If the complaint involves the Chief Executive Officer, the complaint 

should be directed to the chairperson of the board of directors. See policy 2.11 Harassment 

Complaint Against the Chief Executive Officer  

• Complaints should be submitted in writing and include the names of possible witnesses.  

• Reported complaints are measured against the Bullying and Harassment Policy. If an 

investigation is warranted, the investigator appointed must determine a fair and unbiased 

process to follow, which may require the implementation of interim workplace measures. For 

example, it may be necessary to place the complainant and/or alleged harasser on investigative 

leave with pay, or to arrange temporary transfer or reassignment, if possible. Ideally, 

investigators shall have independence from the area or department in which the complainant 

works.  

• Investigations shall be conducted as quickly as possible, and a complainant will ultimately be 

informed of the outcome of the complaint process regardless of whether any action is taken 

against the alleged harasser. This policy applies to all regular and casual bargaining unit staff, 

exempt employees, and management, volunteers, contractors, and practicum students.  

 



This policy applies to all situations where activities are connected to work with inclusion Powell 

River and could impact on employment during and outside of regular business hours at the 

workplace and away from the workplace.  

This includes:  

• Activities on the premises of inclusion Powell River  

• Work assignments outside of the premises of inclusion Powell River   

• Work-related training sessions, education seminars and conferences.  

• Work-related travel.  

• Work-related social functions that are sponsored or organized by inclusion Powell River  

 

All members of the workforce as well as board members, other volunteers and practicum 

students are expected to conduct themselves in a manner that is consistent with WorkSafe BC 

and, as appropriate the requirements of the collective agreement, both which prohibit 

workplace bullying and harassment. Employees should take these requirements seriously. 

Failure to meet the INCLUSION POWELL RIVER POLICY & PROCEDURE MANUAL 06.26 - Bullying 

and Harassment Page 3 of 3 appropriate standards of workplace conduct and/or to meet the 

requirements of the collective agreement and WorkSafe BC requirements may result in 

discipline, up to and including termination of employment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


