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MISSION STATEMENT 

 
To obtain and achieve a fair profit in all areas of our operation, while providing the highest 
quality of working standards in the most efficient manner possible. 

At Krown Retail Construction Ltd., the key to our success lies within the willingness of all our 
employees to recognize his/her responsibility to actively support accident and injury 
prevention. 

It is in the best interest of all parties involved to consider health and safety in every activity. A 
commitment to health and safety must form an integral part of this organization. From the 
senior management to the workers, we ask you to join us in a personal commitment to attain 
the highest level of health and safety. 

 

 

Last Revision: September 14, 2018 

 

Signed: _________________________________ 
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INJURY/INCIDENT REPORTING DECLARATION STATEMENT 

 

I as a new employee, or as a subcontractor of KROWN RETAIL CONSTRUCTION LTD., understand the 
responsibility to report injuries and incidents, whether the injured party seeks medical attention or not. 

I agree to notify the Project Manager and Office Manager, Donna Walter, immediately upon hearing of 
any workplace injury or incident that requires medical attention. 

I also agree to complete a First Report of Accident or Incident form and submit it to the Project Manager 
and Office Manager, Donna Walter, every time I witness an incident or when an 
employee/subcontractor reports a workplace incident or injury to me. 

I understand that failure to report a workplace incident to the Project Manager and Office Manager may 
result in a written or verbal warning, suspension, and/or termination. 

I also understand that the Project Manager will assist all employees/subcontractors in any way he/she 
can to ensure the safety of the job site and all those who are working on the premises. 

 

 

 

 

Company Name           Signature                     Date 

  



6 | P a g e  

 

 

SAFETY TAKES PRIORITY 

KROWN RETAIL CONSTRUCTION LTD. HEALTH AND SAFETY POLICY 

At KROWN RETAIL CONSTRUCTION LTD., the safety of our workers and the safe conditions and practices 
on the worksites are of the highest priority, and every reasonable precaution shall be taken to provide 
such an environment. 

Our goal is to protect our workers from any foreseeable hazard by implementing safe work procedures 
and a proactive training program. It is our mission to see our workers go home safe and sound! 

Injury prevention is only possible when everyone takes full responsibility for the safety of each other; 
therefore, everyone must be committed to reducing the risk of injury. 

All supervisors/foremen on site, whether working directly or sub-contractually for KROWN RETAIL 
CONSTRUCTION LTD. are expected to perform their duties and responsibilities in a manner which 
ensures all workers under their authority have knowledge, training, or experience to perform their job 
task in the safest manner possible. All supervisors must ensure their workers are familiar with the actual 
and potential hazards of the job with an understanding of the safety standards and regulations that 
apply to their work. 

It is our desire that every person affiliated in any way on our worksites follow the Health and Safety 
Policy Procedures Manual. We welcome any suggestions on how we might improve our safety program. 
We expect everyone to work together as a team to maintain and improve a safe working environment. 

 

SAFETY IS EVERYONE’S JOB!   
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WORKPLACE VIOLENCE & HARASSMENT POLICY 

KROWN RETAIL CONSTRUCTION LTD. is committed to the prevention of workplace violence and 
harassment and fostering an environment where everyone is treated with respect and dignity. In pursuit 
of this goal, KROWN RETAIL CONSTRUCTION LTD. does not condone, and will not tolerate, acts of 
violence and/or harassment against or by any KROWN RETAIL CONSTRUCTION LTD. employee. We will 
take every reasonable precaution to protect workers from workplace violence or harassment by or 
against management, employees, clients, independent contractors, and anyone who has a relationship 
with the company. 

Workplace violence and harassment will not be tolerated from anyone and such actions are considered 
a serious offence for which immediate action will be taken. 

For the purpose of this policy, “WORKPLACE VIOLENCE” means: 

• The exercise of physical force by a person against a worker in a workplace that causes or could 
cause physical injury to the worker. 

• An attempt to exercise physical force against a worker in a workplace that could cause physical 
injury to the worker. 

• A statement or behaviour that is reasonable for a worker to interpret as a threat to exercise 
physical force against the worker, in a workplace, that could cause physical injury to the worker. 

“HARASSMENT” means engaging in a course of vexatious comments or conduct against a worker in a 
workplace that is known or ought reasonably should be known to be unwelcome. This includes any 
inappropriate conduct, comment, display, action, or gesture by a person that: 

• Adversely affects the worker’s psychological or physical well-being and that the person knows or 
ought reasonably should know it would cause a worker to be humiliated or intimidated; and 

• Constitutes a threat to the health or safety of the worker. 

KROWN RETAIL CONSTRUCTION LTD. has developed a workplace violence and harassment program to 
implement this policy. It includes measures and procedures to protect workers from workplace violence 
and harassment, the means of summoning assistance, and the process for reporting incidents of 
workplace violence or harassment. 

SUPERVISORS have a responsibility to assess the risk of violence to employees, minimizing those risks 
where necessary or reasonably possible, and informing any affected employee of such risk or potential 
risk. The management team will investigate and deal with all incidents of workplace violence or 
harassment in a fair and timely manner, respecting the privacy of all concerned as appropriate. 

EMPLOYEES have a responsibility to act respectfully towards others and to inform a manager of any 
violence, potential violence, or harassment that they experience or witness free from negative 
consequences for reports made in good faith. 
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GENERAL WORK RULES 

KROWN RETAIL CONSTRUCTION LTD. wants to encourage a safe and pleasant work atmosphere. This 
can only happen when everyone cooperates and commits to appropriate standards of behaviour.  

The following is a list of behaviours that the company considers unacceptable. Any employee found 
engaging in these behaviours will be subject to disciplinary actions, including reprimand, warning, layoff, 
and/or dismissal: 

1. Failure to be at the workplace, ready to work, at the predetermined starting time. 
2. Willfully damaging, destroying, or stealing property belonging to fellow employees or the 

company. 
3. Fighting or engaging in horseplay or disorderly conduct. 
4. Refusing or failing to carry out any instructions requested by a supervisor. 
5. Leaving your work station (except for reasonable personal needs) without permission from your 

supervisor. 
6. Ignoring work duties or loafing during working hours. 
7. Coming to work under the influence of alcohol or any drug, or bringing alcoholic beverages or 

drugs onto company property. 
8. Intentionally giving any false or misleading information to obtain employment or a leave of 

absence. 
9. Using threatening or abusive language toward a fellow employee. 
10. Punching another employee’s timecard or falsifying any record. 
11. Smoking contrary to established policy or violating any other fire protection regulation. 
12. Willfully or habitually violating safety or health regulations. 
13. Failing to wear clothing conforming to standards set by the company. 
14. Being tardy or taking unexcused absences from work. 
15. Not taking proper care of, neglecting, or abusing company equipment and/or tools. 
16. Using company equipment in an unauthorized manner. 
17. Possessing firearms or weapons of any kind on company property. 
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DIRECTOR/CEO RESPONSIBILITIES 

CEO of Company/Company President 

1. Prepare and review, at least annually, a written corporate occupational health and safety policy. 
2. Conduct an annual review meeting with Project Managers and Superintendents. 
3. Assign and review the development of an occupational health and safety program to implement 

the policy AND provide the necessary resources to implement, support, and enforce the health 
and safety policy and program within the company. 

4. Ensure the equipment, materials, and protective devices provided by the employer are 
maintained and in good condition. 

5. Promote the exchange of health and safety information with outside groups, such as regional 
labour-management health and safety committees and trade associations.  

6. Appoint competent supervision. 
7. Review accident reports and communicate with government agencies and other organizations 

regarding legally required notices respecting critical injuries, accidents, incidents, and other 
events. 

8. Afford assistance and co-operation to the health and safety representative in carrying out their 
functions. 

9. Carry our training programs for workers, supervisors, and management. 
10. Post a copy of this policy and any explanatory material prepared by the Ministry outlining the 

rights, responsibilities, and duties of workers. 
11. Attend at least one health and safety committee meeting at a project each year. 

References: 

• Occupational Health and Safety Act and Regulations for Construction Projects 

• Corporate Safety Policy 

• Relevant sections of CSAO’s DS030: A Guide to Developing Health and Safety Policies and 
Programs in Construction 
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SITE SPECIFIC PROJECT MANAGER RESPONSIBILITIES 

1. Implement, support, and enforce the safety program at the project level. 
2. Retain the record(s) of Daily/Weekly Workplace Inspections. 
3. Review safe work procedures for the site. 
4. Ensure all workers wear the equipment, protective devices, or clothing that is required. 
5. Conduct safety talks throughout the project. 
6. Communicate with the CEO on Ministry of Labour-related items, such as notices respecting 

projects and notices of accidents and injuries. 
7. Oversee site planning and approve a site plan that takes into account access, traffic control, 

material handling, storage, and sanitation. 
8. Review and implement site fire protection and emergency response plans. 
9. Review site training plans for health and safety and ensure that adequate resources are 

available. 
10. Direct accident investigations on site. Review and forward reports to the head office. 

References: 

• Occupational Health and Safety Act and Regulations for Construction Projects 

• Corporate/Site Health and Safety Program Manual 
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MANAGEMENT RESPONSIBILITIES 

Management’s primary responsibility is to provide a safe and healthy work environment and to ensure 
that the measures and procedures required by the Occupational Health and Safety Act and its 
regulations and this policy are carried out on their projects. 

To accomplish this, KROWN RETAIL CONSTRUCTION LTD. requires all management personnel, including 
all subcontractors on our projects, to ensure that: 

1. Provide competent supervision for management of job site. 
2. All necessary equipment, material, and protective devices are provided. 
3. Safe supervision, training, information, and instructions are provided on an ongoing basis. 
4. The provision of the Occupational Health and Safety Act and the appropriate regulations are 

adhered to at all times. 
5. Every precaution reasonable shall be taken for the protection of all workers at any job. 
6. Employees have the opportunity to contribute to accident prevention programs and methods to 

improve safety. 
7. All incidents with potential for injury or property damage accidents are fully investigated with 

the findings forwarded to senior management to determine appropriate action. 
8. All supervisors are made aware of any actual or potential hazards that management is aware of. 
9. Ensure the Health and Safety Representative is completing monthly inspections and Site 

Supervisors are conducting daily checks. 

• Review Jobsite Inspection Checklists 
10. Safety violations are dealt with as a major breach of company policy and will result in 

disciplinary action. 
11. Complete and sign all forms for the Ministry of Labour and Workplace Safety and Insurance 

Board. 
12. New workers are introduced to the safety policy and understand the policies in effect. 
13. This policy applies to all contractors and subcontractors. 
14. Review safety policy annually. 
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SUPERVISORY AND FOREMAN RESPONSIBILITIES 

All supervisors, including subcontractor supervisory personnel, shall supervise the work of workers 
under their authority. 

1. Ensure all workers, including subcontractor’s employees, are oriented to the KROWN RETAIL 
CONSTRUCTION LTD. Health and Safety Policy Program. 

2. Ensure that all workers work in a manner that will not endanger themselves or other workers. 
3. Develop and demonstrate a positive “health and safety” attitude and working climate. 
4. Ensure that every worker in the crew has appropriate safety gear. 
5. Conduct Daily/Weekly Workplace Inspections and send the reports to management. 
6. Ensure that workers are trained to use the equipment. 
7. Develop a working relationship with JHSC members/Health and Safety Representatives and 

support their role. 
8. Make every reasonable attempt to resolve the health and safety concern of employees. 
9. Correct unsafe acts and unsafe conditions. 
10. All incidents with potential for injury or property damage accidents are fully investigated, with 

the findings forwarded to senior management for appropriate action. 
11. Ensure that a maintenance program for any equipment and machinery in the workplace is 

carried out. 
12. Implement emergency plans, when necessary, and ensure that employees have been properly 

trained to comply. 
13. Inform superiors of any known occupational health and safety concerns. 
14. Regularly evaluate employee performance and provide periodic feedback with respect to health 

and safety. 
15. Check on prior training and knowledge of new hires. 

ACCOUNTABILITY: Once a verbal warning has been provided to a worker, the foreman must document 
this by E-mail or another written form. Management will then issue a Record of Disciplinary Action 
which will be placed in the worker’s file. 
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HEALTH AND SAFETY REPRESENTATIVES RESPONSIBILITIES 

1. Identify workplace hazards. 
2. Encourage fellow workers to work safely and to report hazards. 
3. Follow the guidelines outlined in Section 8 of the Occupational Health and Safety Act. 
4. Inspect the workplace at least once a month (develop, publish, and post, at the beginning of 

each calendar year, a schedule for the monthly workplace inspections for the year) or in 
accordance with a schedule agreed upon by the representative and employer. 

5. Be present and give advice in health and safety-related testing in the workplace. 
6. Make recommendations to the employer about health and safety in the workplace. 
7. Participate in the first and second stage investigation of work refusals and inspect workplaces 

when there are critical injuries or fatalities. This includes ensuring completion of investigation 
reports, scene assessment, and identifying contributing factors. 

8. Review all completed Employee Injury/Incident/Property Damage Reports, analyze 
information, and make recommendations to management to prevent recurrences. 

9. Be present for and/or assist in work refusal investigations. 
10. Oversee subcontractors regarding safety issues, including proof or implementation of safety 

training and assurance of proper licenses for equipment operators. 

SELECTION PROCESS: Health and Safety Representatives will be selected on a volunteer basis or election 
basis. If more than one person volunteers, an election will be held. 
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CONTRACTOR/SUBTRADES RESPONSIBILITIES 

Contractor: A contractor is any person or company who performs work or supplies services for monetary 
compensation. 

Subcontractor: A subcontractor is any person or company who performs work or supplies services to the 
contractor for monetary compensation. 

All contractors/subcontractors are to comply with all elements and responsibilities of the 
Occupational Health and Safety Act (OHSA), its regulations, and this health and safety program. 
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WORKER’S RESPONSIBILITIES 

ALL WORKERS/SUBCONTRACTORS SHALL: 

1. Work in compliance with the Occupational Health and Safety Act and the construction 
regulations. 

2. Work in compliance with KROWN RETAIL CONSTRUCTION LTD.’s safety policy. 
3. Wear and use any personal protective equipment or clothing that is required for his/her health 

and safety. 
4. Report any hazardous conditions or unsafe practices immediately to their supervisor. 
5. Work in a manner that will not endanger his/herself or other workers. 
6. Report all accidents/incidents to your immediate supervisor without delay. 
7. Conduct daily or weekly inspections of tools and equipment. When necessary, remove from 

service and report to supervisor. 
8. Attend all safety meetings. 
9. Observe and obey all client’s health and safety regulations and policies. 
10. Not engage in any prank, contest, feat of strength, unnecessary running or rough, boisterous 

conduct. This includes the use of drugs and/or alcohol. 
11. Exercise his/her right to know and undertake the precautions to be taken when working with 

hazardous material in the workplace by reviewing the Material Safety Data Sheets (MSDS) for 
the particular material in question and following the instructions outlined, in addition to any 
further measures for his/her protection. 

12. Ensure safe work procedures and practices are carried out at all times. 
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WORKPLACE INSPECTIONS 

Workplace inspections are required on a monthly basis as prescribed by the Occupational Health and 
Safety Act. All supervisors are required to inspect their job sites on a daily basis. Any inspection 
conducted will be in writing and considered a matter of record. The purpose of these inspections is to 
identify areas of concern or areas where safety violations are occurring. First, we identify the problem. 
Secondly, we correct the problem. 

***See the Jobsite Inspection Checklist to complete the inspection*** 

 

TOOLS, EQUIPMENT, AND VEHICLE/MACHINE MAINTENANCE 

1. Any and all tools and equipment directly owned or leased by KROWN RETAIL CONSTRUCTION 
LTD. shall be maintained in a first class working condition. Defective equipment shall be tagged 
for repair or replacement at the discretion and judgement of the Project Manager. All 
electrically-operated tools and equipment shall be ground fault interruption devices if used 
outdoors or in wet conditions. 

2. Subcontractor supervisors shall ensure that all equipment to be used is inspected daily by a 
competent person, in accordance to the manufacturer’s recommendations. Any deficiencies or 
defective parts shall be repaired or replaced as required before use. 

• Use the Lockout/Tag Out Procedures to identify defective equipment 
3. Subcontractor companies having equipment on our sites must adhere to the same guidelines 

regarding any equipment/machinery working with the KROWN RETAIL CONSTRUCTION LTD. 
team. 
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EQUIPMENT SAFETY REQUIREMENTS 

HAND TOOLS (hammers, pliers, wrenches, screwdrivers, chisels, etc.): Must be used in a safe manner 
and only for the intended purpose of the tool. This prevents injury to the operator as well as any other 
person in the immediate area. 

HAND POWER TOOLS: Must be used by qualified individuals and be well-maintained. This includes, 
where appropriate, being greased, oiled, sharpened, guarded, calibrated, and having adequate ground 
fault circuit interrupters (GFCI). 

SCAFFOLDS: Must be properly assembled with recommended outriggers and/or supports. Rolling 
scaffold must never be moved while someone is positioned on them. Planks must be constructed and 
used in such a way that they cannot slide or tip out of position while in use.  

***Use the Scaffold Checklist posted on-site for proper assembly and use*** 

MECHANICAL EQUIPMENT: Must be adequately guarded at all times to avoid contact with pinch points 
or any moving part. Preventative maintenance to avoid wear and tear of the equipment must be 
provided and all deficiencies, which may impact the safe operation of the equipment, must be noted 
prior to use. 

ELEVATING EQUIPMENT (scissor lifts, man lifts, forklifts, etc.): Must not be used by anyone until they 
have been qualified in the safe operation and have been properly tested. 

ELECTRICAL EQUIPMENT: All electrical equipment must be either UL or CSA approved and in good 
working order. Ground fault circuit interrupters, or other grounding mechanisms, must be tested and 
functioning. Only qualified electricians are allowed to work with electrical energy sources. All electrical 
extension cords shall not be used in such a manner as to create a hazard to staff or customers. 
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SAFE LADDER USE 

Always follow these rules when using a ladder: 

• Always select the right ladder for the job. 

• Inspect the ladder for defects prior to use. 

• Report deficiencies to your supervisor and have the ladder removed from service. 

• Place the ladder on firm, solid ground. 

• Securely fasten the ladder at the top (extension ladder). 

• Have a worker hold the ladder at the bottom (extension ladder). 

• Never use aluminum ladders near exposed electrical power cables. 

• Never extend beyond the working height of a ladder. 

• Never work from the top two (2) rungs of the pail shelf of any ladder. 

• Always maintain a three point contact when climbing. 

• Never set up a ladder behind a door or in a blind corner or aisle way. 

LADDER INSPECTION: 

All ladders must be inspected prior to each use. The user must look for the following: 

• Damaged, dirty, worn, or cracked rungs. 

• Cracked members. 

• Loose or missing nuts, bolts, or screws. 

• Missing or damaged feet. 

• Makeshift repairs. 

• Missing or damaged strand hooks. 

• Loose or faulty spreaders on step ladders. 

• Rough or sharp edges or surfaces. 
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CONTROLLED PRODUCTS (WHMIS) 

Controlled Product: As defined by the Workplace Hazardous Materials Information Systems (WHMIS), a 
controlled product is “any substance, which is a compressed gas, an oxidizing material, or a substance 
that is poisonous, infectious, flammable, combustible, corrosive, or dangerously reactive, and which 
meets the criteria in the Controlled Products Regulations”. 

Communication and Training: Any employee who is exposed or likely to be exposed to a hazardous 
material or controlled product in the workplace must receive training. Training will be provided prior to 
a worker being exposed to a biological, chemical, or physical agent, and training records will be filed 
with the office. Employees will be required to attend training when it is time for renewal (once every 
year). 

Labeling: 

1. Ensure that materials you receive at your location are properly labeled. 
2. Apply workplace labels to all products that are transferred from a supplier container to another 

container. 

Workplace Labels Must Contain: 

1. Product Identifier 
2. Precautionary Measures 
3. Reference to Material Safety Data Sheets (MSDS) for additional information 

Material Safety Data Sheets (MSDS): Obtain current (within three (3) years) Material Safety Data Sheets 
for each product used at your location. Refer to the WHMIS Regulation, Ontario Regulation 64/88, or 
WHMIS: A Guide to Legislation for detailed requirements of a Material Safety Data Sheet. 

Employee Responsibilities: 

• KROWN RETAIL CONSTRUCTION LTD. employees must participate in WHMIS training and 
education. 

• KROWN RETAIL CONSTRUCTION LTD. employees must report any violation of The Act or 
regulations to their immediate supervisor, manager, Human Resources, or Safety 
Representative. 

• KROWN RETAIL CONSTRUCTION LTD. employees shall inform their immediate supervisor, 
manager, Human Resources, or Safety Representative in the event that they do not have the 
proper information on a controlled product (ex: the MSDS sheet is missing, damaged, or 
illegible). 

All employees and subcontractors will be fully trained, knowledgeable, and compliant with  
the AODA standards. 
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JOBSITE INSPECTIONS 

INSPECTIONS BY SUPERVISOR: 

The supervisor will complete a daily visual inspection and a monthly inspection. 

Daily Visual Inspection: 

1. Identify health and safety hazards, equipment maintenance issues, hazard control effectiveness, 
and housekeeping issues. 

2. Record any issues found and remedial action taken in Supervisor’s notebook. 

Monthly Visual Inspection: 

1. Identify health and safety hazards, equipment maintenance issues, hazard control effectiveness, 
and housekeeping issues. 

2. Document the monthly inspection, including deficiencies and corrective action taken, on the 
Workplace Inspection Recording form (see Forms). 

INSPECTIONS BY WORKER HEALTH AND SAFETY REPRESENTATIVE: The worker health and safety 
representative will schedule monthly workplace inspections. The purpose of these inspections is to 
identify health and safety hazards, equipment maintenance issues, completion of previous issues noted 
on past inspection forms, hazard control effectiveness, training needs, and housekeeping issues. 

FORMS 

• Workplace Inspection Recording Form 

• Inspection Checklists 
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JOBSITE INSPECTION CHECKLIST 
Site/Contractor Name:  Date:  

Location:  Number of Employees:  

Conducted By:   

S – Satisfactory NS – Not Satisfactory NA – Not Applicable 

Item Inspected S NS NA Requires Immediate Action 

1. STAIRWELLS & RAMPS      

Proper filler blocks in metal stairs ☐ ☐ ☐  

Proper cleats on ramps ☐ ☐ ☐  

Adequate lighting in stairwells ☐ ☐ ☐  

Proper handrails or guardrails ☐ ☐ ☐  

Other ☐ ☐ ☐  

2. TRAFFIC CONTROL     

Trained traffic controllers ☐ ☐ ☐  

Properly located ☐ ☐ ☐  

Clean, regulation sign ☐ ☐ ☐  

Properly dressed (including vest) ☐ ☐ ☐  

Other ☐ ☐ ☐  

3. PUBLIC WAY PROTECTION     

Properly located (within 4.5m) ☐ ☐ ☐  

Entrances clearly marked ☐ ☐ ☐  

Covered where required ☐ ☐ ☐  

Min. height, width restrictions ☐ ☐ ☐  

Proper rail on street side ☐ ☐ ☐  

Proper lighting, where required ☐ ☐ ☐  

Other  ☐ ☐ ☐  

4. FALL PROTECTION     

CSA approved ☐ ☐ ☐  

Properly worn ☐ ☐ ☐  
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Safe, usable condition ☐ ☐ ☐  

Unprotected openings and edges ☐ ☐ ☐  

Working from:    Ladders 

Scaffolds 

Swingstages 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

 

Other ☐ ☐ ☐  

5. GUARDRAILS, BARRICADES     

Located where required ☐ ☐ ☐  

Properly constructed ☐ ☐ ☐  

Adequately secured ☐ ☐ ☐  

Other ☐ ☐ ☐  

6. GAS CYLINDERS     

Properly located ☐ ☐ ☐  

Properly secured ☐ ☐ ☐  

Properly moved or lifted ☐ ☐ ☐  

Properly hooked up ☐ ☐ ☐  

Other ☐ ☐ ☐  

7. CONFINED SPACES     

Proper access ☐ ☐ ☐  

Air testing before entry ☐ ☐ ☐  

Rescue equipment readily available ☐ ☐ ☐  

Safety harness, lifeline properly 
anchored and used 

☐ ☐ ☐  

Second person for rescue ☐ ☐ ☐  

Outgoing air monitored ☐ ☐ ☐  

Entry permit where required ☐ ☐ ☐  

Other ☐ ☐ ☐  

8. FIRST AID REQUIREMENTS     

Adequate qualified first aiders on 
jobsite 

☐ ☐ ☐  
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First aid kits:        Adequate number 

Adequate contents 

☐ 

☐ 

☐ 

☐ 

☐ 

☐ 

 

Other ☐ ☐ ☐  

9. FIRE PROTECTION     

Master emergency plan ☐ ☐ ☐  

Extinguishers where required ☐ ☐ ☐  

Fully charged ☐ ☐ ☐  

Adequately identified ☐ ☐ ☐  

Other ☐ ☐ ☐  

10. CRANES, HOISTS, ETC.     

Safe setup of equipment ☐ ☐ ☐  

Maintenance log available ☐ ☐ ☐  

Competent operator ☐ ☐ ☐  

Condition of slings, hardware ☐ ☐ ☐  

Proper use of tag lines ☐ ☐ ☐  

Proper lifting containers ☐ ☐ ☐  

Competent signaler ☐ ☐ ☐  

Other ☐ ☐ ☐  

11. WELDING     

Rods and cylinders properly labeled ☐ ☐ ☐  

MSDS’s readily available ☐ ☐ ☐  

Properly secured ground cables ☐ ☐ ☐  

Proper eye protection worn ☐ ☐ ☐  

Proper screens and exhaust ☐ ☐ ☐  

Gas cylinders upright and secured ☐ ☐ ☐  

Fire extinguisher readily available ☐ ☐ ☐  

Other ☐ ☐ ☐  

12. ELEVATING WORK PLATFORM     

Worker training ☐ ☐ ☐  
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Properly used ☐ ☐ ☐  

Safe, usable condition ☐ ☐ ☐  

Acceptable loading ☐ ☐ ☐  

Manufacturer’s operating manual ☐ ☐ ☐  

Other ☐ ☐ ☐  

13. TRENCHES AND EXCAVATIONS     

Properly sloped, where required ☐ ☐ ☐  

Excavated soil properly placed ☐ ☐ ☐  

Appropriate shoring used ☐ ☐ ☐  

Proper access to trench ☐ ☐ ☐  

Proper storage of materials in and 
above 

☐ ☐ ☐  

Other ☐ ☐ ☐  

14. EXTENSION CORDS     

Outdoor-type, rated over 300 volts ☐ ☐ ☐  

Condition of casing, ends, 
connections 

☐ ☐ ☐  

GFCI’s used, where required ☐ ☐ ☐  

Other ☐ ☐ ☐  

15. TEMPORARY POWER SUPPLY     

Properly identified ☐ ☐ ☐  

Overhead lines flagged and secured ☐ ☐ ☐  

Surface cables buried or protected ☐ ☐ ☐  

Other ☐ ☐ ☐  

16. MATERIALS STORAGE     

Properly located ☐ ☐ ☐  

Safely piled, stacked, bundled ☐ ☐ ☐  

Properly moved or lifted ☐ ☐ ☐  

Properly labeled (WHMIS) ☐ ☐ ☐  

Other ☐ ☐ ☐  
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17. FORMWORK     

Guardrails and fall-arrest system ☐ ☐ ☐  

Design drawings kept on project ☐ ☐ ☐  

Inspection statement by engineer or 
competent worker 

☐ ☐ ☐  

Other ☐ ☐ ☐  

18. SUSPENDED SCAFFOLDS     

Properly attached and capable of at 
least four (4) times maximum load 

☐ ☐ ☐  

Outrigger beam tied to fix support 
with adequate counterweight 

☐ ☐ ☐  

All mechanical/electrical devices in 
good working condition 

☐ ☐ ☐  

Independent lifelines for each 
worker (extend to ground) 

☐ ☐ ☐  

Engineer’s drawing on site, if 
required 

☐ ☐ ☐  

19. SIGNS AND PRINT MATERIAL     

OH&S Act and Regulations ☐ ☐ ☐  

WSIB Form 82 Poster ☐ ☐ ☐  

MSDS’s ☐ ☐ ☐  

Warning sings ☐ ☐ ☐  

Emergency phone list ☐ ☐ ☐  

Report forms ☐ ☐ ☐  

Other ☐ ☐ ☐  

20. WORKER EDUCATION     

WHMIS training ☐ ☐ ☐  

Company safety policy and program ☐ ☐ ☐  

Injury reporting ☐ ☐ ☐  

Hazard reporting ☐ ☐ ☐  

OH&S Act and Regulations ☐ ☐ ☐  

Personal H&S responsibilities ☐ ☐ ☐  

Other ☐ ☐ ☐  
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21. HYGIENE ☐ ☐ ☐  

Washroom facilities available ☐ ☐ ☐  

Cleanliness of facilities ☐ ☐ ☐  

Injury/hazard reporting ☐ ☐ ☐  

Personal responsibilities ☐ ☐ ☐  

Safety policies and procedures ☐ ☐ ☐  

Other ☐ ☐ ☐  
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HAZARD REPORTING 

Hazardous Condition: Any physical condition, either in the workplace or the actual work, which violates 
applicable legislation or has the potential to cause injury or illness. Hazardous conditions include, but 
are not limited to; lack of guarding, unsafe work surfaces, and unlabeled containers. 

Hazardous Act: Any act by a person that contravenes applicable legislation, company policy or safety 
rules, and that could result in injury or illness to themselves or others. Hazardous acts include, but are 
not limited to; using equipment carelessly or failure to use PPE’s as required. 

ROLES AND RESPONSIBILITIES: 

1. All employees are responsible for reporting any hazardous conditions that may exist in the 
workplace to his/her supervisor. 

2. The workplace supervisor is responsible for responding to the employee’s concern, ensuring the 
hazardous condition is resolved, and completing the Hazard Report form with the assistance of 
the worker. Follow up on any actions/responses must be completed within an appropriate 
timeframe. 

PROCEDURE: 

1. Any employee who identifies a safety hazard or concern must immediately report this to his/her 
supervisor. 

2. The supervisor will deal with the matter promptly, consult with others as needed, and advise the 
employee of the plan of action to resolve the matter. Reasonable time would depend on the 
potential risk of the situation. 

3. If the supervisor is unable to resolve the concern, he/she should bring it to the attention of the 
owner/manager. 

4. If the employee’s concern is not satisfactorily resolved after a reasonable period of time, the 
employee is encouraged to bring the concern to the attention of a member of the Joint Health 
and Safety Committee and/or the Health and Safety Representative. 

5. The employee will be asked to document the concern, outlining the facts and the information 
requested. 

6. All concerns are to be thoroughly investigated with factual information pertaining to the 
concern. 
 

7. The Joint Health and Safety Committee and/or Health and Safety Representative and the 
employee’s supervisor are responsible for ensuring the employee is informed of the resolution 
progress of the concern. 

8. If the concern remains unresolved, the Joint Health and Safety Committee and/or Health and 
Safety Representative may contact the Ministry of Labour Inspector for assistance. 

Note: This procedure does not preclude the employee from exercising his/her right to refuse 
unsafe work, as defined under the Occupational Health and Safety Act. 
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LOCKOUT/TAG OUT 

Purpose: This policy is designed to ensure all employees of KROWN RETAIL CONSTRUCTION LTD. are 
aware of the preventative measures in place to avert the accidental release of energy. All such forms 
of this energy must be locked out, blocked, or released to ensure that machinery or equipment does 
not turn on or move during the installation, servicing, repair, or maintenance. Employees will be 
required to complete training on Lockout Procedures on a regular basis. 

Locks: Each authorized worker required to perform work on equipment is provided with sufficient 
locks and keys from the contractor prior to performing such work. Each lock must have an 
identification code, which is registered with the Department Supervisor.  

Keys: Each lock shall come with only one key. No master keys shall be made or purchased as a part 
of this procedure. 

Tags: Only company-purchased/issued tags may be utilized with lock-on equipment. Tags must be 
secured either on the lock or energy isolation device as applicable with a non-reusable, self-locking 
mechanism capable of withstanding 50 pounds of force and which requires a cutting tool to remove. 
The tag must include: 

• The name of the employee(s) working on the system 

• The date and time of the task 

• Type of work being performed 

Procedure:  

1. Locate work area and identify equipment, machinery, or other system components to be 
worked on. 

2. Identify all energy sources. 
3. Identify the parts to be locked out or isolated. 
4. Determine lockout methods. 
5. Notify all personnel affected about the required lockout and the reasoning. 
6. Shut down equipment and machinery. 
7. Install lockout devices. 
8. Tag. 
9. Verify zero-energy state. 
10. Perform the task. 
11. Communicate that work is complete and that all personnel are clear. 
12. Restore power. 
13. Return control to operating personnel. 
14. Record date and time the lockout was removed and the system was restored. 

Lock Removal: In the event that a worker has left the worksite or forgotten to remove the lock and 
tag, their direct supervisor must contact them to ensure that it is okay to remove the lock. If the 
worker cannot be contacted, a thorough investigation of the machinery or equipment must be 
conducted by the supervisor in charge. This must include a visual inspection of all areas affected by 
the lockout. Only once it has been deemed safe to do so can the lock be removed. 



29 | P a g e  

 

 

GENERAL LOTO CHECKLIST 
This checklist addresses all potential types of energy sources in a generic manner, and is intended 
to help you evaluate and develop an energy control procedure (ECP) when one does not already 
exist. If you are unsure of the hazard or uncomfortable determining how to control the energy 
source(s), talk to your supervisor or contact EHSS for assistance. DOCUMENT THE STEPS THAT 
YOU HAVE TAKEN ON THE BLANK ECP FORM. 

 

Manufacturer/Model of Equipment or System: ☐ 

The general procedures for the various types of energy sources are as follows: 

If available, review the manufacturer’s literature and/or wiring and mechanical schematics 
to assure that all energy sources have been identified, otherwise, inspect the 
equipment/machine to identify all energy sources. During this inspection, DO NOT perform 
work near exposed energized circuits unless you are a person qualified to work on electrical 
systems, and DO NOT put any part of your body in any area where moving parts may cause 
injury. If you are unsure of the hazard, STOP WORK and contact your supervisor or EHSS for 
guidance. 

 

 

 

☐ 

ELECTRICAL CONTROLS 

Isolate the machine or piece of equipment by using an electrical plug lock or by locking and 
tagging the disconnect switches. A special adaptor may be needed to LO/TO circuit 
breakers. On the ECP form, document where the LOTO are applied. 

☐ 

 

Bleed any stored electrical energy to a “zero energy state”. If this type of hazard is present, 
document on the ECP form. 

☐ 

 

Ensure that all power sources are LOTO by using a tester to check that all circuits are de-
energized. Employees that must work on or near exposed energized parts or de-energized 
electrical parts that have not been LO/TO must also be qualified workers as required by 
Virginia Tech’s Electrical Safety Program. 

☐ 

PNEUMATIC CONTROL 

Release the pressure to reach a “zero energy state”. ☐ 

On the ECP form, document where the LOTO are applied. LOTO the energy source(s). ☐ 

HYDRAULIC CONTROL 

Release the pressure to reach a “zero energy state”. ☐ 

 

On the ECP form, document where the LOTO are applied. LOTO the energy source(s). ☐ 
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FLUID AND GASES 

Evaluate all hoses and valves connecting to the system or equipment. Determine what type 
of fluid or gas may be present and, if necessary, obtain and review the Material Safety Data 
Sheet (MSDS) for the material. Take precautions as needed to protect you from exposure to 
any hazardous material that may be contained in the system. Contact EHSS as needed for 
guidance. 

☐ 

 

Close all valves on supply lines and, as necessary, bleed or drain the contents. Contact EHSS 
as needed for guidance on proper disposal of the material. 

☐ 

 

If working on a pressurized system where valve leaks may re-pressurize the line, insert a 
blank or blind in the line. 

☐ 

 

Use lockout valves, chains, and locks and tags at the isolating source. On the ECP form, 
document where the LOTO are applied and document all related hazards. 

☐ 

 

MECHANICAL CONTROL 

Release or block all stored mechanical energy. Be cautious of springs, tension, elevated 
mechanical arms and/or platforms that could lower, and other sources of energy that are 
not always obvious. If needed, restrain the system by inserting blocks. 

☐ 

 

On the ECP form, document where the LOTO are applied. LOTO the energy source(s). 
Recheck all areas for potential sources of energy. 

☐ 
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GENERAL LOTO PROCEDURES 
Review the energy control procedure (ECP) with your supervisor if the procedure, system, or 
equipment is new or unfamiliar. 

☐ 

Review the type and magnitude of the energy and the required controls. ☐ 

Inform all affected employees and all other employees working in or entering the work area that 
LOTO is to be performed. Instruct these employees that they must not attempt to start equipment 
that has been locked/tagged out, and that locks/tags must not be bypassed or removed. 

☐ 

Shutdown the equipment/process/system by following ECP. ☐ 

Locate the necessary energy isolating device(s) for the equipment/process/system and operate them 
to isolate them from the energy sources. Affix LOTO devices. 

☐ 

Relieve all stored or residual energy and take appropriate measures to ensure the energy will not re-
accumulate. Affix lockout/tag out devices as necessary. 

☐ 

Verify that all sources of energy have been isolated and stored energy relieved after ensuring that 
employees are not exposed and before beginning work. Activate equipment or system controls to 
ensure that the equipment or systems will not operate, and then deactivate the controls. 

☐ 

Perform the servicing or maintenance. ☐ 

Replace all guards and safety devices. Remove all tools and equipment from the work site. Assure 
that all personnel are clear of the equipment. 

☐ 

Notify all affected personnel that the system will be reactivated. ☐ 

Lockout/tag out devices are removed by the authorized employee(s) who installed the devices. ☐ 

LOCKOUT/TAGOUT DEVICE REMOVAL BY SUPERVISOR 

If it becomes necessary to remove a LOTO of an employee who is unavailable on site, the removal of 
this device must be done using the following procedure: 

• The supervisor must ensure that the employee who applied the lock or tag is not available 
at the workplace; and 

• The supervisor must make all reasonable efforts to contact the authorized employee to 
inform him or her that his/her lockout and/or tag our device has been removed; and 

• The supervisor ensures that the employee is made aware that his/her lock or tag was 
removed before he/she resumes work at that worksite. 

 

GROUP LOCKOUT/TAGOUT 

When a lockout/tagout job involves numerous lockout/tagout devices and many employees, the 
group lockout/tagout procedure included in this program should be used. 

 

CONTRACTORS 

All contractors must comply with OSHA Safety Requirements.  
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SAFETY PROCEDURES 

 

Housekeeping 

It is everyone’s responsibility to help keep the job site as neat and hazard free as possible. Housekeeping 
will be strictly enforced on all site inspections and anyone not keeping a safe and neat working area will 
be asked to clean up all hazards immediately or leave the job site. Cleanliness of the jobsite includes, but 
is not limited to: 

• Removing debris 

• Extension cords put away or securely taped 

• Keeping tools and objects in their proper places 

Fire 

What to do if a “small” fire starts: 

ABC fire extinguishers can be used to extinguish: 

• Trash 

• Wood 

• Paper 

• Liquid 

• Electrical 

To use the fire extinguisher, follow the following instructions: 

1. Pick up the extinguisher and remove the safety pin by pulling it out of its harness. 
2. Aim the fire extinguisher nozzle at the base of the fire. 
3.  Stand 4 meters away from the fire and press the top lever down. 
4. After the fire has been extinguished, notify the supervisor or foreman of what happened and 

how the fire started. 
5. Turn in the extinguisher for proper maintenance/repair by a certified technician. 

Lighting 

Make sure your work area is adequately lit. If need be, hand a trouble light or other approved form of 
light above your work area. If that is not possible, speak to your supervisor so that adequate light can be 
brought to the work area. 
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PERSONAL PROTECTIVE EQUIPMENT (PPE) 

 

  Hard Hats 

  All employees must wear a CSA standard hard hat at all time while on site. 

  

  Foot Protection         

All employees must wear safety boots that meet the current CSA requirements. Safety 
boots must have a steel toe, heel, sole protection, and can be identified with a green 
CSA patch attached to the footwear. 

       Eye Protection 

All employees who are required to work in the operation where there is a device, 
machine, or thing which may cause or is likely to cause injury to the eye must wear eye 
protection equipment which meets the current CSA requirements. These include either 
safety goggles, face shields, or a combination of these in order to protect the worker 
from injury. Welding shields or goggles appropriate for the type of welding hazard must 
be work during welding and cutting operation. 

 

Respiratory Protection 

All employees who are required to work in the operation where there is a process, 
machine, or thing which may cause or is likely to cause vapour, dust, mist, fume, or gas 
and cannot be controlled in any other manner and could cause an illness to a worker as 
a result of exposure must wear respiratory protection. The protection must be designed 
to adequately protect the worker from the types of airborne materials listed above. 

 

Hand Protection 

All employees who are required to work in an operation or process which may cause, or 
is likely to cause injury to any part of the hand, must wear hand protection that is 
designed to adequately protect the worker from different types of materials or 
processes in which they may receive hand injuries. These include rubber gloves or 
rubber-like material, leather, cotton, metal mesh, latex, insulated for hot or cold work, 
and adequately insulated for electrical work. 
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    Fall Protection 

All employees who are required to work in the operation where there is requirement to 
work at heights more than 3 meters must wear fall protection equipment that meets 
the current CSA requirements. These include either safety belts or safety harness, which 
have the capability of being secured by a fall arrest system, and attached to lifelines. 
The equipment must be identified by the CSA logo attached to the equipment. 

 

Hearing Protection 

All employees who are required to work in the operation where there is a device, 
machine, or thing which may cause or is likely to cause noise which is greater than 90 
decibels must wear hearing protective devices that meet the current CSA requirements. 
These include one of the following: sound bands, ear plugs, or earmuffs with a noise 
reduction rating (NRA) capable of reducing the noise level to below 90 dB “A”. 

 

Skin Protection 

All employees who are required to work in the operation where there is a process or 
material which is likely to cause injury as a result of exposure to the skin must wear 
adequate protective equipment that is designed for protection from the hazard. These 
include either uniforms or disposable gowns or coveralls which have the capability of 
adequately covering the individual without causing harm to them. The protective 
equipment must also be made of fire retardant materials if worn near any heat source 
or open flame. 
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WORKING ALONE 

KROWN RETAIL CONSTRUCTION LTD. is committed to providing and maintaining procedures which will 
promote a safe and healthy work environment. 

Responsibilities 

1. Safety Coordinator: 
a. The safety coordinator is responsible for ensuring that supervisors are aware of the 

safety risks and preventative measures for working alone, and updating this policy as 
necessary. 

b. The safety coordinator will produce checklists or other tools to assist supervisors to 
conduct safety assessments. 

2. Supervisors 
a. Supervisors are responsible for being aware of this policy and procedures and for 

ensuring compliance by all employees. 
b. Supervisors need to carry out assessments, know the risk, remind employees of risk and 

how to prevent them, and ensure training, investigations, and evaluations required by 
this policy are completed. 

c. The recording of each incident, occurrence, and concern of employees working alone, 
making notes of the date, circumstances, resolutions, and other details shall be done by 
the supervisor. 

3. Employees and Subcontractors 
a. Must report any concerns they have regarding safety and health to the supervisor. 
b. Must follow the security procedures and conduct safe work practices. 
c. All persons working alone will NOT be allowed to work at heights. 
d. All persons working alone will NOT be allowed to work with “fire”. 

Procedures 

• Employees working alone must get authorization from management. 

• Workplace hazards and safety risks must be identified and communicated. 

• The Safety Representative shall be involved in assessments, identifications, and eliminations 
or reduction of any risks. 

• Identified hazards or risks shall be eliminated or reduced. 

• Means of communication and other security measures shall be available to all employees 
working alone, and training shall be provided. 

• Employees must be educated about the risks of working alone and be trained to prevent 
them. 
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WIRELESS DEVICES 

Employees using cell phones or other devices used for communication are expected to conduct 
themselves in a professional and business-like manner at all times. The employees must respect 
those around them by turning off cell phones or other wireless communication devices during 
meetings, whenever possible, and refraining from loud conversations within earshot of others. 

Employees are prohibited from making illegal transactions, threats, harassing phone calls or 
messages, or anything else which contravenes the employee conduct policy while using their cell 
phones or other wireless device communication. 

Employees are cautioned that there is no expectation of privacy in regard to their cell phones or 
wireless device communication. 

Most jurisdictions prohibit the use of hand-held cell phones or hand-held wireless communication 
devices by the driver of a moving vehicle. Employees are responsible for upholding the law in all 
jurisdictions regarding the use of such devices. 

Violation of this policy will be considered a serious offense and will be subject to disciplinary action 
up to and including termination of employment. 
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SUBSTANCE ABUSE (DRUG AND ALCOHOL) POLICY 

Intent 

Krown Retail Construction Ltd. is committed to the health and safety of its employees and has adopted 
this policy to communicate its expectations and guidelines surrounding substance use, misuse and 
abuse. 

Guidelines 

Employees under the influence of drugs or alcohol on the job can pose serious health and safety risks 
both to themselves and their fellow employees. To help ensure a safe and healthy workplace, Krown 
Retail Construction Ltd. reserves the right to prohibit certain items and substances from being brought 
on to, or present on company premises. 

Expectations 

The following expectations apply to employees and management alike while conducting work on behalf 
of the company, whether on or off company property: 

• Employees are expected to arrive to work fit for duty and able to perform their duties safely and 
to standard; employees must remain fit for duty for the duration of their shift; 

• Distribution or sale of drugs or alcohol during work hours, including during paid and unpaid 
breaks, is strictly prohibited; 

• Possession of non-prescribed drugs during working hours is strictly prohibited; 

• Use and possession of medically prescribed drugs is permitted during working hours, subject to 
the terms and conditions of Krown Retail Construction Ltd.'s policies and all applicable 
legislation; 

• Employees are prohibited from reporting to work while under the influence of non-prescribed 
drugs or alcohol; and 

• Employees on prescription medication or medically approved substances (including medical 
marijuana) must communicate to management any potential risk, limitation, or restriction 
requiring modification of duties or temporary reassignment. 

• Employees must disclose to management if they have a medical condition which may affect 
their ability to safely perform required job tasks. An employee is not required to disclose their 
specific medical diagnosis; however, they are required to provide a note from their doctor and 
cooperate with the accommodation process as required. 

Roles and Responsibilities 

Krown Retail Construction Ltd. will: 

• Clearly communicate expectations surrounding alcohol and drug use, misuse and abuse; 

• Maintain a program of employee health and awareness; 

• Provide a safe work environment; and 

• Review and update this policy on a regular basis. 
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Management will: 

• Identify any situations that may cause concern regarding an employee's ability to safely perform 
their job functions; 

• Ensure that any employee who asks for help due to a drug or alcohol dependency is provided 
with the appropriate support (including accommodation) and is not disciplined for doing so; and 

• Maintain confidentiality and employee privacy. 

Employees must: 

• Abide by the provisions of this policy and be aware of their responsibilities under it; 

• Arrive to work fit for duty, and remain as such for the duration of shift; 

• Perform work in a safe manner in accordance with company established safe work practices; 

• Avoid the consumption, possession, sale, or distribution of drugs or alcohol on company 
property and during working hours (even if off company property); 

• When off duty, refuse a request to come into work if unfit for duty; 

• Report limitations and required modifications as a result of prescription medication; 

• Report unfit co-workers to management; 

• Seek advice and/or appropriate treatment, where required; 

• Communicate dependency or emerging dependency; and 

• Follow the after-care program, where established. 

Suspicion of Impairment 

The following procedure will be enacted if there is reasonable belief that an employee is impaired at 
work: 

1. If possible, the employee's manager/supervisor will first seek another manager/supervisor's opinion 
to confirm the employee's status. 

2. Next, the manager/supervisor will consult privately with the employee to determine the cause of the 
observation, including whether substance abuse has occurred. Suspicions of an employee's ability to 
function safely may be based on specific personal observations. If the employee exhibits unusual 
behaviour that may include, but not limited to, slurred speech, difficulty with balance, watery and/or 
red eyes, dilated pupils, and/or there is an odour of alcohol, the employee should not be permitted to 
return to their assigned duties in order to ensure their safety and the safety of other employees or 
visitors to the workplace. 

3. If an employee is considered impaired and deemed "unfit for work" this decision is made based on 
the best judgment of two members of management and DOES NOT require a breathalyzer or blood test. 
The employee will be advised that Krown Retail Construction Ltd. has arranged a taxi or shuttle service 
to safely transport them to their home address or to a medical facility, depending on the determination 
of the observed impairment. The employee may be accompanied by a manager/supervisor or another 
employee if necessary. 
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4. An impaired employee will not be allowed to drive. The employee should be advised if they choose to 
refuse Krown Retail Construction Ltd. organized transportation and make the decision to drive their 
personal vehicle the company is obligated to and will contact the police to make them aware of the 
situation. 

5. A meeting will be scheduled for the following work day to review the incident and determine a course 
of action which may include a monitored referral program as part of a treatment plan. 

Substance Dependency 

Krown Retail Construction Ltd. understands that certain individuals may develop a chemical dependency 
to certain substances, which may be defined as a disease or disability. Employees are not excused from 
their duties as a result of their dependencies. Krown Retail Construction Ltd. promotes early diagnosis. 
Any employee who suspects that he/she might have an emerging drug or alcohol problem is expected to 
seek appropriate treatment promptly. 

Voluntary Identification 

Employees are encouraged to communicate if they have a dependency or have had a dependency so 
that their rights are protected and they can be accommodated appropriately. Employees will not be 
disciplined for requesting help or due to current or past involvement in a rehabilitation effort. 

All medical information shall be kept confidential by Krown Retail Construction Ltd., unless otherwise 
authorized by law. 

Agreement for the Continuation of Employment 

Krown Retail Construction Ltd. reserves the right to invoke an Agreement for the Continuation of 
Employment in accordance with an employee's commitment to become, and remain alcohol and drug-
free. The Agreement will outline the conditions governing the employee's return to the job and the 
consequences for failing to meet the conditions. 

An Agreement for the Continuation of Employment may include a requirement for drug and alcohol 
testing. 

Disciplinary Action 

Employees will be subject to disciplinary action, up to and including termination of employment for 
failure to adhere to the provisions of this policy, including, but not limited to: 

• Failure to meet prescribed safety standards as a result of impairment from alcohol and/or drugs; 
and 

• Engaging in illegal activities (e.g. selling drugs and/or alcohol while on Krown Retail Construction 
Ltd. premises). 
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MEDICAL AND RECREATIONAL MARIJUANA POLICY 

Intent 

The employees of Krown Retail Construction Ltd. are our most valuable resource, and for that reason, 
their health and safety is of paramount concern. Marijuana will be treated the same as all other 
recreational substances. Krown Retail Construction Ltd. has adopted this policy to communicate its 
expectations and guidelines surrounding marijuana use, misuse, and abuse. 

Guidelines 

Employees under the influence of drugs or alcohol on the job can pose serious health and safety risks 
both to themselves and their fellow employees. To help ensure a safe and healthy workplace, Krown 
Retail Construction Ltd. reserves the right to prohibit certain items and substances from being brought 
on to, or present on company premises. 

Expectations 

The following expectations apply to employees and management alike while conducting work on behalf 
of the company, whether on or off company property: 

• Employees are expected to arrive to work fit for duty and able to perform their duties safely and 
to standard; employees must remain fit for duty for the duration of their shift; 

• Use, possession, distribution, or sale of drugs or alcohol during work hours, including during paid 
and unpaid breaks, is strictly prohibited; 

• Employees are prohibited from reporting to work while under the influence of recreational 
marijuana and any other non-prescribed substances; 

• Employees on medically approved medication must communicate to management any potential 
risk, limitation, or restriction requiring modification of duties or temporary reassignment; and 

• Employees are expected to abide by all governing legislation pertaining to the possession and 
use of marijuana. 

Roles and Responsibilities 

Krown Retail Construction Ltd. will clearly communicate all expectations surrounding marijuana use, 
misuse, and abuse. To help enforce this policy, management and employees are expected to adhere to 
the following: 

Management will: 

• Identify any situations that may cause concern regarding an employee’s ability to safely perform 
their job functions; 

• Ensure that any employee who asks for help due to a drug or alcohol dependency is provided 
with the appropriate support (including accommodation) and is not disciplined for doing so; and 

• Maintain confidentiality and employee privacy. 
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Employees must: 

• Arrive to work fit for duty, and remain fit for duty throughout their shift; 

• Perform work safely in accordance with company-established safe work practices; 

• Avoid the consumption, possession, sale, or distribution of marijuana, other drugs, or alcohol on 
company property, and during working hours even if off company property; 

• When off duty, refuse a request to come into work if unfit for duty; 

• Report limitations and required modifications as a result of medically approved marijuana use; 

• Report unfit co-workers to management; 

• Seek advice or appropriate treatment, where required; 

• Communicate dependency or emerging dependency; 

• Follow the after-care program, where established; and 

• Abide by all governing legislation pertaining to the possession and use of marijuana. 

Medical Marijuana 

Where an employee uses medical marijuana, it is expected they provide a copy of their medical license 
to use marijuana to Krown Retail Construction Ltd. and abide by Krown Retail Construction Ltd.’s 
Accommodation Policy. 

• Employees may only use medical marijuana with a license in their names from a physician. 

• If an employee is required to use medical marijuana while at work, they must inform 
management. An employee is not required to disclose their specific medical diagnosis; however, 
they are required to provide a note from their doctor and a copy of the possession license. 

• All information provided in regard to medical marijuana use is considered confidential and will 
be treated as such, keeping an employee's privacy as a top concern second only to safety. 

• In the event that an employee is taking medical marijuana during regular working hours, they 
are expected to use it in moderation, only at the recommended level of dosage and the 
applicable frequency of the doses. 

• Krown Retail Construction Ltd. asks that, where possible, employees who require medical 
marijuana use a method of ingestion other than smoking. 

• Employees who choose to smoke medical marijuana must abide by all provincial smoking 
regulations. 

• Employees who choose to smoke medical marijuana are not permitted to smoke in the presence 
of other employees. 

• Krown Retail Construction Ltd. will determine an appropriate smoking area for the employee, 
with the goal of maintaining the confidentiality of the employee's medical situation. 

 

Disciplinary Action 

Employees found in violation of this policy may be subject to disciplinary action, up to and including 
termination of employment. Where applicable, Krown Retail Construction Ltd. may also take legal action 
in accordance with the law. 
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DRIVING AND VEHICLE ACCIDENTS 

Employee Must: 

• Maintain a current and valid driver’s license and inform KROWN RETAIL CONSTRUCTION 
LTD. of any loss or suspension. 

• Inspect the vehicle at the start of the shift using the Inspection Form and complete the log 
sheet for mileage. 

• Operate without any influence of any substance that may affect your ability to operate 
safely. 

• Operate the vehicle in compliance with the Highway Traffic Act. 

Safe Driving Guidelines: 

• All vehicles must be operated in accordance with provincial and municipal legislation. 

• No vehicle is to be operated while under the influence of any substance that may impair 
your ability to operate safely. 

• Vehicles are to be inspected at the start of each shift. 

• Safety and/or mechanical issues are to be recorded and reported to your supervisor. 

• Any incident involving company vehicles is to be reported to your supervisor. 

Vehicle Incidents: 

In the event that an employee is involved in a traffic accident while operating a company vehicle, 
the following procedure applies: 

1. Remain at the scene of the accident. 
2. Take care of any injured person(s) without placing yourself in danger. 
3. Call 911 if there are any injuries requiring medical aid. 
4. Call the office. 
5. Document the incident as best as you can by obtaining the following information: 

a. Date and time of the incident 
b. Location (street name and direction of travel) 
c. Names and phone numbers of witnesses 
d. License plate numbers 
e. Insurance information (policy holder, number, and phone number) 
f. Current road conditions (dry, wet, snow covered, icy) 
g. Other environmental conditions (darkness, fog, sun in eyes) 
h. Traffic conditions (light, moderate, or heavy traffic) 
i. Approximate speeds of vehicles involved in accident 
j. If possible, create a diagram of the scene showing lane positions at the time of the 

accident 
k. Take pictures of the accident scene from as many different angles as possible 

6. All information is to be provided to the Health and Safety Coordinator. 
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ENVIRONMENTAL/WASTE POLICY 

Purpose: 

The purpose of this policy is to ensure that systems are established and personnel are aware of 
environmental issues during work activities. This procedure defines the environment as all activities 
within the jobsite/work environment which may impact the health of individuals, water, air, or land. 

Responsibilities: 

1. All subcontractors/employees will ensure that, where practical, all building materials and 
equipment utilized will not impact the environment. 

2. Maintain compliance with environmental regulations while conducting business. 
3. Manage all hazardous materials in a manner which protects the environment and as 

prescribed by the manufacturer. 
4. Ensure environmental awareness training is provided and monitored with employees. 
5. Report all conditions which may impact the environment in a timely manner to the 

authorities. 
6. Where possible, recycle and reuse materials in a bid to reduce the impact on the 

environment. 
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DISCIPLINARY PROCEDURES 

KROWN RETAIL CONSTRUCTION LTD. uses a progressive discipline system, which is defined as “a 
system of increasingly significant measures that are utilized to provide feedback to employees so 
that they can correct performance or conduct problems. It is used to administer equitable and 
consistent discipline for unsatisfactory conduct in the workplace and correct behaviour”. 

 

First Offense – Verbal Warning 

A verbal warning will be given to an employee who is in violation of the safety policy or the 
Occupational Health and Safety Act. 

Second Offense – Written Warning 

A written warning will be given after a verbal warning. A copy of the warning will be placed in the 
employee’s file. 

Third Offense – Suspension 

A third warning will result in a suspension and removal from the jobsite. 

Fourth Offense – Termination 

An employee who is in violation of the safety policy or the Occupational Health and Safety Act for 
the fourth time will be terminated. 

 

In the event that the infraction committed by an employee merits a higher level of discipline due to 
the severity of the infraction, KROWN RETAIL CONSTRUCTION LTD. may skip steps in the discipline 
process as they see fit. 

Every disciplinary action will be documented, including verbal disciplines. 

Foreman/Supervisor: 

1. Request the office to check the employee’s file for previous disciplinary actions to accurately 
determine the correct level of action required. 

2. Obtain the Employee Correction Form (as located on the company website). 
3. Forward the original form to the office. 
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WORKER RIGHTS 

Workers have the right to actively participate in their own health and safety by asking questions 
about job tasks and hazards and responding to questions asked by the worker’s Health and Safety 
Representative and Foreman. Workers can formally exercise their right to participate by being a 
Worker Health and Safety Representative or voting for their Worker Representative. The 
Occupational Health and Safety Act states “a worker may refuse to work or do particular work 
where he or she has reason to believe it is unsafe”; 

RIGHT TO REFUSAL 

(STAGE 1): 

• A worker who exercises their right to refuse must advise their supervisor immediately. 

• A supervisor will immediately contact the Health and Safety Representative, if present at the 
workplace. 

• The Health and Safety Representative, Supervisor, and refusing worker will investigate the 
concern. 

• If the investigation results in an agreement that a hazard exists, then the supervisor must 
take the necessary steps to control the hazard. 

• When there is consensus that the hazard has been controlled and the worker feels it is safe 
to return to work, then this will end the procedure. 

• The Work Refusal Form will be completed and signed by all parties and the worker returns 
to work. 

If the investigation does not result in agreement that a hazard exists and the worker still feels 
they have “reasonable grounds” to refuse, proceed to Stage 2. 

(STAGE 2): 

• The Supervisor or Health and Safety Representative will call the local Ministry of Labour 
office and advise them of the work refusal and the circumstances. 

• Pending the arrival investigation of the Ministry of Labour Inspector, the refusing worker 
may be assigned to other, reasonable duties (these duties must be consistent with normal 
tasks performed by the worker). 

• The Ministry of Labour Inspector will investigate the concern that caused the refusal. 

• The Inspector will give their decision to the worker, management representative/supervisor 
and Health and Safety Representative in writing. 

• Changes are made if required/ordered, and the worker returns to work. 

  



46 | P a g e  

 

 

SITE ACCIDENT PREVENTION PLAN 

• Document and post all emergency contact numbers in a visible location. 

• Place all on-site posters (located in the Start-Up Binder) in a visible location. 

• Identify and communicate the location of power, water, and electrical shut-offs and 
disconnects in the space/jobsite. 

• Establish a First Aid Station. 

• Ensure everyone on site knows where to locate the Health and Safety Binder. 

• Prior to a new employee starting on the jobsite, he/she must view the “New on the Job” 
video. Ask management for the video if it is not in the Health and Safety Binder. 

• Complete the Jobsite Inspection Checklist weekly. 

 

EMERGENCY EVACUATION PLAN 

• If, for any reason, the facility must be evacuated, the employees will be advised verbally to 
evacuate. 

• All employees must leave the facility by the nearest safe exit and meet at their pre-
determined designated meeting point. 

• Once at the designated meeting point, employees must not leave the point and must not re-
enter the building for any reason. 

• Trained individuals should provide first aid to any injured person(s). 

• If you are requested by the Evacuation Coordinator to greet emergency personnel, follow 
this direction and, when the emergency personnel arrive, direct them to the emergency 
coordinator location. 

• Do not speak with the media. 

• Follow the directions of the Evacuation Coordinator, if necessary. 

• Take a visual look around to notice all co-workers and take note of anyone missing. Report 
missing persons to the Evacuation Coordinator. 

EVACUATION COORDINATOR: 

All Site Supervisors will assume the role of Evacuation Coordinator for their site. The 
responsibilities of the Evacuation Coordinator are as follows: 

• Exit the building and go to the designated meeting area. 

• Perform a head count. 

• Obtain the visitor’s sign-in log book. 

• Call Emergency Personnel as located on the posted Emergency Plan. 

• Send personnel to the entrances of the property to stop any unwanted persons from 
entering the premises and to also greet Emergency Personnel. 

• Take direction from the Emergency Personnel when given. 

• Give the all clear to re-enter the building when directed by the emergency responders that it 
is alright to do so. 
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GENERAL PRECAUTIONS: 

• Always keep an exit at your back to ensure never getting trapped. 

• Never re-hang a fire extinguisher after use. 

• Ensure extinguishers are recharged. 

• Replacement extinguishers must be provided while used extinguishers are being recharged. 

• Fire extinguishers must be easily accessible. 

• Only trained, confident personnel should attempt to fight a fire. 

If you spot a fire: 

• Call the Fire Department (911) immediately, regardless of the size of the fire. 

• Verbally sound the fire alarm (pull the alarm switch). 

• Use the nearest fire extinguisher to fight the fire only if the fire is small and you feel it is safe to 
do so. 

• If not, leave the area and evacuate the building, closing all doors behind you. 

• Report to the EVACUATION AREA for a head count. 

• DO NOT return to the building until it is declared safe to do so by the Fire Department or the 
Evacuation Coordinator. 

 

If you hear a fire alarm or fire alarm signal, STOP what you are doing and  
shut down equipment, if applicable. 
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FIRST AID 

First Aid: Includes, but is not limited to, cleaning minor cuts, scrapes or scratches, treating a minor burn, 
applying bandages and/or dressings, cold compress, cold pack, ice bag, splint, changing a bandage or a 
dressing after a follow-up observation visit and any follow-up for observation purposes only. 

First Aid Attendant: An individual who holds a certificate for Emergency First Aid. 

First Aid Attendant: 

Upon being informed of an injured or ill worker, a qualified First Aid Attendant shall: 

• Attend to the injured/ill party and administer the proper treatment 

• Record all first aid treatment or advice 

• Assist in ensuring that subsequent medical treatment is provided, if necessary 

First Aid Station shall contain the following: 

1. A First Aid Kit containing the items required, according to the site size, and located in a common 
place. 

2. A notice board displaying a WSIB poster. 
3. Emergency Response Poster naming the First Aid Attendant and who is a holder of a valid St. 

John’s Ambulance Standard First Aid Certificate, or its equivalent. 
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INJURY AND ILLNESS REPORTING 

Occupational Illness: Any time a person is over-exposed to a chemical, physical, biological agent, or 
ergonomic condition that results in harm to the person’s body. 

Occupational Injury: Any contact between a person and an object or substance, usually immediately, 
resulting in physical harm to the person’s body. 

All workers or contractors sustaining an injury or occupational illness must verbally report their 
condition to a supervisor or manager immediately. 

Foreman: 

Upon being notified of an injury or illness, the manager or supervisor shall: 

• Immediately ensure first aid is provided from a qualified individual. 

• In cooperation with the First Aid Attendant and the injured worker, complete a First Aid Log 
Form, noting all the details of the illness or injury.  

• Determine if subsequent medical aid is necessary. If so, the foreman will arrange transportation. 
INJURED/ILL WORKERS ARE NOT TO DRIVE THEMSELVES TO A HOSPITAL OR DOCTOR. 

• Inform the Worker Representative and ensure a proper investigation is carried out if the injury 
meets the standard for accident investigation. 

• Ensure that any worker who requires medical attention away from the workplace will receive 
full pay for the balance of the regularly scheduled shift for the day of injury. 

• Determine if the injury or illness that occurred has the potential to reoccur and take the 
appropriate steps to prevent reoccurrence. 

• Provide the completed original form to the office for filing. 

First Aid Provider: 

Upon being informed of an injured or ill worker, a qualified First Aid Attendant shall: 

• Attend to the injured/ill party and administer proper treatment. 

• Record all first aid treatment or advice. 

• Assist in ensuring that subsequent medical treatment is provided, if necessary. 

Office/Project Manager: 

Upon receiving a completed First Aid Log Sheet, the office must: 

• Add the injury/illness to injury statistics for tracking. 

• Log the recordable first aid in the employee’s file. 

• Ensure WSIB is notified within 72 hours if it is a reportable injury via Form 7 “Employer’s Report 
of Injury”. 
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EMERGENCY RESPONSE ACTION PLAN 

KROWN RETAIL CONSTRUCTION LTD. is committed to supporting the welfare of its employees and 
visitors to the premises. The purpose of the KROWN RETAIL CONSTRCUTION LTD. Emergency Response 
Plan is to ensure human safety, minimize damage to property, and assure rapid and responsive 
communication to all parties involved. This plan has been created to address, in a coordinated and 
systematic manner, all types of emergencies affecting KROWN RETAIL CONSTRUCTION LTD.  

This plan will establish processes and procedures for appropriate responses to major emergencies, and 
assign roles and responsibilities for the implementation and execution of the plan in the event of an 
emergency or catastrophe. The guidelines shown in this plan are intended to keep employees of KROWN 
RETAIL CONSTRUCTION LTD. prepared should the KROWN RETAIL CONSTRUCTION LTD. premises and/or 
facilities become unsafe due to calamity. 

1. Notify emergency personnel immediately – 911 

2. Take command and remain calm 
3. Maintain human safety as a #1 priority 
4. Give first aid as necessary 
5. Designate a person to guide Emergency Response Vehicles 
6. Isolate the area and shut down any power sources, if needed 
7. Once the Emergency Response Team has arrived, 

a. Photograph immediately 
b. Written witness account immediately 
c. Fill out incident report 

8. Advise management of the incident or accident to verify integrity of the area and plan a course 
of corrective action. 

9. Execute any repairs systematically 
10. Keep job schedule on track 

Seek to correct by reacting proactively to any unwelcome situation. The goal is to correct a mistake in a 
timely manner with as little interruptions as possible. 
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Guidelines 

In general, KROWN RETAIL CONSTRUCTION LTD. employees must report an emergency event 
immediately to a member of management or other appropriate authority. 

Not all emergencies will require the same level of response. Appropriate responses will be dictated by 
the severity of the event and its effect on the health and safety of employees, visitors, and property. 
Only DONNA WALTER or an appointed designee has the authority to declare a state of emergency for 
KROWN RETAIL CONSTRUCTION LTD. and can activate this plan. 

Fire and/or Smoke 

• Rescue anyone in immediate danger. 

• Alert employees of the fire and its location. Activate the nearest fire alarm. Contact the local fire 
department by calling 911 and follow any and all instructions. Assign someone to guide the 
response personnel directly to the fire. 

• Contain the fire if it is relatively safe to do so. Close all doors, fire doors, and windows near the 
fire. Shut off all fans, ventilators, and air conditioners. 

• Extinguish the fire if it is small. Obtain the nearest fire extinguisher and pull out the safety pin. 
Aim the fire extinguisher nozzle low, at the base of the fire, depress the trigger, and move the 
nozzle slowly upward with a sweeping motion. 

• Do not aim the nozzle at the middle or the top of the flames. 

• If the fire cannot be extinguished, evacuate the building immediately. 

• Keep low to the floor to avoid smoke inhalation. 

• Close all doors behind you as you leave. 

• Report to the designated Emergency Evacuation Area (insert location). 

• Immediately report any employee(s), customer(s), visitor(s), contractor(s), or individual(s) who 
have remained in the building or refused to leave. 

• Do not return until it has been declared safe to do so by the Fire Department. 

If you are unable to leave your work station or have been forced to return to it due to fire or heavy 
smoke: 

• Close all doors to prevent the entry of smoke and fire. 

• Dial 911 to notify the authorities and inform them of who and where you are. 

• Signal to the fire fighters, by any means possible, to draw attention to yourself. 

• If possible, seal all cracks where smoke can get in. 

• Crouch low to the floor if smoke begins to enter your area. 

• Move to the nearest protected location in the room or area. 

• Wait to be rescued and remain calm. 

• Do not leave the area. 

• Do not panic or jump. 

• Listen for instructions or information which may be given by authorized personnel. 
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Alternative Formats 

KROWN RETAIL CONSTRUCTION LTD. is dedicated to ensuring the health and safety of all of our 
employees, volunteers, visitors, customers, and guests. As such, we will provide our Emergency 
Response Plan in a format that takes into consideration individual needs. 

It is critical that all of our employees, visitors, customers, and subcontractors are aware of and 
understand our Emergency Response Plan. If the information provided to you is unclear or is in a format 
that prevents you from fully knowing and understanding our process, please contact the following 
person as soon as possible: 

Donna Walter 

519-900-5547 ext. 201 
donna@krownretail.com 

KROWN RETAIL CONSTRUCTION LTD. will work with the individual, as soon as practicable, to identify 
solutions and options that take into consideration their individual needs. 

  

mailto:donna@krownretail.com
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INCIDENT AND ACCIDENT INVESTIGATION 

The sole purpose of the investigation is to determine the cause of the accident so that future 
occurrences can be prevented. 

SUPERVISOR’S RESPONSIBILITY 

Supervisors are responsible for the investigation that follows any accident requiring medical attention. 
All investigations are to be recorded in ink and submitted to the office within twenty four (24). The 
following Report of Accident or Incident should be filled out immediately after the injured person has 
received medical attention. Any incident must be reported to the office by phone immediately. Report 
the incident or accident to your immediate supervisor or department head. 

SUPERVISOR AND MANAGEMENT RESPONSIBILITY 

These individuals are required to complete the accident report and to determine the “basic cause(s)” of 
the accident or incident. Therefore, it is vital to report all accidents and incidents immediately to allow 
for a thorough investigation to occur, if necessary. 

This allows the accident investigation to take place and to advise the appropriate agencies. All non-
reported incidences will be assumed that the incident was non-work related. 

MANAGEMENT RESPONSIBILITY 
**Report critical injury accidents to the ONTARIO MINISTRY OF LABOUR** 

In the event the injury resulting from this accident is considered critical by definition, the Ontario 
Ministry of Labour must be notified by a company representative. If a fatal accident has occurred, they 
will conduct their own investigation, most likely in conjunction with the police and other officials. If it 
falls into any other critical injury, they may not investigate immediately, but do require notification and 
a written accident report within forty eight (48) hours of the injury. 

WSIB Form 7 must be completed and sent to the Workplace Safety and Insurance Board within three (3) 
days. 
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DEFINITIONS OF ACCIDENT 

Accident: A work-related circumstance involving a series of events and conditions that directly results in 
a personal injury to an employee, contractor, or visitor. 

First Aid Accident: A minor work-related circumstance involving a series of events and conditions that 
results in a personal injury to an employee, contractor, or visitor where first aid must be or is 
administered at the work place. In such cases, the injured person does not seek any further medical 
assistance and remains at the work place to complete their shift. 

Lost Time Accident: A work-related circumstance involving a series of events and conditions that 
directly results in a personal injury to an employee, contractor, or visitor where medical aid is 
administered by a medical professional. However, the injured person does return to work for their next 
regularly scheduled shift and has no limitations.  

Critical Injury Accident: A work-related injury which has fatally injured a worker, contractor, or visitor, 
or a life-threatening injury to an employee, contractor, or visitor where, if the circumstances had been 
slightly different, a fatal injury would have occurred. 

• Places life in jeopardy 

• Causes unconsciousness 

• Results in a substantial loss of blood 

• Involves the fracture of a leg, arm, hand or foot, but not a finger or toe 

• Involves the amputation of a leg, arm, hand or foot, but not a finger or toe 

• Consists of burns to a major portion of the body; or 

• Causes the loss of sight in an eye 
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DEFINITIONS OF INCIDENT 

Incident Definitions 

Incident: A work-related circumstance involving a series of events and conditions that does not result in 
a personal injury to an employee, contractor, or visitor, but results in a loss to the company and, under 
different circumstances, had the potential to become an accident. This includes, but is not limited to, 
near misses, property damage, unsafe acts and/or conditions, and equipment malfunctions or failures 
(defined below). 

Near-Miss Incident: A work-related circumstance involving a series of events and conditions that could 
have resulted in a personal injury to an employee, contractor, or visitor, or damage to property if the 
circumstances had been slightly different. 

Environmental Incident: A work-related circumstance involving a series of events and conditions that 
result in the release or potential release of materials which are hazardous to the environment. 

Property Damage Incident: A work-related circumstance involving a series of events and conditions that 
results in damage to company property or equipment that could have resulted in a personal injury to an 
employee, contractor, or visitor if the circumstances had been slightly different. 

Unsafe Work: A work-related circumstance involving unsafe acts events and/or unsafe conditions that 
could result in an accident or incident. 
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                        FIRST REPORT OF ACCIDENT OR INCIDENT 

This report is to be completed immediately by Project Management staff or any KROWN RETAIL 
CONSTRUCTION LTD. employee upon learning or gaining knowledge of an accident occurring that lead 
to personal injury or property damage. This report is to be reviewed by the Project Manager and 
other key personnel before submission of the information to the Workers Compensation carrier. 

 NATURE OF INCIDENT  

Bodily Injury: 

☐ Medical attention required 

☐ Fatal 

Property Damage: 

☐ Client Property     ☐ Adjacent Tenant 

☐ Mall Property       ☐ Krown 

Other (brief explanation): 

Date of Incident: Time: Estimated Costs: Actual Costs: 

Krown Job #: Job Address: 

Superintendent: Person with most control of Accident/Incident: 

ADDRESS OF INCIDENT (if different than Job Address) 

Street Address: 
 

City: Province: Postal Code: 

INJURED/AFFECTED PARTY 

Name: Daytime Phone Number: 

Street Address: City: Province: Postal Code: 
 

WITNESS (attach additional sheets if necessary) 

Name: Daytime Phone Number: 

Street Address: City: Province: Postal Code: 
 

EXPLANATION OF INCIDENT (attach additional pages if necessary, as well as photos of 
injury/accident): 
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ERGONOMICS AND MANUAL MATERIAL HANDLING 

The purpose of understanding ergonomics and manual material handling is to define the process for 
controlling employee exposure to ergonomic hazards that can result in ergonomic injuries. 

Ergonomics: The study of the relationship between humans, machinery, and the working environment. 

Musculoskeletal Disorders (MSD’s): Injuries and disorders of the musculoskeletal system.  The 
musculoskeletal system is comprised of the following: 

• Muscles and tendons 

• Nerves 

• Bursa 

• Blood vessels 

• Joints/Spinal Discs 

• Ligaments 

Acronyms: 

• Carpal Tunnel Syndrome (CTS) 

• Repetitive Motion Injury (RMI) 

• Cumulative Trauma Disorder (CTD) 

• Repetitive Strain Injury (RSI) 

Ergonomic Risk Factors 

It is important to understand what MSD hazards are prior to attempting to recognizing them in the 
workplace.  The primary MSD hazards are force, fixed or awkward postures, repetition and contact 
stress. 

Force 

Force refers to the amount of effort made by the muscles and the amount of pressure on body parts as 
a result of different job demands.  When a task requires an employee to exert a level of force that is too 
high for any muscle, it can damage the muscle or related tendons, joints, and other soft tissues. 

With force, it is important to consider not just the amount of force, but also: 

• How long the force needs to be exerted 

• How many times the force is exerted in a given time period 

• The posture used when exerting the force 

Fixed or Awkward Postures 

Posture is another name for the position of various Parts of the body during any activity.  For most 
joints, a good or neutral posture means that the joints are being used near the middle of the full range 
of motion. 

The farther a joint moves from either end of its range of motion or neutral position, the more awkward 
or poor the posture becomes and the more strain is put on the tendons and ligaments around the joint. 
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With posture, it is also important to consider the following: 

• How long a specific posture is held 

• How many times an awkward position is used in a given period of time 

• The amount of force being exerted when an awkward posture is used 

Workstation Set-Up 

For employees who work primarily at a desk, the following information will provide some assistance; 
however, a proper ergonomic workstation assessment should be performed.  An assessment would 
examine items such as: 

• Phone Location • Lighting Levels 

• Foot Support • Desk Height and Position 

• Type and Positioning of Chair • Writing Comfort 

• Mouse Location • Stapler Use 

• Keyboard/Wrist Rest • Job Variety/Exercise 

• Document Holder • Repetitive Activities 

• Monitor Location and Height  

 

Repetition 

The risk of developing an MSD increases when the same parts of the body are used repeatedly, with few 
breaks or chances for rest.  Highly repetitive tasks can lead to fatigue, tissue damage, and eventually 
pain and discomfort. 

With repetitive tasks, it is important to consider the following: 

• How long the tasks are performed 

• The posture required 

• The amount of force being used 

Note:  Performing any task for too long without taking a break can also lead to pain and discomfort. 

Contact Stress 

Contact stress occurs when contact between a body part or a hard or sharp object puts pressure on the 
skin and the underlying tissues. 

Additional ergonomic factors to consider include: 

• Grip 

• Vibration 

• Thermal Conditions 

• Work Organization 
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Grip 

The type of grip that is used affects the level of MSD risk.  Examples of factors that increase the risk of 
MSD when gripping include: 

• Handles or items too large or small 

• Objects that are slippery or irregularly shaped 

• Vibrating tools or objects 

• Heavy or bulky gloves 

• Cold hands 

Vibration 

Whole body vibration from driving puts stress on the spinal tissues.  Vibration from hand tools affects 
your hands, fingers, and arms.  Other factors to consider include how tightly the tool is gripped and 
whether your hands are cold. 

Work Organization 

Refers to the way a job is organized.  Work organization factors relevant to MSD risk include: 

• Staffing Levels 

• Workload Schedule and Pacing 

• Monotonous Tasks 

• Communication and Feedback 

• How much control employees have over how they complete their job 

Manual Material Handling 

Manual material handling tasks may expose employees to physical risk factors.  The main risk factors or 
conditions include: 

• Awkward postures such as bending and twisting 

• Repetitive motions such as frequent lifting, reaching, and carrying 

• Forceful exertions such as carrying, lifting, or pushing heavy loads 

• Pressure points 

• Static posture such as maintaining a fixed position for an extended period of time 

Guidelines for Safe Lifting 

• Minimize the distances over which loads are lifted and lowered 

• Use mechanical devices (drum lifters, hoists, forklift) whenever possible 

• Test the load for stability and weight before carrying the load 

• Clear spaces to improve access to materials or products being handled as easy access allows you 

to get closer and reduces reaching, bending, and twisting 
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• Use of stretching exercises is recommended 

• Plan the lift; lift only as much as you can safely handle by yourself 

• Keep the lifts in your “power zone” (i.e. above your knees, below the shoulders, and close to 

the body), if possible 

Ergonomic Principles 

The following points represent an overview of main ergonomic principles: 

• Keep everything within easy reach as long reaches can strain the body and make work more 

difficult, decreasing efficiency 

• Keep frequently used items within reach 

• Work at proper heights as a mismatch between people and the work that they are doing results 

in work being performed in non-neutral postures, which can contribute to fatigue, discomfort, 

or muscular skeletal injury 

• Work in neutral posture  

• Tools, equipment, and parts that place the body in neutral postures will increase productivity 

and prevent injuries 

• Maintain a comfortable environment, lighting, and temperature 

• Provide mobility and posture change 

Responsibilities 

Supervisor 

• Ensure all new and existing employees are trained in manual material handling and ergonomics 

• At least annually, identify and prioritize jobs with a high-risk potential of causing an ergonomic 

injury with the worker health and safety representative.  A job hazard analysis can be performed 

to help identify the jobs with high ergonomic risk potential 

• Consult with an employee who performs a job or uses a piece of equipment that represents a 

high ergonomic hazard on how to control the ergonomic hazard 

• Review in conjunction with the worker health and safety representative any new equipment 

purchases for ergonomic hazards 

Employee 

• Report signs and symptoms or MSD’s to your employer 

o Signs and symptoms include numbness and tingling in arm, wrist, hand, etc. 

• Assist in assessing work stations for ergonomic hazards and recommending solutions 
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EARLY AND SAFE RETURN TO WORK (RTW) 

KROWN RETAIL CONSTRUCTION LTD. will make every effort to help an injured employee to stay at work 
(SAW) or to return to work (RTW). The RTW program will ensure that, as a company, we are committed 
and able to supply modified/accommodated duties to all employees, where possible, without undue 
hardship. 

Definitions: 

Modified Duty: A modification of an employee’s regular duties, allowing the employee to carry out the 
work assigned within the employee’s capabilities. 

Suitable Work: 

• Work that is safe and within the worker’s functional physical capabilities 

• The worker has the skills to do (or can acquire the skills to do) 

• Does not present a health or safety risk to either the worker or his/her coworkers 

• Restores the worker’s pre-injury earnings as close as possible 

Transitional Work: When an injured employee, while active in an Early and Safe Return to Work 
Program is temporarily performing activities other than their pre-injury activities during the recovery 
period of their work-related injury. 

RETURN TO WORK PLAN 
Management will develop a Return to Work Plan with their injured employee once a suitable work 
assignment is identified and agreed upon. A copy of this will be sent to WSIB. 

Forms Required to Complete the Return to Work Program: 

• Doctor/Company Contract Letter 

• Workers Report of Injury Form 6 

• Employer Report of Injury/Disease Form 7 

• Employers Subsequent Statement Form 9 

• Workers Progress Form, Form 41A 

• Employers Progress Report Form 42A 

• Functional Abilities Form (FAF) 2647A 

• Return to Work Contract Record 

• Offer of Modified Work Assignment 

• Return to Work Progress Report 

• Guide to Functional Abilities Form 

• Reference Guide to Form 7 Form 1907A 

• Return to Work Timeline 
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ROLES AND RESPONSIBILITIES 

Employer: 

• Get first aid immediately, if needed 

• The employer arranges and pays for transportation for medical care, if needed 

• The employer pays wages for day of injury 

• The employer reports the injury/illness to the WSIB within three (3) days if it involves: 
o Health care treatment 
o Time off work 
o Lost wages using Form 7 

• Investigate the accident 

• Contact your worker as soon as possible after the injury 

• Maintain communication throughout their recovery and return to work 

• Attempt to provide suitable work. In other words, work that: 
o Is safe and within your worker’s (functional) physical capabilities 
o Your worker has the skills to do (or can acquire the skills to do) 
o Restores your worker’s pre-injury earnings as closely as possible 

• Provide a Return to Work package (doctor’s letter, Functional Abilities Form (FAF), date for 
meeting on return to work, if needed) 

• Document the RTW plan and provide a copy to the work and WSIB 

• With your worker, develop a RTW plan 

• Review the RTW plan to ensure it is current and reflects the injured worker’s functional abilities. 
If changes are needed, revise the RTW plan and copy the worker and WSIB 

• Monitor the progress of the employee’s modified duties through bi-weekly meetings with the 
employee and supervisor. Ensure medical follow-up is obtained at a pre-arranged schedule (as 
determined in the RTW plan) 

Supervisor: 

• Advise the employee (injured worker) of the availability of transitional work and provide the 
required forms 

• Assist in both the creation and support of the employee’s RTW plan 

• Maintain communication with the employee on modified duties and monitor their progress and 
effectiveness of the plan 

• Inform other employees in the department as may be required 

• Communicate and assist in the evaluation of the plan’s effectiveness through regular meetings 
scheduled with the employee 

• Communicate with the injured worker regularly and document the communication 

• Schedule bi-weekly sit-down meetings with the employee (injured worker), as appropriate 

Employee: 

• Report the injury to employer or supervisor 

• Get proper medical treatment immediately following a work-related injury or illness and follow 
the recommendations of the health professional 
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• Take RTW package provided by the employer to their health care professional and return the 
FAF as soon as possible 

• Complete a Form 6 Worker’s Report of Injury and return it to WSIB 

• Participate and be in regular contact with supervisor 

• Take an active role in developing their RTW plan 

• Communicate any concerns to their employer or supervisor 

• Obtain the necessary forms from the treating health care professional, as may be required, by 
the employer 

• Ensure that appointments with health care professionals are continued while on modified duty. 
These appointments are to be arranged whenever possible during non-workhours 

• If prescribed medication is taken, inform your foreman immediately as to the type of medication 
and dosage so that appropriate documentation is maintained and informed decisions on the 
RTW plan can account 

• Co-operate with all requests for documentation as required by WSIB and the employer 

• Attend all scheduled RTW meetings 

• To communicate any changes/modifications needed to their RTW plan as soon as they are 
known to their supervisor 

• Every effort must be made to attend work when given an RTW plan. If you are unable to do so, 
you must notify your supervisor 

Health Professional(s): 

• Provide up-to-date functional abilities information, as scheduled or upon request 

• Fill in the forms, as requested 

• Act as a resource and provide information on injured/ill worker’s capabilities 

Workplace Safety and Insurance Board (WSIB): 

• Process information on a timely basis to provide service and support to both the employer 
and employee 

• Act as a resource and provide information to the employer 

• Assist to resolve disputes 

Reporting Requirements to the WSIB 

• Wage changes 

• Changes in duties/duration of program 

• Failure of the worker to cooperate; failure to provide required/requested information 

• End of the program – Notification of Return to Work at Full Capacity 

PROCEDURE: Return to Work Process 

• All employees are required to report any injury/illness to their supervisor immediately, or as 
soon as is reasonable – as per the “Injury/Illness Reporting Procedure” 

• Upon learning of a work-related injury/illness, the employee’s supervisor will follow the 
“Injury/Illness Reporting Procedure” (not included in this module) 
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COMMUNICATION: 

• Revisions or modifications of this procedure will be communicated to the supervisor. The 
supervisor will then communicate any revisions to their employees immediately, if required, 
or at the next scheduled team meeting. 

• A quarterly summary of injuries/illnesses will be prepared by the supervisor and submitted 
to the employer for review and corrective action, as needed. 

• This procedure will be reviewed annually. Only the (owner) employee has the authorization 
to make any changes to the procedure. 

The method of communication referred to in the RTW Plan includes by phone, fax, or written. Any 
phone contact must be documented. Both parties (supervisor and employee (injured worker)) are 
responsible for maintaining the documentation on the RTW Plan. 
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ACCESS TO FORMS/POLICY 

Every worker has access to each and every form through the following means: 

• WEBSITE ACCESS: www.krownretail.com 
o Every contractor and worker has access to this policy through the access of the link 

above 

• HEALTH AND SAFETY REPRESENTATIVE: The Health and Safety Representative will have a 
binder with all hard copies of the forms 

• SUPERVISOR: Each Supervisor has access to the Start-Up Binder, in which the hard copy of 
this policy is found 

• EMPLOYEES: A hard copy of this policy and website access is given at orientation 

 

 

 


