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KINGSWAY.LAMBTON

UNITED CHURCH

OCCUPATIONAL HEALTH & SAFETY

OVERVIEW & EXECUTIVE SUMMARY

Kingsway-Lambton United Church (“the Church”) takes its responsibilities for health and safety seriously and as a
minimum standard we will comply with Ontario’s Occupational Health and Safety Act as well as Workplace
Hazardous Materials Information System (WHMIS) and any other related legislation.

We will take all reasonable precautions to protect employees, contractors, volunteers, congregants, adherents,
visitors, and any other individuals who may be onsite and are committed to promoting a safe and healthy
workplace. However, the focus of the Policy & Procedures document is on the Church EMPLOYEES whether full-
time, part-time, or on contract.

Protecting employees from injury or occupational disease from accidents or incidents is a continuing objective. We
believe most accidents are preventable and active participation at all levels will help ensure accidents are avoided.
All employees have a duty to report unsafe work conditions and must refrain from any actions or activities that
could jeopardize the health and safety of others along with working to reduce the risk of injury.

We understand the importance of safety to the well-being and productivity of our employees and strive to
safeguard the workplace from injury and malfeasance through negligence. We will insist on safe working methods
and practices because we believe ....

WORKING SAFELY IS EVERYONE’S RESPONSIBILITY

In pursuit of our commitment, what follows is a document that outlines the detailed ways and means the Church
intends to honour its commitment to health and safety of Church employees.

There are 5 major sections and they are:

1. Reiterate the legislated requirements of Occupational Health and Safety Act and the three important rights
this legislation gives to workers;

2. Outline key procedures to be followed;

3. Provide detailed descriptions of the responsibilities of all those involved in the Church’s commitment to
health and safety of its employees;

4. Present a visual documentation of the stages involved in our three major Occupational Health & Safety
business processes;

5. Present sample forms, logs and processes to be used to track and monitor health and safety activities.

This document also includes a recommended Implementation Strategy to introduce and maintain Occupational
Health and Safety processes at Kingsway-Lambton United Church.
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KINGSWAY-LAMBTON UNITED CHURCH OCCUPATIONAL HEALTH & SAFETY

EMPLOYEE

ACKNOWLEDGEMENT AND AGREEMENT

I acknowledge that | have read and understand Kingsway-Lambton United Church’s Health and
Safety Policy and Procedures documentation.

I have successfully completed related training provided by the Ministry of Labour (Worker Health
& Safety Awareness) and have provided my Ministry & Personnel Representative with a copy of
my completion certificate.

| agree to adhere to these policies and procedures and understand that if I violate the rules and

responsibilities set out in these documents, | may face disciplinary action up to and including
termination of employment.

Name:

Signature:

Date:
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KINGSWAY-LAMBTON

UNITED CHURCH

POLICY STATEMENT

It is the desire of Kingsway-Lambton United Church (“the Church”) to provide a safe workplace, safe equipment,
and proper work materials and to establish and insist on safe working methods and practices at all times.

The Church takes its responsibilities for health and safety seriously and will ensure a safe workplace for its
employees and endeavour to create a culture of safety for all.

The Church will meet its obligations regarding Occupational Health & Safety (including workplace harassment,
violence, and discrimination). As a minimum standard, we will comply with the Occupational Health and Safety
(OH&S) Act, Workplace Hazardous Materials Information System (WHMIS) along with any other pertinent

legislation.

LEGISLATED REQUIREMENTS

The Occupational Health and Safety (“OH&S”) Act requires:

An OH&S Representative be elected by an open vote of the staff.
An OH&S Supervisor be designated:
v" The Chair, Ministry & Personnel Committee is the de facto “Supervisor” of all staff for the
purposes of the Act. J
v" The Chair, Property Committee also plays a key role in ensuring the ongoing success of the
OH&S processes.
All staff as well as the OH&S Supervisor must successfully complete required Ministry of Labour
training program.
Occupational Health and Safety posters are to be displayed in visible places and any explanatory
material prepared by the Ministry of Labour, Training and Skills Development that outlines the
rights, responsibilities and duties of workers will be made available.

THE RIGHTS OF WORKERS

The Occupational Health and Safety Act gives workers three important rights:

The right to know about hazards in their work and to get information, supervision, and instruction
to protect their health and safety on the job.

The right to participate in identifying and solving workplace health and safety problems with the
elected Health and Safety Representative.

The right to refuse work that they believe is dangerous to their health and safety or that of any
other worker in the workplace.
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KINGSWAY-LAMBTON UNITED CHURCH OCCUPATIONAL HEALTH & SAFETY

PROCEDURES

The Church will take all reasonable precautions to protect its employees, provide a safe and healthy workplace and every
effort to ensure a safe environment for all others on the Church premises. However, this goal cannot be accomplished
without the active participation of all.

Everyone must refrain from any actions or activities that could jeopardize the health and safety of others and must work
to reduce the risk of injury. The key to success lies in the willingness of each individual recognizing his/her responsibility
to actively promote and support accident and injury prevention efforts and to report any conditions they feel to be
unsafe.

1. Health and Safety education and training is to be undertaken by all staff as required by their job duties. This
education and training will be organized and overseen by the Ministry & Personnel Committee.

2. Employees are expected to adhere to the Church’s OH&S policy and procedures and observe safety regulations.

3. Employees will be required to wear appropriate safety and/or personal protective equipment appropriate to
their job duties in accordance with safe practice deemed appropriate by municipal, provincial, federal or any
other related legislation.

4. The identification of hazardous materials in use at the Church and appropriate handling measures is to be
documented in accordance with appropriate regulation.

5. Employees are expected to immediately report any unsafe condition to their “OH&S Representative” no matter
how insignificant they feel the condition might be. The situation will be documented, corrective action steps
identified, and responsibility for resolution assigned.

6. Identification of risks or dangers that may exist in the workplace shall be given priority, and these are to be
rectified immediately. Safety inspections will be regularly scheduled, and unsafe situations will be identified and
flagged for correction.

7. In case of injury at work:
* The employee is to seek appropriate medical intervention immediately, as necessary.

* Assoon as possible thereafter, the incident is to be reported to the individual’s Ministry and Personnel
(M&P) representative who will work with the individual and any witness(es) to fully document the
situation in accordance the Ministry of Labour standards and the OH&S Act’s reporting procedures
(INCIDENT REPORT).

® The M&P representative is also responsible for notifying the Chair, M&P Committee who is accountable
for managing and overseeing the return to work process. Depending upon the severity of the incident,
it may be necessary to notify the Workplace Safety and Insurance Board (WSIB) and adhere to the
legislated processes.

* Concurrently, the OH&S Supervisor will advise the Coordinating Minister and the Chair of Council of the
situation, its ramifications, any corrective actions that are necessary and/or to be taken as well keep
them apprised of the outcome/resolution of the incident.

The Church encourages open communication on health and safety issues. Open communication is essential to providing
an accident-free and productive work environment.

* Employees who voice or identify a health and safety concern will not be subject to reprisal or retaliation.

¢ Employees should inform the “Supervisor” or their M&P representative of any matter they perceive to be an
actual or potential workplace hazard. Communication can be written or verbal, and may be anonymous, if so
desired.
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KINGSWAY-LAMBTON UNITED CHURCH OCCUPATIONAL HEALTH & SAFETY

All health and safety observations and comments will be vetted by the M&P Committee. Those relating to the
physical premises will be forwarded to the Property Committee who will consider what appropriate action
should be undertaken. All others will be analyzed by the M&P Committee who will determine whether a full
investigation of the reported concern should be undertaken.

A log of reported health and safety concerns and the action(s) taken will be maintained and monitored by the
M&P Committee ensuring timely completion of any identified corrective actions. '
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KINGSWAY-LAMBTON UNITED CHURCH OCCUPATIONAL HEALTH & SAFETY

SPECIFIC RESPONSIBILITIES & DUTIES:

The “Employer” (delegated to the Council) will :

Foster a workplace culture of positive health and safety awareness and ensure all legislative requirements are
followed.

Ensure all staff follow the law and the Church’s Workplace Health and Safety policies and procedures.
Do everything reasonable to protect staff from being injured or getting work-related illnesses.

Ensure there are sufficient funds in the operational budget to acquire the Personal Protective Equipment (PPE)
deemed necessary to safely perform the duties described for every staff member.

Ensure that an OH&S Representative is elected by his/her peers and that this endorsement is reviewed annually
or when the OH&S Representative leaves the employment of the Employer.

Audit the Incident Reports, Health and Safety and Hazardous Material Logs at least annually paying particular
attention to the status of corrective actions.

The “OH&S Supervisor” (delegated to the Chair, Ministry & Personnel Committee) will :

Foster a workplace culture of positive health and safety awareness.

Completes Ministry of Labour Supervisory Training in Occupational Health and Safety (Health & Safety in 4
Steps).

Ensure a OH&S Representative is elected by the staff of the Church and clearly understands of the duties of the
role.

Help develop, implement, and enforce the Church’s occupational health and safety policy and procedures and,
working in conjunction with others, review these annually to ensure their currency.

Ensure that employees receive adequate training for their work tasks to protect their health and safety and that
of their peers. The training includes the Ministry of Labour’s “Worker Health and Safety in 3 Steps” and “Working
at Heights” (which must be refreshed every 3 years).

Ensure sufficient appropriate Personal Protective Equipment (PPE) is available, that staff are aware of its proper
use and consistently and correctly worn.

Working with the Chair of the Property Committee, the Property Superintendent and the OH&S Representative,
ensure that an inventory of hazardous substances or chemicals in use by Church personnel is developed and
maintained and that each hazardous material is supported by supplier provided Material Safety Data Sheet
(MSDS).

Ensure that machinery and equipment is properly maintained and is safe and remind employees to work in
compliance with established safe work practices and procedures.

Use the processes of hazard identification, risk management, and incident investigation when addressing health
or safety issues that are raised by staff or become self-evident.

Appropriately respond to any hazards, accidents or incidents brought to their attention ensuring each is
appropriately logged, viable corrective action plans are in place and responsibility for these plans is clear.
Monitor that corrective action steps are taken to resolve the incident in a timely manner.

In consultation with the Property and Council Chairs, determine if an injury to a worker is severe enough to
report it to the WSIB. For a fatal or catastrophic accident, WSIB is to be contacted by phone immediately at 1-
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KINGSWAY-LAMBTON UNITED CHURCH OCCUPATIONAL HEALTH & SAFETY

800-387-0700. If the case of a lesser but serious incident, the OH&S Supervisor will ensure a WSIB Form 7 (see
Appendix Vli) is prepared and forwarded in a timely manner.

®  Work with the Chair of the Property Committee and the OH&S Representative to ensure that accurate and
sufficient records of occupational health and safety issues are maintained and provide any requested
information to the Financial Oversight Committee.

The Ministry & Personnel Committee will:

» Foster a workplace culture of positive health and safety awareness.

* With the guidance of the OH&S Supervisor, maintain a general knowledge of applicable health and safety
regulations (local, provincial, or federal).

* Supply an effective strategy to manage the occupational health and safety concerns of the Church and design
and document policies and procedures related to workplace safety and health issues.

* Ensure that each staff member is provided with a copy of the Church’s Occupational Health and Safety Policy
and an acknowledgement is retained in their personnel file. Also ensure the Ministry of Labour’s
OCCUPATIONAL HEALTH & SAFETY POSTER (Appendix VI) and any supporting materials required by legislation
are displayed where all staff will be most likely to see it.

* Inthe case of an accident, after ensuring appropriate medical attention has been sought by the injured worker
or those who witnessed it, the injured individual's M&P representative will work with the employee and/or
witness(es) to fully describe and document the situation on an INCIDENT REPORT (See sample in Appendix I-a).
This should also include any recommendations for corrective action that are required, the individual responsible
for resolution along with a timeline. A determination will be made by the M&P Committee as to whether the
incident meets the criteria of reporting it to the Workplace Safety and Insurance Board.

* Working with the Chair of the Property Committee ensure that any safety issue identified during Safety
Inspections of the property are properly documented on a SAFETY INSPECTION REPORT (see sample in Appendix
1-b).

® Act as a clearing house for all health and safety concerns and events identified by staff (or, on their behalf, by
contractors, volunteers, or visitors). Maintain a HEALTH & SAFETY LOG of these concerns and track that the
corrective actions are undertaken and completed. A sample of the log is found in Appendix II.

* Conduct an annual review of the Church’s health and safety policies and practices ensuring they remain efficient
and adhere to any new or changed legislation. Make recommendations for revision when necessary.

e Conduct a preliminary review of the log of health and safety events and concerns ensuring all corrective actions
have been completed or are on track in preparation for an annual review by Council.

* Appropriately respond to any incidents of an employee refusing to work due to real or perceived hazards. The
REFUSAL TO WORK PROCESS recommended by the Ministry of Labour to be followed is documented in Appendix
V.

The Committee of Stewards (delegated to the Chair of the Property Committee) will:

* Foster a workplace culture of positive health and safety awareness.

* Working with the Occupational Health & Safety Representative, ensure health and safety inspections of the
entire workplace are undertaken on a regular basis, that any safety issues identified are documented using the
SAFETY INSPECTION REPORT (Appendix I-b) and that corrective action steps are viable and appropriately
assigned for corrective action.
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KINGSWAY-LAMBTON UNITED CHURCH OCCUPATIONAL HEALTH & SAFETY

¢ Working with the Occupational Health & Safety Representative, ensure all hazardous chemicals in use by Church
personnel are identified and that Material Safety Data Sheets (MSDS) are available for reference.

® Ensure that work processes or related tasks continue to ensure the health and safety of all involved should, for
example, a new piece of machinery or equipment is introduced into the Church.

* Investigate health and safety concerns raised related to property, machinery and equipment and ensure they
are property addressed and appropriate actions are identified and acted upon.

® Interface with the Ministry and Personnel Committee to ensure all health and safety concerns are logged and
corrective actions tracked.

The Occupational Health and Safety Representative will:

® Foster a workplace culture of positive health and safety awareness.

® Successfully complete the Ministry of Labour’s “Worker’s Health and Safety in 4 Steps” training and obtain
additional clarity on duties from the OH&S Supervisor in order to fully understand and carry out the role’s
" responsibilities.

* Ensure the Emergency Plan of the Church related to fire, weather or medical or other emergencies is current, is
well communicated to the staff and is posted in obvious locations for all visitors to see.

Working with the Chair of the Property Committee and the Property Superintendent, ensure that an inventory
of any hazardous substances or chemicals is developed and maintained. A sample HAZARDOUS MATERIALS
LOG is available in Appendix Ill-a.

Ensure that workers are fully aware of hazards that may be encountered in the workplace and how they are
expected to deal with them. Details related to each hazardous material must be documented with a MATERIAL
SAFETY DATA SHEET (MSDS) provided by the supplier and held in a catalogue retained on site by the Property
Superintendent. An overview of the contents of an MSDS can be found in Appendix Ili-b.

Identify and document workplace hazards and report them to the OH&S Supervisor along with
recommendations using the sample SAFETY INSPECTION REPORT found in Appendix I-a.

Conduct inspections of the entire workplace including property, machinery, and equipment monthly but if this
is not practical at least semi-annually with partial inspections monthly in accordance with an agreed-upon
schedule. Appendix V contains a sample SAFETY CHECKLIST suggested by AVIVA Insurance to be used for such
inspections. Any shortfalls are be documented on a SAFETY INSPECTION REPORT (Appendix I-b) and forwarded
to the OH&S Supervisor for logging into the HEALTH & SAFETY LOG.

® Be consulted prior to any specific testing within the workplace related to occupational health and safety and to
be present at the beginning of such testing if the OH&S Representative so wishes.

Immediately report any incidences of accidents or injuries that occur on Church property to the OH&S Supervisor
after ensuring that appropriate medical attention has been offered. Subsequently, provide input to the
preparation of an INCIDENT REPORT (such as specific details of the event and/or extent of the injuries) and
suggest recommendations as to any necessary corrective action. Be available to provide clarification should it
be deemed necessary to alert the Ministry of Labour about the accident.

* Request information from the Workplace Health and Safety Board (WSIB) as necessary in the case of an accident.

® Investigate and be present at work refusal investigations.
Employees will:

¢ Comply with the Church’s Occupational Health and Safety policies and procedures.

¢ Complete any OH&S training associated with their position.
Page 8
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* Befully aware of the posted Emergency Plan for the Church detailing the procedures pertaining to fire, weather,
medical or other emergencies

¢ Promote a hazard-free workplace with their peers.

e Protect their own health and safety by performing their duties in a manner conducive to a safe workplace;
following all safety practices and procedures and using appropriate personal protective equipment as required.

® Report any incident, injury, hazard or potentially unsafe or hazardous conditions in writing, without fear of
reprisal, to their OH&S Representative (copying the OH&S Supervisor and/or M&P representative) so that the
incident may be appropriately addressed.
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KINGSWAY-LAMBTON UNITED CHURCH

OCCUPATIONAL HEALTH & SAFETY

PROCESS FLOW CHART — ACCIDENT OR UNSAFE WORKING CONDITIONS

M&P Chair manages
return to work YES Refusal
- -
process per MOL to Work?
Guideline
NO
M&P Rep + Staff
member document
concern and
suggested action

l

SAFETY INSPECTION
REPORT

MOL => Ministry of Labour

WSIB => Workplace Safety &
Insurance Board

ACCIDENT / UNSAFE
WORKING CONDITION

Employee
Volunteer
Visitor

Accident ?

lYEs

Obtain appropriate
medical attention
and alert OH&S
Supervisor

.

Employee? e

YES i

OH&S Supervisor
notifies Minister, OB
and Property Chair and
M&P rep

;

M&P rep to reach out
and work with injured

employee to document

event

l

Signicant
Injury ?

& YES

~ Complete WSIB
'Form 7 and follow
legislated process

STOP *

** Any other steps are outside
the scope of the OH&S process

However, it is recommended

that an INCIDENT REPORT be
prepared by the Office Administrator
and retained in the Health &

Safety Log

INCIDENT REPORT

—_—» A
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KINGSWAY-LAMBTON UNITED CHURCH

OCCUPATIONAL HEALTH & SAFETY

PROCESS FLOW CHART — SAFETY INSPECTION

SAFETY
INSPECTION

l

Review/Inspect all
items on the Safety
Checklist

l

Issue?

OHBS Rep

|
YES

To Property
Chair
-+

Document safety issue and
recommend corrective
action

To OH&S Supervisor
(M&P Chair)

> Reporie and asign

:

A reqmts into HEALTH &

Safety
Inspection

Report

Incident
Report

WSIB ANNUAL
REPORT:

Any relevant q:,ﬂ&upv ; a':nl ual

oo ypdate to Official
~ Board

(from Financial

data
Administrator)

Dated Checklists retained by
Property Superintendent

e

Retained by M&P|
Committee

ANNUAL HEALTH & SAFETY
REPORT & PRESENTATION

To Official Board
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KINGSWAY-LAMBTON UNITED CHURCH

OCCUPATIONAL HEALTH & SAFETY

PROCESS FLOW CHART — HAZARDOUS MATERIALS INVENTORY

HAZARDOUS
MATERIALS
INVENTORY

Examine all cleaning
materials and
chemicals in use

l

Hazardous?

YES

MATERIAL
SAFETY DATA
SHEET (MSDS)

available?

¢

NO
—_—
Ignore
NO Reach out to
> manufacturer for
applicable MSDS &
reference #

YES

\/

Retained by the Property Superintendent

Document product
into HAZARDOUS
CHEMICAL LOG

Add MSDS to
MATERIAL SAFETY

DATA SHEET
BINDER
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KINGSWAY-LAMBTON UNITED CHURCH OCCUPATIONAL HEALTH & SAFETY

APPENDICES

Appendix I-a Incident Report

Appendix I-b Safety Inspection Report

Appendix Il Health & Safety Log

Appendix lll-a Hazardous Material Log

Appendix lli-b Material Safety Data Sheet (MSDS)

Appendix IV Ministry of Labour — Refusal of Work process
Appendix V Sample Safety Checklist
Appendix VI Ministry of Labour -

Health & Safety at Work Poster

Appendix VII WSIB Form 7
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KINGSWAY-LAMBTON

UNITED CHURCH
INCIDENT REPORT
INCIDENT #: DATE: TIME:
LOCATION:
DESCRIPTION OF INCIDENT:
[ ]
WHO WAS IMPACTED: | NAME (LAST/FIRST) JoB TITLE:
NATURE OF INJURY:
@
ANY WITNESSES? NAMES: CONTACT INFO:
1. LAST/FIRST 1. TELEPHONE
2 2
CORRECTIVE ACTION RECOMMENDED: RESPONSIBLE? BY WHEN?
SUBMITTED BY: DATE:
APPROVED BY: DATE:

Attach additional explanatory pages if required




KINGSWAY.LAMBTON

IMITED CRURCH

SAFETY INSPECTION REPORT

APPENDIX I-b

INSPECTION #:

CATEGORY:

DATE OF INSPECTION:

LOCATION:

DESCRIPTION OF SHORTFALL:

CORRECTIVE ACTION RECOMMENDED: RESPONSIBLE? BY WHEN?
SUBMITTED BY: DATE:
APPROVED BY: DATE:

Attach additional explanatory pages if required
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APPENDIX lll-b MATERIAL SAFETY DATA SHEET (MSDS)

A Material Safety Data Sheet is a technical document which provides detailed and comprehensive
information on a controlled product related to:

Health effects of exposure to the product

Hazard evaluation related to the product’s handling, storage, or use
Measure(s) to protect workers at risk of exposure

Emergency procedures

The data sheet is usually obtained from the supplier. It supplements and expands upon any alert
information contained on the product’s label. It may we written, printed, or otherwise expressed and
must meet the availability, design, and content requirements of WHMIS legislation. Although there is
some flexibility in the design and wording of an MSDS, there are nine required categories of information.

These categories are:

1

Hazardous Ingredients
* Chemical names and concentrations of hazardous ingredients
e LD50 and LC50 (i.e. short-term toxic potential)

® CAS number which is useful in obtaining other information about the product
especially if it is known by numerous names

Preparation Information

® The contact information for those who prepared the MSDS along with the date it was
prepared (If > 3 years old, an update is required and must be obtained)

Product Information

* lIdentifies the product by the name on the supplier label as well as it chemical name,
family, and formula (including the molecular weight)

e Lists the product identifiers, manufacturer, and supplier (names, address, and
emergency numbers)

Physical Data

e This section included technical details of how the products looks and how it behaves
when it is used, stored, or spilled and how it will react with other products

Fire and Explosion Hazard

e This section contains technical details of the temperature and conditions that can
cause the chemical to catch fire or explode

® Outlines the type of fire extinguisher required and the PPE required for fire fighting



6. Reactivity Data
® This section describes the chemical stability of the products and its reactions to light,
heat, moisture, shock, and incompatible materials

® It outlines the storage requirements based on the reactivity or instability of the
product and incompatible products that must not be mixed or stored near it

e The timeline of disposal before the product become extremely reactive

7. Toxicology Properties
® This section provides the harmful effects of exposure to the product including how it
is likely to enter the body and its effects on the organs of the body
® It covers the short-term (acute) and long-term (chronic) health effects from exposure
to the product along with the PPE required to limit exposure

8. Preventative Measures
e This section provides detailed instruction for the safe use, handling, and storage of
the product along with the PPE and other safety devices required for it's use
® [t outlines the steps for cleaning up spills and requirements for its safe waste disposal

9. First Aid Measures

® The specific first aid measures related to the acute effects of exposure to the product
are outlined along with the correct sequence of first aid steps

MSDS must be current (less than 3 years old) and readily available to employees who may be exposed to
the product.

Appendix lll-b Page 2 of 2



APPENDIX IV

Procedure for a Work Refusal
First Stage

Worker considers work unsafe.

\d

Worker reports refusal to his/her supervisor or employer.
Worker may also wish to advise the worker safety representative and/or management
representative.
Stays in safe place.

\d

Employer or supervisor investigates in the presence of the worker and the worker
safety representative.

\ \d

Issue Resolved Issue Not Resolved
Worker goes back to work. [proceed to the second stage]

Second Stage

With reasonable grounds to believe work is still unsafe, worker continues to refuse
and remains in safe place.
Worker or employer or someone representing worker or employer calls the Ministry of
Labour.

\4

Ministry of Labour Inspector investigates in consultation with the worker, safety
representative and supervisor or management representative.*

\d

Inspector gives decision to worker, management representative/supervisor and safety
representative in writing.

\

Changes are made if required or ordered.
Warker returns to work.

* Pending the Ministry of Labour investigation:

- The refusing worker may be offered other work

- Refused work may be offered to another worker, but management must inform the new worker that
the offered work is the subject of a work refusal. This must be done in the presence of:
= The Health and Safety Representative or
* A worker who because of their knowledge, experience and training is selected by the
workers to represent them in this circumstance.
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APPENDIX VI

Health & Safety

at Work

—\ Prevention Starts Here

Ontario’s Occupational

Health and Safety Act gives
workers rights. It sets out roles for
employers, supervisors and
workers so they can work together
to make workplaces safer.

Improve Health and Safety:

* Find out about your Joint Health and
Safety Committee or Health and Safety
Representative.

+ Talk to your employer, supervisor, workers,
joint health and safety committee or
health and safety representative about
health and safety concerns.

Call the Ministry of Labour at
1-877-202-0008

Report critical injuries, fatalities,

work refusals anytime.

Workplace health and safety information,
weekdays 8:30am — 5:00pm.

Emergency? Always call 911 immediately.

Find out more:
ontario.ca/healthandsafetyatwork

E E © Queen's Printer for Ontario
- Ministry of Labour
ISBN 978-1-4435-8295-7 (PRINT)
- ISBN 978-1-4435-6296-4 (HTML)
E ISBN 978-1-4435.8207-1 (PDF)
r June 2012

Workers have the right to:
» Know about workplace hazards and what to do about them.
« Participate in solving workplace health and safety problems.
» Refuse work they believe is unsafe.

Workers must:
= Follow the law and workplace health and safety policies and procedures.
= Wear and use the protective equipment required by their employer.
* Work and act in a way that won't hurt themselves or anyone else.
* Report any hazards or injuries fo their supervisor.

Employers must NOT take action against workers
for following the law and raising health and safety concems.

Employers must:
= Make sure workers know about hazards and dangers by providing
information, instruction and supervision on how to work safely.
= Make sure supervisors know what is required to protect workers’
health and safety on the job.
» Create workplace health and safety policies and procedures.

* Make sure everyone follows the law and the workplace health and
safety policies and procedures.

» Make sure workers wear and use the right protective equipment.

* Do everything reasonable in the circumstances to protect
workers from being hurt or getting a work-related iliness.

Supervisors must:

« Tell workers about hazards and dangers, and respond to their concemns.

* Show workers how to work safely, and make sure they follow the law
and workplace health and safety policies and procedures.

= Make sure workers wear and use the right protective equipment.

* Do everything reasonable in the circumstances to protect workers
from being hurt or getting a work-related illness.

Dy
z”? Ontario



APPENDIX VII

ib
WsSi Mail To: OR Fax To: Employer's Report
200 Front Street West  416-344-4684 of Injury/Disease (Form
cspaat Toronto ON M5V3)1  OR 1-888-313-7373 Rpury/ g
°NTARI®  please PRINT in black ink T iieber
A. Worker Information |
Job Title/Occupation (at the time of accident/illness - do not use abbreviations) | Length of time in this position Social Insurance Number
while working for you .
Please check if this worker is a: D executive D elected official D owner D spouse or relative of the employer

Is the worker covered by a Worker Reference Humi)er

{Tast Name Bt Union/Collective Agreement?
s | L] ves [ mo
} Address (number, sreet, apt, suite, un) Worker's preferred language [ pateof dd mm  yy
i English D French Birth
HEEh e b R T N R e e T e Other
{ City/Town [Province | Postal Code Tekides
Sex Dateof , dd mm yy
Om OF Hire
r i
B. Employer Information ] #10 gr?vrgl:;:e ol
i Trade and Legal Name (if different provide both) Chg.ck Fim OR Account Provide Number [
one: [ ] numper L1 Number |
Mailing Address Rate Group Number Classification Unit Code
City/Town Province Postal Code Telephone
Description of Business Activity Does your firm have 20 or FAX Number
more workers? D yes no
Branch Address where worker is based (if different from mailing address - no abbreviations)
City/Town Province Postal Code Altemnate Telephone
 C. Accident/lliness Dates and Detalls |
1. Date and hour of dd  mm yy AM | 2- Who was the accident/iliness reported to? (Name & Position)
accident/Awareness | B PM
oo SN SR MBS ST |
Date and hourreported 94 mm yy AM Telephone Ext.
to employer ‘ i PM |
3._“_!_as the accident/illness: 4. Type of accident/illness: (Please check all that apply)
|| Sudden Specific Event/Occurrence Struck/Caught Fall Slip/Trip
|| Gradually Occurring Over Time Overexertion Harmful Substances/Environmental Motor Vehicle Incident
| Occupational Disease Repetition Assault
| | Fatality Fire/Explosion Other
5. Area of Injury (Body Part) - (Please check all that apply)
| Head Teeth Upper back Left Right | Left Right | Left Right | Left Right
|| Face Neck Lower back Shoulder Wrist Hip Ankle
|| Eye(s) Chest Abdomen Arm Hand Thigh Foot
|| Ear(s) Pelvis FEbow Finger(s) i Knee Toe(s)
m
D Other orea ower Leg

6. Describe what happened to cause the accident/illness and what the worker was doing at the time (lifting a 50 Ib. box, slipped on wet floor, repetitive movements,
etc...). Include what the injury is and any details of equipment, materials, environmental conditions (work area, temperature, noise, chemical, gas, fumes, other

person) that may have contributed. For a condition that occurred gradually over time, please attach a description of the physical
activity required to do the work.

0007A (01/11) A guide to complete this form Is available at www.wsib.on.ca



wsib s Semort
csgaat of Injury/Disease (Form 7)

gl Claim Number
Please PRINT in black ink
Worker Name Sociaﬁﬁ;uraaoe Number
| |
C. Accident/lliness Dates and Detalils (Continued) ]
7. Did the accident/lliness happen on the employer's | Specify where (shop floor, warehouse, client/customer site, parking lot, etc..).
premises (owned, leased or maintained)? :
yes D no
8. Did the accident/iliness happen outside the Province | If yes, where (city, province/state, country).
of Ontario?
D yes |:| no
9. Areyou aware of any witnesses or other employees | Ifyes, provide name(s), position(s), and work phone number(s).
involved in this accident/illness? 1
Clyes (oo &
2
10. Was any individual, who does not work for your firm, | If yes, please provide name and work phone number
partially or totally responsible for this
accident/illness? D yes D no
11. Are you aware of any prior similar or related problem, | Ifyes, please explain
injury or condition? ‘
D yes D no
12. Ifyou have concems about this claim, attach a written submission to this form. D submission attached
[ D. Health Care ]
1. Did the worker receive health care for this injury? dd  mm yy | 2, Whendid the employerleam that the worker dd  mm yy
received health care?
|:| yes D no If yes, when : g :
8. Where was the worker treated for this injury? (Please check all that apply)
D On-site health care l:l Ambulance D Emergency department Admitted to hospital D Health professional office D Clinic
DOIher:
Name, address and phone number of health professional
or facility who treated this worker (if known)
E. Lost Time - No Lost Time ]
1. Please choose one of the following indicators. After the day of accident/awareness of lliness, this worker:
D Retumed to his/her regular job and has not lost any time and/or eamings. (Complete sections G and J).
Retumed to modified work and has not lost any time and/or eamings. (Complete sections F, G, and J).
[[] nas losttime and/or eamings. (Complete ALL remaining sections).
| : dd mm yy dd mm regularwork
Provide date worker first lost time ‘ ! i > Date worker returned to work (if known) : | modified work
2. This Lost Time - No Lost Time - Modified Work information was confirmed by: Telephone Ext.
D Myself ! D Other
[ Name |
F. Return To Work ]
1. Have you been provided with work | 2. Has modified work been 3. Has modified work been If yes, was it D Accepted D Declined
limitations for this worker's injury? discussed with this worker? offered to this worker? ‘
3 If Declined please attach a copy of
D yes D no D yes I:l no D yes D no | D the written offer given to the worker.
4. Who is responsible for amranging worker's retum to work Sl 3
t.
DMyseif ‘ DOﬂ\er | o
-7 Name '

0007A (01/11)



‘(’:vss[i)%at of injury Disease thorm 7

Claim Number
ONTARIO
Please PRINT in black ink

Worker Name Social Insurance Number

[ G. Base Wage/Employment Information - (Do not include overtime here) j
1. Is this worker (Please check all that apply)
Permanent Full Time Casual/Imegular Student Registered Apprentice M| %“ﬁ)%nm
Permanent Part Time Seasonal Unpaid/Trainee Optional Insurance
Temporary Full Time Contract
Temporary Part Time Other
2.R f
adglacraw olipey $ per  [Jhour [Jday [] week [ other
H. Additional Wage Information j
1. Net Claim Code 2. Vacation pay Provide
or Amount Federal Provincial - on each cheque? Dyes DW percentage %
3. Date and hour last worked 4. Normal working hours on 5. Actual eamings for 6. Normal eamings for
last day worked last day worked last day worked
dd mm Yy From To

AM AM| AM
BPM BPM HPM i onaty $

7. Advances on wages:; ; _
Is the worker berﬁg paid while he/she recovers?  |_]¥es [_[no  Ifyes, indicate: (] Full/Regutar [ Jother
8. Other Earnings (Not Regular Wages): Provide the total of additional earnings for each week for the 4 weeks before the accident/illness.

* For Rotational Shift workers - If the shift cycle exceeds 4 weeks, Use these spaces for any other eamings
please attach the eamings information for the last complete shift W (indicate Commission, Differentials, Premiums,
cycle prior to the date of accident/illness. [r— Bonus, Tips, In Lieu %, etc..). T
From Date To Date Mandatory Voluntary
Period | (dd/mm/y) | (dd/mm/yy) | OvertimePay | Overtime Pay
| Week1 ] L e
| Week2 | i LWl (PR I TR = bt - 1 s
| Week3 g il r e |® Y
Week 4 i $ $ $ $ $ $
1. Work Schedule (Complete either A, B or C. Do not include overtime shifts) 7
D (A.) Regular Schedule - Indicate normal work days and hours. P> Example: Monday to Friday, 40 hours
Sunday Monday Tuesday | Wednesday | Thursday Friday Saturday S lg 18' \; ; ; S
or,
D (B.) Repeating Rotational Shift Worker - Provide
NUMBER OF NUMBER OF HOURS NUMBER OF WEEKS
DAYS ON DAYS OFF PER SHIFT(s) IN CYCLE

p Example: 4 days on, 4 days off, 12 hours per shift, 8 weeks in cycle.

or,
U (C.) Varied or Irregular Work Schedule - Provide the total number of regular hours and shifts for each week forthe 4 weeks
prior to the accident/illness. (Do not include overtime hours or shifts here).

Week 1 Week 2 Week 3 Week 4

 From/To Dates (dd/mm/yy)
Total Hours Worked

J. Itis an offence to deliberately make false statements to the Workplace Safety and Insurance Board.
| declare that all of the information provided on pages 1, 2, and 3 is true.

Name of person completing this report (please print) Official title

Signature Telephone Ext. Date dd mm yy

THE WORKPLACE SAFETY AND INSURANCE ACT REQUIRES YOU GIVE A COPY OF THIS FORM TO YOUR WORKER
0007A (01/11)



WSib Employer's Report

of Injury/Disease (Form 7)
CSPQQQE Claim Number
Please PRINT in black ink
Worker Name Social Insurance Number
K. Additional Information el

THE WORKPLACE SAFETY AND INSURANCE ACT REQUIRES YOU GIVE A COPY OF THIS FORM TO YOUR WORKER
0007A (01/11)



