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Worker Health and Safety Orientation		Date/Time: ________________________
	Worker Name:
	Hire Date:

	Position:
	Supervisor:

		Topics Covered

	Company Health and Safety Policy and Procedures               	_
Health and Safety Roles and Responsibilities                          _____  _ 
Company Rules and Discipline/Enforcement Policies             _____  _
Violence and Harassment Prevention Plans                            _____  _

Task Specific Hazards and Controls:
Formal Hazard Assessments Reviewed: 	______	______	______	______

Safe Work Practices				Safe Job Procedures

	Fire Extinguisher   ______				Hazard Assessment 
	Working Alone		 			& Control		______
	Ladders					O.H. Power Lines		
	Manual Lifting					Confined Spaces		
	Scaffolding					Working at Heights		
	Power Tools					Hoisting/Lifting 		
	Other:___________				Other: ___________________

Personal Protective Equipment			Legislation 
	Workers Rights
· Right to refuse      	______          
· Right to know		______
· Right to participate	______
	Authority of Officers 		______
	Reporting Serious Accidents	______
	Competency & Training 	______
	Hazard Assessment 		______
	Emergency Response 	______
	First Aid 			______
	Imminent Danger 		______
	Working Alone			______
	WHMIS MSDS			______
	

	Hard Hats			
	Safety Boots			
	Safety Glasses		
	Vests				
		Respirators	 		
		Hearing Protection		
	Other				


Reporting Incidents and Near Miss          ______
First Aid                                                       _______
Emergency Response Procedures          _______
Alert and Alarm Systems                          _______
Tool Box Meetings			        _______
Reporting Unsafe Acts/Conditions	        _______
Hazard Reporting                                      _______
Illness Reporting                                      _______

Trainer/Supervisor Signature: 			  Worker: 	



[bookmark: _Toc75780157]SAFETY ROLES AND RESPONSIBILITIES

Health and safety activities are based on specific individual responsibilities, most of which can be found in the Occupational Health and Safety Act, Regulation and Code. Outlined are details of specific responsibilities in the workplace to assist in implementing health and safety functions. This outline is not intended to be all-inclusive, but to help all parties better understand their responsibilities. 
All individuals in the company, at all levels and functions are responsible for understanding and carrying out the responsibilities and duties outlined below. Responsibilities are 

Assigned to the following parties 
 Owner 
 Prime Contractor 
 Employer 
 Director 
 Officer 
 Supervisor 
 Workers 
 Contractors 
 Subcontractors 
 Health and Safety Representative 
 Joint Health and Safety Committee 
 Visitor 

[bookmark: _Toc73957517][bookmark: _Toc75780158]OWNER 
“owner” includes a trustee, receiver, mortgage in possession, tenant, lessee, or occupier of any lands or premises used as a workplace, and a person who acts for or on behalf of an owner as his agent or delegate. 
 Before a site begins, the owner shall determine whether any designated substances are present at the site and shall prepare a list of all designated substances that are present at the site. 
 The tenderer of the site shall include the list of designated substances with the tender and ensure that the constructor has received the total list prior to entering a binding contract. PRIME 

[bookmark: _Toc73957518][bookmark: _Toc75780159]CONTRACTOR 
“prime contractor” means a person (or company) who undertakes a site for an owner and includes an owner who undertakes all or part of a site by himself or by more than one employer. 
 Ensure that all appropriate documentation for the start-up of a site has been processed. 
 Ensure that the measures and procedures required by the current Occupational Health and Safety Act, Regulation and Code and the Prime Contractor’s own Health and Safety Program are carried out on the site. 
 Ensure that employers and workers on the site comply with the Act, Regulation and Code and the Constructor’s Health and Safety Program. 
 Ensure that the health and safety of workers on the site is protected. 
 Monitor subcontractors and vendors for compliance with the Occupational Health and Safety Act, Regulation and Code 
 Ensure that subcontractors and vendors are obliged by contract to comply with the Constructor’s health and safety program. 
 Monitor safety performance and take corrective action. 

[bookmark: _Toc73957519][bookmark: _Toc75780160]EMPLOYER
“employer” means a person (or company) who employs one or more workers or contracts for the services of one or more workers and includes a contractor or subcontractor who performs work or supplies services and a contractor or subcontractor who undertakes with an owner, prime contractor, contractor or subcontractor to perform work or supply services; 
 Appoint a competent supervisor. 
 Ensure that the Health and Safety Policy has been communicated to all staff. 
 Take every reasonable precaution in the circumstances for the protection of a worker. 
 Provide a safe and healthy workplace. 
 Establish, maintain, and review at least annually a health and safety program. 
 Establish and maintain Worker Profile, Safety and Training Records. 
 Report accidents and injuries to authorities as required by law. 
 Provide first aid and medical care. 
 Provide workers with health and safety information. 
 Inspect sites and meet regularly with supervisors to monitor the program and take corrective 
 action where required. 
 Conduct Company safety meetings at regular intervals. 
 Consider accident prevention and safety performance when evaluating Supervisors and Workers. 
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 take all reasonable care that the corporation complies with the Occupational Health and Safety Act, Regulation and Code 
 take all reasonable care that the corporation complies with orders and requirements of inspectors and Directors. 
 take all reasonable care that the corporation complies with orders from Alberta Occupational Health and Safety inspectors.
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“supervisor” means a person who has charge of a workplace or authority over a worker; A Supervisor must also be a competent worker. competent worker means a person who, I. is adequately qualified, II. suitably trained and III. with sufficient experience to safely perform work without supervision or with only a minimal degree of supervision. 
 Implement on-site accident prevention. 
 Review safe work procedures for the site. 
 Monitor the health and safety performance of subcontractors. 
 Report accidents and injuries to management as required by the program and regulations. 
 Investigate accidents and take actions to prevent reoccurrence. 
 Ensure that the Company's Health and Safety Program is followed at the work level. 
 Enforce disciplinary actions for violations of the Company's Health and Safety Program. 
 Ensure that protective equipment required by law and by the program is provided, accessible, used and maintained properly by workers and that workers understand the reasons for its use. 
 Instruct personnel in proper work practices and update instructions as needed. 
 Check work practices and work areas for hazards and take corrective action where required.
 Consult and co-operate with the Health and Safety Representative/Committee where appropriate
 Acquaint workers with hazards and safe work procedures. 
[bookmark: _Toc73957522] Ensure all new hire employees receive orientation training. 

[bookmark: _Toc75780163]WORKER 
“worker” means a person who performs work or supplies services for monetary compensation. 
 Comply with the Occupational Health and Safety Act, Regulation and Code. 
 Take every reasonable precaution necessary to prevent accidents. 
 Work in accordance with the health and safety program. 
 Work in a manner that will not endanger anyone. 
 Report unsafe situations immediately to your supervisor. 
 Report injury or illness immediately to your supervisor. 
 Help new workers recognize job hazards and follow proper procedures. 
 Participate in joint health and safety committees where applicable. 
 Must be aware that workers are subject to disciplinary action where either Company Safety rules, or government regulations are violated; SUBCONTRACTOR OR VENDOR (i.e. EMPLOYER) 
 Maintain a health and safety program as required under the Act, Regulation and Code. 
 Adhere to the subcontractor’s health and safety program as well as the Company site specific Health and Safety program. 
 Monitor site conditions in their work area and take corrective action. 
 Report accidents, incidents, lost-time injuries, and any hazards immediately to the Prime Contractor. 

[bookmark: _Toc75780164]HEALTH AND SAFETY REPRESENTATIVE 
 (when required by provincial or federal legislation). 
 Inspect the workplace. 
 Identify situations that may be a source of danger. 
 Relay concerns from workers and make recommendations to the Supervisor; All workers must first go to their immediate supervisor with their concern to mediate corrective action. 
 Assist in accident investigations;  Assist in resolving work refusals and reports of dangerous circumstances. 
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 (when required by provincial legislation or mandated by senior management). 
 Inspect the workplace. 
 Attend Joint Health and Safety Committee meetings. 
 Review health and safety reports. 
 Identify situations that may be a source of danger. 
 Relay concerns from workers and make recommendations to the Employer; All workers must first go to their immediate supervisor with their concern to mediate corrective action. 
 Assist in accident investigations. 
 Assist in resolving work refusals and reports of dangerous circumstances. 
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a) All visitors must sign in with the office (trailer) at the time they arrive
and sign out when they leave. Appendix 4 “Sign in Sheet”
b) Visitors must read and abide by Imperium Contracting & Project
Management Inc. Health and Safety policy and procedures.
c) Appropriate Personal Protective Equipment must be worn while on
site.
d) Visitors must be under direct supervision of a Imperium Contracting &
Project Management Inc. employee (preferably a supervisor) at all
times while on premise.
e) Employees off duty are considered visitors and must sign in.
f) The general public is not permitted on site at any time and must be
escorted of the premises immediately.
g) Visitors include delivery personnel, Subcontractor, Suppliers etc.
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