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Fire, Ambulance or Police

(9)-911

Administration Office (9927 — 100 Street)

780-569-4345

Public Works 24 Hour Emergency

Grande Prairie RCMP Detachment (M-F 8:30am-4:30pm)

780-830-5701 or 911

Crime Stoppers - TIPS Line

1-800-222-8477

Beaverlodge Regional Hospital (422 10a Street, Beaverlodge, AB)

780-354-2136 or 911

Grande Prairie Hospital (11205 — 110 Street, Grande Prairie, AB)

780-538-7100 or 911

Poison & Drug Information

1-800-332-1414

Alberta Health Link, (dementia advice, general health information) 811
Medication & Herbal Advice Line 1-800-332-1414
Family Violence Info Line 310-1818

Mental Health Services

1-877-303-2642

Bullying Help Line (24 Hr.)

1-888-456-2323

Addiction Services Helpline

1-866-332-2322

Child Abuse Hotline

1-800-387-5437

Alberta OHS Reporting (filing a complaint, reporting serious incidents)

1-780-415-8690
1-866-415-8690

WCB Report Fatal Accidents
WCB Contact Centre

1-855-498-7969
1-866-922-9221

Forestry reporting/emergencies only

310-(FIRE) 3473

Telephone (TELUS)

780-310-3100

ATCO Gas 24- hour Service

1-800-511-3447

ATCO Electric 24 hour

1-800-668-5506

Transportation of Dangerous Goods - 24hours emergency

1-800-272-9600

Manager Name & Contact Information

Supervisor Name & Contact Information

Notes:
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Health & Safety Policy Statement

The Town of Sexsmith is committed to a strong safety program that protects its employees, contractors,
volunteers, elected officials, visitors, its property/equipment and the public, from injuries and illnesses,
damages to property/equipment and environmental spills and releases. The basis of a strong and
healthy municipality first begins with clear directives and a plan that encompasses health and safety as
part of the foundation, culture and future of any business.

The purpose and goal of the health and safety program is to provide a positive working environment and
an injury free workplace for all employees and a safe and healthy community for all residents. This will
be accomplished through the implementation of safe work practices, loss control processes and
procedures, training, inspections, preventative maintenance and strict compliance with the applicable
provincial and federal occupational health and safety legislation.

Elected Officials support coordination of safety among all employees of the municipality by providing
resources for the proper tools, equipment and training. A positive and proactive safety culture is the
Council’s goal. This culture will be achieved through education, positive reinforcement and leading by
example and supporting continual improvement processes. Elected Officials are accountable for
complying with the municipality’s health and safety program and initiatives and complying with all
applicable legislation including the Alberta Occupational Health & Safety legislation, regulation and
codes.

The management of the Town of Sexsmith is committed to the promotion and maintenance of health
and safety that addresses physical, psychological and social well-being of its employees. Management is
committed to complying with all applicable legislation including the Alberta Occupational Health &
Safety legislation, regulation and codes.

Managers, supervisors and workers are responsible and accountable for complying with the
municipality’s overall safety program and initiatives and are responsible for following all procedures,
working safely, and reporting anything unsafe. Managers, supervisors and workers are to improve safety
measures, whenever possible, are expected to comply with all applicable legislation, including the
Alberta Occupation Health & Safety legislation, regulation and codes. Complete and active participation
by everyone, every day, in every job, is necessary for the safety excellence the municipality expects.

Volunteers, prime contractors, contractors and sub-contractors working for the municipality and visitors
are to comply with all applicable legislation as well as comply with the municipal’s health and safety
program and initiatives to support continual improvements and loss reduction strategies and report
anything that is unsafe immediately to their direct supervisor.

The safety information in this policy, the Town Safety Manual, or any other documentation does not
take precedence over the Alberta Occupational Health and Safety Act, Regulation and Code.
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Element 9 Incident Reporting & Investigations
Incident Reporting & Investigations Program 3
General Investigation Process 9
Vehicle Incident Investigations 11
Notice to Injured Employee — Sample Letter 13
An Offer of Modified Work — Sample Letter 14
Element 9 Forms 15

Incident Reporting Form (for reporting all types of incidents, injuries, accidents, near misses, work refusals, etc.)

Major Incident Investigation Form

Workplace Harassment & Violence Incident Investigation Form
Incident — Witness Statement Form

Robbery Checklist

WCB Employer Report Form — C040

WCB Worker Report Form — CO60

WCB Automobile Accident Form — L0O54

Element 10 — Program Administration & Communication

Program Administration & Communication Program 3
Health & Safety Meeting Processes and Schedules 5
Health and Safety Goals and Objectives 6
Maintaining Health and Safety Documents 8
Element 10 Forms 13

Department Health & Safety Meeting Minutes

Hazard Assessment & Pre-job Safety Meeting Minutes
Health & Safety Program Internal Auditing Guideline & Checklist
Commercial Vehicle & Equipment Evaluation Score Card
Communication Evaluation Score Card

Reporting Evaluation Score Card

WHMIS 2015 Annual Evaluation Report

WHMIS 2015 Implementation Checklist

Corrective Action Follow up List

Health & Safety Activity Reporting Summary

Leading & Lagging Indicator Measurement Checklist
Injury & Incident Analysis Reports

Committee Members Contact Information
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Element 4 Health & Safety Representatives
Terms of Reference 3
Element 4 — Forms 18
Municipal Worksite Count — Determination of HSC/HSR
Element 5 — Qualification, Orientation, Training & Competency Assessment
Qualification, Orientation, Training & Competency Assessment Program 3
Element 5 — Forms 11

New/Transferring Employee General Orientation Checklist
Worker Competency Assessment Report
In-house Training/Coaching Attendance Roster

Element 5 - Summer, Short Service, Young Worker & Volunteer Workers Guide

A guideline for orienting young, short service and volunteers specific to legislative rights and responsibilities for

workers and managers/supervisory staff.

Element 6 — Contractors, Volunteers & Other Worksite Parties

Contractors, Volunteers & Other Worksite Parties Health & Safety Program 4
Pre-qualification Process 13
Orientation Process 15
Monitoring & Non-compliance 17
Element 6 — Forms 19
Decision Flowchart — Hiring Contractors

Municipality Retains Prime or Contractors Hired for Non-construction work activities

Contractors Hired as Prime

Contractors Hired for Urgent Situations

Prime Contractors, Contractors, Service Providers pre-qualification & General Orientation Checklist

Prime Contractor Designation — Signed Acknowledgment

Prime Contractor, Visitor/Volunteer Monitoring Report

Prime Contractor Notification

Volunteer/Visitor Conducting Work Activities General Orientation Checklist

Description of the Types of Worksite Parties

Element 7 — Formal Workplace Inspections

Formal Workplace Inspection Program 3
Responsibilities & Minimum Participation 4
Facility & Building Inspection Schedule 5
Element 7 — Forms 10
Shop Inspection Checklist

Vehicle Inspection Form — Screen Shot

Heavy Equipment Pre-use Inspection Checklist

Maintenance Request Form

Preventative Maintenance Schedule

Element 8 — Emergency Response Planning

Emergency Response Planning Program 4
General Emergency Response & Evacuation Procedures 6
Site-Specific Emergency Response Plans 9
Fire Prevention Plan 10
Emergency Drill Process 13
Potential or Actual Threats, Harassment, Violence (including Domestic Violence) 15
Lock-down and Shelter-in-place during Threats 15
Spill Clean Up and Re-entry 17
Severe Weather and Shelter-in-place 17
Threat of Lightning 30-30 Rule 17
H2S Exposure 18
Transporting Injured Workers to a Hospital 18
Smoking Procedures 19
Communication Procedures 19
Evacuation and Muster Maps 20
Emergencies Contact Lists 21
Element 8 -Forms 23

Emergency Drill or Actual Emergency Report
Site-specific Emergency Response Plan
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Who is a Worker?

In the Health and Safety Manual, there is Manager, Supervisor and Worker Responsibilities defined. All levels
within an organization or when an organization hires contractors or other worksite parties and brings volunteers to
complete municipal work tasks are all considered workers on a worksite. The municipality is the employer and the
roles that represent the employer are; CAO, Elected Officials as they are part of approving policies and programs to
support the health and safety program. Managers, and supervisory staff direct the work of others and have
employer responsibilities specific to the function of their role.

To summarize an individual who is a manager has multiple obligations and responsibilities. The manager has
worker responsibilities, supervisory responsibilities, and responsibilities as the employer’s representative, such as

managerial responsibilities.

The following is a list of who all is a worker on a worksite. The circle represents the municipal worksite, and the
smaller circles represent who all are workers at the worksite.

. WHO 1S A WORKER?

o Managers o Supervisors o Workers

o Prime Contractors o Lead Hands o Volunteers, any age

o Contractors o Sub-contractors o Self-employed Persons

o Service Providers, who o Owners, if working o  Workers hired through
work on-site on-site Temporary Agencies

o Elected Officials, hired
as contractor or
volunteer

The definition of a worker includes everyone at the worksite conducting work activities on behalf of or for the
Town of Sexsmith.

The reporting flowchart provides new employees with a basic chain-of-command reporting for all types of
incidents, illnesses, near misses, work refusals or any time the workers has a question or concern regarding the
health and safety at work or any operational question.

The table of contents provides an outline where in the Sexsmith Health and Safety Manual the policies,
responsibilities, directives, and inspection and meeting schedules, lists, forms, general procedures and safety work
practices can be located.

In the Health and Safety Manual are detailed procedures and a copy of the forms to use for inspections,
orientations and training, competency assessments, monitoring, incident reporting, investigation forms, witness
statements, internal auditing forms and meeting minute forms.

Copies of the Health and Safety Manual available for reference at the following facilities;
e  Town Office
e  Public Works Shop
e  Fire Hall
e Library
e Arena



Reporting Health & Safety Issues — Flowchart

Incident, Concern, Work Refusal, Near Miss or Hazardous Condition

Reporting Requirements

May involve H&S Rep or

Committee Member Report to Supervisor

v v v

Supervisor Reports to Manager

1

Managers/Supervisors to
Complete Investigation Process

Manager Informs CAO or
Governing Board, if required
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Report Outcome to the
Worker, who reported the
incident

Report Root Causes &
Corrective Actions to affected

staff

Final Report sent to CAO

If required, Final Report copy
sent to Governing Board

Report to HSC or HSR. HSC/HSR

makes recommendations, if

needed

All workers have the right to report dangerous work directly to the OHS Contact Centre,

1-866-415-8690 or 780-415-8690.
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