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Your Hotel

Health & Safety
Manual
Month / Day / Year

(It is important that you review every section of this manual and add to, change or remove all sections that do not match up with your property. It is also important to review this document with regards to what is legally correct in your operating area and if you operate in a union environment, that the words stay within the context of the existing union contract.) 
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Health & Safety XE "Health & Safety" 

 XE "Health & Safety" 
Policy XE "Policy" 
The Management of Our Hotel is vitally interested in the health and safety of its employees. Protection of employees from injury or occupational disease is a major continuing objective. We will make every effort to provide a safe, healthy work environment. All supervisors and workers must be dedicated to the continuing objective of reducing risk of injury.

Our Hotel, as employer, is ultimately responsible for worker health and safety. As General Manager, I give you my personal promise that every reasonable precaution will be taken for your protection.

Supervisors will be held accountable for the health and safety of workers under their supervision. Supervisors are responsible to ensure that machinery and equipment are safe and that workers work in compliance with established safe work practices and procedures. Workers must receive adequate training in their specific work tasks to protect their health and safety.

Every worker must protect his or her own health and safety by working in compliance with the law and with safe work practices and procedures established by the company.

It is in the best interest of all parties to consider health and safety in every activity. Commitment to health and safety must form an integral part of this organization, from the president to the workers.

Sincerely yours,

Name of General Manager
Name of General Manager
Our Hotel Policy Statement on Safety and Accident Prevention XE "Our Hotel Policy Statement on Safety and Accident Prevention" 
Our Hotel is totally committed to providing a safe working environment for all Company employees and its customers. The Company realizes and accepts its responsibility to maintain equipment in a safe and operable condition, assist with training employees to do their job, and ensure that all employees are taught to work in a safe manner and observe all safety rules. The Company must also arrange for periodic safety meetings to keep employees constantly aware of working in a safe manner and provide access to other safety seminars, which may become available from time to time.

The Maintenance and Security Manager will represent Our Hotel at all committee meetings. All accidents will be viewed as serious and will be thoroughly investigated in order to determine the cause, and endeavour to ensure that a similar accident does not re-occur. The Company fully intends to enforce the safety policies as outlined in this booklet.
It is every employee's responsibility to completely familiarize him or herself with the Company policies and procedures contained in this booklet as well as the "Occupational Health and Safety Act", "The Workers Compensation Act" and the equipment manufacturer's operations manual.

This manual is to be reviewed annually by the Health and Safety Committee and updated as necessary.  It is to be received by all employees of Diamond Hotels Inc. and will also be posted in the Staff Lounge. 
Return to Work Policy XE "Return to Work Policy" 
Our Hotel values the goal of prevention of injuries and illnesses by maintaining a safe and healthy workplace.  Consistent with this value is the company’s commitment to the successful recovery of injured and ill employees by assisting in early intervention and return to safe work.

It is the policy of Our Hotel to take all reasonable steps to return injured and ill employees to their pre-injury job as quickly as possible.  Where the employee is unable to return to their pre-injury job, the goal will be to return them to alternative work, which is consistent with their functional abilities.

It has been demonstrated that permitting employees to return to work in some capacity is of benefit to both the employee and the company. It helps maintain employee morale and ensures productivity.

Our Hotel and its employees are committed to co-operate and participate in the success of the Return to Work Program.

First Aid XE "First Aid"  

First Aid Kits

In any public place, first aid is very important. There is at least one first aid kit located each department (Housekeeping, Maintenance, Kitchen, and Front Desk). There are also eye wash stations located in the laundry room, housekeeping office, maintenance department and kitchen.

First Aid & CPR
First Aid/CPR Training will take place at least once per year.  Employees are encouraged to take the course.  The hotel will have at least one certified staff member on at all times.

It is mandatory for all Maintenance and Night Audit employees to become certified in First Aid and CPR.

Why Are Safety Rules and Regulations Necessary? XE "Why Are Safety Rules and Regulations Necessary?" 
1.
Safety is important to you, the worker, the livelihood of your family, and the ability to enjoy the benefits of employment.

2.
Safety is important to the Company


a.
As you are important to the Company


b.
To reduce costs resulting from accidents


c.
To retain insurance coverage and avoid excessive rates


d.
To avoid additional Workers Compensation Board assessments

"There is no priority over safety."
What Is An Accident? XE "What Is An Accident?" 
An accident is an unexpected occurrence which usually involves property damage, fire and personal injury.

Current operating procedures and facilities have been designed to do business in the safest way possible, but unfortunately accidents still happen.  It is our job to create an accident free workplace.  Accidents can be prevented by:

1.
Following strict operational and safety standards.

2.
Reporting known hazards immediately to your Supervisor and, if not available, the Manager on Duty.

3.
Take an active role in the safety effort!

If an accident does occur, it is your primary responsibility to immediately report the incident or accident, no matter how minor it may seem.

Preventing Accidents XE "Preventing Accidents" 
1.
Slips and Falls


a.
Immediately wipe up spilled food, grease, water, etc.


b.
Use "Wet Floor" signs.


c.
Keep aisles clear.


d.
Wear appropriate footwear (low-heeled, polyurethane sole).


e.
Eliminate ice on sidewalks.

2.
Burns


a.
Assume every pot is hot. Use oven mitts.


b.
Do not deep-fry wet foods.


c.
Do not over-fill sauce and soup pots


d.
Use strict operating procedures when filtering grease in fryers!


e.
Warn customers of hot plates.

3.
Cuts


a.
Keep knives sharp at all times.


b.
Work at a steady, but safe pace.


c.
Do not pick up broken glass with your fingers.


d.
Do not attempt to catch a falling knife.

4.
Strains


a.
When lifting objects, use the leg muscles, not your back.


b.
Never over-exert yourself.  IF NECESSARY, ASK FOR HELP!

Accident Reporting XE "Accident Reporting" 
All accidents, no mater how minor, must be reported immediately by completing an Accident/Occurrence Report which can be obtained from your supervisor, the Manager on Duty or the Front Desk. Copies of this report should be distributed quickly and without delay.  

Accidents requiring more than basic first aid treatment must be reported to the Workers’ Safety and Insurance Board within 72 hours of the incident. To do this, the Human Resources Department must complete a separate report, which must be filed immediately with the Board. This report protects all employees with financial security should they be injured while on the job.

Accident Investigations XE "Accident Investigations" 
The purpose of the accident investigations policy is to ensure that all workplace accidents are investigated so that the root cause can be found and the appropriate steps can be taken to prevent a recurrence. This policy applies to all employees of Our Hotel.

It is the responsibility of each Manager/Supervisor to ensure that the staff under their supervision has received the proper training and instruction, which will allow this policy to be implemented. The responsibility of investigating any accidents is the responsibility of the Manager/Supervisor of the injured worker and certified member of the Health & Safety committee.

The procedure to follow is as follows:

1.
If an employee gets injured on the job, they are to report the accident to their Manager/Supervisor immediately, regardless of the severity.

2.
An Incident/Occurrence Report must be filled out immediately and forwarded to the Human Resources Department. These forms can be obtained from Department Heads or the Front Desk.

3.
All accidents requiring healthcare and all lost time injuries must be reported to WSIB within 72 hours (3 working days). HR must be informed as soon as possible to ensure the timely reporting to WSIB.

4.
Once this information has been received, an investigation will be conducted by the Manager/Supervisor of the injured worker and a certified member of the Health & Safety Committee as soon as possible.

5.
During the investigation, an Accident Investigation Form must be completed in detail and submitted to the HR Department. In the event of a critical injury, a copy of this form must be submitted to the Ministry of Labour.

6.
HR will follow up with the injured worker regarding a possible return to work program.

Protective Equipment XE "Protective Equipment" 
All employees must be provided with the equipment to protect them and allow them to work in a safe manner.

It is the responsibility of each Manager/Supervisor to ensure that staff which is under their direct supervision, have a full understanding of the hazards against which they are being protected. PPE’s must be readily available to all staff and all staff must be trained on when and how to use this equipment properly. 

If your job requires you to handle dangerous materials or face other occupational safety hazards, you must ensure that the proper safety equipment is used. Supervisors are responsible for maintaining the safe work habits of their workers. If you do not wear the proper protective equipment provided, you will be subject to disciplinary action up to and including termination.  

If you feel that there is the need for additional protective equipment that would decrease the risk of injury, you are encouraged to notify your Supervisor or any member of the Health & Safety Committee whose names and locations are posted in the staff lunchroom.

Hazard Reporting XE "Hazard Reporting" 
The purpose of this policy is to ensure that all employees know what to do when they become aware of any hazards in the workplace.

It is the responsibility of each Manager/Supervisor to ensure that staff under their direct supervision has received the proper training and are aware of the procedure for reporting health & safety hazards.  

Hazards need to be reported as soon as the employee becomes aware of them.  Report all hazards to your supervisor.  If the hazard is something that cannot be corrected immediately or requires further investigation by the Manager/Supervisor or Health & Safety committee then a “Hazard Reporting Form” must be completed and forwarded to the HR Department immediately.

These forms can be found in the Human Resources or Maintenance offices.

Blood Borne Pathogens XE "Blood Borne Pathogens" 
Our Hotel has a responsibility to provide you with safe working conditions. That is why we want you to know how to protect yourself against blood borne pathogens. Blood borne pathogens are viruses, bacteria, and other microorganisms. These organisms are carried in a person’s bloodstream and other body fluids and can cause the Hepatitis B Virus (HBV), the Human Immunodeficiency Virus (HIV), and other diseases.

We make the workplace safe for you by having safety policies and procedures and by giving you proper safety equipment.

Safety Policies and Procedures

You can protect yourself from blood borne pathogens by:


▪
Covering cuts, scrapes, hangnails, rashes, and other open wounds with a bandage at all times while at work


▪
Handling sharp objects (needles or other objects that can pierce the skin) carefully


▪
Eating, drinking, smoking, handling contact lenses, and applying cosmetics and lip balms only in areas where blood borne pathogens are not likely to be present


▪
Washing your hands and skin immediately after contact with body fluids or objects that might be contaminated, and reporting the incident to Security
Safety Equipment

To guard against blood borne pathogens, follow your manager’s directions for using the safety equipment provided by your hotel. This equipment includes:


1.
Masks and eye protection


2.
Aprons


3.
Devices (such as pocket resuscitation masks) to protect you if you have to revive someone who has stopped breathing

4.
Gloves


▪
Never reuse disposable latex or nylon gloves.


▪
Only reuse utility, vinyl, and leather gloves after they have been properly disinfected.


▪
Always examine gloves for tears, cracks, and holes before and after use. Do not use damaged gloves.


▪
Remove gloves properly and wash your hands.

Work Safe. Be Safe. XE "Work Safe. Be Safe." 
Remember! Following safe procedures will prevent injury to yourself and others. Follow them at all times. If you are unsure of how to perform a job correctly, ASK!

 1.
Report all injuries/accidents immediately - no matter how minor.


 2.
Footwear should be sturdy and in good repair - oil resistant sole.


 3.
Keep storage in a clean, neat condition.


 4.
Immediately report any equipment, shelving, flooring, etc. which is defective or 


unsafe.


 5.
Horseplay, boisterous conduct and running are not permitted.


 6.
Go slowly through swinging doors - KEEP TO THE RIGHT.


 7.
Handle all washing and cleaning compounds with extreme caution to avoid 


splashes.


 8.
When lifting any object, bend your knees and don't twist the body.


 9.
When walking, be aware of the traffic and equipment around you.


10.
Clean up produce trimmings, meat fat and other spills immediately.


11.
Pile and stack products securely.


12.
When using a knife, cut away from yourself.


13.
Dispose of broken glass in the designated garbage container.


14.
"Lock-out" (unplug or shut-off electrical source) equipment when cleaning or 


repairing.

Employees will be disciplined for repeated infractions against safe operating procedures.
Personal Protective Equipment XE "Personal Protective Equipment" 
Personal protection equipment is mandatory in the following circumstances:


1.
Where there is a hazard of injury to the head, eyes, feet or skin.


2.
In noisy areas...over 85dB


3.
Where there is the hazard of exposure to toxic substances by inhalation of dusts, fumes, gases, by swallowing or by skin contact.

It is essential that hazards are identified and appropriate equipment is selected. Pay special attention to comfort and fit. It is an important factor in getting employees to use personal protective equipment.

Employees must be trained in the use and care of the equipment. Improper use and handling of personal protective equipment can present hazards.

Ensure that workers have a full understanding of the hazards against which they are being protected.

Post signs wherever protective equipment is required to be worn.

Electrical Equipment XE "Electrical Equipment" 
Never attempt to clear obstructions, to clean, repair or adjust any electrical equipment, unless the machine has been disconnected from its power source (locked-out).

Precautions that should be taken when using electrical equipment:


1.
Keep electrical tools and equipment free from moisture and do not use if water is on the floor.


2.
Do not use equipment if it appears defective. Please report this to your supervisor.


3.
Avoid pulling or unplugging electrical tools by the cord.


4.
Keep electrical rooms, panels and controls clear of obstructions.


5.
All electrical equipment must be correctly grounded.

Lockout Procedures XE "Lockout Procedures" 
Never attempt to clear obstructions, to clean, repair or adjust any electrical or mechanical equipment, apparatus or device, unless the machine has been disconnected from its power source (locked-out).
A proper LOCK-OUT should block and de-energize all possible sources of motion.

Lock-out procedures:


1.
Notify Others - operators, Supervisors and other workers in the area should know about the lock-out taking place


2.
Review - think through every step required.


3.
Identify All Energy Sources - electrical, hydraulic, spring, pneumatic, gravity, etc.

4.
Neutralize All Energy - turn off electrical power, lower all suspended parts, block moveable parts, vent air pressure, drain hydraulic lines, release or block spring energy, secure machine products.


5.
Lock-Out Power - attach locks; use your own lock; never lend lock; report the loss immediately; don't remove a lock unless it's yours; use warning tags.


6.
Test Equipment - check for others in danger zone, push start button to verify neutralized power, operate valves, and test electric current.


7.
Before Restarting Machine - are guards in place? Have braces, pins, blocks been removed? Have pipes, tubing, noses been reconnected? Have tags and locks been removed by authorized persons? Have all persons left the danger zone?


8.
A lock-out is only valid for one shift.

Any employee not complying with this procedure will be disciplined up to and including termination for cause.

Any outside Contractor not complying will be asked to leave the Hotel immediately.  The Contractor could face prosecution under the Occupational Health and Safety Act.

Material Handling XE "Material Handling" 
Strains, sprains, fractures and bruises are common injuries caused by improper lifting and handling of material. To eliminate injury occurrence train employees in proper lifting and handling techniques.

The following are basic steps in safe lifting and handling.


1.
Size up the load and check overall conditions. Do not attempt to lift alone if it appears too heavy, or awkward. Check adequate space for movement and good footing.

2.
Look for slivers, nails, sharp ends, etc., when handling materials or packages. If possible, remove them.


3.
Make certain of good balance. Feet, shoulder width apart; one foot beside and the other foot behind the article to be lifted.


4.
Bend the knees, do not stoop. Keep the back straight, not vertical; there is a difference. Tucking in the chin straightens the back.


5.
Grip the load with palms of the hands and the fingers. The palm grip is much more secure.


6.
Use body weight to start the load moving and then lift by pushing up with legs, making full use of this strongest set of muscles.


7.
Keep the arms and elbows close to the body when lifting. Be sure you can always see where you are going.


8.
Do not twist the body. To change direction, shift the foot position and then the whole body.


9.
If the load is to be lowered, bend the knees, do not stoop.

Push or pull hand trucks and rollers slowly when nearing corners, intersections or when customers or other employees are in the area. Do not leave equipment in aisles or passageways.

Preventative Maintenance XE "Preventative Maintenance" 
Preventing the breakdown of equipment and facilities during key periods will save you money and reduce accident occurrence.

Preventative maintenance involves keeping things running and in good repair and keeping things clean and orderly.
A "Preventative Maintenance" philosophy should be adopted as opposed to "Breakdown Maintenance". Don't Wait Until It Breaks Down Before You Fix It.
Typical Maintenance Situations


- Breakdown in machines (lack of lubricants; parts failure)

- Dollies, trucks and racks (loose or broken parts, defective wheels)

- Safety interlocks not functioning

- Defective tools (hand & power driven)

- Broken ladders, steps, doors


- Electric motors not running

- Holes and cracks in working surfaces
- Leaking pipes (air, gas, oil, water)


- Ventilation breakdowns


- Broken handrails


- Broken lighting


Precautions/Action


1.
Maintenance schedules must be kept current for each piece of equipment.


2.
Maintain accurate maintenance records, Use schedules provided by the manufacturer.


3.
A maintenance repair log should depict:



a.
Date




b.
Object/Vehicle/System machine worked on


c.
Person performing maintenance


d.
Findings


e.
Repairs performed

4.
Regular preventative maintenance inspections will reduce many of the above situations. Immediate attention will prevent complete breakdown and save time.


5.
Maintenance personnel must wear appropriate personal protective equipment.


6.
Where potential for injury to themselves or other employees exists, extra caution must be used. Examples: guards removed during shut down; working overhead; carrying ladders; heavy lifting; need to clean up spilled oil or grease, sharp objects, bolts etc.


7.
Formal lock-out procedures must be established and followed. This will prevent crippling and fatal injuries.


8.
Clean-up on completion of work is essential.

Workplace Inspection XE "Workplace Inspection" 
Inspection should be conducted regularly by managers and the Health and Safety Committee to ensure compliance with all Health and Safety Standards.

There are two methods in which inspections should be carried out:


1.
Planned Inspections:



a.
These inspections are the responsibility of the Health and Safety Committee. It is a co-ordinated effort by both management and labour.



b.
The Inspection Checklist provided with this manual must be completed monthly, prior to each committee meeting.



c.
Discuss inspection findings during meeting.



d.
A copy of the checklist must be submitted to the General Manager for review.



e.
Summarize the hazards identified and potential loss that may be incurred. Submit to General Manager



f.
Maintain an accurate record of all inspections.


2.
Unplanned Inspections



a.
These inspections are the responsibility of management.



b.
Managers must conduct these inspections as they see fit or at least quarterly.



c.
Keep an accurate record of all these inspections.



d.
Take immediate corrective action on all deficiencies.

Outside Visitors XE "Outside Visitors" 
Policy XE "Policy" 
As an employer, you shall take every reasonable precaution to protect all persons at your hotel, including: Visitors, Guests, Self-Employed Contractors, and Workers Who Are Employees Of Contractors.

Procedures XE "Procedures" 
Prior to awarding any contract take the following precautionary measures:


1.
Call the Worker's Compensation Board to ensure that the contractor is in good standing.


2.
Ensure that the Company has the right to stop the contractor's work in the event of the creation, by the contractor, of any unacceptable health and/or safety hazard to employees


3.
Ensure that the Company has the right to void the contract for a wilful or persistent violation by the contractor of health and safety rules.


4.
Advise the contractor and its workers of any particular hazards associated with the workplace.


5.
Advise the contractor and its workers of what to do in case of a fire.


6.
Ensure that the contractor and its workers are informed of the areas to which they are permitted access.


7.
Ensure that the contractor and its workers have the personal protective equipment necessary for safe performance of the work.


8.
The contractor delivers Material Safety Data sheets for each chemical substance brought onto the premises.

Fire Prevention XE "Fire Prevention" 
Please refer to the Fire Rules And Regulations in your Staff Manual.

The Workplace Partnership XE "The Workplace Partnership" 
Management and workers must share the responsibility for occupation health and safety. Together, we will be best able to identify health and safety problems and to develop solutions. Ideally, the internal responsibility system involves everyone, from the general manager to the worker. To ensure the system works, we are creating with you a Joint Health and Safety committee to monitor workplace safety and create solutions when problems arise.

The Joint Health and Safety Committee XE "The Joint Health and Safety Committee" 
The Joint Health and Safety Committee is formed with the following spirit in mind: To recognize that the worker has the right to be part of the process of identifying and resolving workplace health and safety concerns; to recognize that the worker has the right to know about any potential hazards to which he may be exposed; and to recognize that the worker has the right to refuse work that he believes to be dangerous.

The Joint Health and Safety Committee members work collectively as a "Team" to co-ordinate, implement and monitor programs which will effectively eliminate the occurrence of all accidents which may result in personal injury or property damage. It is an advisory group of worker and management representatives. The workplace partnership to improve

Health and Safety depends on the joint committee. It meets regularly to discuss health and safety concerns, review progress and make recommendations.

Structure XE "Structure" 
The Committee consists of a least four people, 50% of which will be elected from workers and 50% from management. The two worker members will comprise one office worker and one from housekeeping. The workers cannot have the authority to discipline, hire, fire or recommend discipline.  

At some future time, at least one worker and one management representative must be certified.

The names and work locations of the Committee Members will be posted where they will be likely to seen by all workers.

Purpose XE "Purpose" 
It is important that the members understand the role or function of the committee. Specifically, the committees function is to:


1.
Discuss safety policies and make recommendations to management.


2.
Discover unsafe conditions or practices and determine solutions.


3.
Work to obtain results by having its management approved recommendations 


put into place.


4.
Teach safety to committee members, who in turn will teach safety to all other



personnel.

Duties XE "Duties" 
The following should be considered as duties for the members of the committee:

Chairperson:
- attend all committee meetings


- promote health and safety at all times



- arrange for meeting place



- notify members of meeting



- prepare an agenda and distribute


- invite specialists or guests as required



- preside over meeting


- guide meeting as per agenda



- review and approve minutes


- assign projects to members



- ensure that committee carries out its function



- ensure all discussion items end with a positive recommendation

Secretary:
- attend all committee meetings


- promote health and safety at all times



- prepare minutes of meetings


- distribute minutes (after approval)



- keep pertinent records


- report on the status of recommendations



- assist chairperson as required

Member:
- attend all committee meetings


- promote health and safety at all times



- report all accidents or near accidents


- influence others to work safely



- provide feedback on workers suggestions


- attempt to raise health and safety standards



- identify and control hazards


- make recommendations



- carry out inspections


- monitor effectiveness of health and safety program



- assist with development of health and safety rules



- assist with development of safe work practices



- promote and monitor compliance with health and safety regulations



- contribute ideas and suggestions for improvement of safety standards

Duties of the committee members must be reviewed periodically and revised when necessary.

Powers XE "Powers" 
The Joint Health and Safety Committee has several important responsibilities.

1.
IDENTIFYING WORKPLACE HAZARDS


The main purpose of the Committee is to identify workplace hazards, such as machinery, substances, production processes, working conditions, procedures or anything else that can endanger the health and safety of the workers. To a large extent, this purpose is achieved by carrying out inspections of the workplace.

2.
OBTAIN INFORMATION FROM BEST VALUE INN INC. AND ELSEWHERE


The Committee is entitled to any information concerning existing or potential hazards in the workplace and about any workplace testing that is being carried out for occupational health and safety purposes. The Committee is entitled to gather any information necessary to the success of the Committee. This included information from the Workers Compensation Board.

3.
MAKE RECOMMENDATIONS TO BEST VALUE MOTEL INC.


The Committee is to make recommendations to Our Hotel and to the workers on ways to improve workplace health and safety. Our Hotel will respond to any written recommendations from the Committee, in writing, within 21 days. If the Company agrees with the recommendations, the response will include a timetable for implementation. If the company does not agree with the recommendations, then reasons for not agreeing will be provided.

4.
INVESTIGATE WORK REFUSALS


The Committee members who represent workers must designate on of their group to be present at the investigation of a work refusal. The Occupational Health and Safety act gives a worker the right to refuse work that he or she believes is unsafe.

5.
INVESTIGATE SERIOUS ACCIDENTS


If a worker is killed or critically injured on the job, the accident is investigated. The members of the Committee who represent workers should choose on or more of their group to conduct such an investigation. This investigation can be part of, or in addition to, an investigation conducted by Our Hotel or the Ministry of Labour.

6.
CONFIDENTIALITY OF INFORMATION


Joint Committee members from time to time come across confidential information. Committee members must observe some basic rules of confidentiality. Committee members must:


a.
Not disclose any information about any workplace tests or inquiries conducted under the Occupational Health and Safety Act;


b.
Not reveal the name of any person from whom information is received;


c.
Not disclose any secret manufacturing process or trade information; and


d.
Disclose the results of any medical examinations or tests of workers only in a way that does not identify anyone.

7.
HOLD REGULAR MEETINGS

8.
MONITOR COMPLIANCE WITH REGULATIONS

The committee does not have decision making authority but rather its role is to provide recommendations. Through group participation and consultation, recommendations are made to strengthen health and safety efforts. The committee reports directly to the General Manager, therefore any recommendations that are made would have to be submitted to this person for considering implementation. The General manager should give his/her thoughts on the recommendations made prior to the next meeting.

Committee Meetings XE "Committee Meetings" 
The Health and Safety Committee must meet at least once every two months. Where an extraordinary safety problem surfaces it may be necessary to meet more often.

100% attendance must be achieved if the committee is to operate effectively. Alternates play a key role in achieving this goal.  Lack of attendance may communicate a lack of commitment to safety objectives and reduces the credibility of the committee as a whole.

Meetings should be scheduled well in advance to allow ample preparation time. Meetings should never be postponed unless it is a pressing emergency. Lack of attendance should never postpone a meeting. Frequent postponed meetings can be perceived symptoms of lack of interest in safety, lack of commitment by management and lack of committee leadership.

Meetings should be held during the middle of the day shift with a provision made to compensate non-day shift workers who are required to attend. The time that is chosen for these meetings should be the same to promote attendance.

Meeting should be held in an area with quiet, uninterrupted conditions. Meeting place should be comfortable and cheerful.

All committee meetings should start and stop on time.  Late starts are another warning sign of lack of interest or commitment by members.

Once a meeting has started, it should never be interrupted by telephone calls or other people. Interruptions will only cause disorganization and alter the momentum and focus of the meeting. Frequent interruption provides a clear message that health and safety is secondary to normal day-to-day operations.

An agenda should be prepared for each meeting and distributed to all members prior to the meeting. Distributing the agenda prior to meetings allows members to give topics of discussion some thought and allow preparation.

Suggested format of Agenda:


 1.
Call to order

 2.
Roll call by Secretary

 3.
Introduction of any visitors

 4.
Approval of minutes



 5.
Unfinished business



 6.
Reports - inspections; accidents; statistics
 
 7.
Educational session

 8.
New business

 9.
Set time, date and location of next meeting

10.
Adjournment
A detailed agenda will assist in ensuring that committee meetings proceed in an orderly and productive manner. Meeting time is not to be used to air complaints and grievances, which have other channels to deal with these matters. "Fix-it" items should be resolved through line management, not during meeting time. Health and Safety committee devotes its time to health and safety matters.

Decisions should be made at a meeting by allowing each member of the committee to present his/her arguments, having these debated and then coming to a consensus.

The primary function of the health and safety committee is to make recommendations on new or known hazards.  Each item of discussion should be concluded with a definite recommendation. To ensure that the recommendation is complete, determine if the following questions can be answered: What? Why? How? Where? When? Who?

Each recommendation should include the following:


- identify the hazard


- potential consequence if not corrected


- potential loss incurred by such consequence, both human and financial


- recommendation to correct or eliminate hazard


- cost of implementation

Detailed minutes of the meetings are very important. Minutes serve as a record for those recommendations made and identifying safety problems. They also serve to communicate to the workers the committee's activities.

Minutes should include the following details:


- time and date of meeting


- who attended


- items discussed:  reports, problems, statistics, education


- reason's for recommendations:  counter arguments


- recommendations made: by whom; by when


- time and date of next meeting

Minutes must be approved by the General Manager and both Co-Chairpersons

The secretary should write the minutes immediately after the meeting, while topics are fresh in his/her memory.

Minutes should be available no later than one week from the meeting date. Workers, committee members and management must all have copies to read. Minutes for the workers can be posted on the employee bulletin board for review.

Minutes to meetings should be retained for a minimum of two years.

Keep meeting fun and promote free and frank discussions. Formality should not dominate meeting.

Effectiveness XE "Effectiveness" 
To measure effectiveness, it is important that the Health and Safety Committee record their activities. Weak areas should be strengthened, while strong areas maintained.  A committee’s effectiveness can be measured by answering the questionnaire in the appendix.

To improve committee effectiveness, workers must know the identity of their health and safety committee members.  Committee member’s identities must be posted on employee bulletin board. Duties and authority of the health and safety committee members must be understood by the entire workforce. Full understanding of the committees function will promote a co-operative effort for the safety program.

Committee members must be looked upon as advisors, not enforcers. Supervisors and managers are responsible for ensuring that safety regulations and procedures are met, while a committee members role is more that of an observer and advisor.

Workers should be encouraged to make suggestions to committee members that will:


1.
Decrease the danger of accidents to themselves and their fellow workers, and reduce risk of damage to equipment and materials


2.
Eliminate fire hazards and increase the effectiveness of fire extinguishing methods and equipment


3.
Improve sanitary and health conditions in the work area

Workers who make regular suggestions to members understand the committees function and feel that they can communicate ideas through this body, which is the way it should be. This communication should be maintained by providing feedback on all suggestions and ideas.

Serious consideration should be given to all recommendations provided by the Health and Safety Committee. There may be valid reasons why the recommendations made by the committee cannot be implemented, and these reasons should be communicated to the committee.

Goals or objectives of the committee must be set to provide the necessary direction. Committee members should identify which goals they wish to attain at the beginning of the year or during the first few structured meetings. A few suggestions for objectives are listed in the appendix. Objectives must be reviewed once a year.

Summary XE "Summary" 
The Joint Occupational Health and Safety Committee is the key to a successful safety program. The committee as a whole helps to:


a.
Better inform management by presenting objectives and problems


b.
Familiarize chosen staff members with safety affairs


c.
Bring together various viewpoints for discussion


d.
Promote interest in and co-operation for safety among committee members themselves

Refusal to Work XE "Refusal to Work" 
Conditions for Refusal XE "Conditions for Refusal" 
An employee can refuse to perform work if he or she has reason to believe that:


1.
The equipment to be used is likely to endanger him or her or another worker.


2.
The physical condition of the workplace is likely to endanger.


3.
The equipment, machinery or physical condition of the workplace is likely to endanger any worker or contravene the Occupational Health and Safety Act.

Procedure XE "Procedure" 
If a circumstance does arise:


1.
The employee must notify his/her supervisor immediately of the refusal.


2.
The Supervisor must immediately investigate the situation in the presence of the employee and one of the following:



a.
Health and Safety Committee



b.
Health and Safety Representative



c.
Employee selected by the employees


3.
If the employee is not satisfied with the results of the investigation, he/she may continue to refuse to work.


4.
If the refusal cannot be resolved by the Supervisor, a Ministry of Labour Inspector must be notified. If this situation arises, the General Manager must be notified immediately. The Ministry of Labour Inspector will investigate the situation and determine whether the worker's refusal to work is legitimate.


5.
Prior to the inspector's decision, other employees may be asked to do the work, but must be informed of the refusal and reasons for it. They may also refuse to perform the work if they so choose.

Responsibilities XE "Responsibilities" 
Being careless when conducting our daily activities can result in injury to us, to another staff member or to a guest. Following safety standards, abiding by rules and regulations, being aware of emergency procedures and being attentive to our actions while we are working will reduce the possibility of careless injury. All incidents of careless injury to another person will result in disciplinary action up to and including termination.
Below is a list of responsibilities as per the Occupational Health & Safety Act of Ontario:

Management

It is the responsibility of the Company and its supervisors to promote and support the actions of its employees in initiating, developing and maintaining safe working conditions, and safe equipment.

This will be carried out in the following manner:

 1.
Provision of complete safety instruction to employees prior to assignment of duties.

 2.
To impart to each employee the understanding that violation of established safety rules will not be tolerated.

 3.
To see that needed safety equipment and protective devices are worn on the job.

 4.
To repair all equipment as required and maintain it in a safe and proper manner.

 5.
To take prompt corrective action whenever unsafe conditions and unsafe acts are noted.

 6.
To teach employees that accidents don't just happen but they are caused and can be prevented.

 7.
Ensure that an injured workman is accompanied to the hospital for medical aid if required, immediately after the accident.  The office should be contacted immediately to initiate the filling out of an accident report.

 8.
To give full support to all safety activities and safety procedures.

 9.
Continuous inspection for unsafe practices and conditions, and prompt corrective action to eliminate causes of accidents is the duty of all personnel.

10.
To instil awareness in each employee that the Company is interested in their safety and in their well being at all times through personal safety habits and by group safety meetings.

11.
Appoint competent persons as supervisors.

12.
Inform a worker or a person in authority over a worker, about any hazard in the work and train that worker in the handling, storage, use, disposal and transport of any equipment, substances, tools, material, etc.
13.
Not employ underage workers or knowingly permit underage persons in or near the workplace.

14.
Post in the workplace a copy of the Occupational Health and Safety Act.

15.
Prepare a written Occupational Health and Safety Policy.

16.
Post a copy of the Occupational Health and Safety Policy.

Supervisors

Supervisors shall be required to ensure that all safety measures are in effect and that requirements of the "Occupational Health and Safety Act" are being adhered to.

Supervisors are directly responsible for the following:

1.
Review basic requirements of safety when they are first hired.

2.
Ensure that employees work in a safe manner and use protective equipment when necessary.

3.
Arrange periodically for safety meetings and post sufficient notice for such meetings.

4.
Review unsatisfactory safety procedures with any employee and assess disciplinary action as required for violations.

5.
Ensure that a worker complies with the Act and regulations.

6.
Advise a worker of any potential or actual health and safety dangers known by the supervisor.

7.
Take every precaution reasonable in the circumstances for the protection of workers.

Workers

It is the responsibility of each employee to adhere to the following:

 1.
Work in compliance with the "Occupational Health and Safety Act" and regulations, and their Staff Manual.

 2.
Use or wear any equipment, protective devices or clothing required by the employer.

 3.
Attend and participate in safety meetings.

 4.
Report to the employer or supervisor any known missing or defective equipment or protective device that may be dangerous.

 5.
Report any known workplace hazards to the employer or supervisor.

 6.
Report any known violation of the Act or regulations to the employer or supervisor.

 7.
Not remove or make ineffective any protective device required by the employer or by the regulations.

 8.
Not use or operate any equipment or work in a way that may endanger any worker.

 9.
Not engage in any prank, contest, feat of strength, unnecessary running or rough and boisterous conduct.

WHMIS Training XE "WHMIS Training"  
(Workplace Hazardous Materials Information System)

Many of the materials in your workplace can cause injury, illness or death if they are not handled properly.  WHMIS helps identify hazardous materials in the workplace and describes what you can do to protect yourself. It is mandatory for all employees who are exposed to or likely to be exposed to a hazardous material to take the training. This training will be provided by the employer.

It is the responsibility of the Department Head to ensure that all employees under his/her supervision have received proper training and instruction to enable them to perform their job in a safe manner.

WHMIS is a Canada-wide legislated system of providing information on workplace hazardous materials and how to safely use, store and handle them. Each workplace must have a system in place that tells you and your co-workers what you need to know about the products you work with. The system has three components:


1.
Container Labels




2.
Material Safety Data Sheets


3.
Employee Training.

Container Labels XE "Container Labels" 
WHMIS labels act as a warning to alert you to the hazards involved in using any given hazardous material. These bilingual labels have a distinctive WHMIS slashed border and depict applicable hazard symbols. Each symbol appears within a circle, to help you identify dangers.  These labels are clearly displayed on the container where you can easily see them.

Before handling any product, read the label to find out what you need to know about any possible hazards. Then use all the precautions listed on the label before and during use.
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If you find a product with a torn or illegible label, report it to your supervisor so it can be replaced immediately. If you discover a product with not label, let your supervisor know right away and don't handle the product until you know what it is and how to handle it safely.

Supplier Labels XE "Supplier Labels" 
Your employer must ensure that all hazardous products contain a supplier label before they enter the workplace. 
A typical supplier label will contain the following information:

1.
The identity of the product


2.
The hazard symbol

3.
Any necessary precautions


4.
The identity of the manufacturer

5.
Risk phrases




6.
First aid instructions

7.
Where additional information can be found - MSDSs

All employees will be disciplined for repeated infractions against safe operating procedures.
Workplace Labels XE "Workplace Labels" 
If, for any reason, a product arrives without a label or is decanted from its original container, your employer is responsible for ensuring that a workplace label is attached. Workplace labels may vary considerably in wording and appearance but must all contain information on:


1.
The product's identity


2.
How to safely handle the material


3.
The reference to a material safety data sheet (MSDS)

Material Safety Data Sheets (MSDSs) XE "Material Safety Data Sheets (MSDSs)" 
MSDSs describe the hazards of the materials you use on the job. They're developed for each product by its manufacturer or supplier and must be updated every 3 years, or as required by change.

MSDSs provide you with information on:

Product Information
Lists the identity of the product, name address and phone number for emergencies

Hazardous Ingredients
Includes names of substances in the chemicals that might be dangerous and safe exposure limits

Physical Data
Product appearance, smell and physical properties

First Aid Measures
Medical instructions in case of accidental exposure to the substance

Fire and Explosion Data
Tells you the lowest temperature at which the chemical could catch fire. Lists the best way to put out a fire involving that chemical

Toxicological Properties
Lists the exposure limit, and the effects of overexposure

Reactivity Data
Describes what happens if the chemical comes in contact with air, water or other chemicals

Protection & Precautions
Explains special personal protective equipment and other equipment to avoid exposure, safe handling and storage procedures and any other necessary precautions

Preparation Date & Group
Names the person/group who prepared the MSDS and its date of preparation
Transportation, Handling
Explains how product should be transported, handled and stored and Storage

MSDSs must be available in an area that is easily accessible to all staff at all times.
Employee Training XE "Employee Training" 
If you are exposed to, or are likely to be exposed to, hazardous materials, your employer has the responsibility to train you in WHMIS.

Training must be both generic and workplace specific, and must include information on understanding labels, instruction for safe use, storage, handling and disposal of hazardous materials and what emergency procedures are involved with each product.

WHMIS training should include printed reference material that is distributed to all workers. Workers must be trained where there are changes in process or when new chemicals are introduced to the worker. WHMIS must be reviewed annually by all workers.
Working With WHMIS XE "Working With WHMIS" 
The three main elements of WHMIS - labels, MSDSs and training - are tools to protect you from exposure to hazardous substances in the workplace. Read the WHMIS label each time you use any controlled product. Tell your supervisor if a label is damaged or missing. Refer to the MSDS for details about any hazardous product before you use it. And if you have any questions, ask your supervisor.
Appendices XE "Appendices" 
Appendix 1
Suggested Objective XE "Appendix 1
Suggested Objectives" 
Review and analyze statistics relating to injury and illness to determine what action(s) are required to improve the situation.

To arouse and maintain the interest of all employees and keep them informed on safety matters.

Review and analyze reports of inspections and audits (by committee, manager, government inspector etc.) and prepare recommendations to management when and where necessary.

To convince all employees that their co-operation is needed to prevent accidents.

Review on site rules relating to health and safety to assure they are adequate to protect employees from health and safety hazards.  Assist management in the development of additional rules if necessary.

To make safety activities an integral part of operating policies and methods, and a function of operation.

Review all aspects of health and safety training to ensure it meets all requirements in providing the necessary information.

To provide an opportunity for free discussion of accident problems and preventative measures.

Review promotional materials to determine if it conveys a message with impact.

To help the operating manager evaluate safety suggestions.

Conduct periodic audits of the operations to determine effectiveness of the health and safety program.

Appendix 2
Characteristics of an Effective Committee XE "Appendix 2
Characteristics Of An Effective Committee" 
Committee meets at least once every two months.

Membership represents the major operating departments.

Committee provides for good two-way communication - regular suggestions accepted from workers.

Committee has full backing of management.

Objective has been set.

Committee members are trained in health and safety.

Purpose is clearly defined.

Duties are clearly defined and understood by each member.

Authority of committee is clearly defined.

Members do not exceed their authority.

100% attendance is achieved at meetings.

Meetings start and stop on time.

Agenda is prepared and distributed before meeting.

Positive recommendations are made.

Detailed minutes are kept.

Constructive recommendations are provided for problem areas.

Committee members are perceived as advisors, not enforcers.

Workers perceive the committee as performing a useful function in providing leadership in safety.

Appendix 3
Authority, Occupational Health and Safety XE "Appendix 3
Authority, Occupational Health And Safety"  Committee

The right to participate in inspections and investigations.

Identify situations that may be a source of danger or hazard to workers.

Make recommendations to the employer and the workers for the improvement of health and safety of workers.

Recommend to the employer and the workers the establishment, maintenance and monitoring of programs, measures and procedures respecting the health and safety of others.

Obtain information from the employer respecting

a.
the identification of potential or existing hazards of material, processes or equipment.

b.

health and safety experience, work practices and standards in similar industries of which the employer has knowledge.

Advise on the refusal to do unsafe work practices.

Hold regular meetings.

Monitor compliance with regulations.

Appendix 4
A Questionnaire to Measure the Effectiveness of XE "Appendix 4
A Questionnaire to Measure the Effectiveness of"  Joint Health and Safety Committees

EXTERNAL
  1.
Does senior management demonstrate its support of the committee 
FACTORS

by providing resources, training and time for committee activities?


  2.
Do workers demonstrate their support of the committee by their actions?


  3.
Are the best available people chosen to serve on the committee?


  4.
Is senior management represented on the committee?


  5.
Is the committee large enough to ensure fair representation but small enough to be able to get things done?


  6.
Does a tiered structure of committees exist where required by the size or complexity of the workplace.


  7.
Does the committee report to the appropriate individual (one who gets things done)?



  8.
Has the role of the safety co-ordinator in relation to the committee been clearly defined?


  9.
Does the committee meet regularly?


10.
Have committee members received joint training in:



a.
committee functions


b.
health and safety regulations




c.
inspections



d.
accident investigation


e.
problem solving


f.
effective communication?


11.
Does the committee participate in planning on all issues which have health and safety implications?


12.
Does the committee receive technical support when required?


13.
Does management always give reasons when committee recommendations are not implemented?

-------------------------------------------------------------------------------------------------------

INTERNAL
14.
Are committee responsibilities clearly defined?

FACTORS
15.
Are the responsibilities of committee members known by employees?


16.
Do employees know who their committee representatives are?


17.
Are members rotated on a staggered basis?


18.
Have procedures for various committee activities been established?


19.
Is the committee appropriately chaired?


20.
Do one or two individuals dominate meetings?


21.
Has the committee participated in all the activities prescribed by legislation, collective agreement or its own list of responsibilities?


22.
Are agendas prepared and distributed well in advance of each meeting?


23.
Can any member contribute items to the agenda?


24.
Do members attend meeting regularly?


25.
Are committee minutes available to all employees promptly after each meeting?

26.
Do committee members report on their activities at management meetings?


27.
Do employees communicate unresolved safety issues to the committee?


28.
Is the committee perceived as performing a useful function by workers, supervisors and management?

-------------------------------------------------------------------------------------------------------
RESULTS
29.
Has the accident frequency rate been reduced?


30.
Has the committee achieved its declared objectives?


31.
Has the committee identified significant hazards or problems?


32.
Has the committee recommended viable solutions to these hazards or problems?


33.
What ratio of committee recommendations has been implemented?


34.
What proportion of committee recommendations deal with "before-the-fact" measures rather than "after-the-fact" solutions?


35.
What is the ration between new and old problems raised in committee?


36.
What proportion of unsafe work refusals have been successfully resolved by the committee?


37.
What is the ratio of issues resolved in committee, by referral to senior management, by referral to government inspectors, and with no solution?


38.
Has the number of complaints initially addressed to government inspectors decreased?


39.
Has the number of orders written by government inspectors been reduced?

Appendix 5, Inventory of All Materials Used XE "Appendix 5, Inventory Of All Materials Used" 
List all materials used, by department.
MAINTENANCE

HOUSEKEEPING

LAUNDRY

Our Hotel 
Our Address, Our City, Our Province, Our Postal Code
I,  ____                                      , have read and fully understand the Policy and safe operating procedures described in the Health and Safety Manual.  I also clearly understand my responsibilities as an employee and will do everything in my power to create a safe and healthy work environment for all.

Employee Signature

Date
Manager’s Signature

Date
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