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Minutes of a Meeting of  
The Joint Health and Safety Advisory Committee 

for The Corporation of the Town of Tecumseh 

A meeting of the Joint Health and Safety Advisory Committee (JHSAC) for the Town of 
Tecumseh was held on Tuesday, September 25, 2018 in the Tecumseh Meeting Room 
at Town Hall, 917 Lesperance Rd., Tecumseh at 2:00 pm. 
 
Present: 
Denis Berthiaume Manager Water & Wastewater 
Casey Colthurst Manager Parks & Horticulture 
Melissa Doetzel Human Resources Officer 
Ray Hammond Manager Facilities 
Denis Laforet Landscape Technician/Groundskeeper 
Shaun LaPorte Water Employee 
Chad Mactier Deputy Fire Chief 
Sam Paglia Drainage Superintendent/Engineering Technologist 
Scott Willoughby Facility Attendant 

1. Call to Order 

2. Roll Call 

3. Disclosure of Pecuniary Interest 

There was no disclosure of pecuniary interest. 

4. Communications 

a. Minutes - April 24, 2018 

Motion:  JHSAC - 12/18 

Moved By Denis Berthiaume 
Seconded By Scott Willoughby 

That the April 24, 2018 minutes of the Joint Health and Safety Advisory 
Committee, as was duplicated and delivered to the Members of the 
Committee, are accepted. 

b. Communications - For Information 

c. Communications - Requiring Action 

1. Policy No. 7 - Health and Safety Policy 

Motion:  JHSAC - 13/18 

Moved By Shaun LaPorte 
Seconded By Casey Colthurst 

That Policy No. 7 - Health and Safety Policy be adopted. 

Carried. 

2. Policy No. 68 - Violence and Harassment in the Workplace 

Motion:  JHSAC - 14/18 

Moved By Sam Paglia 
Seconded By Casey Colthurst 

That Policy No. 68 - Violence and Harassment in the Workplace be 
adopted. 

The Motion was LOST. 
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Committee members requested more information on Policy No. 68.  Ms. 
Doetzel advised that the Human Resources Department had up to 21 
days to respond to the request for additional information on this matter. 

d. Workplace Inspections 

1. Arena, 12021 McNorton 

a. April 26, 2018 

b. May 28, 2018 

c. June 28, 2018 

d. July 25, 2018 

e. August 29, 2018 

2. Community Centre, 13731 St. Gregory 

a. April 29, 2018 

b. May 31, 2018 

c. June 28, 2018 

d. July 25, 2018 

e. August 29, 2018 

3. Maintenance, 2391 St Alphonse 

a. April 27, 2018 

b. May 30, 2018 

c. June 27, 2018 

d. July 30, 2018 

e. August 27, 2018 

4. Parks, 300 Manning 

a. April 18, 2018 

b. May 14, 2018 

c. June 14, 2018 

d. July 14, 2018 

e. August 14, 2018 

5. Town Hall, 917 Lesperance 

a. April 30, 2018 

b. May 31, 2018 

c. June 26, 2018 

d. July 26, 2018 

e. August 29, 2018 

6. Public Works, 1189 Lacasse 

a. April 30, 2018 

b. May 30, 2018 

c. June 29, 2018 

d. July 30, 2018 

e. August 30, 2018 
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7. Public Works, 2495 McCord 

a. April 27, 2018 

b. May 30, 2018 

c. June 19, 2018 

d. July 30, 2018 

e. August 27, 2018 

8. Water, 1189 Lacasse 

a. April 30, 2018 

b. May 30, 2018 

c. June 29, 2018 

d. July 30, 2018 

e. August 30, 2018 

9. Fire & Rescue Services, Fire Station #1, 985 Lesperance Road 

a. April 3, 2018 

b. May 1, 2018 

c. June 5, 2018 

d. July 3, 2018 

10. Fire & Rescue Services, Fire Station #2, 5520 Walker Road 

a. April 3, 2018 

b. May 15, 2018 

c. July 5, 2018 

d. August 12, 2018 

11. Pool 

a. May 31, 2018 

b. June 27, 2018 

c. July 25, 2018 

d. August 28, 2018 

Motion:  JHSAC - 15/18 

Moved By Shaun LaPorte 
Seconded By Scott Willoughby 

That the Workplace Inspections as listed on the September 25, 2018 Joint 
Health and Safety Committee Agenda be received. 

Carried. 

e. Monthly Maintenance Packages 

1. Dunk & Associates - April 2018 

2. Dunk & Associates - May 2018 

3. Dunk & Associates - June 2018 

4. Dunk & Associates - July 2018 

5. Dunk & Associates - August 2018  
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Motion:  JHSAC - 16/18 

Moved By Denis Laforet 
Seconded By Denis Berthiaume 
That the Monthly Maintenance Packages as listed on the September 25, 
2018 Joint Health and Safety Committee Agenda be received. 

 Carried. 

5. Reports 

a. Incident Reports 

1. May 8, 2018 

2. May 29, 2018 

3. July 4, 2018 

4. July 18, 2018 

5. July 20, 2018 

6. July 26, 2018 

7. August 7, 2018 

8. August 14, 2018 

9. August 28, 2018 

Motion:  JHSAC - 17/18 

Moved By Casey Colthurst 
Seconded By Denis Laforet 

That Reports 1) through 9) as listed on the September 25, 2018 Joint 
Health and Safety Committee Agenda be received. 

6. Unfinished Business 

7. New Business 

A meeting of the Joint Health and Safety Committee will be held on November 
20, 2018 to discuss Policy No. 68. 

8. Next Meeting 

The next Joint Health and Safety Committee meeting will be held at 2:00 pm on 
Tuesday, December 18, 2018. 
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9. Adjournment 

Motion:  JHSAC - 18/18 

Moved By Sam Paglia 
Seconded By Casey Colthurst 

That there being no further business, the September 25, 2018 meeting of 
the Joint Health and Safety Committee now adjourn at 3:45 pm. 

 

__________________________________ 

Sam Paglia, Co-Chair 

 

__________________________________ 

Melissa Doetzel, Human Resources Officer 
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Monthly Implementation Package 
October 2018 – Read First 
 

“THINK: Do it the safe way, do it the right way, do it every day.” 
Need help? Contact Dunk & Associates.  

www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

Investigations 

An accident/incident investigation is a thorough examination of all contributing factors and causes involved in 
the accident/incident being investigated. If an accident or incident occurs in your workplace, an investigation 
needs to be conducted to identify contributing factors and root causes. 

Assignment One: Investigation Assessment 

For this month’s assignment, we have included an assessment to ensure the investigations being completed in 
your workplace are meeting the requirements for accident/incident investigations. Provide a copy of the 
Investigation Assessment included in this package to the safety committee/representative to review and 
complete. If any of the questions are answered ‘no’, investigation requirements are not being met and actions 
need to be put in place to rectify.   

Assignment Two: Safety Talk – What is Your Role in Investigations? 

The Safety Talk is to be delivered, by the Manager/Supervisor in each department (not just posted) and 
attendance signed-off.  Included with your Implementation Package you will find the safety talk and sign-off 
sheet for attendance.  Keep all the safety talks and sign-offs in your safety binder or filing system. Before 
delivering the talk, make sure you are prepared with the information you need for the talk to be successful. 
Read the safety talk, find out any information you may not be aware of yourself, and know your stuff!  
Remember…Safety Talks are about two-way communication, they are not “Safety Tells.” 

Assignment Three: Root Cause Analysis and the Accident Weed Posters 

Two new posters have been made available to you. This month, print and post these on your health and safety 
board or distribute to managers, safety committee members/representative for extra awareness!  

Assignment Four: Policy Review Plan 

Each month your assignments will focus on areas of your Health & Safety program to be addressed for 
compliance.  While Hazard Assessments are the foundation of your Health & Safety program, Policies build the 
structure.  Each month the Supervisor/Manager or Safety Committee/Safety Rep needs to complete the 
assigned policy reviews for the month. The policy review needs to be documented on the Policy Review 
Sheet which was included in January’s package. The following are the policies to review this month:  

• Section 10 – Accident Incident Report Investigation  

Is your workplace following the details of each policy reviewed this month? If not, what changes need to be 
made in the workplace to comply? If you find changes should be made to your policies, the changes must be 
brought to Senior Management for review and approval. Remember your policies are written to be compliant 
with your provincial Occupational Health & Safety legislation. 

Extra Resources: Listen to the Webinar Recording on Investigations from March (English Only) 

In March, we had a webinar on Investigations. If you, your safety committee/representative or managers did 

not attend the webinar, be sure, or have them listen to the recording this month. To access the recorded copy 

of the webinar, follow the directions in the Investigations Time to Improve Download Instructions document 

included in this package. 
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Monthly Implementation Package 
October 2018 – Read First 
 

“THINK: Do it the safe way, do it the right way, do it every day.” 
Need help? Contact Dunk & Associates.  

www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

Monthly Reminders:   

 Complete Monthly Inspection - Make sure your Safety Rep or Safety Committee Worker Member 

completes the Monthly Workplace Inspection for this month on the whole workplace; it is a requirement 

of the law!  It is also Best Practice to complete the Workplace Inspection with a Supervisor or Manager.  

Sign-offs on the inspection are required! 

 Complete Safety Report - Refer to the resources section of your health and safety website for 

instructions on how to access the safety report. 

Free Webinar: Return to Work 

Each month we offer a free webinar on the 3rd Wednesday of the month.  This month’s webinar will be on 

October 17th from 1-2pm EST.  This webinar will be recorded and available for playback if you can’t attend 

live.  For more information on how to register for a webinar, refer to the resources section of your health and 

safety website for the Webinar Registration and Join Instructions. 

Resources:  

Found under the Resources section of your Health & Safety website 

i. Safety Talk Instructional Guide 

ii. Safety Report Instructions 

iii. Webinar Registration and Join Instructions 

Safety 24-7 Tip: 

Put together an investigation 

toolkit. If an accident/incident 

happens, you can grab the toolkit 

and respond quickly. Don’t leave 

yourself scrambling when there’s 

an incident in the workplace. 

 

42



Investigation Assessment 
October 2018 – Assignment 1 
 

Have the supervisors/ managers, safety committee members or safety representative answer the following 

questions regarding the completion of accident/incident investigations. If any issues are noted make the 

necessary improvements. All answers should be a “yes” answer.  

1. Are accident/incident reports being completed 
when workers are injured or there is significant 
damage to property? 

 Yes 
 No 

 
2. Are all reports of harassment, violence and 

bullying being investigated? 
 Yes 
 No 

 
3. Are you following your policy on Investigations 

when it comes to timeframes for conducting 
investigations?  

 Yes 
 No 

 
4. Are all investigators trained in the requirements 

for conducting accident investigation and 
investigation techniques? 

 Yes 
 No 

 
5. Are you identifying all direct and indirect causes 

on your investigation report? 
 Yes 
 No 

 
6. Do investigators always visit the actual location 

where the incident occurred to perform the 
investigation and take pictures and sketches? 

 Yes 
 No 

 

7. During an investigation, are interviews conducted 
with witnesses to gather evidence? 

 Yes 

 No 

 

8. Are corrective actions being recommended on 
identified hazards? 

 Yes 
 No 

 
9. Is follow-up being conducted and after controls are 

implemented? 
 Yes 
 No 

 
10. Are you recording and documenting what follow-

up has been completed and when it was 
completed? 

 Yes 
 No 

 
11. Do you have an investigation toolkit on hand for 

investigators?  
 Yes 
 No 

 
12. Are investigation reports signed and dated? 

 Yes 
 No 

 

13. Are investigation reports distributed to the Safety 
Committee for review? 

 Yes 
 No 

Completed by: __________________________________   Department: ____________________ 

Date Completed: ________________________________ 
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If you are involved in, or are witness to an accident/incident, your participation 
in the investigation is important. You will be interviewed by an investigator to 
help them establish the facts that contributed to the accident and to determine 
the root causes. 
Investigations are not to lay blame, but to determine what steps are needed to 
prevent the accident/incident from re-occurring. A good investigation may 
save your life one day!
Your employer cannot punish you for participating or for providing a statement 
during the investigation that is done in good faith. 

• Information is gathered and 
   recorded.
• It is important to have full disclosure 
   at this stage to help everyone 
   understand what happened.
• Analysis of the incident is completed.  
   All factors are taken into account.

www.systems24-7.com

• Recommendations are made.
• The site is visited. 
• Witnesses are asked about what 
   happened before, during and 
   after the incident occurred. 
• Be honest, be truthful, a life may 
   depend on it!
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Safety Talk Sign-Off Sheet 
October 2018 – What is Your Role in Investigations? 
 

 

Location/Department: _______________________________ Date: ________________________________  

Name (please print) Signature Date 
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Identify and 
specify the 

problem 
correctly

Break down 
multiple 

problems into 
components

Take 
corrective 
action and 

prevent future 
occurrences

Verify 
cause(s)

Analyze the 
root cause 

using a 
systematic 
approach

Root Cause Analysis is a useful process for understanding and solving workplace hazard 
problems. Figure out what negative events are occurring. Then, look at the complex systems 
around those problems, and identify key points of failure. Finally, determine solutions to 
address those key points, or root causes. How do we find root cause? We use the 5 Whys. 
Asking “Why” helps us dive down into what the real problem is – or the root. 

Are you getting to the root cause during an investigation?
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• Missing Guard
• Poor Housekeeping
• Defective Tools
• Equipment Failure
• No SDS’s

Horseplay •
Ignored Safety Rules •

Didn’t Follow Procedures •
Did not report hazard •

Don’t know how •

• Poor work procedures
• No follow-up feedback
• Lack of Training
• Poor safety management

Purchasing unsafe equipment •
Lack of Supervision •
Rules not enforced •

Lack of Safety leadership •
Poor safety leadership •
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Monthly Implementation Package 
November 2018 – Read First 
 

“Lead by example. We are only as strong as our weakest link.” 
Need help? Contact Dunk & Associates.  

www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

Senior Management 

Senior Management is responsible for creating and implementing a Health & Safety Program in your 
workplace, but their responsibilities don’t stop there. They also need to be involved in various safety activities 
throughout the year and they need to be Safety Leaders! This month we are going to focus on Senior 
Management responsibilities in the workplace. 

Assignment One: Senior Management Annual Inspection 

Senior Management is required to complete and document an inspection of the entire workplace annually. 
Have Senior Management at your workplace complete and document a workplace inspection using your 
Workplace’s Workplace Inspection Forms found on your safety site, if they have not yet completed one for 
this year. This inspection may be done with the Safety Committee/Rep inspection or separately. Either way, 
the Safety Committee Worker Reps./Safety Reps. must still inspect the entire workplace monthly as well. The 
Safety Committee must review the Senior Management inspection at their next committee meeting.   

Assignment Two: Trends Review 

Have your Safety Committee/Safety Rep complete a review of all your accidents for 2018 up to this point 
(January – November). Use the Health & Safety Trend Review document to help you analyze your accidents. 
This will help to identify areas where improvements have been made as well as areas that will need more 
focus. Once completed, post a copy of this on your Health & Safety Board.   

Assignment Three: Senior Management Review 

We need to close the loop on safety activities to ensure our due diligence. Senior Management is responsible 
for following up on safety goals, communication and continuous improvement of the health and safety program. 
Have Senior Management complete the Senior Management Review Checklist to ensure that they are 
following up on their safety responsibilities. Give Senior Management a copy of the Health & Safety Trends 
review from Assignment Two above, so they can prepare Health & Safety goals for 2019.  

Assignment Four: Safety Talk – Leadership Roles 

The Safety Talk is to be delivered, by the Manager/Supervisor in each department (not just posted) and 
attendance signed-off.  Included with your Implementation Package you will find the safety talk and sign-off 
sheet for attendance.  Keep all the safety talks and sign-offs in your safety binder or filing system. Before 
delivering the talk, make sure you are prepared with the information you need for the talk to be successful. 
Read the safety talk, find out any information you may not be aware of yourself, and know your stuff!  
Remember…Safety Talks are about two-way communication, they are not “Safety Tells.” 

Assignment Five: Policy Review Plan 

Each month your assignments will focus on areas of your Health & Safety program to be addressed for 
compliance.  While Hazard Assessments are the foundation of your Health & Safety program, Policies build the 
structure.  Each month the Supervisor/Manager or Safety Committee/Safety Rep needs to complete the 
assigned policy reviews for the month. The policy review needs to be documented on the Policy Review 
Sheet which was included in January’s package. The following are the policies to review this month:  

• Section 11 – Senior Management and/or Continuous Improvement Program  

Is your workplace following the details of each policy reviewed this month? If not, what changes need to be 
made in the workplace to comply? If you find changes should be made to your policies, the changes must be 
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Monthly Implementation Package 
November 2018 – Read First 
 

“Lead by example. We are only as strong as our weakest link.” 
Need help? Contact Dunk & Associates.  

www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

brought to Senior Management for review and approval. Remember your policies are written to be compliant 
with your provincial Occupational Health & Safety legislation; please contact Dunk & Associates to discuss any 
changes and to update policies online. 

Monthly Reminders:   

 Complete Monthly Inspection - Make sure your Safety Rep or Safety Committee Worker Member 

completes the Monthly Workplace Inspection for this month on the whole workplace; it is a requirement 

of the law!  It is also Best Practice to complete the Workplace Inspection with a Supervisor or Manager.  

Sign-offs on the inspection are required! 

 Complete Safety Report - Refer to the resources section of your health and safety website for 

instructions on how to access the safety report. 

Free Webinar: Building a Safety Culture: Tips for Engagement 

Each month we offer a free webinar on the 3rd Wednesday of the month.  This month’s webinar will be on 

November 21st from 1-2pm EDT.  This webinar will be recorded and available for playback if you can’t attend 

live. For more information on how to register for a webinar, refer to the resources section of your health and 

safety website for the Webinar Registration and Join Instructions. 

Resources:  

Found under the Resources section of your Health & Safety website 

i. Safety Talk Instructional Guide 

ii. Safety Report Instructions 

iii. Webinar Registration and Join Instructions 

Safety 24-7 Tip: 

Looking for trends is one of the 

best ways to prevent future injury. 

Look to see if accidents, incidents 

or near misses are occurring in a 

similar area, look to find the most 

common injuries, look to see 

when injuries happen the most, 

etc. Ask yourself if there’s 

anything you can be doing to 

prevent those. For example, 

could more training be done, 

does a program need to be put in 

place?  
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Investigation Assessment 
November 2018 – Assignment 1 
 

Injury Overview 2018 

Total # of all workplace injuries/illnesses  

Total # of critical injuries  

Total # of injuries/illnesses not requiring lost time or medical attention  

Total # of injuries/illnesses requiring medical attention  

Total # of lost time injuries/illnesses  

Total # of days lost  

Total # near misses  

Type of Injury  

# of Injuries resulting in Bruises and Contusions  

# of Injuries resulting in Chemical Related Injuries  

# of Injuries resulting in Burns or Scolds  

# of Injuries resulting in Cuts and Lacerations  

# of Injuries resulting in Sprains and Strains  

# of Injuries resulting in Breaks and Fractures  

# of Injuries resulting in Particle in the Eye  

# of Injuries resulting in Allergic reactions   

# of Injuries resulting in Occupational Illness  

# of Injuries resulting in Other: _________________________________  

Cause of Injury   

Slip, Trip or Fall  

Overexertion  

Repetitive motion  

Lifting/Carrying  

Struck by/against an object  

Vehicle  

Machine/Tools  

Violence, Harassment or Bullying  

Improper equipment/machine use  

Not following rules and/or procedures and training  

Improper use of PPE, safety devices or guarding  

Defective/malfunctioning equipment  

Poor housekeeping  

Property damage  

Other: _________________________  

 
Checklist completed by: ___________________________________ Date: ____________________________ 

Review this completed document at the next Safety Committee Meeting or with your Safety Rep. and make 

sure it is noted in the meeting minutes. 

Date Reviewed: ______________________________________ Safety Rep Signature: __________________ 
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Senior Management Review Checklist 
November 2018 – Assignment 2 
 

 

Review the checklist below to help evaluate your overall Health & Safety Program, and to close the loop on 

annual safety activities. If you find any deficiencies, create an action plan to address the issues.  

1. Health & Safety Goals   

 Health & Safety goals were established for 2018.  

 Health & Safety goals were communicated to all employees.  

 Specific actions were taken to help achieve these goals. If yes, specify action: 

_________________________________________________________________________________ 

 Health & Safety Goals were achieved or are on track for in 2018. If no, briefly describe the status of the 

goals:  

_________________________________________________________________________________ 

*If you did not set Health & Safety Goals in 2018, consider creating 1 or 2 goals for 2019.   

 

2. Policies 

 Policies were reviewed in 2018 and updates made if needed. 

 Policies revisions were communicated if policy updates were made. 

 Policy review/revision dates were recorded for 2018. 

 Senior Management signed off on the H&S Policy and the Workplace Violence & Harassment Policy.  

 

3. Communication 

 All recommendations from the Safety Committee have been responded to in writing. If yes, what 

documentation do you have?  

_________________________________________________________________________________ 

 Safety information has been communicated to employees throughout the year (i.e. safety talks, 

meetings, performance reviews, emails, newsletters, training, etc.) 

 Safety communication has been documented (i.e. meeting minutes, sign offs, etc.).  

 Success of the Health & Safety program has been celebrated with employees. If yes, how was it 

celebrated?  

_________________________________________________________________________________ 

 Areas for improvement of the Health & Safety program has been communicated to employees. If yes, 

how?  

_________________________________________________________________________________ 

 

4. Continuous Improvement: the following items must be reviewed by Senior Management 

 Outstanding items from safety committee meetings, investigation reports, and hazard reports are 

escalated to Senior Management.  

 Action items from Continuous Improvement Plans and/or monthly package assignments are being 

completed, or are on track to be completed by the projected completion date.  

 A Training Needs Review was conducted in 2018 and training is on track to be completed by the 

assigned due dates.  

 The safety program is being implemented at all levels of the organization.  

 Supervisors/Managers Safety performance has been reviewed to ensure they are competent.  

Completed by: ____________________________ Date: _________________________________________ 

Position: _________________________________ Signature: _____________________________________ 
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Senior Management Review Checklist 
November 2018 – Assignment 2 
 

 

If you find any deficiencies when completing the checklist, create a plan to address these issues. Print off 

additional copies of this page as needed depending on how may deficiencies you found. 

 

Issue Found: ____________________________________________________________________________ 

Action Plan: _____________________________________________________________________________  

_______________________________________________________________________________________ 

Action Items Assigned to: __________________________________________________________________ 

Projected Date for Completion: ______________________________________________________________ 

Action Completion Date: __________________________ Sign off: __________________________________ 

 

Issue Found: ____________________________________________________________________________ 

Action Plan: _____________________________________________________________________________  

_______________________________________________________________________________________ 

Action Items Assigned to: __________________________________________________________________ 

Projected Date for Completion: ______________________________________________________________ 

Action Completion Date: __________________________ Sign off: __________________________________ 
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• Conduct information sessions – it is your 
   responsibility to pay attention and ask questions 
   if you have any.
• Conduct incident investigations – it is your 
   responsibility to co-operate in the investigation 
   and report all incidents. 
• Perform job observations and correct 
   substandard acts or conditions – it is your 
   responsibility to do what they say. 
• Enforce the safety rules – this includes 
   coaching and discipline if there are issues. 

www.systems24-7.com

Health & Safety is everyone’s responsibility. Every employee should be a safety leader. While each 
employee has their own responsibilities when it comes to health and safety, those in leadership roles 
also have very specific health and safety responsibilities. 

You must participate in Heath & Safety activities and co-operate with Supervisors, Managers and Senior 
Management as they fulfill their responsibilities. Remember to speak up if you see something unsafe, 
and escalate Health & Safety issues as needed to the appropriate people. 

• Advising workers of actual or potential 
   hazards – you need to speak up if you see 
   something unsafe!
• Handle recommendations for corrective 
   actions – if you are unsure of the status of 
   something you reported, follow up with them. 
• Evaluating the safety performance of their 
   workers – this means your safety performance 
   will be evaluated, documented, and reviewed 
   with you. 
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Safety Talk Sign-Off Sheet 
November 2018 – Leadership Roles 
 
Location/Department: _______________________________ Date: ________________________________  

Name (please print) Signature Date 
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Monthly Implementation Package 
December 2018 – Read First 
 

“Lead by example. We are only as strong as our weakest link.” 
Need help? Contact Dunk & Associates.  

www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

Return to Work (RTW) 

Work is an important part of life and overall well-being. Studies have shown that returning to work following an 

injury can often be the most critical component to recovery.  The goal of the Return to Work (RTW) program is 

to return the worker to the workplace and offer support to the worker while they are at a vulnerable point in 

their life.  Recovery is more successful when the RTW program is well managed and monitored, as it brings a 

consistent approach and employees know what is expected of them. This month the focus is on ensuring that 

your program is effective.  

 Assignment One: Return to Work Program Self Evaluation Checklist 

An effective Return to Work Program brings a consistent approach and ensures that your company is meeting 

all legislative and legal requirements.  As part of due diligence, at your next supervisor/management meeting 

review and discuss the Return to Work Program Self Evaluation Checklist.  

Assignment Two: The Benefits of Returning to Worker Poster 

To continue to bring awareness to the return to work program, we ask that managers and supervisors review 

the poster provided with this month’s package and post it in relevant areas. The poster is called The Benefits 

of Return to Work.  

Assignment Three: Safety Talk – Return to Work 

The Safety Talk is to be delivered, by the Manager/Supervisor in each department (not just posted) and 
attendance signed-off.  Included with your Implementation Package you will find the safety talk and sign-off 
sheet for attendance.  Keep all the safety talks and sign-offs in your safety binder or filing system. Before 
delivering the talk, make sure you are prepared with the information you need for the talk to be successful. 
Read the safety talk, find out any information you may not be aware of yourself, and know your stuff!  
Remember…Safety Talks are about two-way communication, they are not “Safety Tells.” 

Assignment Four:  Policy Review Plan 

Each month your assignments will focus on areas of your Health & Safety program to be addressed for 
compliance.  While Hazard Assessments are the foundation of your Health & Safety program, Policies build the 
structure.  Each month the Supervisor/Manager or Safety Committee/Safety Rep needs to complete the 
assigned policy reviews for the month. The policy review needs to be documented on the Policy Review 
Sheet which was included in January’s package. The following are the policies to review this month:  

• Section 12 – Return to Work Program 

Is your workplace following the details of each policy reviewed this month? If not, what changes need to be 
made in the workplace to comply? If you find changes should be made to your policies, the changes must be 
brought to Senior Management for review and approval. Remember your policies are written to be compliant 
with your provincial Occupational Health & Safety legislation; please contact Dunk & Associates to discuss any 
changes and to update policies online. 

Extra Resource: Safe Driving Package 

This month we’ve also put together extra resources on safe driving. In the PDF package called Safe Driving, 

there is a couple Safety Talks, Posters, Vehicle inspection checklist, circle check etc. If you have employees 

that drive for your workplace, feel free to use this package for due diligence.  Even if you have employees that 

don’t drive for work, you can still use these as ‘at home safety’ for your workers.   
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Monthly Implementation Package 
December 2018 – Read First 
 

“Lead by example. We are only as strong as our weakest link.” 
Need help? Contact Dunk & Associates.  

www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

Extra Seasonal Posters 

We’ve also included in this package a couple extra seasonal posters for your workplace. Print and post as you 

wish in your workplace. Hang on the Health & Safety Board, bathrooms, use as pay stuffers etc.  

1. Don’t Drive Impaired Poster 

2. Workplace Parties and Holiday Impairment Poster 

Monthly Reminders:   

 Complete Monthly Inspection - Make sure your Safety Rep or Safety Committee Worker Member 

completes the Monthly Workplace Inspection for this month on the whole workplace; it is a requirement 

of the law!  It is also Best Practice to complete the Workplace Inspection with a Supervisor or Manager.  

Sign-offs on the inspection are required! 

 Complete Safety Report - Refer to the resources section of your health and safety website for 

instructions on how to access the safety report. 

Free Webinar: Lessons from Losses 

Each month we offer a free webinar on the 3rd Wednesday of the month.  This month’s webinar will be on 

December 19th from 1-2pm EDT.  This webinar will be recorded and available for playback if you can’t attend 

live. For more information on how to register for a webinar, refer to the resources section of your health and 

safety website for the Webinar Registration and Join Instructions. 

Resources:  

Found under the Resources section of your Health & Safety website 

i. Safety Talk Instructional Guide 

ii. Safety Report Instructions 

iii. Webinar Registration and Join Instructions 

Safety 24-7 Tip: 

Ensure all your claims from 2018 

or carried over claims from 2017 

are closed up with the 

compensation board.  
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Return to Work Program Self Evaluation  

Checklist 
December 2018 – Assignment 1 
 

Date of Review: ______________________ Completed by: _____________________________ 

Return to Work (RTW) Policy Yes No Comments 

Does your company have a written RTW policy that is 
clear, concise and simple to understand? 

   

Is the policy endorsed by senior management?    

Does it outline your company’s commitment to the 
program? 

   

Is the primary goal of the RTW program the timely, safe 
and sustainable return to work of injured workers? 

   

Is the policy accessible to all workers?    

Leadership Yes No  Comments 

Are supervisors and managers accountable for the 
prevention and management of all workplace injuries? 

   

Has your company developed and implemented 
programs or strategies to minimize workplace injuries? 

   

Does your company have a strategy in place for 
reducing or containing costs associated with workplace 
injuries? 

   

Roles and Responsibilities Yes No Comments 

Does the RTW policy outline the roles and 
responsibilities of all applicable parties – workers, all 
levels of management, health care professional, 
provincial compensation board, and co-workers? 

   

Does your company regularly review worker’s 
awareness of their rights, responsibilities and 
entitlements? 

   

Does the company regularly review 
supervisors’/managers’ awareness of their roles and 
responsibilities under the RTW policy? 

   

Consultation and Communication Yes No Comments 

Are all workers aware of the RTW policy?    

When your company hires new workers, does their 
training and/or orientation include the company’s RTW 
policy? 
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Return to Work Program Self Evaluation  

Checklist 
December 2018 – Assignment 1 
 

Review and Evaluation Yes No Comments 

Is the policy reviewed regularly, ideally annually or as 
per the policy? 

   

Pre-Claim Activity/Early Intervention Yes No Comments 

Does your company have procedures that ensure the 
workplace is made safe following the accident? 

   

Following an injury, does someone from your company, 
such as a supervisor and/or the designated person, 
make immediate contact with the injured employee? 

   

Are procedures in place that ensure the required forms 
are forwarded to the provincial compensation board 
within the prescribed timelines? 

   

Are your company’s supervisor, managers and case 
managers notified immediately of injuries or illnesses 
that could keep an employee from reporting to work? 

   

Return to Work Plans Yes No Comments 

Does your company develop individualized RTW plans in 
consultation with the injured worker, health care 
providers, supervisors/managers and provincial 
compensation board, as necessary? 

   

Are RTW plans outcome focused, with clear goals that 
can be achieved within realistic timeframes and not open 
ended? 

   

Do RTW plans address the consequences of a worker 
failing to participate or cooperate in the process? 

   

Is there regular dialogue between the injured worker, the 
immediate supervisor or designate person, and the 
provincial compensation board as necessary during the 
RTW plan? 

   

Does your company routinely review all provincial 
compensation board cases? 

   

If the plan is not progressing appropriately, do you 
contact all the key stakeholders? 

   

Are changes to the RTW plans developed in consultation 
with all stakeholders and are they justified and 
documented? 
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Return to Work Program Self Evaluation  

Checklist 
December 2018 – Assignment 1 
 

Modified or Suitable Employment Yes No Comments 

Does your RTW policy commit to providing suitable 
employment for injured employees that is safe and 
productive? 

   

Does your RTW policy address the development of 
appropriate alternative duties, programs and/or job 
placement strategies for workers unable to return to pre-
injury work? 

   

Return to Work Outcomes Yes No Comments 

Are there policies and procedures in place to ensure the 
closure of RTW plans? 

   

Is the RTW plan closure documented?    

Are employees monitored following their return to pre-
injury work? 

   

 

Continue to next page ** 
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Return to Work Program Self Evaluation  

Checklist 
December 2018 – Assignment 1 
 

SUMMARY OF THE ASSESSMENT 

What is working 

 

 

 

 

 

 

Improvement opportunities 

 

 

 

 

 

 

Next Steps 

Step 

 

 

 

 

 

Person 
Responsible 

Date to be completed by 
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• Keeps the worker active and connected to the workplace. 
• Shifts the attention away from what a worker “can’t do” to what they “can do”.
• Accelerates both physical and mental recovery. 
• Financial security.
• Maintains morale in the workplace.
• Reduces the risk of similar injuries, once the hazards that caused the injury are 
   identified and controlled. 

• Understand that you don’t have to be 100% recovered before you return to work.
• Try to stay positive and motivated.
• Be an active participant in return to work processes. 
• Work with your employer to identify suitable duties and ways tasks can be modified.
• Work within the restrictions provided by your doctor so you don’t risk re-injury.
• Regularly communicate with your employer, especially when away from work.
• Make sure you raise any issues or concerns immediately.61



www.systems24-7.com

ROAD TO RECOVERY

WORKER RESPONSIBILITIES
• Immediately report or as promptly as possible, all work-related injuries and incidents to your immediate supervisor.
• Obtain the necessary paperwork and return, all applicable paperwork to the employer in a timely manner.
• Cooperate with your supervisor/manager, Health Care Professional, Provincial Compensation Board, to find safe and 
   suitable work in order to return to work as quickly as possible.
• Maintain regular communication with your employer, including your progress and any significant changes in health and 
   income.

SUPERVISOR/MANAGER RESPONSIBILITIES
• Contact the worker as soon as possible after the accident and maintain regular 
   communication, at least weekly.
• Investigate the injury/complaint in a timely manner.
• Ensure the necessary paperwork is completed and submitted. 
• Document all communications.
• Make every effort reasonable to accommodate the worker within their capabilities 
   and offer modified duties or suitable work.
• Reassess with the worker the modified duties as the worker recovers from 
   their injury, to see if additional duties may be added, as this will help the 
   worker build their way up to their pre-injury position.

HEALTH CARE PROFESSIONAL RESPONSIBILITIES
• Supply the employer with the injured workers physical restrictions.
• Notify the employer of any changes.

PROVINCIAL COMPENSATION 
BOARD RESPONSIBILITIES
• Maintain contact with the injured 
   worker and the employer. 
• Provide assistance in the RTW 
   process, if necessary.

CO-WORKERS 
RESPONSIBILITIES
• Provide support, encouragement 
   and assistance to the injured
   worker.
• Always treat your co-workers with 
   respect.
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Safety Talk Sign-Off Sheet 
December 2018 – Return to Work 
 
Location/Department: _______________________________ Date: ________________________________  

Name (please print) Signature Date 
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SAFE DRIVING
The number one cause of workplace fatalities in Canada is motor vehicle 
accidents. Don’t become a statistic!

ALWAYS REMEMBER, SAFETY FIRST!

SAFETY TALK
Powered by Systems 24-7

• Are you ready for winter driving, do you have a car emergency kit? Blanket, candle,   
   a little food, flares?
• Snow tires save lives, ensure yours are installed.
• Ice is dangerous and often unseen, slow down in icy conditions and keep focused 
   on the road ahead.
• Obey the laws of the road, drive as the weather conditions indicate and do not use 
   any mobile device – it is not worth the risk!
• Too many distractions while driving are unsafe. Put two hands on the wheel and 
   focus on your driving. Do not eat, drink, smoke, fiddle with your electronics and 
   gadgets, keep focused. Take some time to unwind, shut off the radio and the world, 
   drive in peace and admire the scenery and pay attention to your fellow travelers. 
   Don’t rush. Relax when you drive. 
   Spend a little time with your 
   thoughts and breathe, slow 
   measured breaths and relax. 
   Before you know it you are safely 
   at your destination and you feel 
   relaxed and refreshed!

   Questions:
   • How can you relax when driving?
   • What is in your emergency car kit?
   • What are some driving distractions?
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Please call if you need any assistance or help 1-866-754-8839 

 
Location/Department: _________________________________ Date: ______________________ 

  

Safe Driving Safety Talk 
 

Name (please print) Signature Date 
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When completed please have 
filed at the office. 

  

 

 

Vehicle Inspection Checklist 
 

Purpose: The Vehicle Inspection Checklist is to be used for the daily vehicle inspection. Only to be used on 

days when vehicle is used.  

 

Vehicle:  Date:  Time:  

     

Name and Signature of Person Preparing Report Reviewed By 
 

 Inside: List problems/concerns: 

  Gauges (including gas) and warning lights   

  Brake pedal & parking   

  Wipers/washers (incl. fluid)   

  Seat and Seatbelts   

  Heater/Defroster   

  Windshield/Windows   

  General Cleanliness   
     

 Parking Brake Set - Under the Hood   

  Fluid levels Power steering fluid, Oil, 

Coolant, Windshield washer fluid 

  

  Drive belts, Radiator, Hoses and components   
     

 Front:   

  Both headlights (high and low beam)   

  Directional signals   

  Grill and front bumper, licence plate   
     

 Rear:   

  Tail lights and license plate and light   

  Stop and back-up lights   

  Rear Tailgate/Doors   
     

 General:   

  Tires (inflation)   

  Hazard Lights (4-way)   

  Body damage   

  Fluid leaks under vehicle   

  Object hanging or wedged under vehicle   

  Mirrors   

  Vehicle is clear of snow and ice   
     

 Emergency Equipment   

  Flares or Reflectors   

  Fire Extinguisher   

  First Aid Kit   

 

66



Daily Circle Check – Personal or Company Vehicle 

Before driving any vehicle for work purposes, be it your personal vehicle or a corporate car, ensure that it is 

safe to drive and that preventative maintenance (tune-ups, oil changes ect.) are being completed regularly.   

Complete the following inspection checklist on a daily basis prior to heading out on the road. 

Pre Checklist 

 Engine oil level   Cooling system hoses 
 Brake lines  Break operation 
 Windshield wiper blades  Head lights / running lights 
 Power steering fluid / hoses  Exhaust system 
 Parking brake operation  Fan belts 
 Mirrors: side and rear view  Snow chains (where applicable 
 Transmission fluid level  Tail lights and back up lights (white) 
 Tire wear and inflation   Ensure that there is a spare tire, and that its inflated 
 Horn works  Anti freeze level 
 Washer fluid level  Heater / AC functioning (Seasonally specific) 
 Chocks, bricks or boards (to prevent rolling)  First aid kit – fully stocked  
 Emergency kit – Should Contain: 

- Blanket 
- Candles 
- Matches or lighter 
- Spare fuses 
- Flashlight – extra batteries that fit 
- Shovel 
- Engine Fluids 
- Flares / cones / reflective device(s) 
- Tool kit 
- Water 
- Fire Extinguisher 
- Jumper Cables 
- Duct or Electrical tape 
- Jack/Lug nut wrench 
- Sand or Kitty litter 

 

 

 

Vehicle Description: 

DD/MM/YYYY: 

Time of Day:                                    (am/pm) 

Employee Name: 

Supervisor initial: 

Corrective Actions Required?  
Please List Below: 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

67



• When adjusting your seat, begin 
   with the seat all the way back and 
   lowered so you start in a position to 
   reset. 
• Raise the seat up until you can see 
   the road, instruments and your hips are 
   level with your knees. 
• Move the seat forward until you can 
   completely press down all foot pedals 
   without bringing your body away from the 
   seat and you have a slight bend in your 
   knees.  
• Recline the seat to a 100 to 110 degree angle, 
   to decrease the pressure on your lower back. 
• Adjust the headrest so it rests in the middle of 
   your head. 
• Adjust the lumber support so it rests in the curve 
   of your back. 
• Tilt the seat cushion so that it supports your thighs 
   without pressure and does not hit the back of your 
   knees or interfere with turning of the steering wheel. 
• Adjust the seat belt to fit your height. 
• Adjust the steering wheel either up or down to 
   accommodate looking over the wheel and leaving 
   adequate room for turning. If necessary, bring the 
   steering wheel toward you to minimize reach. This helps 
   your neck and upper back.

Driving can put stress on your neck and back. If you find yourself uncomfortable or in pain while driving, 
don’t dismiss the discomfort, try some of these strategies to get into an ergonomically correct position and 
drive pain free.

• Remember to move your posture from time to time. Wait until driving conditions are suitable to allow 
   you to wiggle in the seat to alleviate postural fatigue. Make seat adjustments as needed. 

• Driving is tiring work and to avoid driver fatigue and minimize discomfort it is important to take 
   frequent rest breaks at least every two hours. Don’t forget to stand up, move around and stretch. 68



FOR WINTER 
SAFETY  TIPS

DRIVING

10

A good way to avoid skidding 
is to drive appropriately for 
road and weather conditions: 
Allow extra travel time and be 
very careful when you brake, 
change lanes, make turns 
and take curves.

8
 
Make sure you signal well in 
advance if turning to give other 
motorists time to anticipate and 
react to your actions. Check 
your rear-view and side mirrors, 
and always shoulder check 
before changing lanes.

4  
Start slowly and 
accelerate gradually 
to maintain traction.

Anticipate turns or lane 
changes. Abrupt changes 
in direction or slamming on 
the brakes could cause you 
to spin out of control.

12

7

Do not use cruise 
control in the winter. 
Driving in the winter 
requires you to be in 
full control at all 
times.

6
Black ice will make a road 
look shiny like new asphalt. 
Pavement should look 
grey-white in winter.

3
 
On a wet or slick road, 
allow yourself at least 
three times the normal 
following distance to stop.

5
Slow down when you see a sign warning that 
you are approaching a stop sign, stop light or 
a bridge. Steel and concrete bridges are likely 
to be icy even when there is no ice on the 
asphalt surface.

13

Drive with low-beam headlights on. Not only are 
they brighter than daytime running lights, but turning 
them on also activates the tail lights, which makes 
your vehicle more visible.

Remove all snow from 
your vehicle’s hood, roof, windows and lights. 
Clear all windows of frost and fog. If visibility 
becomes poor, find a place to safely pull off 
the road as soon as you can.

1

Whether you have antilock 
brakes or not, the best way to 
stop is threshold braking. Keep 
the heel of your foot on the floor 
and use the ball of your foot to 
apply firm, steady pressure on 
the brake pedal.

9

16
Straighten your wheels and clear 
a path in the snow. Accelerate in 
slow spurts; make sure you don’t 
spin your wheels. Have someone 
gently push or rock your car if it’s 
safe to do so. If this fails, call a 
tow truck.

11
 
Take your foot off the 
brake if your vehicle 
begins to skid and steer 
in the direction you want 
to go. When the wheels 
regain their grip, brake 
firmly and smoothly. 
Don’t over steer.

16
 POWERED BY SYSTEMS 24-7

2

Match your speed to 
the road and weather 
conditions. Avoid 
passing another vehicle 
when weather and road 
conditions are bad.

14

When approaching road maintenance 
vehicles such as snow plows and salt 
or sand trucks, maintain a safe 
following distance. These vehicles 
throw up snow and spray, making it 
difficult to see.

15

The ridge of snow that 
builds up between 
lanes will grab your 
wheels; minimize your 
steering angle to avoid 
getting stuck.

SEE AND BE SEEN

DRIVE CAREFULLY GIVE MORE SPACE 

START SLOWLY

BLACK ICE  

BE AWARE

KNOW YOUR BRAKES

DO NOT USE 
CRUISE CONTROL

ALWAYS SIGNAL 

AVOID SUDDEN MOVES

SLOW DOWN ONCE IN A SKID

LIGHTS

SNOW PLOW AND SALT TRUCKS CHANGING LANES

IF YOU GET STUCK
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Source: Statistics Canada

of cannabis users don’t think that it affects 
their driving much, while 1 in 5 don’t think 
it has any negative effect at all.

the number of impaired driving 
incidents in 2015.

the number of 
fatally injured 

Canadian drivers 
who tested positive 

for cannabis in 
2014.

39% of those who have used cannabis in the past year have 
driven within two hours of consuming it.

the number of 
incidents of driving 
under the influence 

of cannabis 
reported in 

Canada in 2016.
the number of people 
killed every day from 
crashes involving 
alcohol or drugs. 

Almost half of all 
impaired driving 
incidents occur 
between 11:00pm 
and 4:00am.

11:00

Balance and
coordination

Motor skills

Reaction time

Decision
making

JudgmentAttention

Stay overnightUse public transit Use a designated driver Call for a ride Cab or ride-share
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We love to celebrate the holiday season with our friends, family and co-workers, but don’t let your holidays be ruined because of 
impairment. Impairment is any loss of physical, psychological or physiological function. When we consume drugs, we reduce, impair 
or change our ability to process information. This puts us at a greater risk of accident and injury. 
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