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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, November 20, 2018 in the Tecumseh Meeting Room 
at Town Hall, 917 Lesperance Rd., Tecumseh at 2:00 pm. 

1. Call to Order 

2. Roll Call 

Present: 
Manager Water & Wastewater Denis Berthiaume 
Manager Parks & Horticulture Casey Colthurst 
Human Resources Officer Melissa Doetzel 
Manager Facilities Ray Hammond 
Landscape Technician/Groundskeeper Denis Laforet 
Water Employee Shaun LaPorte 
Deputy Fire Chief Chad Mactier 
Drainage Superintendent/Engineering Technologist Sam Paglia 
Facility Attendant Scott Willoughby 
 
Also Present: 
Administrative Assistant to the 
   Director Corporate Services & Clerk  Sue White 

3. Disclosure of Pecuniary Interest 

There was no disclosure of pecuniary interest. 

4. New Business 

a) Policy No. 68 - Violence and Harassment in the Workplace 

Mr. Paglia explained that the meeting had been called to address 
concerns he and other Committee members had with regards to Policy 
No. 68 - Violence and Harassment in the Workplace.  He advised that he, 
along with the majority of the committee feel that the policy needs to be 
reworked to more adequately reflect the commitment the Town is making 
with respect to a zero tolerance on violence and/or harassment in the 
workplace.  He also stated that the policy wording should not be controlled 
by the Town or be written in a controlling manner.  Mr. Paglia also stated 
that the word “committed” needs to be in the purpose section of the policy.  
Ms. Doetzel noted that it was used in the Statement of Policy. 

Mr. Paglia stated that he also had an issue with the report that went to 
Council recommending approval of the policy.  He stated that there was 
misleading information to Council about the JHSC’s stance and that 
council should not have adopted the report without consultation with the 
JHSC and that time should have been allowed for the Committee to 
suggest revisions to the policy before adoption. 

3



Joint Health and Safety Advisory Committee Meeting, November 20, 2018 Page 2 

 

Mr. Paglia suggested that perhaps the Policy could be signed jointly 
between the CAO and the Health and Safety Committee before Council 
considers the policy. 

Ms. Doetzel stated that the Town of Tecumseh does enlist FSEAP - a third 
party for harassment/violence claims.  

Ms. Doetzel stated that the Committee’s suggestions will be considered 
but at the end of the day, the Senior Management Team makes the final 
decision on the policy before it is sent to Council for their approval. 

Mr. Colthurst expressed the opinion that improvements need to be made 
to the morale at Town Hall and that amending the policy would not resolve 
that fact, but it would be a good place start. 

Ms. Doetzel advised that the Town was working with WMA Wellness to 
help with the morale issue at the Town and would be putting out a 
confidential survey to all the staff to ask their opinion on how things could 
be improved.  The results of the survey would also be made public. 

9. Adjournment 

There being no further business, the November 20, 2018 meeting of the Joint Health 
and Safety Committee now adjourn at 3:10 pm. 

Carried 

 
 

__________________________________ 
Sam Paglia, Co-Chair 

 

__________________________________ 
Melissa Doetzel, Human Resources Officer 
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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, December 18, 2018 in the Tecumseh Meeting Room at 
Town Hall, 917 Lesperance Rd., Tecumseh at 2:00 pm. 

1. Call to Order 

2. Roll Call 

Present: 

Manager Water & Wastewater Denis Berthiaume 
Manager Parks & Horticulture Casey Colthurst 
Human Resources Officer Melissa Doetzel 
Manager Facilities Ray Hammond 
Landscape Technician/Groundskeeper Denis Laforet 
Water Employee Shaun LaPorte 
Deputy Fire Chief Chad Mactier 
Drainage Superintendent/Engineering Technologist Sam Paglia 
Facility Attendant Scott Willoughby 
 
Also Present: 
Administrative Assistant to the 
   Director Corporate Services & Clerk  Sue White 

3. Disclosure of Pecuniary Interest 

There was no disclosure of pecuniary interest. 

4. Communications 

a. Minutes - September 25, 2018 

Motion: JHSAC - 19/18 

Moved By Casey Colthurst 
Seconded By Scott Willoughby 

That the September 25, 2018 minutes of the Joint Health and Safety Advisory 
Committee, as were duplicated and delivered to the Members of the Committee, 
are accepted. 

Carried 

b. Communications - For Information 

There were no Communications - For Information for consideration. 

c. Communications - Requiring Action 

There were no Communications - Requiring Action for consideration. 

d. Workplace Inspections 

The Committee considered the following workplace inspections: 
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1. Arena, 12021 McNorton 

• September 26, 2018 
• October 24, 2018 
• November 24, 2018 

2. Community Centre, 13731 St. Gregory 

• September 26, 2018 
• October 24, 2018 
• November 28, 2018 

3. Maintenance, 2391 St Alphonse 

• September 28, 2018 
• October 31, 2018 
• November 30, 2018 

4. Parks, 300 Manning 

• September 14, 2018 
• October 15, 2018 
• November 14, 2018 

5. Town Hall, 917 Lesperance 

• September 27, 2018 
• September 27, 2018 (Completed) 
• October 30, 2018 
• October 30, 2018 (Completed) 
• November 28, 2018 

6. Public Works, 1189 Lacasse 

• September 28, 2018 
• October 30, 2018 
• November 30, 2018 

7. Public Works, 2495 McCord 

• September 28, 2018 
• October 31, 2018 
• November 30, 2018 

8. Water, 1189 Lacasse 

• September 28, 2018 
• October 30, 2018 
• November 30, 2018 

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

• September 4, 2018 
• October 2, 2018 
• November 6, 2018 

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

• September 4, 2018 
• October 2, 2018 
• November 6, 2018 
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The Committee was urged to use the new forms available for conducting 
inspections.  Ms. Doetzel advised that she would place the new form on the Dunk 
& Associates website for ease of retrieval.  She also advised that the 
Directors/Managers do inspections twice per year and the CAO does one 
inspection per year 

Motion: JHSAC - 20/18 

Moved By Denis Berthiaume 
Seconded By Denis Laforet 

That the Workplace Inspections as listed on the December 18, 2018 Joint Health 
and Safety Committee Agenda be received. 

Carried 

e. Monthly Maintenance Packages 

1. October 2018 

2. November 2018 

3. December 2018 

Motion: JHSAC - 21/18 

Moved By Casey Colthurst 
Seconded By Shaun LaPorte 

That Monthly Maintenance Packages 1 through 3 on the December 18, 2018 
Agenda, be received. 

Carried 

5. Reports 

a. Incident Reports 

1. 2018-22 

2. 2018-25 

3. 2018-26 

4. 2018-27 

5. 2018-28 

6. 2018-29 

With regard to Incident Report 2018-22, Scott Willoughby noted that there had been a 
tornado warning on this day and some staff were not sure what they should be doing in 
terms of procedure.  They warned people coming into the arena that there was a 
tornado warning and told the people who were already in the arena to go in the dressing 
room. 

It was also noted that there was a Council meeting that night and no incident report had 
been prepared nor were people evacuated.  Ms. Doetzel noted that there was a 
procedure in the Health and Safety manual and an alert that would be received by staff 
would trigger the procedures in the manual.  It was agreed that the policy will have to be 
reviewed.  Ms. Doetzel advised that she would research the issue further and put 
together an educational piece on this issue and in addition, will speak to Dunk & 
Associates and will have an answer for the next meeting.  
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With regard to Incident Report 2018-28, Committee members were advised that staff 
followed health and safety procedures following the incident. 

Ms. Doetzel advised the Committee members that she would provide a yearly 
breakdown of all incidents for the Committee’s review for the next meeting.  The 
breakdown will provide the Committee with an idea of any trends in the 
accidents/incidents and will also provide them with an opportunity to review to 
determine if there are any educational opportunities. 

Motion: JHSAC - 22/18 

Moved By Ray Hammond 
Seconded By Sam Paglia 

That Reports 1) through 6) as listed on the December 18, 2018 Joint Health and 
Safety Committee Agenda be received. 

Carried 

6. Unfinished Business 

7. New Business 

Committee members were advised that the minutes of the November 20, 2018 Health 
and Safety Meeting which dealt with discussion on Policy No. 68 - Violence and 
Harassment in the Workplace would be provided to them for their review at the next 
meeting of the Committee. 

Mr. Hammond advised that a non-staff member fell on the ice during a hockey game 
with a suspected heart attack.  Sean Girard, a Facility Attendant, provided the hockey 
player with CPR and used the defibrillator machine.  The hockey player was then 
transported to the hospital where he was later released.  Mr. Girard will be receiving an 
award for his actions. 

Mr. Paglia advised that a committee member had provided information from a Canadian 
business with regards to the purpose statement of Policy No. 68 - Violence and 
Harassment in the Workplace. He stated that he would like to discuss this part of the 
Policy at the next meeting of the Committee and would like to work with the Committee 
to develop a new or revised purpose statement.  He will provide this information in 
advance of the next meeting. 

8. Next Meeting 

The next Joint Health and Safety Committee meeting will be held at 2:00 pm on 
Tuesday, January 29, 2019. 
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9. Adjournment 

Motion: JHSAC - 23/18 

Moved By Shaun LaPorte 
Seconded By Scott Willoughby 

That there being no further business, the December 18, 2018 meeting of the 
Joint Health and Safety Committee now adjourn at 3:12 pm. 

Carried 

 

 

___________________________________ 
Sam Paglia, Co-Chair 

 

___________________________________ 
Melissa Doetzel, Human Resources Officer 
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From: Sam Paglia <spaglia@tecumseh.ca>  
Sent: December 19, 2018 11:53 AM 
To: Sue White <swhite@tecumseh.ca>; Casey Colthurst <ccolthurst@tecumseh.ca>; Chad Mactier 
<cmactier@tecumseh.ca>; Denis Berthiaume <dberthiaume@tecumseh.ca>; Denis Laforet 
<dlaforet@tecumseh.ca>; Laura Moy <lmoy@tecumseh.ca>; Melissa Doetzel 
<mdoetzel@tecumseh.ca>; Ray Hammond <rhammond@tecumseh.ca>; Shaun LaPorte 
<slaporte@tecumseh.ca>; Scott Willoughby <swilloughby@tecumseh.ca>; Melissa Doetzel 
<mdoetzel@tecumseh.ca> 
Subject: RE: Joint Health and Safety Committee Agenda - December 18, 2018 
 
Good morning, 
 
As per request from our JHSC meeting regarding Policy No. 68, please find the wording below regarding 
the motion put forth to amend Policy No. 68.  The committee agreed to looking at the policy over the 
course of the year and provide ongoing recommendations for the purpose of reflecting the Towns 
commitment to Health and Safety as well as to strengthen the IRS system with the JHSC committee. 
 
The first motion put forth at the December 18 meeting, was to replace the wording in the Town’s 
current Policy No. 68 under Appendix A, item No. 3 entitled “Purpose” with the following suggested 
words; 
 
The Corporation of the Town of Tecumseh is committed to providing and maintaining a working 
environment that is based on respect for the dignity and rights of everyone in the Town.  It is the 
Corporation’s goal to provide a healthy and safe work environment and the Corporation is committed to 
fostering an environment that is free from any of the forms of discrimination, harassment and/or 
violence which are prohibited under the Ontario Human Rights Code.  Discrimination, harassment and/or 
violence are unacceptable within the Town organization in any form and at any level. 
 
Thanks to the committee for bringing this recommendation forward and thank you to the entire 
committee for the commitment level expressed in jointly working together for the betterment of all of 
the Corporation and all of its employees as well as our Internal Response System. 
 
Regards, 
 
Sam Paglia, P.Eng. 
Drainage Superintendent  
The Corporation of the Town of Tecumseh 
Phone (519) 735-2184 – Ext 105 
Cell (519) 818-0101 
www.tecumseh.ca 
spaglia@tecumseh.ca 
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Monthly Implementation Package 
January 2019 – Instructions 

   

 “The secret of getting ahead is getting started!” 

Need help? Contact Dunk & Associates.  
www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

2019 – The Year for Safety Success! Throughout 2018 we listened too, and took the feedback from 
our site visits, on the implementation packages and changed up a few things for 2019. YES, each 
assignment must be completed per month, and given to either the Safety Committee/Representative, 
Safety Co-Ordinator or Supervisor/Managers (as titled). These assignments are designed to keep 
your workplace in legal compliance with Health and Safety Legislation, completing JUST the Safety 
Talk IS NOT SUFFICIENT for compliance.   

Health and Safety Policies: IMMEDIATE ACTION REQUIRED!!  

Your company needs to decide how your Health and Safety policies will be reviewed throughout the 
year.  A schedule must be set up with the safety committee/safety representative, managers, 
supervisors, and policies can be reviewed in coordination with the package outline (listed below), 
whatever works best for your workplace. Corporate policies must be reviewed at each location and 
addendums or changes created as needed, to ensure all policies are site specific.   

Dunk & Associates requires written confirmation from your company on how you would like the 
annual review recorded.  Dunk & Associates, used to automatically update the Revision Date on each 
of your online Health and Safety Policies, however your company now has this ability as a new 
feature on the upgraded site, to do it yourself.  Please see the document Policy Review Sign Off for 
further information and the options available to you. This must be reviewed, completed and sent 
back to Dunk by January 31st, 2019. 

Safety Co-Ordinator Assignment: New Year Kick Start Checklist  

Since we are in a brand-new year, and brand-new quarter, have your Safety Co-Ordinator or 
designate complete the New Year Kick Start Checklist this month.  This checklist is included in this 
package and designed to set up your workplace for another year of success. Including updated the 
Health and Safety Board, safety site etc.   

Supervisor/Manager Assignment: Training Review and Checklist 

Have your Supervisors/Managers complete the Training Needs Review Checklist included in this 
package, for their departments.  For any deficiencies noted, the supervisor/manager needs to follow 
up with their employers to have the appropriate training completed. Any changes needed to training 
profiles, please work with Dunk & Associates to make those changes.    
 
Safety Talk:  Do You Know?  

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 a 
successful talk. Read the safety talk, find out any information you may not be aware of yourself, know 
your stuff!  Remember…Safety Talks are about two-way communication, they are not “Safety Tells.” 
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Monthly Implementation Package 
January 2019 – Instructions 

   

 “The secret of getting ahead is getting started!” 

Need help? Contact Dunk & Associates.  
www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

 

Engagement Activity: January 2019 Scavenger Hunt 

This year we’ll be providing in the packages some activities to help get all employees involved in 
safety in the workplace. The best safety program is having a good safety culture, and that involves all 
employees.  Make the activity a challenge, see which department does better, have some incentives 
like Tim Hortons gift cards or re-usable water bottles, have some FUN! The activity is attached to this 
package, it is called January 2019 Scavenger Hunt.  

New Poster: No Fear – No Reprisal!  

Print and post this new poster up on your Health & Safety board, in the lunch room, in bathroom 
stalls, anywhere all employees will stop and look at it. This poster is to help raise employee 
awareness that they cannot be reprised for reporting a workplace injury, incident or bringing forward a 
complaint or concern in good faith.  

Monthly Reminders:   

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

Member completes the Monthly Workplace Inspection for this month of the whole workplace; it 

is a requirement of law.  It is also recommended to complete the Workplace Inspection with a 

Supervisor or Manager.  Sign-offs on the inspection are required! 

 

 Complete Safety Report Survey - Refer to the resources section of your health and safety 

website for instructions on how to access the safety report. 

Free Webinar: Safety Basics – Set up for a Successful Year 

Each month we offer a free webinar on the 3rd Wednesday of the month.  This month’s webinar will 
be on January 16th from 1-2pm EDT.  This webinar will be recorded and available for playback if you 
can’t attend live.  Our 2019 webinar schedule has been released and is available on our website, 
www.systems24-7.com. You can view our list of upcoming webinars and register directly online for 
the webinars.   

Resources:  
Found under the Resources section of your Health & Safety website 

i. Safety Talk Instructional Guide 

ii. Safety Report Survey Instructions 

2019 Monthly Implementation Package Schedule: 

You can use this schedule to plan your own safety initiatives to correspond with the upcoming themes 

and know what information is coming your way. **Schedule is subject to change based on legislative 

changes, needs of clients or topics that require timely attention. SEE NEXT PAGE* 
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Monthly Implementation Package 
January 2019 – Instructions 

   

 “The secret of getting ahead is getting started!” 

Need help? Contact Dunk & Associates.  
www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

 

  

January  Posting, Training needs and Do you 
Know  

July  PPE, practical training 

February  Violence, Harassment and Bullying  August  Machinery, pre-use inspections, 
lockout, housekeeping  

March  Hazard Assessments, SOPs and 
Reporting 

September  Evaluating Safety, job 
observations 

April  MSD Prevention, Internal 
Responsibility System 

October  Winter is Coming, Safe Driving 

May  First Aid & Emergency Response November  Slips, Trips and Falls 

June  WHMIS and Heat Stress December  Senior Management Review, 
Safety at Home & Work 
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Health & Safety Policy Review  
  
 

Your safety website has been upgraded to the new Systems 247 platform, your 
company has the ability to review and update your Health & Safety policies as you 
desire. Dunk & Associates needs from your company a written sign off, (this form 
completed) to acknowledge how you would like your policies reviewed going forward.   

Instructions:  
1. Please discuss the below options with owners.  
2. Once an option is decided, complete this form and have it signed 
3. Scan and email or fax a copy to Dunk & Associates by January 31st, 2019 

a. info@systems24-7.com  
b. Fax: 705-731-4980  

Policy Review Options (please check the box and complete as necessary, insert 
company name on any of the blank lines in the options): 
 

 __________ _____________________________ will review and updated our own 

Health & Safety Policies found on our systems 247 safety site.  Acknowledging 

___________________ ________________ is responsible for updating the Revision 

Date for each policy either at the beginning of the year, as they are reviewed, or as we 

see fit.  

 

 __________ __________________________ wishes to still have Dunk & Associates 

update the policy Revision Date annually for our online Health & Safety policies.   

__________ _____________________________will then review the policies as per our 

own schedule and update the Revision Date as needed.   

 

 

_______________________________                                      ________________________ 

Owner/Senior Management/General Manager   Date  
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New Year Kick Start Checklist  
Complete the following checklist to verify, organize, schedule, post 
and document the following items required: 
 

  

Need help? Contact Dunk & Associates.  
www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

 Completed  

1. All Health & Safety board items are posted. Update outdated items as 

needed. Refer to Section 3 in the Policies library item on your H&S website 

for a full list of what is needed.  

❑ Yes  ❑ No 

2. Ensure the Health & Safety Policy Statement (Section 1) is reviewed 

and signed annually by Senior Management.  Refer to Section 1 of 

Health & Safety in the Policies library item on your H&S website for a copy 

of this policy.  

❑ Yes  ❑ No 

3. Ensure the Workplace Violence and Harassment Policy (Section 4) is 

reviewed and signed annually by Senior Management, and the Safety 

Committee/Representative.  Refer to Section 4 of Health & Safety, in the 

Policies library item on your H&S website for a copy of this policy. 

❑ Yes  ❑ No 

4. A Health & Safety Committee is established with the required number 

of members, OR a Health & Safety Representative has been 

designated. Refer to Section 5 in the Policies library item found on your 

H&S website. Call Dunk for assistance if unsure of your workplace’s legal 

and policy requirements. 

❑ Yes  ❑ No 

5. Create a schedule for monthly workplace inspections and post on your 

H&S board(s). Remember that the entire workplace needs to be inspected 

monthly. Workplace Inspection checklist and report forms are available on 

your H&S website under Section 8 of the Forms library item. 

❑ Yes  ❑ No 

6. Create a schedule for your 2019 safety committee meeting dates and 

times, post the schedule on the H&S board. Make sure you are meeting 

your provincial and company requirements for the frequency of meetings. 

Refer to Section 5 in the Policies library item found on your H&S website. 

❑ Yes  ❑ No 

❑ N/A 

7. Do you have enough trained First Aiders Available.  Review your 

Section 7 policy under the Policies library item on your H&S website to 

ensure you are aware of the legal requirements. Schedule training if you 

require recertification or additional workers to be trained.  

❑ Yes  ❑ No 

8. Schedule Preventative Maintenance. Review the inventory of equipment 

within the workplace that requires Preventive Maintenance and create or 

update the schedule. Ensure log sheets are available and maintained.  

❑ Yes  ❑ No 

23



New Year Kick Start Checklist  
Complete the following checklist to verify, organize, schedule, post 
and document the following items required: 
 

  

Need help? Contact Dunk & Associates.  
www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

9. Pre-Use Inspections. Are Pre-use inspections being performed and log 

sheets maintained? Log sheets should be kept on file for three months.  

❑ Yes  ❑ No 

10. Emergency Equipment Inspections. Is your emergency equipment (i.e. 

fire extinguishers, first aid kits, fire hoses, alarms, etc.) being inspected 

regularly?  Create a schedule or add it to your Monthly Workplace 

Inspection process. An Emergency Equipment Inspection Checklist and 

more details are available on your H&S website.  

❑ Yes  ❑ No                          

11. Set-up your Systems 24-7 Ensure that the following have been set up on 

your safety site so ensure that you are utilizing the new platform to its full 

potential to help you with your safety program!  

 The Safety Report Survey is assigned to the appropriate person(s) 

to complete by ensuring they have the Safety Report category 

assigned to their profile.  

 Are all employees added to your safety site? If no, this can be 

completed under ‘Add Employee’.   

 Are employees no longer with your company inactive on your 

safety site? If no, this can be completed under ‘Manage Employee’.   

 Are all employees set up with the correct training profile? 

Meaning they are under the correct department, and have the 

appropriate categories assigned.  

 Do the members of the Safety Committee have a safety 

committee category assigned? This ensures they receive the 

training modules needed to complete their duties.  

 Does the Safety Representative have the safety rep category 

assigned? This ensures they receive the training modules needed to 

complete their duties.  

 

 

 

 

❑ Yes  ❑ No  

 

❑ Yes  ❑ No  

                         

❑ Yes  ❑ No 

 

❑ Yes  ❑ No 

 

 

❑ Yes  ❑ No  

❑ N/A  

 

❑ Yes  ❑ No  

❑ N/A                                                                                                                                                                                                                                                                                                                                                                                                                                                

 
Completed By: ___________________________________________Date: _______________ 
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New Year Kick Start Checklist  
Complete the following checklist to verify, organize, schedule, post 
and document the following items required: 
 

  

Need help? Contact Dunk & Associates.  
www.systems24-7.com • 1-866-754-8839 • info@systems24-7.com 

Action Items 
 
If you find any deficiencies when completing the checklist, create a plan to address these issues.  
 
 
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: _________________________ 
 

 
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: _________________________ 
 

 
Issue Found: _______________________________________________________  
Action Plan: ________________________________________________________________  
Action Items Assigned to: _____________________________________________________ 
Projected Date for Completion: _________________________________________________ 
Action Completion Date: ______________________ Sign off: _________________________ 
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Training Needs Review Checklist 
Complete the following checklist to review your workplace’s training needs for this year.  If any deficiencies are 

identified, indicate a date for when these deficiencies can will be corrected.  

 

 

 

Online Training Yes No 
If No, Date to 
complete by: 

Is all online training completed and up to date?       

Are all employees profiled in the correct positions/categories? 
(Employees who have been promoted to Supervisor/Managers or 
have joined the Safety Committee will need additional training for 
their new roles)       

Is the employee list online correct and current?       
 

   

First Aiders  Yes No 
If No, Date to 
complete by: 

Are all First Aid Attendant certificates current? 
(check the expiry date on the certificates)       

Has re-training been arranged for any First Aid Attendants whose 
certification expires this year?       

Are all First Aid certificates the proper level or type of 
certification?       

Are there enough First Aid Attendants as per your First Aid 
Policy? (Section 7 online)    
 

   

Safety Committee Training/Certification Yes No 
If No, Date to 
complete by: 

Has your workplace established a safety committee or safety rep 
as per your Section 5 policy?     

Have all Safety Committee/Safety Reps, received appropriate 
training for their roles and responsibilities? (Investigations, 
Workplace Inspections R.A.C.E, etc.)        

Ensure all new Safety Committee Members/Safety reps have 
been given practical training for your workplace inspections (this 
includes, being accompanied on an entire building tour, common 
hazards and issues are pointed out and experienced members 
review how to complete your workplace inspection form 
appropriately).     
 

   

Workplace Specific Training Yes No 
If No, Date to 
complete by: 

Have all workers received practical (hands-on) training on the 
use and maintenance of PPE (if PPE is needed for their position) 
(The online training is theory only, practical is also required)         

Are all Forklift Operator Certificates current? (if applicable) 
(check expiry dates for practical and theory training)       

Has all practical training been completed? (ex. Fall Arrest, 
Confined Space, Hazardous Material Handling, etc.)       

Are all practical training records available for all employees? i.e. 
SOP sign offs, orientation checklist/signoffs.     
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Training Needs Review Checklist 
Complete the following checklist to review your workplace’s training needs for this year.  If any deficiencies are 

identified, indicate a date for when these deficiencies can will be corrected.  

 

 

    

Emergency Response Training Yes No 
If No, Date to 
complete by: 

Have you scheduled your emergency response drills for the 
year?  These could include drills like evacuations, fire drills, mock 
emergencies and fire extinguisher training.       

Other Workplace Hazard Specific Training: 
____________________________________________________ 
____________________________________________________ 
____________________________________________________ 
       

 
Safety Tip: Remember to check training retention throughout the year.  Use the monthly Job Observations to 
assess and verify if the training/education given to all workers is being followed and remembered. 
 

Checklist completed by: ___________________________________ Date: _______________________ 

Position: ____________________________ 

*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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How and who to report a hazard to? 
Harassment, Workplace Injury, Broken Equipment?

Report to your supervisor immediately!

Complete the report form and participate in 
the investigation process as needed. 

Who is your safety representative? 
Are you ready to service your workplace on the 
safety committee? Participate; it is your right!

Where is the closet First Aid kit and who are the 
First Aiders on your shift?

www.systems24-7.com28



Safety Talk Sign-off 
January 2019 – Do you Know? 
 

  

Location/Department: _______________________________ Date: _____________________ 
  

Name (please print) Signature Date 
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Score:        Team/Partners:

To engage all of our employees in safety the January Activity recommendation is a scavenger hunt. Modify 
this list to suit your workplace, print and break your employees into teams or partners to complete. The 
finding can be discussed as a group and success reported to everyone. Offer prizes or incentives for 
those who most successfully complete the scavenger hunt! As always, we will learn from this activity!

How many fire extinguishers are in my department?      

Where is our First Aid kit located? 

Who is my First Aider?

Who is my Safety Rep?

Find a Hazard Report Form, where did you find it

Who do I report hazards to?

How often does our Safety Committee Meet?

Who signed our annual Health & Safety Policy? (Hint it is posted on your Safety Board)

Where is your gathering place in the event of an evacuation?

Where is your safest “shelter in place” location?

What is the address of your workplace to give to first responders?

What is the business main telephone number?

Do you have any designated substances in your workplace? If “yes” what are they are where are they 
found?

Does your building have any asbestos? If “yes” is there a map showing the locations of the asbestos 
and a plan that outlines what is needed for your protection?

Can everyone in your workplace clear a sidewalk and sand/salt to prevent slips, trips and falls? Is there 
a log showing maintenance of pathways in the winter time?

Where is the lock-out kit for your workplace located?

Who is trained and has a key for the locks from the lock-out kit?

Find 3 PPE infractions in your workplace; list them here:
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NO FEAR NO REPRISAL 

FOR REPORTING A WORKPLACE INJURY, INCIDENT OR
BRINGING FORWARD A COMPLAINT OR CONCERN
• Tell a Supervisor; Tell your Safety Rep; Tell a Co-Worker and Get Help with Reporting!
• Suffered Reprisal Call the Ministry of Labour or Work Safe Department in Your Province!
• You are Protected When You Report! No Fear – No Reprisal!

POWERED BY SYSTEMS 24-7
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No. 

of 

Clai

ms

Tracking 

No.
Department Month Day Year

Direct Causes of 

Injury
Injury Type Injury Area

Injury Reason 

(Equipment)
Aid

Lost 

Time
Comments:

2018-01

Parks & 

Recreation 

Services

1 2 2018 Lifting/Carrying Burns or Scalds Right Arm Lifting First Aid No
Trying to put fry basket onto the hook and missed.  Basket dropped 

into the hot oil & splashed hand

2018-02

Parks & 

Recreation 

Services

1 15 2018 Slip, Trip or Fall Bruises & Contusions Back Weather Medical Aid Yes
Stepped out of parked care & slipped and fell on ice as they were 

walking toward the buidling

2018-03

Parks & 

Recreation 

Services

1 29 2018 Vehicle N/A Driving N/A Yes Car accident.  Non employee hit employee car

2018-04 Fire Services 3 17 2018 Overexertion Sprains / Strains Back Lifting Medical Aid No Dragging hose and felt pain in lower bacck.  

2018-05

Parks & 

Recreation 

Services

4 26 2018 Machines/Tools Cuts / Lacerations Finger Equipment Medical Aid No
Cutting a tree branch with a hand saw and cut knuckle on the 

opposite hand due to slipping

2018-08

Parks & 

Recreation 

Services

5 9 2018 Overexertion Sprains / Strains Left Shoulder Lifting First Aid
Lifting and moving portable rink baords.  Slipped when lifting and 

board fell on shoulder

2018-09

Planning & 

Building 

Services

5 29 2018 Other Other Right Leg Other First Aid Dog bite

2018-11

Parks & 

Recreation 

Services

6 18 2018 Violence/Bullying Psychological Head Other Incident Only Angry father yelling & screaming creating a fearful employee

2018-12

Parks & 

Recreation 

Services

7 4 2018 Other N/A N/A Incident Only Fire started in ornamental grass in front of Pool.  Lifeguard put it out.

2018-13

Parks & 

Recreation 

Services

7 20 2018 Violence/Bullying Psychological Head Other Incident Only
Angry driver yelling & screaming as day camp crossing a well 

marked area at the Lacasse park

2018-14 Fire Services 8 7 2018
Struck by or against 

an object
Bruises & Contusions Abdomen Equipment Medical Aid No

Training night.  Upond second swing of sledge hammer, the butt 

made contact with ribs

2018-15

Parks & 

Recreation 

Services

7 26 2018
Extreme 

Temperatures
Unconsciousness Head Weather First Aid Teaching lessons and felt faint.  Slowly fell to the ground

2018-19

Parks & 

Recreation 

Services

8 30 2018
Extreme 

Temperatures
Other Abdomen Weather Incident Only

Working in small area with poor air circulations.  Due to high temps 

buidling was hot

2018-22

Parks & 

Recreation 

Services

9 25 2018 Other Other Weather N/A
Severe thunderstorm & alerts given.  Possible tornado threat, held 

arena use for 15 mins

2018-25

Parks & 

Recreation 

Services

10 23 2018 Repetitive motions Sprains / Strains Left Arm Equipment Medical Aid
Repetitive use of arms creating issues with wrists.  Changes chair & 

keyboard

2018-26
Fire Services

11 4 2018 Vehicle N/A Driving Incident Only Property Damage.  Drove vehicle into garage door

2018-27 CAO 11 15 2018 Slip, Trip or Fall Bruises & Contusions Mult. Body Parts Equipment Incident Only Caught foot on recycling bin and lost balance & fell

2018-28

Public Works 

& 

Environmenta

l Services

11 22 2018 Machines/Tools N/A Other Incident Only Hit a gas meter

2018-29

Public Works 

& 

Environmenta

l Services

11 29 2018 Vehicle N/A Driving Incident Only Rubbed against a ballard causing damage to vehicle

2018-31

Public Works 

& 

Environmenta

l Services

12 27 2018 Vehicle N/A Driving Incident Only
Hit a vehicle pulling onto Tecumseh Road.  Damage to driver side 

bumper

Slip, Trip or Fall 2 0 Amputations

Town of Tecumseh EMPLOYEES ON WSIB CLAIM - 2018

Injury Date
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Overexertion 2 3 Bruises & Contusions

Repetitive Motion 1 0 Chemical Related

Lifing/Carrying 1 1 Burns or Scalds

Struck by/against an object 1 1 Cuts / Lacerations

Vehicle 4 0 Scratches / Abrasions

Machine/Tools 2 3 Sprains / Strains

Contact with electricity 0 0 Breaks / Fractures

Extreme temperatures 2 1 Unconsciousness

Violence/Bullying 2 0 Allegic

Improper training 0 0 Respiratory

Improper machine use 0 0 Particle in Eye 

Not following rules and/or procedures 0 0 Ingestion

Improper use of PPE, safety devices or guarding 0 0 Occupational Illness

Defective/malfunctioning equipment 0 2 Psychological

Poor housekeeping 0 3 Other

Property damage 0 6 N/A

Other 3

20 20
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