<insert company name here>
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[bookmark: _Toc181372366]OHS MANUAL TEMPLATE
General Tourism & Hospitality Industry Focus
[bookmark: _Toc181372367]Introduction
This manual template was developed by the health and safety team at go2HR as a guide for establishing a health and safety program at your company. It is customizable and adaptable to fit your unique workplace. This template references both applicable legal requirements and industry best practices within British Columbia. 

[bookmark: _Toc181372368]OHS Program Responsibilities 
As an employer in British Columbia, you have the legal responsibility to develop and implement a Health and Safety Program that covers various topics that collaboratively work together to prevent incidents and injuries in the workplace. You have the ongoing duty to ensure all applicable requirements and industry standards are met. 

Managers, supervisors, and workers share responsibilities for workplace health and safety. Those obligations can be explored by visiting this WorkSafeBC webpage. 

[bookmark: _Toc181372369]How to Use This Template
This manual has been created in Word format so you can edit as you see fit. For example, you can add site-specific information or delete sections or examples that do not apply to your business. 

Blue italicized content in the template refers to common examples of health and safety information that could be included in any given section. These examples are included to help you get started but are in no way exhaustive. If this information does not apply to your setting, please delete it. 

Red italicized content in the template refers to site-specific information. Please delete the red text and input your workplace specifics into this manual to reflect your business. 

By the end of your edits, no blue or red italicized content should be left. 

Usable forms, templates, and resource links can be found at the end of this document. They have been categorized to supplement each element. 

Once edits and review are completed, delete this introduction page and update the table of content to finalize your document. 

Template Version: November 2024
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[bookmark: _Toc103264342][bookmark: _Toc181372370]Program Overview

[bookmark: _Toc103264343][bookmark: _Toc181372371]Safety Policy Statement
<Company Name> strives to provide a healthy and safe environment for its workers, supervisors, managers, and guests. To achieve this, <Company Name> has established a Health and Safety Program and is committed to maintaining and improving it as necessary. Workplace health and safety is a shared responsibility and therefore, we will collectively work together to see the success of this program. 

<The safety policy statement should be printed, endorsed by the most senior executive of the company, and displayed at a prominent location within your place of business for employees and the general public to see.

The safety policy statement should be communicated with all employees and reviewed periodically to ensure it is current and appropriate.>

[image: ] Legal Reference:
 OHS Regulation Part 3

[bookmark: _Toc103264344][bookmark: _Toc181372372]Health and Safety Responsibilities 
All staff members have various responsibilities within the program. The following information explains the various roles of workplace health and safety responsibilities.

[bookmark: _Toc181372373]Owner	
Ensure a safety program is developed, implemented, maintained, and monitored for effectiveness
Maintain the premises ensuring the health and safety of all people present 
Communicate all health and safety hazards to employees and contractors
Provide and maintain protective devices, applicable personal protective equipment, safety equipment/supplies, and clothing
Cooperate with WorkSafeBC and its officers
Comply with occupational health and safety requirements and orders 

[bookmark: _Toc181372374]Manager
Establish and maintain the occupational health and safety program
Ensure the health and safety of all workers
Ensure that all employees know about the material and equipment they work with, known workplace hazards, and hazard controls
Ensure that workers receive adequate education, training, and supervision specific to their duties
Ensure that workers know and comply with their legal rights and responsibilities
Provide workers with access to the Workers Compensation Act and Occupational Health and Safety Regulation
Support supervisors in effectively performing their health and safety responsibilities
Provide first aid equipment, supplies, and trained attendants according to the workplace first aid assessment requirements  
Ensure inspections of the work environment, methods, practices, and equipment are being completed 
Correct any workplace conditions that are hazardous to the health and safety of workers
Address problems and concerns reported by workers and guests 
Transport injured workers to on-site first aid and/or medical aid (external treatment)
Report all serious incidents and injuries that require medical aid, or medical aid and time off to WorkSafeBC
Investigate all injuries, equipment damage, and near-misses (close calls)
Submit necessary documentation to WorkSafeBC

[bookmark: _Toc181372375]Supervisor
Ensure the health and safety of the workers under your direct supervision
Know and meet the WorkSafeBC requirements that apply to the work under your direct supervision
Ensure that workers under your direct supervision are aware of the hazards and controls in the workplace and related to their duties 
Ensure workers are using, inspecting, and maintaining the appropriate PPE they need for their duties

[bookmark: _Toc181372376]Worker	
Take reasonable care to protect your health and safety and that of other persons who may be affected by what you do or don’t do
Comply with regulatory and company requirements
Stay alert to hazards and report them to your supervisor or manager immediately
Always follow established safe work procedures
Use, inspect, and maintain appropriate personal protective equipment (PPE) needed for your duties
Refrain from horseplay or similar conduct that may endanger yourself or others
Report all incidents, including near-misses (close calls) to your supervisor
Report to your supervisor or manager:
Hazards that might endanger yourself or others
Problems with protective equipment or clothing 
Observed violations of the regulations or other legal requirements
Seek out first aid treatment for, and report, any workplace injuries regardless of severity 
Follow treatment advice of first aid and medical aid providers
Return to work safely after injury by working with your employer to develop modified duties, if required 
Arrive to your shift fit to work, not over-tired or under the influence of alcohol, drugs, or any other substance
DO NOT work if you are impaired by drugs or alcohol

[bookmark: _Toc103264345][bookmark: _Toc181372377]Health and Safety Rights 
As workers in British Columbia, there are legal health and safety rights within this workplace:
Workers have the right to know information that could affect their health or safety in the workplace
Workers have the right to participate in safety in their workplace
They can choose to become a safety representative or take part on the Joint Occupational Health and Safety Committee, or 
Reporting unsafe conditions, and voicing concerns about health and safety in the workplace
Workers have the right to refuse any unsafe or unhealthy work if they believe it will endanger them or someone else

[bookmark: _Toc181372378][bookmark: _Toc103264346][image: ]Additional Information
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc181372379]Hazard Identification and Risk Control

[bookmark: _Toc103264347][bookmark: _Toc181372380]Introduction
<Company Name> is committed to identifying hazards and providing all necessary controls to protect workers throughout their job duties. Through detailed hazard identification and the risk assessment process, risks of all kinds are mitigated effectively. The steps used for a complete and effective risk assessment are: 
1. Identify hazards
Assess the risks
Control the risks
Monitor the controls

This process will be a shared responsibility between <insert names and/or position titles; consider knowledgeable representatives from various areas of the company along with leadership from a Safety or HR Representative>. 
[image: ]  
Legal Reference: 
OHS Regulation 3.3(b)
[bookmark: _Toc103264348]
[bookmark: _Toc181372381]Identify Hazards
Anything at work with the potential to harm a worker either physically or mentally is considered a job hazard.

Identifying hazards in the workplace includes looking for things and situations that could harm any worker on site. A workplace assessment has been completed for all job titles throughout all departments to initiate this process. It has helped identify hazards presented to the workers by the following aspects of their work:
1. physical working environment,
equipment, materials, and substances used,
work tasks and how they are being performed, and
work design and management. 

Job hazards can be grouped into different categories, such as:
Safety hazards that cause immediate accidents and injuries
for example, fractures, concussions, or strains from slips and falls
Ergonomic hazards which cause sprains and strains 
for example, musculoskeletal injuries from poor posture, improper workstation setup, doing repetitive tasks or heavy lifting
Psychological hazards which cause injury to the workers' mental state 
for example, anxiety or depression from workplace violence, confrontation, and job flexibility
Other health hazards that can make you sick 
for example, hearing damage, internal infections, or stomach ulcers from noise, chemicals, contaminated food waste, heat, and stress


[bookmark: _Toc103264349][bookmark: _Toc181372382]Assessing the Risks
The risks are evaluated by taking into consideration the likelihood of a worker being harmed and the seriousness of the potential injury. Questions asked during the risk assessment process include: 
1. Who is at risk of getting hurt? 
What existing controls do we have in place to protect the workers?
What, if any, further action is needed to control the risk? 
Who is responsible for implementing the controls and when should they be completed by? 

[bookmark: _Toc103264350][bookmark: _Toc181372383]Controlling the Risks
Using the Hierarchy of Controls, the identified and implemented controls must be the most effective and reasonably practicable in providing protection. 

[bookmark: _Toc181372384]The Hierarchy of Controls:
[image: https://www.go2hr.ca/wp-content/uploads/2019/09/go2HR-safety-basics-pyramid.png]

Definitions of terminology and examples used in this process: 
1. Elimination: removing the hazard altogether
for example, outsourcing the sharpening of knives to a specialized service
Substitution: substituting the hazard for something less hazardous
for example, replacing the use of harsh chemicals with a less harsh chemical to clean specific surfaces
Engineering Controls: physically protecting the worker from the hazard
for example, the use of a physical guard on a blade such as a meat slicer or saw
Administrative Controls: implementing safe work procedures 
for example, introducing safe work practices or posting warning signage 
Personal Protective Equipment: protect the worker with personal equipment
for example, using oven safety glasses, gloves, and aprons when dealing with certain chemicals 

[bookmark: _Toc103264351][bookmark: _Toc181372385]Monitoring the Controls
All workers are responsible to monitor applicable control measures on an ongoing basis to confirm they are suitable for the task and continue to accomplish the desired protection. Reassessing control measures should take place:
1. annually,
in the case of new and/or changing hazards, and
as part of identifying corrective actions in response to an incident/accident.

[bookmark: _Toc103264352][bookmark: _Toc181372386]Additional Information
The Risk Assessment Process Document can be found <insert where the document can be found; either electronic, hard copy, or both>. 
[image: ]
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc103264353][bookmark: _Toc181372387]Written Safe Work Procedures

[bookmark: _Toc103264354][bookmark: _Toc181372388]Introduction
<Company Name> is committed to providing all workers with appropriate written instructions for all hazardous tasks. The goal of these documents is to help train new and young workers while establishing a consistent level of work performance by all workers. 

Writing, communicating, maintaining, and reviewing the Safe Work Practices and/or Procedures is a shared responsibility between the managers, supervisors, and <worker representative or JHSC members; whichever applies to your workplace>. Safe work procedures are to be reviewed:
1. annually,
when new and/or changing hazards are identified, and
in response to an incident/accident or if procedures change. 
[image: ]
Legal Reference: 
[bookmark: _Toc103264355]OHS Regulation 3.3(c)

[bookmark: _Toc181372389]Written Procedures 
<Not all tasks require a written safe work procedure. It may be sufficient to address some safety issues by verbally training workers. When deciding whether or not a written safe work procedure is required, consider the following:
How severe would the consequences of an incident be?
How often is the task performed?
How complex is the task?

In general, written safe work procedures are needed for:
Hazardous tasks
Complicated tasks (so that important steps don’t get missed)
Frequently performed tasks (to prevent complacency)
Less routine tasks (if workers need reminders about the hazards and controls)

The process of developing a written safe work procedure for a hazardous task includes the following steps:
1. Determine if the task requires a safe work procedure
Break down the task into its basic steps
Identify the hazards associated with each step and ways to eliminate or minimize the risks to workers (according to the Hierarchy of Controls)
Write the safe work procedure (list the actions workers must do when performing the task)

Insert appropriate written safe work procedure documents here. Safe Work Procedures include, but are not limited to, the following:

General
Moving around safely (preventing slips, trips, and falls)
Preventing injuries from ergonomic hazards (safe lifting and carrying techniques, bending, reaching, repetitive movements)
Working with chemicals (WHMIS 2015)
Dealing with difficult guests
Cleaning up spills
Use of hazardous equipment
Driving for work
Office and administration work
Etc.>
[bookmark: _Toc103264356]
[bookmark: _Toc181372390][image: ]Additional Information
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc103264357][bookmark: _Toc181372391]Orientation, Training, and Supervision 

[bookmark: _Toc103264358][bookmark: _Toc181372392]Introduction
<Company Name> is committed to ensuring every worker receives adequate instruction to do their work safely. This instruction includes a safety orientation, training, and supervision throughout their employment. 

Completing safety orientations of all staff is the responsibility of <insert names and/or position titles of who would be responsible; typically, it would be a supervisor, manager, or a representative from HR>. The responsibility for training and supervision is shared between the worker and their direct supervisors and managers. The worker has the responsibility to only participate in tasks and equipment to which they have been trained and speak up if they need more training on a certain topic. Supervisors are responsible for training and supervising workers under their direct supervision, and managers are responsible for providing support to their supervisors and workers under their direct management. 
[image: ]
Legal Reference: Orientation – OHS Regulation 3.3(g), Training – OHS Regulation 3.23-25, Supervision – OHS Regulation 3.24(a)
[bookmark: _Toc103264359]
[bookmark: _Toc181372393]Safety Orientation
Orientation plays a vital role in setting our staff up for safety success within their role. Each new worker must participate in the safety orientation before they partake in any work tasks. The safety orientation checklist includes:
· Supervisor’s name and contact information
· Safety committee or worker rep name and contact information 
· First aid attendant’s name and contact information
· Rights and responsibilities of owner, employer, supervisors, and workers 
· General workplace health and safety rules
· Known hazards in the workplace
· Review of safe work procedures related to their job duties
· Workplace incident and injury procedures (including reporting)
· First aid kit and eye wash station locations
· Emergency procedures 
· Emergency exit locations & muster points
· Fire extinguisher & fire alarm locations and orientation
· Personal protective equipment 
· Work alone procedures; if applicable
· WHMIS 2015 overview
· Bullying and harassment prevention strategies and reporting
· Violence prevention strategies 
· <list any other health and safety-specific information that needs to be covered>

All supervisors and workers are required to initial/sign the orientation checklist ensuring all topics are explained and understood by the worker. This document template can be found <insert where the document can be found; either electronic, hard copy, or both>. 

[bookmark: _Toc103264360][bookmark: _Toc181372394]Training
Training is next to ensure all workers are aware of how to do their tasks safely. Each new worker must participate in training sessions that explain and help workers to understand all assigned tasks, especially tasks that could pose a health or safety risk. Workers are encouraged to ask questions during training and ask for more explanation if they don’t understand or they forget. 

Training may take place through:
1. group training sessions, 
on-the-job training,
reviewing documents and watching training videos,
safety talks, and/or
simulations/drills.

All training exercises are documented and are the responsibility of each training facilitator. Training logs are to be promptly submitted to <insert name, position, email, or location where you would like training logs to be compiled>, and stored <insert where the documents can be found; either electronic, hard copy, or both>.  

Training requirements for specific positions are listed below. 
	Who receives training:
	Type of training:

	All employees
	HR orientation, Health, and safety orientation, 
Site walkthrough
 <add other training topics as required>

	Managers
	Safer Spaces (go2HR), CARE Level 1-3 (CMHA & go2HR), Administrative duties
<add other training topics as required>

	Supervisors
	Supervising for Safety Course (WorkSafeBC), CARE Level 1-2 (CMHA & go2HR), Emergency response procedures, Responding to difficult guests
<add other training topics as required>

	<JHSC Members or Worker Health and Safety Rep; whichever is applicable to your company>
	Online Training Module – WorkSafeBC 
<Additional Training for JHSC Members in-house or through Employer Advisor Office>
<add other training topics as required>

	<First aid attendants; if applicable>
	<list the appropriate training as determined through your first aid assessment>

	<List particular groups that get specific training, i.e. front desk attendants, guest service, etc.>
	How to deal with difficult guests, work processes, how to use and clean up various equipment, storage organization, security procedures, group communication
<add other training topics as required>

	<list any other positions that get specific training>
	<add other training topics as required>




[bookmark: _Toc103264361][bookmark: _Toc181372395]Supervision
Supervisors play an important role to ensure workplace health and safety is being considered throughout <Company name>. Supervision includes instruction, direction, and leadership of workers as they carry out their job duties. Additionally, supervision includes performing regular safety activities such as inspections, observations, investigations, and crew talks. 

Workers can expect the following list of safety-related actions from their supervisors: 
1. Providing training before starting new tasks
Explaining the hazards of the job
Auditing worker performance against safety expectations
Correcting unsafe conditions, acts, or procedures
Identifying changing workplace hazards and ensuring worker safety
Reinforcing safe work performance
Monitoring worker performance and well-being
Recording information in a supervisor communication log
Ensuring all documentation is adequately clear, appropriate, and complete
[bookmark: _Toc103264362]
[bookmark: _Toc181372396][image: ]Additional Information
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc103264363][bookmark: _Toc181372397]Safety Inspections

[bookmark: _Toc103264364][bookmark: _Toc181372398]Introduction
<Company Name> is committed to performing regular inspections of our workplace, work practices, and equipment to identify unsafe conditions, acts, and procedures to determine necessary corrective measures, and prevent unsafe work conditions from evolving. Special inspections of workplace, practices, and/or equipment will occur occasionally, in response to an incident that causes injury or damaged equipment. 

Completed inspection forms (electronic or hard copy) are to be submitted to <insert name(s) and/or position title(s)> and will be filed <insert where the documents will be stored>. Identified corrective actions that need attention (immediate, moderate, or long-term) will be reviewed by <insert name(s) and/or position title(s)> and assigned to the appropriate person(s). Inspection findings and corrective actions will be reviewed periodically at management meetings to track completion. 

The responsibility and frequency of performing inspections will differ depending on the various inspections needed throughout our operation. More details can be found below. 
[image: ]
Legal Reference: 
[bookmark: _Toc103264365]OHS Regulation 3.3(b)

[bookmark: _Toc181372399]Workplace and Work Practices
Once monthly, trained <JHSC Members; if no safety committee is required, identify one or two safety champions (usually managers, supervisors, or the worker health and safety representative) to take on this role within their work area> will inspect the various areas of our workplace. The inspections will evaluate the overall condition of the workspace including work practices, fire suppression, storage area conditions, power sources, and others. It is important to note that these inspections are safety-focused and not intended to only highlight maintenance requests. 

[bookmark: _Toc103264366][bookmark: _Toc181372400]Equipment 
Inspections for equipment found around the workplace will vary in frequency according to the manufacturer's instructions. Trained <JHSC Members; if no safety committee is needed, identify one or two safety champions (usually managers, supervisors, or worker health and safety representative) to take on this role within their work area> will inspect the different pieces of equipment in the Front of House and Back of House. The inspection will evaluate the overall condition of the equipment and how it is being used by workers. It is important to note that these inspections are safety-focused and not intended to only highlight maintenance requests. 

Equipment inspections at <Company Name> are listed below along with the frequency and name/position of the appointed inspector: 

	Equipment
	Frequency
	Inspector (Name or Position)

	<Computers and Other Electronics>
	<insert frequency according to manufacturer recommendations>
	<insert name or position responsible for the inspection>

	<Company Vehicles including Specialty Equipment such as golf carts, ATVs.>
	<insert frequency according to manufacturer recommendations>
	<insert name or position responsible for the inspection>

	<Commercial and Staff Room Kitchen Equipment>
	<insert frequency according to manufacturer recommendations>
	<insert name or position responsible for the inspection>

	<Maintenance Tools and Equipment>
	<insert frequency according to manufacturer recommendations>
	<insert name or position responsible for the inspection>

	<Fire Suppression Equipment and Gear>
	<insert frequency according to manufacturer recommendations>
	<insert name or position responsible for the inspection>

	<etc.>
	<insert frequency according to manufacturer recommendations>
	<insert name or position responsible for the inspection>



[bookmark: _Toc103264367][bookmark: _Toc181372401]Special Inspections
In any situation that causes injury or equipment damage, additional inspections of the applicable workplace, work practices, and equipment are completed as part of the incident investigation. The findings of these inspections are required to be documented with the incident investigation and submitted to the manager and/or employer upon completion of the investigation. In major incidents, these special inspections must be completed before work can safely resume. 

The incident investigator is responsible for the special inspections during incident investigations and has the authority to suspend work if needed when conducting the investigation. 

[bookmark: _Toc103264368][bookmark: _Toc181372402]Post-Inspection
<Company Name> is dedicated to taking the following actions after the inspections:
rectify serious hazards or unsafe work practices immediately,
prioritize other, less-serious hazards and assign someone to rectify each one,
follow up on any actions that will take time to complete, 
review and update related risk assessments and safe work procedures, and
[bookmark: _Toc103264369]communicate the inspection findings and corrective actions to affected workers.

[bookmark: _Toc181372403][image: ]Additional Information
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc103264370][bookmark: _Toc181372404]Workplace First Aid

[bookmark: _Toc103264371][bookmark: _Toc181372405]Introduction
<Company Name> is committed to providing appropriate first aid services, supplies, equipment, and transportation for any workers injured through job duties or tasks. We understand that workplace injuries do happen and encourage workers to report their injuries as soon as possible for the appropriate response to begin.  

Maintaining general workplace first aid requirements, including the completion of first aid assessments and drills, is the responsibility of <insert name(s) and/or position title(s)>. Procedure review is completed annually, as well as after a first aid drill or an incident. If deficiencies are then identified, improvements must be promptly made by <insert name(s) and/or position title(s) if different from above>. 

Completed first aid assessments, reports, drill reports, and Recover at Work documentation is to be submitted to <insert name(s) and/or position title(s)> and will be filed <insert where the documents will be stored>. Reports will be reviewed periodically at management meetings to track injury trends and guide prevention efforts. 
[image: ]
Legal Reference: 
OHS Regulation 3.14-21, WorkSafeBC’s Schedule 3-A

[bookmark: _Toc181372406]Workplace First Aid Assessment
<*includes new requirements>
In consultation with the <worker safety representative or joint health & safety committee (JHSC); whichever applies to your company>, a first aid assessment is completed annually to determine minimum first aid requirements, considering the number of workers on shift at a time, our hazard rating (assigned to us by WorkSafeBC), travel time to the closest BCEHS Ambulance Station, and the level of accessibility of our workplace.  
•  The greatest number of workers on shift at any given time: <insert number>
•  Our hazard rating: <insert hazard rating assigned by WorkSafeBC>
•  Remoteness: <insert whether your remote or not based on WorkSafeBC’s criteria – the travel time to the closest BCEHS Ambulance Station>
•  Accessibility: <insert whether your accessible or less accessible based on WorkSafeBC’s criteria – group 1 or 2 on the assessment document>

<add this section and more detail if you are going beyond the minimum requirements to address additional factors:
As part of the assessment process, we also consider the following factors to identify site-specific areas where minimum first aid provisions may be insufficient, including:
Risks and hazards that are unique to our workplace, 
Risks and hazards that are not typical of our classification unit, 
Barriers that can limit or delay a worker’s access to first aid, 
Rescue equipment that may be needed, and 
Known barriers that may delay BCEHS response time or transport time to medical aid.>

Based on the first aid assessment, the requirements for our worksite include: 
<insert necessary first aid requirements for supplies, equipment, and facilities,
level of certificate for attendants and number of attendants,
emergency transportation according to the correct table found in Schedule 3-A, if applicable>

First Aid Attendants: <list first aid attendants and their usual working hours, if required in Schedule 3-A>
First Aid Kit Locations: <list locations of first aid kits; include the location of AED and eye wash stations, if applicable>

[bookmark: _Toc181372407][bookmark: _Toc103264373]First Aid Attendant Authority & Additional Responsibility
<*includes new requirements>
First Aid attendants hold the authority of determining care for injured workers and must not be over-ruled by supervisors or managers. This includes decisions on:
· The necessity of transporting the worker to the hospital
· The method of transportation
· The necessity of a First Aid attendant accompanying the injured worker to medical aid
Note: Workers do have the right to refuse treatment, however, may still be required to seek further assessment depending on the injury sustained to ensure they are fit for returning to their duties. 

First Aid attendants are regular workers with an extra duty of providing First Aid to injured workers. When responding to a First Aid call, the First Aid attendant is responsible for contacting their direct supervisor or manager to initiate coverage for their regular tasks. Responding to an injured worker takes priority over all other duties.

To meet obligations identified in the “Duty to Cooperate” legislation, the injured worker, along with the first aid attendant, and the injured worker’s supervisor shall work together to identify potential suitable work for minor, Stay at Work injuries. For more information on this, refer below to the Recover at Work section of the OHS Program Manual.  

[bookmark: _Toc181372408]Worker First Aid Procedure 
<*includes new requirements>
When a worker sustains an injury, whether minor or severe, everyone must stay calm. The priority is to reduce or eliminate the opportunity for continued or additional injuries, and to provide the injured worker(s) with prompt, appropriate first aid attention. 

First aid attendants are required to respond to any workplace injury within 10 minutes. If the first aid attendant cannot respond within 10 minutes to a major injury, emergency services must be initiated by calling 9-1-1. 

Workers are to obtain first aid services by presenting at <the first aid room, dressing station, first aid kit, etc.> or by contacting <name the person or position they’re to call, usually dispatch, front desk, first aid attendant directly> on <list ways they are to summon first aid, usually by phone or radio, include phone number, radio channel and/or call sign>. 

Workers are encouraged to assess whether their injury is minor or major in nature when determining if they can seek first aid services or wait for first aid attendants to come to them. When in doubt, workers are encouraged to stay where they are and request first aid attendants to come on scene. 

<Company Name> recognizes there are potential barriers to first aid that may limit or delay first aid services. They are listed below along with measures used to rectify the barrier. 
	Barrier:
	Control Measure: 

	<List barriers and their corresponding control measures, such as:
Less accessible areas
Communication barriers
Supplies and equipment security>
	



<Company Name> is responsible for transporting injured workers to medical aid, when needed. Based on whether the injured worker is stable or unstable, the following methods or transport may be considered. 
A Stable Patient may be transported by: 
· Personal emergency contact, friend, or family member in personal vehicle
· Transit, taxi, ride-share, or other mode of transportation deemed reasonably acceptable
· Company-vehicle driven by trained worker in designated transportation vehicle (i.e. ETV or otherwise), <add who is trained to drive the company vehicle, or ETV, and where it is located, delete this statement if not applicable>
· An Unstable Patient may be transported by: 
· Certified ETV that meets all requirements set out in Schedule 3-A, <add who is trained to drive the ETV, and where it is located; delete this statement if an ETV is not available and BCEHS is the only transportation option for an unstable patient> 
· Ambulance or Air Ambulance initiated through 9-1-1
Additional Notes for Transportation:
· Moving or repositioning the patient, especially unstable patients, while in transit may only be done under the direction of the lead first aid attendant, or BCEHS. 
· Directions to the nearest hospital: <add name of nearest hospital>
· <Link directions here>
· <Name of who has the responsibility to contact the injured worker’s emergency contact> share the responsibility to ensure the injured worker’s emergency contact is notified of injury and transportation to medical aid.

<Company Name> is committed to providing suitable work (modified or alternate duties) for workers after an injury. The worker's route back to regular duties can follow one of four paths: 
Stay at work resuming regular duties
Stay at work performing modified duties
Recover at work after seeking medical aid
Recover at work after seeking medical aid with time off

Time off without seeking medical aid is not permitted. This restriction is in place to better serve the injured worker with the necessary support needed, as well as keeping them integrated into the workplace which has been proven to assist in the progression of a full recovery. Injured workers who require time off are encouraged to do so, but only with the accompaniment of a medical assessment. 

The injured person, or a witness, is to promptly notify the injured worker’s direct supervisor or manager, which allows other factors to be addressed such as incident paperwork and operation continuance. Supervisor or manager responsibilities include: 
· Eliminate the opportunity for continued or additional injuries in the moment
· Ensure appropriate first aid is provided for the worker
· Provide psychological support for incident witnesses, if needed 
· Ensure a first aid record is completed by the attendant after first aid has been rendered, and submitted to management (responsibility shared with First Aid Attendant)
· Ensure appropriate measures are taken to continue or suspend operation as necessary (including the removal of any spoiled product, shutting down of involved equipment, decreasing or stopping operation to accommodate the reduced staff capacity, etc.) (responsibility shared with management)
· Ensure a debrief is completed with affected workers for serious incidents that address what happened, why it happened, emotions toward the incident, and identify deficiencies that need to be addressed within the work procedures or incident response (responsibility shared with management; see debrief section in "additional information")
· Ensure an incident investigation is completed by employer and worker representatives within the appropriate timelines (responsibility shared with management)
· Ensure reporting to senior management, and in turn, WorkSafeBC and other applicable entities (i.e. unions, other regulatory bodies) are completed within the appropriate timelines (responsibility shared with management)

[bookmark: _Toc181372409][bookmark: _Toc103264374]First Aid Drills
<*new requirement>
<Company Name> will conduct a First Aid Drill, once annually or whenever the First Aid Procedure changes significantly including: 
· Change in required transportation methods
· Substantial change in the method for summoning first aid (i.e. communication procedures change from operational to non-operational season)
· Change in the workplace class
· Change in the level of First Aid Certification required
· Change to rescue procedures that impart First Aid Procedures

To develop the First Aid Drill, <Company Name> will follow these steps: 
Review the First Aid Assessment and Procedures to determine procedural factors to include in the drill
Review workplace injury trends to determine common and severe injuries that may be included in the drill
Develop a First Aid Drill Plan that includes: 
Date & Time that works in conjunction with operating priorities
Scenario Participants including the injured and reporting parties, bystanders, observers, etc.
Communication plan to inform all involved of the planned drill
Provisions to protect workers, the public, and first aid attendants from undue hazard associated with the drill
Drill debrief and documenting plan to ensure proper follow up is completed

To execute the drill <Company Name> will follow these steps: 
1. Ensure preplanning is complete
2. Execute First Aid Drill as planned
3. Debrief the First Aid Drill to Identify Proficiencies and Deficiencies
4. Document the First Aid Drill and Plan to rectify deficiencies
5. Rectify and document fixed deficiencies

[bookmark: _Toc181372410]Recover at Work
<Company Name> recognizes that its greatest asset is the personnel working for the company. Therefore, we are committed to supporting people in their recovery from workplace injuries. This Recover at Work Program requires teamwork between the company, the injured worker, and the healthcare professional. 

The execution of a Recover at Work plan will be a collaborative effort between the injured worker and their direct supervisor or manager, along with additional support from the first aid attendant and senior management, if/when requested. The progression speed through the planned steps should be initiated by the worker's recovery and not affected by external pressures such as production or staffing demands. 

The Recover at Work program will generally follow the steps listed below depending on the worker’s gradual improvement and will differ case-by-case. Proactive, genuine communication with the other members involved is very important. 

[bookmark: _Toc181372411]Stay at work resuming regular duties
1. Appropriate on-site first aid is completed, and the worker is cleared to resume regular duties
The worker monitors themself for any gradual or delayed onset injury/soreness 
The supervisor/manager and the worker have daily check-ins to assess recovery until recovery is complete

[bookmark: _Toc181372412]Stay at work performing modified duties
1. Appropriate on-site first aid is completed, and the worker is cleared for modified duties only
Worker contacts supervisor/manager to discuss modified duties according to injury limitations
Supervisor/manager drafts up Modified Work Offer and reviews it with the injured worker to ensure the details listed are suitable and safe for the injured worker
The worker monitors progression (or regression) during modified duties
The supervisor/manager and the worker have daily check-ins to assess recovery until recovery is complete
•  As recovery continues, gradually reintroduce tasks toward regular duties
•  If regression is experienced, reduce modified duties where necessary 
•  The worker can seek medical aid if/when needed but must let their supervisor know (to initiate proper paperwork and reporting)

[bookmark: _Toc181372413]Recover at work after seeking medical aid
1. Appropriate on-site first aid is completed, and the worker is advised to seek medical aid for further assessment or treatment 
Supervisor/manager drafts up modified work offer based on common sense restrictions and sends the form with the worker to medical aid (if time allows)
The worker seeks further medical assessment or treatment by a healthcare professional who will review the Modified Work Offer and fills out Functional Abilities Assessment 
Worker contacts supervisor/manager to update them and discuss next steps
Supervisor/manager revises the Modified Work Offer, if needed, and reviews it with the worker to ensure the details are suitable, safe, and supports recovery 
The worker monitors progression (or regression) during modified duties
The supervisor/manager and the worker have daily check-ins to assess recovery until recovery is complete
•  As recovery continues, gradually reintroduce tasks toward regular duties
•  If regression is experienced, reduce modified duties where necessary 
•  The worker can seek medical aid if/when needed but must let their supervisor know (to initiate proper paperwork and reporting)

[bookmark: _Toc181372414]Recover at work after seeking medical aid with time off
1. Appropriate on-site first aid is completed, and the worker is advised to seek medical aid for further assessment or treatment
Supervisor/manager drafts up Modified Work Offer based on common sense restrictions and sends the form with the worker to medical aid (if time allows)
The worker seeks further medical assessment or treatment by a healthcare professional who will review the Modified Work Offer and fills out Functional Abilities Assessment
•  It would be at this point that the healthcare professional would advise days off are required
Worker contacts supervisor/manager to discuss days off and when to reassess a modified work offer according to the completed Functional Abilities Assessment
Supervisor/manager drafts up Modified Work Offer according to the completed Functional Abilities Assessment and reviews it with the worker to ensure the details are suitable, safe, and supports recovery
•  Modified duties and modified hours are considered and decided upon
The worker monitors progression (or regression) during modified duties
The supervisor/manager and the worker have daily check-ins to assess recovery until recovery is complete 
•  As recovery continues, gradually reintroduce tasks toward regular duties
•  If regression is experienced, reduce modified duties where necessary 
•  The worker can seek medical aid if/when needed but must let their supervisor know (to initiate proper paperwork and reporting)

[bookmark: _Toc103264375][bookmark: _Toc181372415]Additional Information
Debriefs for major workplace first aid situations are to be facilitated by the direct supervisor or manager on-site during the incident or drill. If needed, that person may request additional debrief support from management for serious incidents or if they do not feel comfortable facilitating the debrief. The goal of the debrief is to address what happened, why it happened, emotions toward the incident, and any deficiencies that need to be addressed within the work procedures or incident response. 
[image: ]
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc103264376][bookmark: _Toc181372416]Incident Reporting and Investigation 

[bookmark: _Toc103264377][bookmark: _Toc181372417]Introduction
Internal and external reporting and investigation requirements differ depending on severity and impact (worker injury and/or equipment damage). Responsibilities and timelines are explained below. 

Completed incident reports and investigation forms are to be submitted to <insert name(s) and/or position title(s)> and will be filed <insert where the documents will be stored>. All reports and investigations will be reviewed periodically at management meetings to track corrective action completion. 
[image: ]
Legal Reference: 
WCA Part 2, Division 10, Section 68-73

[bookmark: _Toc181372418]Incident Reporting
All incidents must be reported to the supervisor and/or manager, and senior management as soon as possible and are required to be investigated internally. Following the initial internal reporting, all externally reportable incidents (see chart below) must also be reported to <name or position of person responsible for external reporting>. Internally reportable incidents include: 
· Near misses or close calls 
· Any worker injury (minor or severe)
· Any incident that has caused damage to company equipment or property

There are certain incident types that <Company Name> is obligated to externally report to WorkSafeBC. These incident types are listed below with the required timelines and communication channels. Any external incident reporting for <Company Name> shall be done by <name or position of person responsible for external reporting> to ensure proper documentation and tracking of incident reporting.  
	Incident Type
	Timeline
	Communication Channel

	Serious injury or death of a worker, 
Major structural failure or collapse of a building, 
Major release of hazardous substances, 
Fire or explosion that had the potential for causing serious injury to a worker
	Immediately
	1-888-621-7233 (toll-free in BC) or 
604-276-3100 (Lower Mainland)

	Work-related injury to a worker that requires medical treatment from a qualified practitioner (i.e. Doctor, Physiotherapist, Psychologist, etc.)
	Within 3 days
	Online through the portal or over the phone (numbers listed above)


[bookmark: _Toc103264378]
[bookmark: _Toc181372419]Incident Investigation and Corrective Actions
All workplace incidents that cause injury and/or damage to equipment along with any incidents that had the potential to cause serious injury must be investigated. The goal of the investigation is not to assign blame but to determine the cause(s) of the incident, identify any unsafe conditions, acts, or procedures that contributed to the incident, and find ways to prevent similar incidents from reoccurring.

Preliminary and full investigations are to be completed collaboratively by an employer representative and a worker representative. The employer representative can be the supervisor of the involved department or a member of management. The worker representative can be the <worker safety representative or corresponding department’s JHSC member; whichever applies to your company>. The injured worker should also participate in the investigation when able, but initial investigations should not be postponed if the injured worker cannot participate. 

Incident investigation reports are to be filled out and submitted to senior management according to the timelines identified below. When referring to "preliminary" and "full" investigations, the corresponding corrective actions are to be included.

	Investigation & Completed Forms
	Deadlines:
	Responsibility of: 
	Submit to:

	Preliminary Investigation
	Within 48 hours
	Employer & Worker Reps
	Senior Management (internal)

	Full Investigation
	Within 2 weeks
	Employer & Worker Reps
	Senior Management (internal)

	Full Investigation (reportable incidents only)
	Within 30 days
	Senior Management
	WorkSafeBC (external)


[bookmark: _Toc103264379]
[bookmark: _Toc181372420]Additional Information
[image: ]All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc103264380][bookmark: _Toc181372421]Emergency Response Plans

[bookmark: _Toc103264381][bookmark: _Toc181372422]Introduction
<Company Name> is dedicated to preparing for potential emergencies that are possible within our location. We have identified the response plans for the most applicable emergencies that could arise. The goal of having these plans within our OHS manual is to provide training to staff as well as have a reference for when emergencies occur. 

Reviewing and maintaining the emergency response plans is the responsibility of <insert name(s) and/or position title(s)> and should take place annually, as well as after a drill or incident. A drill for each of these emergencies is to be facilitated annually and is the responsibility of <insert name(s) and/or position title(s)>. All drills should include a debrief session to identify what went well and what can be improved upon. If deficiencies are identified, improvements must be promptly made by <insert name(s) and/or position title(s) if different from above>.

[bookmark: _Toc103264382][bookmark: _Toc181372423]Emergency Response Plans
<insert the additional appropriate written Emergency Response Plans; for example:
Fire
Earthquake
Power Outage
Flood
Evacuation
Active Attacker/Shooter
Wildfire, if applicable
Tsunami, if applicable
Landslide, if applicable
Avalanche, if applicable
Etc.

Do not only think about your specific location, but also the access to/from your location if you operate in a relatively remote area. Alternatively, you may choose to have a binder of Emergency Response Plans that are separate from the OHS Manual. Do what works best for your operation.>

[bookmark: _Toc103264383][bookmark: _Toc181372424]Additional Information
Debriefs for emergency response and drills are to be facilitated by the direct supervisor or manager on-site during the incident or drill. If needed, that person may request additional debrief support from management for serious incidents or if they do not feel comfortable facilitating the debrief. The goal of the debrief is to address what happened, why it happened, emotions toward the incident, and any deficiencies that need to be addressed within the work procedures or incident response. 

[image: ]All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 
[bookmark: _Toc103264384]

[bookmark: _Toc181372425]Records and Statistics

[bookmark: _Toc103264385][bookmark: _Toc181372426]Introduction
<Company Name> maintains records and statistics that could be provided upon request for review by a WorkSafeBC Officer, a member of staff, or <worker safety representative or JHSC members; whichever applies to your company>. 
[image: ]
Legal Reference: 
OHS Regulation 3.3(f)
[bookmark: _Toc103264386]
[bookmark: _Toc181372427]Document Retention
The various records that are maintained in the workplace are listed below with assigned responsibilities and identifying the location of the completed documents. 
 
	Document
	Assigned Responsibility
	Location of Documents 
	How Long

	Records of any Meetings where safety topics were discussed (manager or staff meetings)
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	1 year*

	Worker Health and Safety Orientation and Training Records (forms must identify the date, attendees, and topics covered)
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	7 years (beyond the end date of employment) *

	Disciplinary Action Forms
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	7 years*

	Hearing tests
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	7 years (beyond the end date of employment) *

	Inspection Reports and Corrective Actions
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	1 year*

	Equipment Logbooks and Maintenance Records for <list equipment>
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	1 year (beyond the end of use date) *

	Near Miss Reports
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	3 years*

	First Aid Records
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	3 years*

	Claims Management Records (Form 7, Incident Investigations, Corrective Actions)
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	3 years*

	Emergency Drill Records and Corrective Actions
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	2 years*

	<Joint Health and Safety Committee Meeting Minutes or Worker Safety Rep Documents; whichever is applicable>
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	2 years (beyond the date of the meeting)*

	<Safety Committee / Safety Representative; whichever applicable> Training Records
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	2 years (beyond worker’s serving time) *

	Subcontractor Qualifications and Orientation Checklists 
	<insert name(s) and/or position title(s)>
	<insert where the document can be found; either electronic, hard copy or both>
	7 years*


<*Various timelines listed above are legally required and some are only industry best practices. Be sure to fulfill your responsibility of document retention through researching and confirming with legal representation.>

[bookmark: _Toc103264387][bookmark: _Toc181372428]Workplace Injury Trends 
Workplace injury statistics are compiled and analyzed to assist in identifying trends, guiding future prevention efforts, and measuring program effectiveness. The information collected from the Near Miss Reports, First Aid Records, and Incident Investigations is compiled by tracking the following elements: 

	Types of Incidents
	
Near Misses
Stay at Work (resume regular duties)
Stay at Work (modified duties)
Return to Work (medical aid)
Return to Work (medical aid and time loss)


	Types of Data
	
Number of Injuries
Types of Injuries (laceration, burn, MSI, etc.)
Location of Injury (hand, leg, back, etc.)
Location of Incident (office, staff only area, storage closet, etc.)
Time of Injury (time of day, when within the shift, etc.)
The severity of Injury (minor, moderate, major)
Number of Days Lost




[bookmark: _Toc103264388]Maintaining these statistics is the responsibility of <insert name(s) and/or position title(s)> who is also responsible for presenting statistics and trends during management meetings and communicating trends to staff through <list appropriate communication efforts such as informal conversations, posting information in the staff area, and during JHSC meetings>. The Workplace Injury Trends Document can be found <insert where the document can be found>. 

[bookmark: _Toc181372429][image: ]Additional Information
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc181372430][bookmark: _Toc103264389]Joint Health and Safety Committee (JHSC) 
<for workplaces that have 20 or more employees; otherwise delete entire section>

[bookmark: _Toc103264390][bookmark: _Toc181372431]Introduction
<Company Name> has developed and maintains a Joint Health and Safety Committee (JHSC) that assists in identifying any health and safety problems, monitoring the OHS program effectiveness, and making recommendations to the employer on health and safety issues with input from employees. 

Overseeing and maintaining the committee is the responsibility of <insert name(s) and/or position title(s); typically, the employer representative co-chair>. Annual evaluation of the JHSC is a shared responsibility between <insert names and/or position titles; usually the committee co-chairs, and subsequently the committee at large>. 

The JHSC plays an important role in our company’s Health and Safety Program as it gives workers and management a way to work together to identify solutions to workplace health and safety issues. The JHSC has various duties and functions which are detailed in the Terms of Reference including participating in monthly meetings, inspections, investigations, and other safety-related activities around the workplace. JHSC members must complete 8 hours of training within 6 months of being elected. Please refer to the Terms of Reference for more information, it can be found <insert where the document can be found>.

JHSC Employer Representative(s): <list employer representative(s), identify Co-chair>
JHSC Worker Representatives: <list worker representatives, identify Co-chair>
[image: ]
Legal Reference: 
WCA Part 2 Division 5 Section 31-46, OHS Regulation 3.26-27
[bookmark: _Toc103264391]
[bookmark: _Toc181372432][image: ]Additional Information
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc181372433][bookmark: _Toc103264392]Worker Safety Representative 
<for workplaces that have 10-19 employees; otherwise delete the whole section>

[bookmark: _Toc103264393][bookmark: _Toc181372434]Introduction
<Company Name> has elected and maintains a Worker Safety Representative that assists in identifying health and safety problems, monitoring the OHS program effectiveness, and making recommendations to the employer on health and safety issues with input from employees. Maintaining this representation is the responsibility of <insert name(s) and/or position title(s)>. 

The Worker Health and Safety Representative plays an important role in our company’s Health and Safety Program as they give workers a voice in matters relating to workplace health and safety. The worker representative is elected by their peers and performs the following functions to a reasonable extent:
Identify conditions that could be potentially unhealthy or unsafe for workers
Provide recommendations to management
How to effectively correct potentially unhealthy or unsafe conditions
OHS program improvement
Educational programming
Regulation compliance
Respond to worker health and safety inquiries and complaints
Participate in accident investigations and workplace inspections 
Participate in the refusal of unsafe work procedures 

Worker Health and Safety Representatives must complete Worker Health and Safety Representative training through WorkSafeBC within 6 months of being elected. 

Worker Health and Safety Representative: <list worker representative(s)>
[image: ]
Legal Reference: 
WCA Part 2 Division 5 Section 45, OHS Regulation 3.27
[bookmark: _Toc103264394]
[bookmark: _Toc181372435][image: ]Additional Information
All workers are welcomed and encouraged to submit any associated observations or ideas to their supervisor informally throughout their employment. If they wish to submit formal documentation, they are welcome to email it to <insert appropriate email address here>. 

[bookmark: _Toc103264395][bookmark: _Toc181372436]Forms, Templates & Supporting Resources

	
	Forms & Templates
	Supporting Resources

	Overall Program Resources
	
	Safety Basics – go2HR
Create & Manage a Healthy & Safe Workplace Webpage – WorkSafeBC
Creating & Managing a Healthy & Safe Workplace Book – WorkSafeBC 

	Program Overview
	Health and Safety Policy – go2HR
	Developing a Health & Safety Policy – go2HR
Roles, Rights & Responsibilities - WorkSafeBC
Right to Refuse - WorkSafeBC

	Hazard Identification and Risk Control
	· Risk Assessment Process Document Template
· Key Risk Inventory Worker Interview Template – WorkSafeBC 
	Identifying Hazards & Manage Risk – go2HR
Basics of Risk Management – WorkSafeBC 
Key Risk Inventory Guide – WorkSafeBC 

	Written Safe Work Procedures 
	Safe Work Procedure Template – go2HR
	Develop Safe Work Procedures – go2HR
Safe Work Procedures - CCOHS 

	Orientation, Training, and Supervision 
	Safety Orientation Checklist – go2HR
Training Log Template (individual) – go2HR
Training Log Template (group) – go2HR
Safety Orientation Checklist Template – WorkSafeBC 
	· Orient, Train & Supervise Workers – go2HR
· Support for Employers: Training and Orientation – WorkSafeBC 
· Supervising for Safety Online Course - WorkSafeBC

	Safety Inspections
	Workplace Inspection Template

	· Inspect Your Workplace – go2HR
· Workplace Inspections – WorkSafeBC 

	Workplace First Aid
	First Aid Record – WorkSafeBC
First Aid Patient Assessment - WorkSafeBC
Recover at Work Starter Toolkit (incl. templates) – WorkSafeBC
Worker Handouts for Minor Injuries - WorkSafeBC
	· Provide First Aid – go2HR
· First Aid Requirements – WorkSafeBC 
· Schedule 3-A Minimum Levels of First Aid – WorkSafeBC 
· Return to Work Information – WorkSafeBC

	Incident Reporting and Investigation
	Form 52E40 – Employer Incident Investigation Report - WorkSafeBC
Form 7 – Employer’s Report of Injury or Occupational Disease – WorkSafeBC

	· Incident Investigations - WorkSafeBC
· Conducting an Employer Investigation - WorkSafeBC
· Reference Guide for Employer Incident Investigations – WorkSafeBC
· Guide to Completing an EIIR – WorkSafeBC
· Reporting Serious Incidents and Fatalities – WorkSafeBC
· Reporting a Workplace Injury or Disease – WorkSafeBC

	Emergency Response Plans
	Emergency Plan for Tourism Operators – PreparedBC
Emergency Plan for Small Businesses – PreparedBC
Emergency Drill Log
	· Emergency Response Planning – WorkSafeBC 
· Guide for Tourism Operators – PreparedBC
· Guide for Small Businesses – PreparedBC

	Records and Statistic Sharing Guidelines
	
	· Record Keeping – go2HR
· Forms & Records (First Aid) – WorkSafeBC 

	Joint Health and Safety Committee (JHSC) <for workplaces that have 20 or more employees; otherwise delete entire section>
	· Templates and Resources for JHSC – WorkSafeBC 
· JHSC Evaluation Tool – WorkSafeBC 

	· Create and Support a JHSC – go2HR
· Joint Health and Safety Committees – WorkSafeBC
· Handbook for JHSC – WorkSafeBC
· JHSC FAQ - WorkSafeBC

	Worker Safety Representative <for workplaces that have 10-19 employees; otherwise delete whole section>

	
	· Worker Health and Safety Representatives FAQ – WorkSafeBC
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