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PURPOSE
To provide a procedure that outlines health and safety responsibilities.
RESPONSIBILITY
A.

The Corporation of the Town of Hanover, in its capacity as the employer, is responsible for carrying out
the responsibilities and duties outlined through the delegation of these functions to individuals in the
Corporation.

B.

All individuals in the workforce, at all levels and functions, are responsible for:
 Implementing and maintaining a safe and healthy work environment
 Understanding and carrying out the responsibilities and duties as outlined.

C.

Employees who do not abide by the Occupational Health and Safety Act, or the Town of Hanover’s
Health and Safety Policy will be subject to disciplinary action.

PROCEDURE
A. General
1. “Responsibility” is defined as an individual’s obligation to carry out assigned duties.
2. Responsibility and authority can be delegated to subordinates, giving them the right to act for their
Supervisors.
3. The Supervisor remains accountable for seeing that these responsibilities are carried out.
4. “Prescribed” refers to a section of the Occupational Health & Safety Act and Regulations for Industrial
Establishments, Construction Projects, etc.
B. Employer
1. Ensure that the working environment is maintained in a healthy and safe condition.
2. Providing equipment, materials and protective devices (e.g. guards on machines, safety harnesses, eye
wash stations, gloves, etc.) that are maintained in good condition.
3. Ensuring equipment, materials and protective devices are used properly and in a safe manner.
4. Providing information, instruction and supervision to employees to protect the health and safety of the
employee.
5. Appointing competent supervisors. (Competence is based on supervisor’s knowledge, training and
experience to organize the work and its performance; supervisor is familiar with the OHSA and
regulations that apply to the work and has knowledge of any potential or actual danger to health or
safety in the workplace.)
6. Providing (upon request), in a medical emergency, information in the possession of the employer,
including confidential business information to a legally qualified medical practitioner and to such other
persons as may be required by law.
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7. Acquainting an employee or person in authority over an employee with any hazard in the workplace
and in the handling, storage, use, disposal and transport of any article, device, equipment or a
biological, chemical or physical agent.
8. Affording assistance and co-operation to the Joint Occupational Health and Safety Committee (JOHSC)
and a health and safety representative in the carrying out of their functions including workplace
inspections and incident investigations.
9. Only employing a worker over the prescribed age and not knowingly permitting anyone under the
prescribed age in or about the workplace.
10. Taking every precaution reasonable in the circumstances for the protection of an employee and
correcting any substandard acts or conditions.
11. Providing to the JOHSC or to a health and safety representative, the results of a report respecting
occupational health and safety that is in the employer’s possession and if that report is in writing, a
copy of the portions of the report that concern occupational health and safety.
12. Responding in writing, within 21 days, to any health and safety recommendation submitted by the
JOHSC or health and safety representative.
13. Posting a copy of the Occupational Health and Safety Act and pertinent regulations in an accessible
workplace location.
14. Posting, reviewing and re-posting annually a copy of the Town of Hanover Health and Safety Policy in
an accessible workplace location.
15. Developing and maintaining a health and safety program to implement the Town of Hanover Health and
Safety Policy.
16. Provide First Aid facilities as required.
17. Provide on-going safety education including but not restricted to WHMIS and First Aid.
C. Supervisors
The health and safety responsibilities of persons at this level are required to ensure that:
1. Maintain a safe and healthy work environment and demonstrate a positive “health and safety” attitude
and working climate.
2. Employees work in the manner and with the protective devices, measures and procedures required by
the OHSA and regulations (e.g. fall-arrest systems, confining hair, jewelry or loose clothing around
moving machine parts, etc.).
3. Employees use or wear the equipment, protective devices or clothing that the Town of Hanover
requires to be used or worn.
4. Employees are advised of the existence of any potential or actual danger to the health and safety of
which the supervisor is aware.
5. Employees are provided with written instructions as to the measures and procedures to be taken for
their protection. Ensure training of employees in safe work practices and job safety requirements
associated with a particular job process and provide written instruction where appropriate.
6. Every precaution reasonable in the circumstances is taken for the protection of an employee.
7. Supervisors are familiar with the applicable requirements of the Occupational Health and Safety Act
and the Regulations and ensure compliance.
8. Develop a working relationship with JOHSC members/health and safety representatives and support
their role.
9. Make every reasonable attempt to resolve the health and safety concerns of employees.
10. Inform superiors of any known occupational health and safety concerns.
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11. Correct unsafe acts and unsafe conditions.
12. Report and investigate all incidents, injuries and property damage or loss of process.
13. Ensure that a maintenance program for any equipment and machinery in the workplace is carried out.
14. Implement emergency plans when necessary and ensure that employees have been properly trained to
comply.
D. Workers and Contract Workers
This level of the organization includes all employees in the workplace, up to and including the Chief
Administrative Officer, as well as those individuals on the Corporation’s payroll on a contract basis.
The health and safety responsibilities of workers at this level are to:
1. Work in compliance with the provisions of the OHSA, regulations and internal policies and procedures.
2. Know, understand and implement safe work practices and procedures.
3. Use or wear the equipment, protective devices or clothing that the Town of Hanover requires to be used
or worn.
4. Take every possible precaution to protect themselves and fellow workers from health and safety
hazards and unsafe situations.
5. Report to his/her supervisor :
a) absence of or defect in any equipment or protective device of which the worker is aware and
which may endanger him/herself or another worker;
b) any contravention of the OHSA, regulations, Town of Hanover policies and procedures;
c) unsafe acts or conditions;
d) report all injuries, incidents and unusual conditions immediately;
e) Inspect work area daily and reporting any hazards immediately;
f) Request replacement for worn out or defective equipment.
6. If supervisor fails to correct the concern, employees shall notify the JOHSC of the safety concern.
7. Not remove or make ineffective any protective device without providing an adequate temporary
protective device. Replacing immediately the original protective device when the work is completed.
8. Not using or operating any equipment, machine, device or thing or working in any manner that may
endanger him/herself or another worker.
9. Not engaging in any prank, contest, feat of strength, unnecessary running or rough and boisterous
conduct.
E. Contractors and Sub-Contractors
1. The Occupational Health and Safety Act imposes a duty on the Corporation to take reasonable
precautions to protect all workers including contractors and their employees and self-employed
contractors.
2. Contractors employed by the Corporation will be responsible for taking all necessary steps to protect
persons (workers, visitors, general public, etc.) and property, from any harm during the course of the
contract. All work procedures and equipment will be in accordance with the Occupational Health and
Safety Act as well as Health and Safety Policies and Procedures of the Corporation.
3. Contractors are classified into two groups as follows:
a) Service contractors, such as plumbers, heating and air conditioning specialists, etc. are usually
employed periodically for short-term assignments.
b) Project contractors, such as construction companies, are employed to carry out a project, which is
of a fairly lengthy duration.
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4. The following outlines the steps necessary to minimize the Corporation’s liability in the event of an
injury to a contractor.
Before Awarding a Contract:
a) The contractor is to show proof of current registration and proof of good standing with the
Workplace Safety Insurance Board by providing a W.S.I.B. Independent Operator Status to the
department contracting the service. Project contractors are to provide proof of good standing with
the W.S.I.B.
b) A list of all designated substances present at a project site must be included as part of any
tendering information. Owners and constructors must ensure that any prospective contractors or
sub-contractors have a copy of the designated substance list before any binding contract for work is
executed.
c) The contractor is to be advised of the work location’s health and safety rules by the department
contracting the service.
d) The contractor will be required to provide a copy of their health and safety policy and training
program to the department contracting the service.
e) A copy of the Health and Safety Policies and Procedures of the Corporation is to be made available
by the department contracting the service to the successful contract bidder and the contractor shall
be required to comply with the higher level of the health and safety standards in either the
Corporation or their own company’s policies.
f)

The Corporation of the Town of Hanover retains the right to stop the contractor’s work without
penalty to the Corporation if the contractor does not comply with the Occupational Health and
Safety Act, the Health and Safety Policies and Procedures of the Corporation, or creates an
unacceptable health and safety hazard.

Before Work Begins:
a) The department contracting the service is to advise the contractor and its workers of any special
hazards, and advise of emergency procedures.
b) The contractor’s workers are to have all necessary personal protective equipment for the work
location. Workers not in compliance are to be ordered off the site until they comply.
c) The contractor is to provide the Corporation’s work site supervisory staff, or designate, with material
safety data sheets (MSDS) for each chemical substance used on the site.
d) Project contractors are to meet with the Corporation’s work site supervisory staff, or designate, prior
to commencement of work, to be informed about the location’s specific safety rules and safety
contacts at the location.
e) The Corporation’s supervisors, or designate(s), are to conduct a safety inspection of the project site
at least once per month, and document same for future audit purposes.
f)

Where appropriate, the contractor shall post signs at entrances into construction work areas
informing visitors and the general public that access is restricted, and directing them to report to the
Contractor’s Field Office for permission to enter the area.

g) Visitors and the general public are not permitted to travel unescorted in construction work areas.
Where a visitor is required by a contractor or sub-contractor to enter a restricted construction area,
the contractor’s sub-contractors will be responsible for ensuring that the visitor is aware of relevant
workplace safety rules, is wearing all required personal protective equipment and is escorted at all
times by the contractor’s appointed representative.
At the Conclusion of the Contract:
a) The contractor is to remove all chemical and hazardous products from the work site at the end of
the project or contract.
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F. Visitors and General Public
1. This classification includes all individuals or organizations not identified in the above classification, and is
external to the Corporation’s organization.
2. Where appropriate, signs will be posted at entrances to inform visitors and the general public about
restricted access or the requirement to report to a receptionist before proceeding further.
3. Visitors and the general public will not be allowed to wander unescorted through areas that are normally
restricted to employees.
4. In the event that a visitor is required to enter a work area that is normally restricted to employees:
a) The Supervisor will be responsible for ensuring that the visitor is aware of the relevant workplace
safety rules and is under the supervision of a regular employee.
b) The visitor may use any and all required personal protective equipment.
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