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T GREENWOOD COURT

DEPARTMENT, HEALTH & SAFETY SecTion:

SUBJECT: NETWORKING ErrecTivE DATE:  JUNE 2009
PURPOSE

The purpose of networking is to encourage companies to leam from each other. The
Networking efement assumes that the hest expertise for preventing injuries in the workplace
comes from sharing and communicating with other companies and with the assistance of
the Ontario Heaith and Safety System {e.g. Safety Associations, WSIB, MOL).

STANDARD PROCEDURES
The following guidelines will be implemented by Greenwood Court fo meet our Networking
Goals.
«  Graenwood Court will network with at least 2 other companies oh a relevant health
and safety topic.
+ Greenwood Court will have implemented at least 2 of the following mechanisms for

networking.
= Networking at meetings
= E-mailfnewsgroups
= Personat contactsfvisidsiphone calls
r  Exchange policies/documents/guidelines with other companies
|

Access external industry specific information {(for example CCOHS,

THSAQ, IAPA, OSSA, information centers)

s Professional associations for example: Association of Canadian
Ergonomists, Canadian Society of Safety Engingering (CSSE}, elc.

* Heaith and Safety evenis training, conferences, seminars

= Trade Associations

Communication
= Rslevant safety information gathered from networking will be communicated to others
in our workptace that will benefit most from the information gathared, i.e. senior
management, JHSC, etc.

Training
« Greenwood Court will provide training to all designated personnel
+ Completed training as needed (e.g. internet training if using emai group)
« Training the individuals involved in networking on the importance of reporting back
any learned infermation to the workplace.
» Training on good networking and communication skills such as maintaining eye
contact, interacting with a group, speaking clearly, organizing your thoughts.

Review
« Review of successivajue of natworking activities annually through implementation of
information brought forward or significant change in safety culture within the
workplace.
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YT GREENWOOD COURT POLICY AND PROCEDURE

Deparivent:  HEALTH & SAFETY CATrBORY: "Fwaﬁ: o
SEEet  ROLES & RESPONSIBILITIES - EXECUTIVE DIRECTOR [Erfmrwfmr MAY 15, 2006
Puarpose:

Involving administrators with the health and safety performance in the workplace will assist Tri-
County Mennonite Homes to achieve g healthy and safe operation.

Policy/Standard:

The adminisirator shall cxercise his/her responsibililies in accordance with sections 25 & 26 of the
Ceeupational Health & Safety Act af Oniario. They will be held accountable for their responsibilities
and ait annual performance review will cvaluate their success.

Procedures:
Responstbilities:
The administrator is responsibie to ensure:
1. Monthly, performing Workplace Inspections.
2. Regular mibemation Sessions — safety talks, staff training ele,
3. Conducting Incident Tnvestigations, as required.
4. Conducting Employee Tramning, as required.
5. Correcting substandard acts or conditions of workars, supplied labour, contractors, as required.
6. Monthly, revicwing reports of [lealth Care, First Aid, Near Miss, to determine a need for an
investigalion.
7. Acknowledging the sueccss of supervisors in Health & Safety, on a monthly basis.
8. Conmunicating the Occupational Health & Safety program in the Workplace,
9. Vwvaluating the Ocoupational Health & Safety program in the Workplace on a bi-annual basis.
10, Abave ail: Taking every precaution reasonablc in the circumnstances for the protection of the
worker.
Communication:

1. Administrators ave 10 be magde awarc of their responsibilities at the time of hiring {Orientation)
and these responsibilities musl be re-communicated on an anmual basis,
Training:
I Adminisirators will review anoually Section 25 & 26 of the Qecupational Health & Safety Act

af Ontario.

Evaluation/dcconntability:

Eq

An annual performance review performed by the Executive Director will consider the
responsibilitics listed above.

e \DosEnents and SolfngsiFaed PehrDasktepDunk 2002 LeiRelzs & Responsibllles Policy - Administrator TCAH May 15, 2006.doc




YT GREENWOOQD COURT
TerwmEnt: HEALTH & SAFETY CATECCRY: . E'Fm-r:: 1 o A

POLICY AND PROCEDURE

BUBECT:

ROLES & RESPONSIBILITIES POLICY — EMPLOYER | Evcom 0w RIAY 15, 2008

Purpose:

Tri-County Memonite Homes shall meel the ecmployer's obligations as set out under the Qeeupaltional
Health & Safety Act of Ontario. By assuring that (hese obligations arc met and by having a
comprchensive Occupational Health & Safely program, Tri-County Mennenite Homes is meeting the
reqiirements of due diligence in the workplace.

Folicy/Standard:
The employer shall exercise thelr rosponsibilitics in accordance with sections 28§, 26 & 2% of the
Occupational Health & Safety Act of Onlario.

Procedures:
Duties of the employer

1.
2.
3.

20 = OV A

*  The conployer shafl ensure that:
The equipment, talerials and protective devices that are required in the workplace are used.
The equipment, material and prolective devices arc maintained in good condition.
All measures and procedures as sef out in the Occupational Health & Safety Management
Program arc carricd out in the werkplace,
The Equipment, materials and protective devices provided by the employer arc used as
prescribed; and
A Roor, roof, wall, pillar support or other part of workplace is capable of supporling all loads to
which it may be subjected wilhout causing materials therein to be stressed beyond the
aliowable units stresses established under the Building Code Act.

s The cinployer shatl;

. Provide information and an Occupational Health & Safety program to the worker that proteets

the health and safety of the worker,

When appointing a supervisor, thal (hey appoint a competent porson.

Lnsurc that all workers are acquainted with any harards in the workplace, and the appropriate
controls when dealing with a hazard.

Keep and maintain records of any hazardous materials in the workplace, and the safe handling,
storage, use of and disposat of such hazardous materials.

Suppori the Joint Health & Safety Committec.

Only employ persons of legal age,

‘Take every precaution reasonable in the circurnstances (o protect the worker.

To provide a comprehensive Occupational Ilealth & Salely Program that identifics and
provides the {raining, reporting, recording and a management system to entrench health and
safety in the orpanization,

CADecuments and Selliagsirad 2eheDeskiopDunk 2000 UsetRokes & Sesponaibilifes Pollcy - Ermployer TOMH May 15, 20653.des




¥ GREENWOOD COURT ~ POLICY AND PROCEDURE

DEFARTMENT.  HEAL TH & SAFETY ‘ CATEGCRY! ! PanE: 4 OF 4
suarer ROLES & RESPONSIBILITIES POLICY - MANAGERS EFFECTVEDATE:  MAY 15, 2006
Purpose:

Involving manapers with the heaith and safety performance in the workplace will assist Tri-County
Mennonite Homes to achicve a healthy and safe operation.

Poliey/Standard:

All manageis shall exercise thelr responsibilities in accordance with scetion 27 of the Cecupational
flealth & Safety Aet of Ontario. They will be held accountable for their responsibilitics and an annual
performance review will cvaluate their suceess.

Definition: “Manager” means u person who has charge of a workplace or supervisory responsibility
Jor a worker fworkers).

Procedures:
Responstbilitics:
The managet™s responsibilities includes hands-on activities of:
i, Performing Monthly Workplace Tnspections with the Joint Health & Safety Commillee, as
reguired by the Joint Health & Salety Committee.
Regular Safety Information Sessions — safety talks, staff training, cte.
Conducting Incident Investigations as reguired.
Regular Employec Training {evaluate the training with job observation).
Ensuring workers, supplicd labour and contraciors are using appropiiale protective cquipment
and sale procedures as they work.
Correcting substandard acts or conditions as required.
Following-up on First Aid Treatinent Records [or any worker injured in their departiment, as
per the Larly and Safe Return to Work Policy.
8. Ensuring cquipment is properly maintained in their depariment, as per the standard operating
procedures and schedules.
9. Acknowledging the success of Workers in Health and Safety, on a monthly basis,
10, Using and wearing all protective equipment and devices as prescribed by the employer and the
Oecupational Health & Safety Act of Oniario,

B L b

=

Communication:
1. Managers ave to be made awarc of their responsibilities at the time of hiving
(orientation) and have (hese responsibilitics re-communicated on an annual basis,

Tratning:
1. Managers will review annually Section 27/28 of the Occupational Health & Safety Act of
Oniario,

2, Managers must lake all required fraining in their departmennt.
Evsiuation/Acecuntability:

[. The ammal performance review performed by the Admintstrator will consider the
responsibilitics listed above.

ShDooments and SetingsiFred ZabrCesklopiOunk 2065 LsetRedes & Responaidilies Pofoy - Manages TOMH May #5, H6.Gac



¥ GREENWOOD COURT POLICY AND PROCEDURE
Depammism:. HEALTH & SAFETY ‘ﬁhTEGL‘R&': Page: § o A

suwect ROLES & RESPONSIBILITIES POLICY - WORKER | EreemeDare MAY 15, 2006

Purpose:
Workers are expected to comply with the healih and safety initiatives of Tri-County Memonite
Hoemes.

Policy/Standard:

All workers shall perfovm their dulies in accordance with section 28 of the Orcupational flealth &
Safety Act of Ontario. They will be held accountable [ov (their responsibitilies and an annual
performance review will evaluate their success. :

Pracedures:
Kesponsibifities:
* Al workers shall:
. Comply with the Oceupaiional Healih & Safety Act of Oniario and regulations and policies
of Tri-County Mermontte Tomes;

2. Use personal protection and safety eguipment as required by the employer;
3. Repoit any unsafe acts including horseplay andfor unsafe conditions (i.e., dangerous
squipmeitt, machines, ete.);
4. Rcpott to histher manager any confravention of the act, regulation, policy or any existing hazard;
5. Vollow safe work procedures wherehy there arc no shorteuts by removing or making ineffective

any safety devices thal are required;
&, Above all: Take every precaulion reasonable in the circumstances for the protection of yourself
mad vour fellow workers.

*  No worker shall:

1. Remowve or make incffoctive any protective device required by the regulations or by his or her
cinployer, without providing an adequate temporary protective device and when the need for
removing or making ineffeclive the protective device has ceascd, the protective device shall be
removed inmediately;

2. Use or operate any equipment, machine, device or thing, ov work in 2 manner that may cndanger
himself, herself, or any other worker;

3. Engagc in any prank, contest, feat of strength, unnecessary running or rough and boisterous
conduct.

Communication: :
I. Workers are {0 be made aware of their responsibilities at the time of hiring {oricntation) and

have these responsibilibies re-commenticated on an annual basis,

Trafning:
1. Workers must take ail required tratning in theiv department within the required timelines.

Evaluation/dccountabifity:

1. Manapement will conduct an anmial performance review for all workers and will
consider adherence to the Health & Safoty program at I'ri-County Mennonite [Tomes in their
review,

2. Violations of the Iealth & Safety program will result in disciplinary action. The progressive
disciplinary process shall be uniformiy enforved for all employees of Tri-County Mennonite
Hoines.

C¥ocuments and SellingalFred ZehnDesklopDunk 2008 UssiRotes & RespopslsBies Polcy - Worker TChH May 15, 206.000
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DEFARTMENT, HEALTH AND SAFETY SECTHON:
. EARLY AND SAFE RETURN TG WORK ,
SuplECT (MODIFIED WORK) F‘ROGRA_&JT_ EFFECTIVE DATE: JLE«EE 2008
POLICY:

Greenwood Court values the goal of prevention of injuries and ilinesses through maintaining
a safe and healthy workplace. Consistent with this value is the company’s commitment to
the successful recovery of injured and i employees by assisting in early itervention and
safe return o work.

Our facitity's palicy is to take all reasonable steps to return injured and ill employees to their
pre-injury job as quickly as possibis.

PURPOSE:

To encourage and promote the return to work of ail employees who have suffered an injury
or illness at work. To return amployees back to work within the limitations of their physical
capabilities safely.

RESPONSIBILITIES:

Employer:
« FEnsure that there is a fair and consistent program for retuming employeas back to
work.
« Ensure that a person such as the safety coordinator or supervisor is given the
responsibility to oversee the Early and Safe Return to Work Program.

Managers: _

¢ Ensure that every reasonabie effort is made to provide suitable modified work to any
employee who is unable to perform hisfher normal duties, as a consequence of work
related injury or illness.

« Coordinate the information with regards to limitations from the physician and
communicate that information to the appropriate Supervisor.

« Arrange that a “Physical Demands Analysis” is conducted on the various
tasks/jobs within their area of responsibility.

Employees:
+ Participate in the Early and Safe Return to Work Program.
v  Obfain clearance from treating physician for the retum to modified work.
« Maintain regular contact with their immediate Manager/Suparvisor,
s Bring to their immediate Manager/Supervisor any concerns about thelr modified work
duties so those potential problems could be resolved quickly.

Policies & Procedures Page 1 of 3
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YEmm  GREENWOOD COURT
DEPARTMENT. HEALTH AND SAFETY SECTION:
SUBJECT: EARLY AND SAFE RETURN TG WORK EFFECTIVE DATE:  JUNE 2089

sMUDIFEED WORK} PROGRAM

Eligibllity and Exit Critetia:

Eligibility Criteria for the Early and Safe Return to Work (ESRTWY) Program:
« Employeas who have injuries or illness resulting from work or in the workplace. The
ESRTW process begins immediately after the injury or iiness occurs.

Exit Criteria from the ESRTW Program:
s Returns fo reguiar job at full capacity
« Returns {o full functional capacity supported by functional ability (FA) information.
+ Pormanent placement in alternative work.

DEFINITIONS:

Modified Work:
Any job, task or function that a worker may perform safely within their physical fimitations
and without risk of re-injury. The work is temporary and should not exceed 8 — 12 weeks in

duration.

Physical Demands Analysis

The evaluation and assessment of the physical strength, mobility, coordination and vision
required to perform a paricular job and the assessment of physicat and chemical hazards
that an employee is subject to when performing the regular duties of that job.

Functional Abiiities
This indicates what the injured worker's present physical capabilities are, as per their

treating physician,
PROCEDURE:

Employer

+ When the Employer or Manager receives information back from the treating physician
indicating that the emiployee may return back to work with certain limitations, the
Employer or Manager must review all the Physical Demands Job Analysis with
empioyee to determine which task/fob suits hisfher functionat ability limitations.
Devalop an action plan in co-operation with the empioyee and menitor the plan
Communicate with the employee weekly throughout recovery
When the employee returns to work for modified duties, the Supervisor or Manager
must the Compensation Board.

«  When an emplovee returns to modified work the Manager/Supervisor should develop
an action plan in co-operation with the employee and monitor the employee inthe
performing of that work. The progress should be monitored on a weskly basis,

» When moniforing the employee the following should be considered:

+ Physical capabilities.
Attendance.
Produchivity.
Accuracy.
Problams with pailicular tasks.

& & 9 N
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e (GREENWOOD COURT
DErARTMENT, HEALTH AND SAFETY SECTION:
, EARLY AND SAFE RETURN TO WORK i
SURIECT: (MODIFIED WORK) PROGRAM Errective DaTe:  JUNE 2609

When the employes is able to resume full duties, the Manager/Supervisor should retumn the
gmployee to their regular job.

Employee

+ |Immediately report all accidents and iinesses and obtain necessary first aid and/or
heailth care,

+ Obtain Functional Abilifies Form from supervisor and take to Health Care Praclitioner
to complete.

+ Return completed functional abilities form before start of next shift, or communicate
the FA information to the company as soon as possible.

» Communicate to management at least once a week on your progress in refurning to
normal duties and update any FA information as needed.

How to identify modified work?
+ Review the functional abilities form. This indicates what the injured worker's present
physical capabilities are, as per their treating physician.
+ Review the injured worker's present job position deseription and/or the physical
demands analysis (PDA) to see if the position can be medified to accommodate the
injured worker's restrictions/capabilities.

Forms to use in the program.

« Functional Abiflities Form — send to freating practitioner with injured employee

« Treatment Memorandum —send to treating practitioner with injured worker

« Employee Information Sheet — Informs employee of their responsibiliies

+ Early Safe Return to Work Plan —copy to Employee, Provincial Compensation Board,
Supervisor, Trade Union Representalive

+  Communication Log - Used for an injured or sick worker off the job or on moditied
duties while participating in the ESRTW Program

COMMUNICATION:

All employees will receive information about the ESRTW program at orientation. At the time
of injury or iliness, the requirements of the program will be re-communicated fo ail
employees.

TRAINING:
All managers and employees invoived in the ESRTW program will be trained as reguirad.

EVALUATION/ACCOUNTABILITY:
An exit interview will be performed with any worker or manager involved in the program to

evaluate the program and identify any improvements that need ioc be made.

RECORDS:
Copies of the Early and Safe Return to Work forms will be kept in a confidential file for a
period of 7 years following the occurrence

A
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DePARTMENT: HEALTH & SAFETY SECTION:
SussECT: FIRST AID REQUIREMENTS ErFecTivE DATE:  JUNE 2009
POLICY:

Greenwood Gourt will ensure that the work site has the first aid requirements as specified by
Workplace Health and Safely Act, Section 3, Regulation 1101.

PURPOSE: _ :
Proper, prompt and adequate treatment can reduce the severity of the injury and/or iliness.
As part of the ongoing interest in our employees’ welfare, all employees are to be made
aware of the First Ald requiraments in the workplace. These requirements wilt include
knowing who is qualified to assistance at the time of the injury andfor ilingss, ensuring the
provision of prompt and adequate treatment is available, and documentation of the
agcurrence for foilow-up.

PRCCEDURES:
The work site shall have a first aid station as required by Workplace Health and Safely Act,
Section 3, Regufation 1107,
The employer shall ensure that the first aid station is at all times in the charge of a
warker who,
(a) is the holder of a valid St. John Ambulance Standard First
Aid Certificate or its equivalent. At Greenwood Court, this is desmed to be
gither the Registered Nurse or a Registered Practical Nurse on duty.
(b} works in the immediate vicinity of the box.

Each first aid station will contain:
a) a first aid kit based on the number of employees per shift will have as follows:
{a} a current edition of a standard St. John Ambulance First Aid Manual;
(b} 24 safely pins,
{c} 1 basin, preferably stainiess stes!; and
{d} dressings consisting of,
{iy 48 adhesive dressings, ind. wrapped,
{if) 2 rolls of adhesive tape, 1 inch wide,
{ifi} 12 rolls of 1-inch gauze bandage,
{iv) 48 sterile gauze pads, 3 inches square,
{v} 8 rolls of 2-inch gauze bandage,
fvi) 8 rolls of 4-inch gadze bandage,
(vii} 6 sterile surgical pads suitable for pressure dressings,
individually wrapped,
{viiiy 12 triangular bandages,
(ix) splints of assorted sizes, and
(x) 2 rolis of splint padding.
{e) one stretcher, two blankeats

IR
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T==  GREENWOOD COURT

DEPARTMENT, HEALTH & SAFETY SECTION:
SUBJECT: FIRST AID REQUIREMENTS EFFECTIVE DATE:  JUNE 2008

b} A notice board placed in the first ald station and r:.i-imsplaying: First Ald ceﬁiﬁcate'g are
posted
a. First Aid Treatment Record/Log Reporting procedures
b. Valid first aid cerdificates of qualified first aid attendant(s) (or copies}.
c. An inspection card noting the date of the most recent inspection of the first aid
kit and the signature of the persan compieting the inspection

¢) The poster entitied In case of Injury at Work (Form 82) must be displayed af the first
aid station as required by Section 1 of the Regulations. The poster cutlines the
responsibilities and obligations of both employers and workers when an accident
cccurs on the job.

First Aid Kit Inspection Record
The H&S Committee members when doing the monthlfy H & S inspections will inspect
the First Aid Kit(s). The committes will complete the first ald inspection form with most
recent date and signature of person performing the inspection.

Transportation
« Ifin the judgment of the first aid aftendant in charge, ambulance service is not
warranted, the first aid attendant using an approved taxi service or other suitable
means shall arrange transportation.

« The first ald attendant in charge shall accompany the injured worker to medical
attention/home. His/her duty is to provide first aid assistance on the journey and
reassure the injured. Refusal of provided fransporfation must be recorded on the
First Ald treatment Record with the injured worker inffialing the refusal.

EvaluationfAccountability:

An annual performance review to measure each of the above listed responsibitities will be
performed by senior manager.

In the event of an injury at the workplace
The employes must:

1. Gat first aid right away, First aid includes but s not limited to: cleaning minor cuts,
First aid includes but is not limited to: cleaning minor culs, scrapes or scraiches,
treating a minor burs, applying bandages and/or dressings, cold compress, cold
pack, ice bag, splint, changing a bandage or a dressing after a follow-up
ohservation visit and any follow-up for observation purposes only.

2. Tell the emplayer of any injury or the possible onset of a work related
diseasefcondition. Fili out the Employee Incident Report avallable from Charge
Nurse or Depariment Manager.

3. if the injury requires him or her {0 seek health care, the worker shall take to their
practitioner the following package: a lefter to the heaith praciiticner, a functional

Policies & Procedurcs Pape2 of 4
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GREENWOOD COURT

DEPARTMENT: HEALTH & SAFETY SECTION:

SUsJECT:

FIRST AID REQUIREMENTS EFFECTIVE DaTE:  JUNE 2008

LRNae

abilities form and a trealment memorandum. This package is available from the

Charge Nurse or Department Manager.

Health care includes services requiring the professionat skilis of a health care

oractitioner {i.e., a doctor, nurse, chiropracter or physiotherapist); services

provided at hospifals and health fadiiities and prescription drugs.

The worker should return the Functional Abilities Form o their Department

Manager as soon as possible after seeing their heaith practitioner, no later than

their next schaduled shift, so that a Modified Work Plan can be esiablished. If the

injured worker cannct see their health practitioner until after their next scheduled

shift, the functiona} abilities form should be returned to their Department Manager

immediately after visiting the health practitioner.

Ciaim WSIB benefits by:

a. Signing WEIB Form 1492, the Workers’ Claim/Consent Form, and giving a
copy of the form to the employer

b. Signing WSIB Form 8, Worker's Report of injury/Disease giving a copy of the
form to the employer.

Do not change health professionals without permission from the WSIB.

Cooperate in health care treatment.

Participate in the early and safe return to work program.

Communicate regularly with your Department Manager, at a minimum once per

waek.

Report to the WSIB any changes in income, refumn to work status or medical

condition.

The empioyer must:

1.

Make sure first aid is given immediately. First aid includes but is not fimited to:
cleaning minor cuts, scrapes or scratches; treating a minor burn, applying
bandages andfor dressings, cold compress, cold pack, ice bag, splint, changing a
bandage or a dressing after a follow-up observation visit and any foliow-up for
observation purposes only.

Make sure there is a record of the first aid treatmentfadvice given to the worker.
Complete and give to the worker the Treaftment Memorandum Form 1566 # the
worker needs more than first aid treatmentfadvice.

Provide immediate transportation to a hospital, a doctor's office, or the worker's
hoime, if necessary.

Complete WSIB Form 7, Emplover's Repor! of Injury/Disease, if the worker gels
health care. Health care includes services requiring the professional skills of a
health care praciitioner {i.e., a doctor, nurse, chiropractor or physictherapist);
services provided at hospitals and health facilities and prescription drugs.

He or she should also complete WSIB Form 7, Emplover's Report of
Injuny/Disease i the injury causes the worker to:

a. Be absent from reguiar work

b. Require modified duties at less than regular pay

¢, Require modified work at regular pay for more than seven calendar days after
the date of accident
d, Earn less than regular pay al regular work.

Poticies & Procedures Page 3 of 4
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“DEPARTMENT. HEALTH & SAFETY SECTION:
SUBJECT: FIRST AlD REQUIKEMENTS EFFECTiVE DaTE:  JUNE 2009

7. Ask the worker to sign WSIB Form 1492, the Workers' Claim/Consent Form.

8. Return the compieted Form 7 to the WSIB within three days of learning of the
reporting obligation. if the worker is unable or unwilling to sign, send the form in
without the signaiure.

9, Pay full wages and benefiis for the day or shift on which the injury cccurred.

10.  Cooperate in the worker's early and safe return to work.

11.  Supply a Functionat Abilittes Form 2647 to the health professional treating the
worker, Ensure that the worker's signed consent to the release of the functional
abilities information is attached. This signed consent will either be on the Form
14892 or the employer's copy of the Form 6.

The Employers’ Report of Injury/Disease {Form 7)

Form 7 must be completed and sent to the WSIB within three days of learning of a work-
refated injury or occupational disease that either causes a worker to:

1. Ee absent from their regular work; reguire modified duties at lass than reguiar
pay; earn less than reguiar pay ai reguiar work

2. Require modified duties at regutar pay for mare than seven calendar days

3. And/or obtain heaith care.

Send Form 7s and all ciaims-related documentation to:
Workplace Safety and insurance Board
200 Front Street West
Toronto ON MS5Y 3J1
— CGR BY FAX —
Tolk-tree: 1-888-313-7373
Toranto area; (416) 344-4634
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