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Part I

Company
Policies & Procedures
Purpose Statement

(Why we do what we do)  
Vision Statement

(Our Common Goal)

1.0   TERMS OF EMPLOYMENT

Administration

· Employees shall fill out all necessary forms before starting employment.

· Each employee must read the company Health & Safety manual as well as the Landscape Ontario safety manual, and sign off that they have read it, understand it, and will comply with it. (The employee manual will be reviewed with all staff at the first safety meeting and sign-off will take place at the conclusion of this meeting.)

Appearance/Conduct

· Employees must be clean and neat at all times, depending on the nature of work.

· Employees shall not leave the job site without the permission of their supervisor.

· Employees must be prepared to work in all types of weather.

· No ripped or torn clothing

· Clean shaven

Equipment, Tools and Vehicles

· Employees shall not remove tools from the job site without permission.

· Employees shall not operate any equipment or vehicles without being tested and approved by a supervisor. (This may include a driving competency test for truck drivers.

· New employees must supply                       with a driver’s record (abstract) from the Ministry of Transportation before vehicle operation is allowed. 
Safety

· Employees shall report all damages and injuries immediately to their supervisor.

· Employees shall purchase and wear approved safety boots.

· Employees shall wear other safety equipment as directed or required.

· Employees shall not operate equipment or vehicles or handle chemicals unless authorized to do so.

· Employees shall not engage in horseplay.

· Employees shall follow all other safety rules deemed necessary.

Failure to abide by the safety policy and procedures will result in disciplinary action up to and including termination of employment.

1.1   HOURS OF OPERATION & HOLIDAYS

START (April 1st) TO JUNE:

· Supervisors        6:00 – 5:00 Monday to Friday

                             
                      6:00 – 3:30 Saturday

· Skilled Labour 
 6:30 – 5:00 Monday to Friday

                                                       6:30 – 3:30 Saturday

JULY & AUGUST:

· Supervisors         6:00 – 5:00 Monday to Thursday

                                                  
 6:00 – 3:30 Friday

· Skilled Labour     6:30 – 5:00 Monday to Thursday

                                                 
 6:30 – 3:30 Friday

SEPTEMBER TO FINISH:

· Supervisors         6:00 – 5:00 Monday to Friday

· Skilled Labour      6:30 – 5:00 Monday to Friday

Notes:

· The seasonal nature of our industry requires that we “make-up” for the non-productive winter months where our personnel and company income come to a grinding halt. For most companies in our industry that means working 6 days a week all season long. We believe that we have struck a reasonable balance by having a 5-day workweek for 6 of the 9 months that we work each year. This additional income is extremely important to the company and its employees.

· The end of the workday indicates on site time. Truck drivers will be paid for travel time from job sites to the shop.

· Please give advance notice of a required day off (1 weeks) and a reminder the week before. Please fill out a Time-off request form and submit it to the C.E.O. for approval.

· Holidays:  Last week of July (Ending on the Civic Holiday Monday in August)

· Breaks: Staff are entitled to (a) one half hour unpaid  lunch break and two 15 minute paid breaks, one in the morning and the other in the afternoon. 

· Extended Hours:  From time to time employees will be asked to work past our regular quitting time. This will happen under special circumstances only and the employee’s co-operation is asked.

· “Out of Town Work”:  Occasionally                              will contract to do “out of town” work. While working out of town, the employer will provide & pay for all accommodations and dinner every day.

· Rainy Mornings:  If the weather forecast calls for anything less than 100% chance of rain, come to work. In case of the former, please call your supervisor (cell phone, or home phone) to seek advice. 

· Pay Schedule for Rain Days:
If you arrive at the trucks and are sent home you will receive 2 hours of pay. Should you go to the site from the shop and are not able to work due to site conditions/weather, and decide to return to the shop, you will be paid for a minimum of 4 hours work.

1.2   Time-Off request

Time Off Policy: During the spring season employees are entitled to take one Saturday off of work for every three consecutive Saturdays worked. The spring days off schedule can be arranged by the crew and/or supervisors and will ensure that the minimum crew size on any Saturday will be no less 3 persons for        and 5 persons for                   . Time off for non-emergency related situations should be made in writing a minimum of one week in advance of the request. The request will be considered on its merits (relating to the nature of the request and the manpower requirements of the company at that particular time).

Emergency Time Off Policy: Time off for illness or a personal or family related emergency shall be granted as required. Employees will call-in as soon as the emergency situation becomes apparent so as to describe the nature of the emergency and the estimated duration of the absence.

Non-Emergency time-off request

Name:   ______________________ Today’s date: __________________

Date(s) for time-off requested: _________________________________

Describe Time off request: _____________________________________

___________________________________________________________

___________________________________________________________

___________________________________________________________

                                              Authorized Signature: __________________

1.3   IMPORTANT PHONE NUMBERS

                                           Phone: 
 Fax.

Employee Name      Cellular Number       

              Home phone

1.4                                       COMPANY IMAGE

 ABC  Landscaping   is a professional design/build landscape & landscape lighting company. The combined teamwork of our staff is the backbone of making this company the success that it is. Our staff conducts themselves in a positive, professional, friendly manner. We wish to maintain and improve on this image, so here are a few guidelines to follow:

Dress Code & Appearance

· All employees shall report to work in a well groomed and clean shaven manner, wearing their company uniform and the appropriate green patch safety foot wear. Employees will receive 3 company golf shirts per season at no cost. Additional shirts are available to employees at our cost price.

· Clothing shall be kept clean and free of holes, rips and tears.

· Dress for the weather, wear the appropriate clothing and try to look tidy.

Attitude /Conduct

· Have FUN

· Work as a team
· Don’t hesitate to voice an opinion about a different way of doing things or about things that bother you.
· Please admit to any accidents or mistakes. You won’t be punished
· Do not do anything you feel unsafe doing. Everyone has their own comfort zone.
· Look out for your fellow employees. If you see them working in an unsafe manner, let them know and suggest a safe method of completing their task.
· Please refrain from smoking (smoking is permitted while on break/lunch). Spitting, displays of anger, horseplay, or any other discourteous behaviour, while at work should also be avoided.
Dealing With Customers

· Be polite, and introduce yourself to the client.

· Until you gain sufficient knowledge defer any major questions the client may have to        or your supervisor.

· Be honest when answering client questions. If you don’t know the answer to a question don’t make one up, but give the client an option towards finding a solution. Be diplomatic.

· Be aware of the impression you give, we want to be professional.

· Be considerate of our clients and potential clients.

· Inquiries- hand out a business card and suggest a phone call to the office (give only the office number to clients and potential clients.)

Quality

·                                 standard of quality is set high. Without this high standard we could not provide the exceptional services we do.

· Our clients are “high-end” and they have “high-end” expectations.

· It’s the creative designs, solid installation techniques, attention to detail, well trained staff and good customer relations that produce the high level of quality that our company offers.

· We wish for all of our employees to strive for, and exceed the high standards of quality that our company provides. This ensures our clients of the best possible services within our industry, and encourages our employees to seek out new ideas and further their own knowledge.

· If you are an employee of                                                        you are part of a quality delivery team!

1.5   DRUG /ALCOHOL AND THE WORKPLACE

Company Policy:

                is committed to a workplace free of alcoholic beverages and banned substances. The use of illegal drugs and or the consumption of alcoholic beverages during working hours is prohibited. Being under the influence of these or any other substances while at work will not be tolerated. This is our commitment in the interests of the health and safety of our employees, our customers and the public.

Violations of this Policy:

· Any violations of this policy will result in disciplinary action up to and including dismissal.

1.6  SEXUAL & RACIAL HARASSMENT POLICY

                        is committed to nurturing a climate of understanding and mutual respect in which all of our employees are made to feel equal in dignity and rights. To this end every reasonable effort will be made to ensure that all employees are:

· Free from harassment in the workplace by the employer, an agent of the employer, or another employee because of race, sex, sexual orientation, ancestry, place of origin, colour, ethnic origin, citizenship, creed, age, record of  offences, marital status or handicap status.

· Free to claim their rights under this policy without reprisal or threat of reprisal for doing so.

· Assured that all information will be treated as discreetly as possible, in light of                        obligation to conduct an investigation into any allegations.

Any employee who feels that their rights under this policy have been compromised is encouraged to contact either your supervisor, or                 , so that an investigation can be launched.

Any employee found to be in violation of the above policy will be subject to disciplinary action up to and including dismissal.

1.7   SMOKING AND THE WORKPLACE


                  would prefer a smoke free environment for our employees. However, employees that choose to smoke shall limit smoke breaks to scheduled breaks or lunches. In addition, there is no smoking in any company vehicles.

1.8   BREACH OF TRUST

  Any employee who commits theft(s) from the company will be considered to be in breach of trust and as a consequence will be subject to immediate discharge for cause. Furthermore, any employee who has been found to have committed theft from one of our client’s will also be subject to immediate discharge for cause.

  The company will also invoke the full process of the law including prosecution under the criminal code against any employee found to have committed a theft.

1.9   BORROWING EQUIPMENT

· Requests for approval to borrow company owned equipment must be directed to the owner.

· Costs related to the use of the equipment (ie. fuel, maintenance, wear & tear, or repairs) may be charge to the borrower.

· Any injury or liability associated with the use of said equipment will rest with the borrower.

· Only the employee may use the equipment borrowed, and he/she must be qualified to use the equipment.

1.10   JOB DESCRIPTIONS:

Labourer- Landscape Gardener
EFFECTIVE DATE:  Jan 16/07         

SUMMARY OF FUNCTIONS

Performs general labour duties and assists the installation of flagstone, natural stone walls, interlocking stone, pre-cast retaining walls, grading, sodding and planting

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Move materials using shovels, wheel barrows, carts and dollies, and manual lifting and carrying

· Assist skilled labourers, landscape technicians and foreman with job related tasks. 

· Plant trees, shrubs, perennials, and annuals as instructed.

· Use power tools and equipment in the process of completing specified duties. In particular, stone saws, plate compactors, circular saws and drills.

· Work in a safe and professional manner as described by the guidelines in the employee handbook and the Occupational Health & Safety Act.

JOB REALTED SKILLS

· Ability to follow directions

· Complete assigned tasks with enthusiasm and a strong customer service orientation.

· In good physical condition.

ORGANIZATIONAL RELATIONSHIPS

Reports to crew foreman or acting replacement

QUALIFICATIONS

A high school diploma is required.  This position requires manual dexterity, good eye-hand coordination, good balance and an ability to work well in teams.  A valid drivers license is an asset.

PHYSICAL DEMANDS

Ability to communicate orally with co-workers is important.  Regular use of a variety of both hand held and motorized tools is essential.  Activities include extended periods of standing, walking and extensive work with concrete saws, stone tools, wheel barrows and shovels. Heavy lifting is expected. Good manual dexterity for the use of common construction equipment.  Hearing and vision within normal ranges is important for conversations, to receive ordinary information. 

WORK ENVIRONEMENT

The job may be performed both indoors and outdoors in a variety of settings including potentially hazardous conditions around construction site.  Exposure to loud noises, dust, dirt, and smoke may occur.  Personal protective equipment including appropriate construction grade boots, gloves, hardhat, goggles, pants and shirt are required.  Activities include extended periods of standing, and extensive work with concrete saws, stone tools, wheel barrows and shovels.

Tradesman/Lead Hand - Landscape Gardener
EFFECTIVE DATE:  Jan 16/07         

SUMMARY OF FUNCTIONS

 A tradesman is responsible for construction and installation of all aspects of a landscape project as well as managing and directing employees in the absence of the foreman. Manage small projects on occasion.

 ESSENTIAL DUTIES AND RESPONSIBILITIES

· Constructs and install all aspects of a landscape project while, maintaining high standards of quality and monitoring production rates and material costs.

· Assist foreman with job related tasks. In the foreman’s absence the tradesman will manage the project and direct employees.

· Read and interpret landscape plans and details to perform site layout and site surveying.

· Can use applied mathematics to estimate and cost quantities of materials for a project.

· Able to operate equipment in a safe and professional manner, maintain the equipment, and transport to and from the site as needed.

· Responsible for communications with the client and the general public.

· Provides on site skills training to employees. 

· Work in a safe and professional manner as described by the guidelines in the employee handbook and the Occupational Health & Safety Act.

· Knowledgeable in irrigation systems, landscape lighting systems, property maintenance, building codes and by-laws.

JOB RELATED SKILLS

· Good leadership and interpersonal skills

· Ability to explain steps, provide direction, and answer questions about the construction process to employees, subcontractors and clients.

· Complete tasks with enthusiasm and a strong customer service orientation.

· Cost awareness, efficient use of time, materials and equipment.

· Ability to meet established work schedules and deadlines.

· In good physical condition.

ORGANIZATIONAL RELATIONSHIPS

Reports to crew foreman or acting replacement

QUALIFICATIONS

A college or apprenticeship diploma in landscape technology or a degree in landscape architecture and a minimum of 3 years experience is required. This position requires manual dexterity, good eye-hand coordination, good balance and an ability to work well in teams.  A valid drivers license is required. Certification training for skid-steer and mini- excavator operation is required. First aid training would be an asset.

PHYSICAL DEMANDS

Ability to communicate orally with co-workers is important.  Regular use of a variety of both hand held and motorized tools is essential.  Activities include extended periods of standing, walking and extensive work with concrete saws, stone tools, wheel barrows and shovels. Heavy lifting is expected. Good manual dexterity for the use of common construction equipment.  Hearing and vision within normal ranges is important for conversations, to receive ordinary information. 

WORK ENVIRONEMENT

The job may be performed both indoors and outdoors in a variety of settings including potentially hazardous conditions around construction site.  Exposure to loud noises, dust, dirt, and smoke may occur.  Personal protective equipment including appropriate construction grade boots, gloves, hardhat, goggles, pants and shirt are required.  Activities include extended periods of standing, and extensive work with concrete saws, stone tools, wheel barrows and shovels.

Foreman - Landscape Gardener
EFFECTIVE DATE:  Jan 16/07         

SUMMARY OF FUNCTIONS

 Supervises the construction of a landscape project and crew to ensure safety, security and high standards of quality and efficiency. 

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Manage construction sequence of a project. Plan equipment needs, labour requirements, subcontractor timing, and material pick-up or delivery.

· Ensure adherence to safe work practices and procedures set by the employer and the Occupational Health & Safety Act.

· Familiar with governing rules of the Occupational Health & Safety Act.

· Oversee and provide job site training.

· Constructs and installs all aspects of a landscape project while, maintaining high standards of quality and monitoring production rates and material costs.

· Read and interpret landscape plans and details to perform or oversee site layout and site surveying. Use applied mathematics to estimate and cost quantities of materials for a project.

· Assign duties and tasks with timelines to co-workers.

· Responsible for communications with the client and the general public. 

· Able to operate equipment in a safe and professional manner, maintain the equipment, and transport equipment to and from the job site.

· Knowledgeable in irrigation systems, landscape lighting systems, property maintenance, building codes and by-laws.

· Complete daily paperwork.

Job Related Skills

· Excellent leadership and interpersonal skills.

· Effective planning, scheduling, productivity, time management and record keeping skills.

· Ability to explain steps, provide direction, and answer questions about the construction process to employees, subcontractors and clients.

· Complete tasks with enthusiasm and a strong customer service orientation.

· Cost awareness, efficient use of time, materials and equipment.

· Ability to meet established work schedules and deadlines.

· In good physical condition.

ORGANIZATIONAL RELATIONSHIPS

Report to operations manager or designer/estimator.

QUALIFICATIONS

A college or apprenticeship diploma in landscape technology or a degree in landscape architecture and a minimum of 5 years experience is required. This position requires effective supervisory and leadership skills as well as manual dexterity, good eye-hand coordination, good balance and an ability to work well in teams.  A valid drivers license is required. Certification training for first aid and skid-steer, mini- excavator operation is required. 

PHYSICAL DEMANDS

Ability to communicate orally with co-workers and management is important. Regular use of a variety of both hand held and motorized tools is essential.  Activities include extended periods of standing, walking and extensive work with concrete saws, stone tools, wheel- barrows and shovels. Heavy lifting is expected. Good manual dexterity for the use of common construction equipment.  Hearing and vision within normal ranges is important for conversations, to receive ordinary information. 

WORK ENVIRONEMENT

The job may be performed both indoors and outdoors in a variety of settings including potentially hazardous conditions around construction site.  Exposure to loud noises, dust, dirt, and smoke may occur.  Personal protective equipment including appropriate construction grade boots, gloves, hardhat, goggles, pants and shirt are required.  Activities include extended periods of standing, and extensive work with concrete saws, stone tools, wheel- barrows and shovels.

Operations Manager- Landscape Gardener
EFFECTIVE DATE:  Jan 16/07         

SUMMARY OF FUNCTIONS

 Plans, directs, or coordinates field operations of the company. Duties and responsibilities include formulating policies, managing daily operations, planning the use of materials, equipment and human resources, and assist in daily field activities.

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Meet regularly to schedule projects in conjunction with designer/estimator, client and sales representative.

· Manage multiple landscape projects. Plan equipment needs, labour requirements, subcontractor timing and coordination, and material pick-up or delivery.

· Meet with subcontractors and supervise work progress, efficiency, and quality of work provided.

· Determine staffing requirements, interview and hire, and train new employees.

· Establish company field policies, procedures, goals and objectives, conferring with C.O.O., management and staff members as necessary.

· Manage and implement health & safety policies and procedures.

· Ensure adherence to safe work practices and procedures set by the employer and the Occupational Health & Safety Act.

· Familiar with governing rules of the Occupational Health & Safety Act.

· Responsible for employee training.

· Assist construction and installation of all aspects of a landscape project while, maintaining high standards of quality and monitoring production rates and material costs. This includes transportation of materials and equipment and organizing regular and scheduled maintenance of equipment.

· Read and interpret landscape plans and details to perform or oversee site layout and site surveying. Use applied mathematics to estimate and cost quantities of materials for a project.

· Deal with daily customer questions or concerns.

Job Related Skills

· Excellent leadership and interpersonal skills.

· Effective planning, scheduling, productivity, time management and record keeping skills. Ability to meet established work schedules and deadlines.

· Ability to explain steps, provide direction, and answer questions about the construction process to employees, subcontractors and clients.

· Complete tasks with enthusiasm and a strong customer service orientation.

· Cost awareness, efficient use of time, materials and equipment.

· In good physical condition.

ORGANIZATIONAL RELATIONSHIPS

Report to designer/estimator or C.O.O.

QUALIFICATIONS

A college or apprenticeship diploma in landscape technology or a degree in landscape architecture and a minimum of 10 years experience is required. This position requires effective management and leadership skills as well as good communication skills and the ability to work well with people is essential..  A valid drivers license and certification in health & safety is required. 

PHYSICAL DEMANDS

Ability to communicate orally with customers, co-workers and management, both individually and in front of a group is important. Regular use of the telephone and e-mail for communication is essential. Hearing and vision within normal ranges is important for conversations, to receive ordinary information and to prepare or inspect documents. 

  Activities include extended periods sitting at a computer desk, standing and walking around construction sites and working with concrete saws, stone tools, wheel- barrows and shovels. Heavy lifting is expected. Good manual dexterity for the use of common construction equipment.  

WORK ENVIRONEMENT

The job may be performed both indoors and outdoors in a variety of settings including potentially hazardous conditions around construction site.  Exposure to loud noises, dust, dirt, and smoke may occur.  Personal protective equipment including appropriate construction grade boots, gloves, hardhat, goggles, pants and shirt are required.  

Softscapes Manager- Landscape Gardener
EFFECTIVE DATE:  Jan 16/07         

SUMMARY OF FUNCTIONS

 Manages the soft landscape division including managing daily operations, planning the use of materials, equipment and human resources, assist with development of planting designs and oversee daily field activities.

ESSENTIAL DUTIES AND RESPONSIBILITIES

· Meet regularly to schedule and develop soft landscape projects in conjunction with designer/estimator, sales representative and the client.

· Manage multiple landscape projects. Plan equipment needs, labour requirements, subcontractor timing and coordination, and material pick-up or delivery.

· Source out and schedule plant orders for all projects.

· Meet with subcontractors and supervise work progress, efficiency, and quality of work provided.

· Ensure adherence to safe work practices and procedures set by the employer and the Occupational Health & Safety Act.

· Familiar with governing rules of the Occupational Health & Safety Act.

· Responsible for employee training.

· Assist construction and installation of all aspects of a landscape project while, maintaining high standards of quality and monitoring production rates and material costs. This includes transportation of materials and equipment and organizing regular and scheduled maintenance of equipment.

· Read and interpret landscape plans and details to perform or oversee site layout and site surveying. Use applied mathematics to estimate and cost quantities of materials for a project.

JOB RELATED SKILLS

·  Deal with daily customer questions or concerns.

· Excellent leadership and interpersonal skills.

· Effective planning, scheduling, productivity, time management and record keeping skills.

· Ability to explain steps, provide direction, and answer questions about the construction process to employees, subcontractors and clients.

· Complete tasks with enthusiasm and a strong customer service orientation.

· Cost awareness, efficient use of time, materials and equipment.

· Ability to meet established work schedules and deadlines.

· In good physical condition.

ORGANIZATIONAL RELATIONSHIPS

Report to designer/estimator or C.O.O.

QUALIFICATIONS

A college or apprenticeship diploma in landscape technology or a degree in landscape architecture and a minimum of 10 years experience is required. This position requires effective management and leadership skills as well as good communication skills and the ability to work well with people is essential. A valid drivers license and extensive plant material knowledge is required. 

PHYSICAL DEMANDS

Ability to communicate orally with customers, co-workers and management is important. Regular use of the telephone and e-mail for communication is essential. Hearing and vision within normal ranges is important for conversations, to receive ordinary information. 

  Activities include extended periods of standing and walking around construction sites and working with plant material, wheel- barrows and shovels. Heavy lifting is expected. Good manual dexterity for the use of common construction equipment.  

WORK ENVIRONEMENT

The job may be performed both indoors and outdoors in a variety of settings including potentially hazardous conditions around construction site.  Exposure to loud noises, dust, dirt, and smoke may occur.  Personal protective equipment including appropriate construction grade boots, gloves, hardhat, goggles, pants and shirt are required.  

1.12   PERFORMANCE APPRAISAL 

Performance appraisals will be conducted at the end of each year, usually in the month of November. The basis for conducting employee performance appraisals is to recognize achievements of the past year, provide guidance  in their current role and future roles, and facilitate an open forum for discussion to address any concerns.

Evaluation Criteria:

Attitude 

 (The attitude that you display towards yourself, the company and your co-workers)

Communication   

  (Effective communication with co-workers/ supervisors. Producing the required paperwork “in full” and on time.)

Customer Satisfaction  

(Friendly, professional attention to all customer needs and requests. Personally satisfying the request or channeling it to the right person(s). Following up that the request ahs been satisfied.)

Equipment Care/ Handling/ Maintenance 

  (Demonstrates safe effective use and proper maintenance of equipment to maximize efficiency and reduce repairs and down time.)

Leadership

  (Demonstrating leadership by example and the ability to engage others in the accomplishment of tasks in an efficient, organized way. Creativity and forward thinking are integral to success.)

Safety

  (Working in a safe manor along with co-workers, according to company policy.)
Skills Development

  (Motivated to strive to improve work related skills both on the job and by requesting off the job training where appropriate. To perform each task to the highest Standards.)

Cost Awareness 

 (Careful attention to the effective use of Materials, Labour/ Manhours, Equipment, Subcontractors, and Job Related Overhead.)

Personal Performance Targets & Objectives

Please List 3 Areas of your performance and or technical skills and abilities that you intend to improve/ upgrade this coming year. We would also like to know how we can help you achieve your chosen goals.

Bonus Program: (Employee eligibility begins in the second year of employment)

Each employee earning an average performance rating of 3/5 or higher will be paid a bonus at year end. A score will earn a bonus of 3%, 4 for 4%, 5 for 5%. The bonus will be calculated on the employee’s total yearly wage. At year end the employee, their direct supervisor and the general manager will each complete a performance review form and the scores will be averaged to make the final score. A three-person review will take place at that time.

Probationary period

New employees in full-time positions, will be on probation for a period of 90 days. A performance review will be conducted at the end of the probation period in consultation with the employee’s manager, foreman, and the C.E.O. In the event of performance problems during the probationary period, management may initiate performance improvement processes or terminate employment.

Part II

Health & Safety

Policies and Procedures
2.0                                 HEALTH & SAFETY POLICY

     The management of                            is committed to the Health & Safety of all its employees. Protecting employees and the public that we come into contact with from injury or occupational disease, is a major continuing objective.                           is dedicated to providing a safe, and healthy work environment. All supervisors and workers will continually strive to learn and work together with the objective of preventing risk of injury.  We are committed to complying with all health and safety legislation.

                         as the employer, is ultimately responsible for worker health and safety. As owner/operator of                     I give you my personal commitment that every reasonable precaution will be taken to ensure the health and safety of our workers.

      Supervisors will be held accountable for the Health & Safety of workers under their supervision. Supervisors are required to make sure machinery and equipment are safe and that workers receive appropriate training in their specific work tasks. Workers must comply with established safe work practices and procedures and are responsible for their own safety which includes wearing their personal protective equipment where required.

Every worker must protect his or her own health and safety by working in compliance with the law, and with the safe work practices and procedures established by the company. Each worker will look out for and be concerned with the health and safety of their fellow employees.

All subcontractors and visitors to our business will be responsible for health and safety the same way as our employees, and should attend all site health and safety meetings.

It is in the best interest of all parties to consider health & safety in every activity. Commitment to health & safety must form an integral part of this organization, from the president to the workers.

2.1   GENERAL SAFETY RULES

· Employees shall work in accordance with the Occupational Health and Safety Act, where it applies.

· Only qualified personnel shall operate machinery or equipment.

· Handle chemicals only if properly instructed and under the direction of a supervisor.

· No extra riders are permitted on any motorized equipment.

· Absolutely no “horseplay” in work areas.

· Absolutely no consumption of alcohol or drug use during work hours.

· All employees shall wear the appropriate personal protective equipment based on the task at hand, nearby, or required by the site.

· All injuries and property damage accidents must be reported immediately, so that appropriate procedures can be implemented.

I
Governing Acts & Agencies

· Workers Safety & Insurance Board

· Occupational Health and Safety Act

· Ministry of Transportation

· Ministry of the Environment

· Ministry of Labour

· Provincial or Municipal Regulations

· Landscape Ontario

2.2   Roles and Responsibilities in the Workplace 

    As owner of                           ,                            is responsible for fostering and maintaining a solid commitment to safety and safe work practices by everyone in his employ. He shall work with the Health & Safety Committee to ensure that the health and safety policy of                       is adhered to and encouraged. Safety has to be at the core of all that we do, both on the job and off. We understand that by working safely we are more productive and respected in the work that we do.

Employer Roles & Responsibilities

· Ensure that equipment, materials and protective devices as prescribed are provided and maintained in good condition.

· Ensure that measures and procedures prescribed are carried out in the workplace

· Ensure that equipment, materials and protective devices provided by the employer are used as prescribed

· Provide information, instruction and supervision to a worker to protect the health or safety of the worker

· When appointing a supervisor, appoint a competent person

· Appoint a worker or a person in authority to mentor a worker with who’s duties include hazardous work in the handling, storage, use, disposal and transport of any article, device, equipment or a biological, chemical or physical agent

· Co-operate with and assist health and safety representative & committee carry out their functions.

· Only employ in or about the workplace person(s) who are at least the minimum age of 14.

· Take every precaution reasonable in the circumstances for the protection of a worker;

· Post, in the workplace, a copy of the OHSA and any explanatory material prepared by the Ministry, both in English and the majority language of the workplace, outlining the rights, responsibilities and duties of workers

· Prepare and review at least annually a written occupational health and safety policy and develop and maintain a program to implement that policy.

· Post at a conspicuous location in the workplace a copy of the occupational health and safety policy;

· Provide to the committee 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 that report that concern occupational health and safety, and advise workers of the results of a report.

Supervisor Roles & Responsibilities

· Ensure that workers work in a safe manner and with the protective devices, measures and procedures required by the OHSA and the regulations

· Ensure that workers use or wear the equipment, protective devices or clothing that the employer requires to be used or worn.

· Advise a worker of the existence of any potential or actual danger to the health or safety (of the worker) of which the supervisor is aware

· Where so prescribed, provide a worker with written instructions as to the measures and procedures to be taken for protection of the worker

· Take every precaution reasonable in the circumstances for the protection of a worker

· Supervisors are responsible for teaching safety to their crew members. They will teach the safe operation of equipment, as well as the proper ways to maintain the equipment to ensure that the equipment runs safely and smoothly. The supervisors and staff must cooperate with management and the Health and Safety Committee and accept recommendations as they are given. The supervisors must reinforce to their workers the importance of safety and ensure that all workers work safely and that all are wearing their personal protective equipment (P.P.E.).

· In addition, supervisors will conduct ongoing site reviews to ensure that employees are abiding by the policy and are wearing their personal protective equipment. The company will organize outside training for the staff in the off-season for First Aid training and special skills training. Upon hiring, a new employee shall submit pertinent information about their own health and new employees shall read and sign the company safety policy.

· Develop and demonstrate a positive “health & safety” attitude and working climate.

· Report and investigate all accidents and injuries of employees or guests and any property damage.

· Implement emergency plans when necessary and ensure that employees have been properly trained to comply.

Worker Roles & Responsibilities

· Work in compliance with the provisions of this Act and the regulations

· Use or wear the equipment, protective devices or clothing that the employer requires to be used or worn

· Report to his or her employer or supervisor, the absence of or defect in any equipment or protective device of which the worker is aware and which may endanger himself or another worker

· Report to his employer or supervisor any contravention of the OHSA or the regulations or the existence of any hazard of which he knows

· Do not remove or make ineffective any protective device required by the regulations or by his or her employer, without providing an adequate temporary protection device. When the need for removing or making ineffective the protective device has ceased, the protective device shall be replaced immediately

· Do not use or operate any equipment, machine, device (or thing), or work in a manner that may endanger themselves, or any other worker

· Do not engage in any prank, contest, feat of strength, unnecessary running or rough and boisterous conduct (horseplay)

· Report all injuries, accidents and unusual conditions immediately to their supervisor.

· Inspect work area and equipment daily and report and hazards immediately to their supervisor.

·  All employees are ultimately responsible for their own safety; therefore it is important that they report all potential hazards to the safety committee, supervisors and fellow workers. Any faulty equipment is to be reported so that it may be fixed or replaced. Any accidents are to be reported to the crew leader and also to the office staff. All employees are to cooperate with management and health and safety committee recommendations.

2.3   SAFETY NETWORKING POLICY

  Our company recognizes that people learn by talking to each other and by sharing information and ideas.  We also recognize that constant visibility is necessary in order to develop a culture of safety within our company. We encourage an atmosphere of safety within our workforce and we have established some guidelines to help achieve this goal.

· Since people learn by sharing information, we encourage all employees to talk to one another daily about any safety issue that is presented. This is to be encouraged at all levels of the organization. 

· Our company will have at least one safety related tailgate session every three weeks to discuss current safety challenges. Employees are encouraged to continue these discussions during the day to further develop an open forum for relating to safety issues.

· First thing each day, we require that each crew foreman discuss the tasks of the day. Discussions should include whether the appropriate Personal Protection Equipment (PPE) is available for each crewmember, and if not where it can be obtained.

· We encourage all employees and management to network with a other individual(s) to learn more about improving our safety performance.

2.4   JHSC /H&S REPRESENTATIVES

As the employer,                  recognizes that by law we must have a Joint Health and Safety Committee (JHSC) within our company. This committee will be made up of management and field employees and legislation requires that at least one manager and one field employee receive health and safety certification training. The role of the committee will be to review, revise and administer the health and safety regulations set forth by provincial legislation and the company. The JHSC is also charged with communicating these regulations and policies to all employees on a regular basis.

Responsibilities of the Committee:

· Worker representatives must be elected by their peers

· Regular inspections of company sites

· Regular equipment checks and repair tagging

· Reporting of unsafe conditions

· Making safety recommendations

· General education, training, teaching of staff

· Specific training for transfers, new employees and seasonal workers

· Promote acceptance of health & safety policy & procedures

· Help develop health & safety standards

· Participate in job and task analyses

· Assess the safety potential of new equipment, procedures and materials

· Participate in assessing and investigating accidents, incidents and occupational illnesses.

· Contribute to developing and implementing worker health and safety training

· Participate in communication to employees

2.5   Health & Safety Representative Responsibilities

Worker Health and Safety Representative:
As required under Section 8 of the Occupational Health and Safety Act (OHSA), the Health and Safety representative shall be elected by the workers that he/she represents. The Employer is required to pay the Health and Safety Representative for time spent carrying out the required duties.

Responsibilities of the Health and Safety Representative include:

1. Meet with the Employer every 3 months, to discuss and resolve health and safety issues.
2. Following the guidelines outlined in the Occupational Health & Safety Act.

3. Develop, publish and post, at the beginning of each calendar year, a schedule for the monthly workplace inspections for the year 

4. Conducting workplace inspections on a monthly basis.  All substandard acts and working conditions will be documented on the Workplace Inspection Recording Form 

5. Review all completed EMPLOYEE INJURY/INCIDENT and SUPERVISORS INVESTIGATION REPORTS. Make recommendations to management to reduce recurrences.

6.
Complete an investigation when a person is killed or critically injured.

7.
Obtain information from the employer regarding:

· Hazardous materials, processes or equipment

· Designated substances and the respective control-program reports

· Workplace testing, that is being carried out for health and safety purposes

 8.
Provide advice and recommendations to management on health and safety programs in general, as outlined below:


(a)
 Recommendations to management for any items not already identified on the "WORKPLACE INSPECTION REPORT".  Recommendation to include:

· Area of concern with background information

· Recommend corrective action, and suggested solutions

· Date





(b)
The Health & Safety Representative is responsible for ensuring the written recommendations are received by the employer.   

9.
Encourage fellow employees to work safely and to report hazardous or unsafe conditions immediately to their supervisors.

10.
Identify areas of health and safety training for all employees.

11.
Be present for, or assist in, work refusal investigations.

12. 
Be available to accompany a Ministry of Labour Officer on his/her inspection tour of the workplace.

2.6   Health & Safety Postings Board

You will find the following posted on the Health and Safety board:

·                                 Health and Safety Policy

· A copy of the Occupational Health and Safety Act and Industrial Regulations (little green booklet)

· Pocket Extracts from the Occupational Health and Safety Act

· WHMIS Regulation and WHMIS symbols

· Emergency Phone Numbers

· A poster entitled “In All Cases of Injury/Disease” which outlines employer and worker responsibilities in the event of workplace injury or disease

· Annual Health and Safety Action Plan 

· Other notices / information regarding Health and Safety

This information is there for your use.  However, these items must be posted on the Health and Safety board AT ALL TIMES, so please do not remove them from the Health and Safety board area.

2.7   Health & Safety Action Plan

                                 will develop an annual health and safety action plan to support the maintenance of this Employee Handbook.  A copy of the action plan will be posted on the Health and Safety Board. 

Items to be included on the annual action plan are:

· Review, re-date and re-post the Health and Safety Policy

· Review workplace specific WHMIS training

· Schedule monthly workplace inspections

· Review training needs
· Schedule inspections of first aid kits and fire extinguishers
· Schedule maintenance of equipment
· Schedule review of Employee Handbook
2.8   Reporting Hazards

All employees are responsible for reporting any hazardous acts or conditions that may exist in the workplace to their supervisor immediately.  The workplace supervisor is responsible for responding to the employee’s concern and ensuring the hazardous condition is resolved.

If you discover a hazardous situation:
1. The employee will report the hazardous act or condition to their supervisor immediately.

2. The supervisor is expected to deal with the matter promptly, consult with others as needed, and advise the employee of the plan to resolve the matter. 

3. If the supervisor is unable to resolve the concern, he/she will bring it to the attention of the owner.

4. If the employee’s concern is not resolved after a reasonable period of time, the employee is encouraged to bring the concern to the attention of the Worker Health and Safety representative.

5. The Worker Health and Safety representative and the employee’s supervisor are responsible for ensuring the employee is informed of the steps taken to resolve the concern.

2.9   Workplace Inspections

All employees of                            will maintain a safe and tidy workplace. Employees should know all the facts about their job site and if unsure of any conditions should pose any questions to the on site supervisor. Employees should be aware that they have the right to stop work, given any unsafe or dangerous conditions.

                             agrees to meet all legal requirements set by the Ontario Workplace Safety & Insurance Board (WSIB), and will continue to follow-up and help provide safe working conditions.

    The JHSC will inspect work areas monthly to ensure they are being kept tidy, and all equipment/tools/materials have been inspected and that any defects shall be tagged for repair or repaired. Random inspections of work sites will be conducted monthly. Any information gained from these inspections and or any information shared by employees will be communicated to all staff. It is the responsibility of all employees to report any concerns or hazards. 

       Employees will be trained on workplace inspection procedures, safe working practices, and on how to identify potential risks or hazards during the spring start-up meeting.  Employees should be prepared to complete paperwork on any unsafe working conditions. The Health & Safety representative is obligated to investigate immediately. We encourage employees to communicate any health & safety concerns, as we feel this will help avoid accidents. Our first priority is the health and safety of our employees. 

2.10   PERSONAL PROTECTIVE EQUIPMENT (PPE) PROGRAM

The Occupational Health and Safety Act specifies that every worker must protect themselves from potential hazards which means wearing their PPE as required.

Every employee must protect his or her own health and safety by working in compliance with all current legislation. Each employee is also obligated to follow the practices and procedures established by Arbordale/Moonstruck.

All employees are to be outfitted daily in the company uniform:

· Golf shirts, sweatshirts, with company logo (provided by                            )

· Work pants and shorts should be in good condition free of rip and tears (provided by the employee)

· Safety boots. CSA approved (provided by employee)

The shop and trucks are supplied with sufficient hearing protection, eye protection, dust masks and any other required protective accessories. Hearing protection, eye protection and sun protection shall be worn when appropriate. It is the responsibility of the employee to appropriately outfit themselves with safety equipment as required for the specific jobs being performed. (If at any time, management finds employees not abiding by these simple guidelines, this will be grounds to reprimand and perhaps exercise the right for immediate dismissal). 

All requests for protective accessories are to be brought to the attention of management immediately (this may be done through a crew leader).

Any inadequate or worn out protective gear will be replaced when brought to the attention of management.

It is the employer’s responsibility to require employees to wear the appropriate PPE. Employees Observed performing a task without appropriate PPE will be required to comply before continuing with the task. 

Employees not abiding by these guidelines may be subject to disciplinary action.

2.11   TRAINING

· If an employee feels that they require further training, the employee will notify their supervisor immediately.

·  Employees will be provided with appropriate training to allow them to perform their necessary job tasks satisfactorily and in a safe and healthy manner.    

· Training records will be completed during the training sessions and kept on file by the Employer.  Employees will sign in on the training record.
· All employees must attend the general safety training session at the beginning of each year as well as  safety meetings every 3 weeks.

· Included in this manual is a training checklist (next page). This is for you to use to document the training for which you have received (a duplicate copy will be kept on file). Should you acquire or have acquired additional training please notify your supervisor as soon as possible so that we can update your file.

Training Tips (Trainers)

· Explain how and why you want a job done a particular way.

· Personally demonstrate how to do the job the right way.

· If the job has hazards, make certain they are pointed out.

· Before leaving any (new) worker on their own, make certain they have demonstrated an ability to do the job in a safe and proper way manner. Do not leave the worker until you are certain they are doing the job the correct way.

· Make frequent checks on new workers.

2.12   TRAINING CKECKLIST

Employee Name: ___________________________

	Training

Activity
	Employee Signature
	Trainer Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.13   HOUSEKEEPING

All tools and equipment are to be stored in either a company job box or a company vehicle. This includes all equipment: Saws, drills, compactors, ladders, ropes, hand tools, and all small tools. When on larger projects, hand tools such as shovels, rakes, wheelbarrows, may be left on site as long as they’re placed in a secure location. During the day tools should be kept organized, not left lying all over a site, which could create a potential hazard. The work area should be kept as tidy as possible. It is inevitable, messes are generated on construction sites, but if we periodically tidy up our work area during the day, it will help prevent injury. All sites are to be cleaned up at the end of each day and left in equal to or better condition than when we first arrived. It is the responsibility of all employees to maintain a safe and tidy workplace. Sites should be inspected on arrival for potential hazards. All hazards or unsafe conditions shall be communicated to the crew via site meetings. Hazards should be removed or clearly marked and all unsafe conditions should be reported to a supervisor.

Notes:
· Materials or equipment left on the roadside by day or overnight shall be done so in a organized and tidy manner. As well, material or equipment left on the roadside shall be adequately marked with pylons or other marking devices.

· All vehicles must be locked when not in full view of employees (even for the shortest time).

2.14   WHMIS

WHMIS-WORKPLACE HAZARDOUS MATERIALS INFORMATION SYSTEM

The initials WHMIS stand for Workplace Hazardous Materials Information System.

Federal and provincial legislation makes WHMIS a Canada-wide system, implemented to protect the health and safety of workers through the provision of information and education about the use of hazardous products that they may use or be in contact with in the workplace. All workers have the right to know about all chemicals that are in the workplace.

There are 3 components to WHMIS

1) Product labels

2) Material Safety Data Sheets (M.S.D.S.)

3) Worker education and training

Information and instruction about WHMIS is provided to all workers who work with, or who are in proximity to, a hazardous product. A worker who “works’ with a hazardous product is anyone who stores, handles, uses or disposes of the product or who immediately supervises another worker performing these duties.

“In proximity” means in the area in which a workers health and safety could be at risk during use, storage, disposal, and maintenance or during emergencies.

WHMIS training will take place at the beginning of the season and if necessary, in mid-season, and applies to all employees.

INDIVIDUAL REPONSIBILITIES

EMPLOYERS MUST:

· Use properly labelled products

· Make data sheets (MSDS) available to employees / and have them in a open location in a binder.

· Ensure all employees receive training on how to use this information

EMPLOYEES MUST:

· Attend WHMIS training sessions

· Apply knowledge gained to protect themselves and others when working near or with hazardous materials / chemicals.
2.15   PROPER STORAGE AND HANDLING OF CHEMICALS

All chemicals must be considered hazardous and under WHMIS.

All chemicals must be stored in a locked cabinet.

The key for the storage is to be held in a designated area and accessible by  trained personnel.

The lock-up area will be signed with a “danger sign”

   At                                   we use very few products or chemicals which are hazardous. Some of the more common products and materials are:

· Gasoline

· Lubricants

· Cleaners

· Portland cement & related products

· Silica sand (jointing sand)

When in contact with hazardous materials always wear the recommended protective equipment. Use care when handling hazardous materials. Should a spill occur, clean it up immediately as best you as you can without endangering yourself or others. Notify your supervisor immediately. If your not sure what to do ask for help or refer to the Material Safety Data Sheets (MSDS), which can be located at the office or on the safety board at the shop.

2.16   FIRE EXSTINGUISHERS

· Appropriate fire extinguishers are secured in convenient locations in our company vehicles. Please make sure of the locations of all extinguishers.

· The Health & Safety representative. is responsible for checking and maintaining fire extinguishers

· Fire extinguishers shall be checked the first week of each month for proper pin placement and proper gauge levels.

· Once each season, instruction in the use of fire extinguishers shall be conducted for all employees.

· Should you have an occasion to use an extinguisher, DO NOT put it back in its location. Report the use to your supervisor, so that it can be recharged.

· All fire extinguishers must be serviced during spring start-up by a competent contractor once each year

2.17   MACHINERY OPERATION

· Only authorized and trained employees shall operate machinery.

· A copy of all operator manuals and relevant safety materials are kept on file in the office.

· All equipment, tools and vehicles must be checked before use for proper fluid levels and operating condition.

· All shields and guards must be kept on all equipment.

· All machinery will be maintained and serviced when necessary or as per maintenance schedule.

· All machinery must be operated with safety of the operator and others nearby in mind.

· All defects in machinery must be reported to your supervisor and tagged for repair if necessary.

· All equipment and tools must be returned to their proper storage location after use.

· All necessary personal protective equipment must be worn by the operator while operating any piece of machinery and others working in the vicinity shall wear the appropriate P.P.E. as well.

· Keys will be removed from all equipment at the end of each day and stored in a secure location.

2.18   VEHICLE INSPECTIONS

  All vehicles shall be inspected on a daily basis. The driver of each vehicle is responsible for inspecting the vehicle, completing the daily inspection sheet, and ensuring that the vehicle has all necessary documents;

· Record of insurance

· Ownership

· CVOR

· Vehicle inspection sheets

Other equipment such as the skid steer or trailers shall be inspected on the days of use.

· Vehicle inspection sheets will be reviewed periodically by the Health & Safety representative to ensure that vehicles are in safe operating condition.

2.19   LOCKOUT/TAGOUT

  When it’s time to perform maintenance, repairs, or machine set-up, simply unplugging or switching off equipment is not enough. Many serious accidents happen when someone thinks a machine or electricity is safely “off”. Lockout/Tagout is a way to protect our employees. Lockout/Tagout ensures that machines and electricity remain temporarily “off”. Without a Lockout/Tagout system, there is always the possibility that a machine will suddenly start up. That’s when someone could be cut, hit, or crushed. Other hazards might include danger of electrocution or release of hazardous chemicals. To prevent start-ups, you need to identify a machine’s power source – electricity, stored electricity (such as a capacitor), stored pressure (eg. Compressed air), or stored mechanical energy (such as in a coiled spring).

Procedures for Lockout/Tagout:

1) Think, plan and check. If you are in charge, think through the entire procedure. Identify all the parts of any system(s) that need to be shut down. Determine which switches, equipment, and people will be involved. Carefully plan how restarting will take place.

2) Communicate. Let all those who need to know that Lockout/Tagout is taking place.

3) Identify all appropriate power sources, whether near or far from the job site. Include electrical circuits, hydraulic and pneumatic systems, spring energy, and gravity systems.

4) Neutralize all appropriate power at the source. Disconnect electricity, Block moveable parts. Release or block spring energy. Drain or bleed hydraulic and pneumatic lines. Lower suspended parts to rest position.

5) Lockout all power sources. Each worker should have access to locks, chains and clips for locking  out all power sources.

6) Tagout all power sources and machines. Tags should explain the reason for the lockout, your name, how to reach you and the date and time of tagging. Tag machine controls, pressure lines, starter switches, and suspended parts.

7) Do a complete test. Double check all of the above steps. Conduct a personal check. Push start buttons, test circuits, and operate valves to confirm lockout.

Restarting:
  After the job is completed, workers must follow the safety procedures you establish for start-up. Only when all employees are safe and equipment is ready should the power be activated.
2.20   Emergency Response Plan

                              has put in place an emergency response plan.  All employees will be trained on their roles and responsibilities in the event of an emergency.    Arbordale/Moonstruck is committed to operating at the highest standards to protect the health and safety of its workers, the public and the environment.

Each emergency situation should be analyzed as to who should take what action. Communication and training is necessary in order for people to respond properly to the emergency.

First Aid: 

Employees will be offered the opportunity to take a First Aid course. Employees will be aware of who has completed the First Aid training and the location of all First Aid Kits.      

 Supervisors/foremen will be required to complete a First Aid course. In the event of an accident, first aid shall be given immediately and help called for if necessary (ie. fire, police, ambulance). The accident shall be documented once the injured person has received the appropriate help. Management and the Health & safety representative should be notified of the incident immediately to ensure that all necessary measures to provide help and document the incident have been completed.

 Protective and Emergency Equipment:

  All employees will be trained by their supervisors in safe operation of emergency equipment and advised of types of situations when this training might be put to use. Roles and assignments should be identified, Employees, Supervisors etc. should all be aware of how to handle these situations and how to solve them safely and quickly.

    Although all employees will be trained on how to prevent a possible disaster, supervisors and employees should be aware of each other’s roles and responsibilities.

Training and common sense is the key to never having to use our emergency response plan. If you’re not sure about something ask or if you feel you need more training speak to your Supervisor. 

2.21   Medical Emergency:

In the event of a medical emergency:

The following action should be considered immediately.

1. Make sure that your safety is considered first.

2. Ensure the health and safety of any injured individual by calling the appropriate party (911, ambulance, first aid person, police, fire)

3. Call any local authority as required

4. Make sure any pedestrians are removed from the area

5. Complete any paperwork after any emergency or injury has been resolved

Advise all necessary groups immediately:

1. Company’s Joint Health & Safety  Committee

2. WSIB by completing Form 7 within 48 hours

· Our primary focus is to have people trained to look out for and eliminate all jobsite hazards.

2.22   Fire Emergency:

If you discover a fire:

1.  
      If you feel the fire can be contained and you have had training in the operation of a fire extinguisher:
(a) 
You may get a fire extinguisher and attempt to extinguish  


    
the fire – use short bursts at the base of the flame. 

(b) Use extreme caution to avoid being trapped by the fire

2.
      Stop trying to extinguish the fire if you feel it cannot be contained. 

3.
      Exit the building immediately in a calm fashion.

4.
      Call 911.

6. Secure the site for the protection of others.

7. Notify your supervisor.

8. Meet at a safe location for a head count.  Remain at the meeting location until released by management.  Never leave the premises without permission.  All employees must be accounted for.  No exceptions are permitted.

9. Should injuries occur during an evacuation, the person must be taken outside the building and then provided with first aid.

FOR YOUR INFORMATION:

Fire extinguishers are located various places in the vehicles:

1. Behind the seat of all Dump Trucks

2. Near the roll up door of all cube vans

3. Near the side access door on all panel vans

2.23   Chemical Spill:

In the event of a chemical spill, the response will be determined by the supervisor based on his assessment of the situation.  

In the event of a chemical spill:

1. Notify your supervisor immediately

2. Do not go near the chemical

3. Warn other employees in the immediate area

4. The supervisor will decide whether evacuation is necessary

5.
If necessary, follow the evacuation procedure for a fire emergency

6.      The supervisor shall inform the fire department if necessary

7.       Render or seek first-aid as necessary
2.24   Gas Leak:

In the event of a gas leak:

1.
Notify your supervisor immediately

2.
Turn off the main gas supply line

3.
Eliminate all sources of ignition

4.
If possible, ventilate the area by opening all the doors and windows

5. Follow the evacuation procedure for a fire emergency

6. Call 911 and Enbridge Gas from outside the building

2.25   EMERGENCY TELEPHONE NUMBERS:

FIRE DEPARTMENT



911

POLICE





911

AMBULANCE




911

 (owner)


            








(416) 346-4624 cell

POISON CONTROL



1-800-268-9017

ENBRIDGE GAS




1-416-447-4911

BELL CANADA




1-800-310-2355

2.26   Injury/Illness Reporting & Investigation

Accident Investigation Procedure

The following outlines the Accident Investigation Policy and Procedures for           .

All accidents must be reported to management (foreman/owner) immediately (within 24 hours of the actual accident). Our company requires that all accidents, no matter how serious in nature, must be reported. 

It is the responsibility of the individual, who was involved in the accident, to complete the accident report (accident report forms can be found in a folder on the safety board or ask your health & safety representative for a copy). If the individual is injured and cannot complete the accident report form, any other employee present must complete the form for the injured person. It is recommended that the individual do this with their immediate supervisor and have the supervisor sign the accident report with the individual. All pertinent details must be included such as: date, time, parties involved, weather, witnesses, and specific details as to cause of accident, damages, personal injury, police involvement, ambulance, and any other detail.

Management and the Health & Safety representative must investigate the circumstances of the accident and must make recommendations so that similar incidents are less likely to occur in the future. Management will also make recommendations for any necessary changes to the health & safety policy. Management and the Health & Safety representative will interview the person who had the accident (and witnesses if required) and insure that all the pertinent data is detailed on the accident report.

2.27   EMPLOYEE INJURY/ILLNESS/INCIDENT REPORT

	Name:

	Occupation:

	Nature of Injury:

	Date of Occurrence:
	Time:

	Please state:

a)
The sequence of events that led up to the incident

b)
Where the incident occurred

c)
What you were doing at the time

d)
The weight, size and type of equipment being used

e)
Details of the injury/illness/damage

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Signature:
	Date:

	Names of Witnesses:




2.28   RETURN TO WORK POLICY

In the event that an employee is off work due to a workplace accident or injury,         is committed to ensuring that every effort will be made to return the employee to the pre-accident position according to the following procedure.

GOAL

The goal of the “return to work” program is to place employees who have an occupational or non-occupational injury or illness back into the workplace as quickly as possible, with the hope of returning them to their pre-injury position.

PROCEDURE

1. When an employee has been injured, management and/or the safety representative will make sure that frequent contact is maintained with the employee.

2. A Functional Abilities Form shall be returned to management or the safety representative and the employee from the injured employee’s doctor. The employees’ new level of capability will be reviewed and the employee will participate in a functional task ability analysis as required by the doctor.

3. It will be the combined decision of management, the safety representative and the employee as to the tasks available and work schedule that will be implemented to best suit the employee.

4. The program will be offered for a maximum of eight weeks with the possibility of a four-week extension if deemed necessary by the employee’s doctor. This can consist of reduced work schedule.

5. During this new schedule the employee will be monitored weekly.

6. If management, the safety representative, the employee’s doctor and the employee feel that there is no way the new level of capabilities will allow the employee to return to their pre-injury position, then alternate work will be found, if and when available.

7. If there is a discrepancy on any of the above and it is a Workplace Safety Insurance Board claim, the final decision will come from WSIB. If it is not a WSIB claim, it will be left to the decision of management.

8. In a gradual return to work situation, hours worked will be paid for at the rate of pay of the position in which the worker is placed and the additional monies will come from either WSIB or EI.

9. The company will attempt to find other light duties for the injured worker while they rehabilitate to return to their pre-accident position.

2.29   Form Functional Abilities (***INSERT WSIB FORM)
Employee: _____________________ Date: __________

Result of Injury or Illness: _______________________

1____May return to work today on full duties________(Date)

2____May return to modified/alternate duties with precautions for ____days.

Physical Demands (please check to indicate employee’s capabilities):

Lifting/Carrying


Bending/Stretching

___Not at this time, will
      ___ Not at this time, will

      re-evaluate



  re-evaluate

___Above waist

      ___ Occasional (<1 hour)

___Floor to waist

      ___ Frequent (1 to 4 hours)

___Weight restrictions __lbs.
      ___ Continuous (>4 hours)

Twisting/Turning


 Mobility

___Not at this time, will
      ___ Not at this time, will

      re-evaluate



 re-evaluate

___Occasional (<1 hour)
      ___ No prolonged standing

___Frequent (1 to 4 hours)
      ___ No prolonged sitting

___Continuous (<4 hour)
      ___ Alternate standing/sitting

Walking



  Skin Wounds

___ Not at this time, will
      ___ Keep clean and dry

       re-evaluate


      ___ Avoid primary irritants

___ Occasional (<1 hour)
      ___ Avoid in specific areas

___ Frequent (1 to 4 hour)

___ Continuous (>4 hour)

Cardiovascular/Respiratory

___Avoid physical exertion

___Avoid excess job pressure

Avoid Dust and /or fumes

3 ___Employee will not be able to return to work until ________(date)

Comments: _____________________________________________________________________________________________________________________________________

Training Practitioner: (please print)___________________________________________

Signature: _______________________________________

2.30   MODIFIED WORK PROGRESS CHART

Name: ______________________ Program Goal: _________________________

Department: __________________ Program Length: _______________________

Week One:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Week Two:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Week Three

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Week Four

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Recommendations

________________________________________________________________________________________________________________________________________________________________________________________________________________________

Conclusions

________________________________________________________________

2.31   TRAINING CKECKLIST (sample)

Employee Name:___________________________

	Training

Activity
	Employee Signature
	Trainer Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2.32   EMPLOYEE INJURY/ILLNESS REPORT (sample)

	Name:

	Occupation:

	Nature of Injury:

	Date of Occurrence:
	Time:

	Please state:

a)
The sequence of events that led up to the incident

b)
Where the incident occurred

c)
What you were doing at the time

d)
The weight, size and type of equipment being used

e)
Details of the injury/illness/damage

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Signature:
	Date:

	Names of Witnesses:




2.33   TERMS OF EMPLOYMENT (sample)

Administration

· Employees shall fill out all necessary forms before starting employment.

· Each employee must read the company Health & Safety manual as well as the Landscape Ontario safety manual, and sign off that they have read it, understand it, and will comply with it. (The employee manual will be reviewed with all staff at the first safety meeting and sign-off will take place at the conclusion of this meeting.)

Appearance/Conduct

· Employees must be clean and neat at all times, depending on the nature of work.

· Employees shall not leave the job site without the permission of their supervisor.

· Employees must be prepared to work in all types of weather.

Equipment, Tools and Vehicles

· Employees shall not remove tools from the job site without permission.

· Employees shall not operate any equipment or vehicles without being tested and approved by a supervisor. (This may include a driving competency test for truck drivers.

· New employees must supply                                       with a driver’s record (abstract) from the Ministry of Transportation before vehicle operation is allowed. 
Safety
· Employees shall report all damages and injuries immediately to their supervisor.

· Employees shall purchase and wear approved safety boots.

· Employees shall wear other safety equipment as directed or required.

· Employees shall not operate equipment or vehicles or handle chemicals unless authorized to do so.

· Employees shall not engage in horseplay.

· Employees shall follow all other safety rules deemed necessary.

Failure to abide by the safety policy and procedures will result in disciplinary action up to and including termination of employment.

I hereby declare that I have read, understood and agree to abide by the Terms and Conditions of Employment with Arbordale/Moonstruck.

Name (print): _________________________________________

Signature: ___________________________________Date: ______________

 Employee Handbook 


& Health/Safety Manual





Revised March 2008


By: 
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