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Health and Safety Policy 
 

 
The Management of the Mohawk Students’ Association (MSA) is vitally 
interested in the health and safety of its employees. To this end, the MSA is 
dedicated to the continuing objective of preventing injuries.  The MSA is 
committed to ensuring that its membership, staff, student leaders and others 
associated with its operation and services are provided a safe and healthy work 
environment.  
 
The Mohawk Students’ Association, as an employer, is ultimately responsible for 
employee health and safety.  As Executive Director, I will make every effort to 
ensure that every reasonable precaution will be taken for the protection of the 
workplace. 
 
Managers are responsible to ensure that workers are made aware of the hazards 
in their work area and that workers work in compliance with the established safe 
work practices and procedures.  Workers must receive adequate training in their 
specific work tasks to protect their health and safety. 
 
All employees must protect his or her health and safety by working in compliance 
with the law and with safe work practices and procedures established by the 
MSA. Our Commitment to health and safety and prevention must form an integral 
part of this organization from the Executive Director to the workers.  It should be 
noted that the MSA has huge swings in its employment numbers due to seasonal 
demands.  Due to this, there may be times that the committee may not be as 
active. 
 
 
Signed: ______________________     Date: ________________________ 
     Executive Director 
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Introduction 
 
The Mohawk Students’ Association (MSA) Employee Health & Safety Manual is intended as a reference for all 
MSA members, employees, managers, and sub-contractors.  Its purpose is to define the rules, guidelines and 
basic information that are needed in order to work here.  We welcome discussion and suggestions to improve this 
manual.  Updates and changes will be done annually. 
 
Every member and employee, when hired or elected, will receive a copy of the Employee Health & Safety 
Manual, or the Employee Health & Safety Manual will be posted in a central location within your department and 
will be available to view on Share Point. As a condition of employment or term of office, the employee must sign 
an agreement which states:  
 
“I hereby declare that this Employee Health & Safety Manual has been reviewed by my employer/manager with 
me.  I understand the requirements outlined in this Health & Safety Manual and agree to abide by the rules and 
company policies and procedures contained in this Health & Safety Manual.  I acknowledge that any repeated 
violation of these policies and procedures will be cause for disciplinary action or even termination of my 
employment as per the discipline policy.  I have been given access to a copy of this Manual.” 
 
In addition to the policies and procedures outlined in this Employee Health & Safety Manual, employees are 
expected to work in accordance with department-specific policies and procedures and complete a Health & Safety 
training program including WHMIS training and quiz, completing the Ministry of Labour’s Worker or Supervisor 
Health and Safety Awareness Training and reviewing the Accessibility of Ontarians with Disabilities Act (AODA) 
and the Emergency Evacuation and Lockdown procedures.  Any member or employee, who intentionally 
disregards or violates the policies and procedures in the manual, or any department specific manual, or refuses to 
complete the Health & Safety training program, will be subject to disciplinary action, up to and including dismissal. 
 
*All references to the term “employee” throughout this handbook will include all MSA board members, full-time 
and part-time staff. 
 
Standards 
 
The standards contained in this Manual have been developed for the Mohawk Students’ Association to ensure: 

1. that hazards are recognized and eliminated or controlled 
2. that equipment is maintained to ensure its safe operation 
3. that training needs are identified 
4. that changes in the workplace are identified 
5. that health and safety awareness in the workplace is increased 
6. that employees have the knowledge and training to perform their job tasks 
7. safe work guidelines are followed 

 
All employees will follow the standards contained in this Manual.  All employees have roles and responsibilities for 
health and safety.  The success of this program relies on the participation of all employees. 
 
Communication of Standards 
 
Company standards are communicated verbally through group and one-on-one training sessions. 
New employees will be trained on all of the MSA’s standards and Health & Safety requirements. 
Any changes to the Employee Health & Safety Manual will be communicated to employees at staff training 
sessions and staff meetings. 
 
Training 
 
Employees will be provided with appropriate training to allow them to perform their necessary job tasks 
satisfactorily and in a safe and healthy manner.  If an employee feels that they require further training, the 
employee will notify their manager/supervisor immediately.  Training records will be completed during the training 
sessions and kept on file by the Employer.  
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Evaluation of Standards 
 
Employees are encouraged to provide feedback on an ongoing basis to assist with improvements to the 
Employee Health & Safety Manual.  Notify your manager/supervisor with suggested changes or additions. 
 
Management will evaluate all feedback received from employees. 
 
A review of this Employee Health & Safety Manual will take place on an annual basis to determine its 
effectiveness and to make any necessary changes/improvements.  The schedule for review will be set by Joint 
Health & Safety Committee and will include reviews of parts of the Employee Health & Safety Manual at each 
Health & Safety Committee meeting.  
 
The workplace inspection procedure will also help to provide an ongoing evaluation of training needs and 
effectiveness of standards. 
 
Acknowledging Success/Making Improvements 
 
Management acknowledges that employee participation in development, implementation and maintenance of this 
Employee Health & Safety Manual is critical to its success. 
 
Findings from the ongoing evaluation process will determine if and when this Employee Health & Safety Manual 
requires modification. 
 
Any changes made to the program will be reviewed with all employees at the staff meeting and/or at staff training 
sessions. 
 
Health and Safety Action Plan 
 
The MSA will develop an annual health and safety action plan to support the maintenance of this Employee 
Health & Safety Manual.  A copy of the action plan will be posted on the MSA Health and Safety Committee News 
board located in the MSA office lounge - G109n. 
 
Items to be included on the annual action plan are: 

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

 Review workplace specific training 

 Schedule monthly workplace inspections 

 Review training needs 

 Complete annual fire drill – Mohawk College 

 Complete Lockdown drill- Mohawk College 

 Review and update floor plan 

 Schedule inspections of first aid kits and fire extinguishers –MSA and Mohawk College, respectively 

 Schedule maintenance of equipment in conjunction with Mohawk 

 Schedule review of Employee Health & Safety Manual 
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Workers Health and Safety Rights and Responsibilities 
 
Under the Occupational Health and Safety Act (OHSA), worker responsibilities include the following: 
 

1. Working in compliance with the provisions of the OHSA, regulations, and internal policies and 
procedures. 

2. Using or wearing the equipment, protective devices or clothing that the MSA requires to be used or worn. 
3. Reporting to his/her manager/supervisor the absence of or defect in any equipment or protective device 

of which the worker is aware and which may endanger him/herself or another worker. 
4. Reporting to his/her manager/supervisor any contravention of the OHSA, regulations, the MSA policies 

and procedures. 
5. Reporting to his/her manager/supervisor the existence of any hazard of which he/she is aware. 
6. Not removing or making ineffective any protective device without providing an adequate temporary 

protective device.  Replacing immediately the original protective device when the work is completed. 
7. Not using or operating any equipment, machine, or device in any manner that may endanger him/herself 

of another worker. 
8. Not engaging in any prank, contest, feat of strength, unnecessary running or rough and boisterous 

conduct. 
 
Other responsibilities include: 
 

 Know, understand and implement safe work practices and procedures. 

 Know, understand and employ established rules and procedures for handling materials, equipment and 
processes (e.g. report unlabelled containers, use proper lifting techniques, etc.) 

 Request replacement for worn out or defective equipment. 

 Use all safety devices provided, ensuring optimum condition of devices and reporting any defects 
immediately to a manager. 

 Use equipment and materials only in the manner intended. 

 Use only equipment which the worker has been trained to operate safely. 

 Carry out repairs, alterations and process changes only when authorized. 

 Report all injuries, incidents and unusual conditions immediately to manager/supervisor. 

 Inspect work area daily and report any hazards immediately to manager/supervisor. 

 Return completed Employee Accident/Incident/Property Damage Report 

 Participate in return to work program when injured at the workplace. 
 
** Note – a worker includes a manager 
 
The Right to Know 
 
Workers have the right to know about any potential hazards in the workplace.  They have a right to training and 
information on machinery, equipment, working conditions, processes and hazardous substances.  The Workplace 
Hazardous Materials Information System (WHMIS) is an example of a worker’s right to know. 
 
The Right to Participate 
 
Workers have the right to be part of the process of identifying and resolving workplace health and safety 
concerns.  They participate through worker membership on Joint Health and Safety Committees (JHSC) and 
report concerns to their manager/supervisor or employer. 
 
The Right to Refuse Unsafe Work 
 
Workers have the right to refuse work they believe is dangerous to their own health and safety or to that of 
another worker.  The Act includes the process for refusing work and employer responsibilities for responding to 
refusals.  The Act also provides workers with protection from reprisal from the employer.  Certain professions are 
excluded from the right to refuse unsafe work.  Consult the OHSA for further details. 
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Work Refusal Procedure 

 

 Worker refuses to work because he/she has reason to believe work endangers health or safety.     

               

    
Worker reports problem to 

manager/supervisor.       

               

    Worker representative called in.       

               

 Manager/supervisor investigates in presence of worker and worker rep.     

               

 Manager/supervisor agrees that the situation endangers health or safety.     YES  

     NO           

 Worker continues to believe that work endangers health or safety.    Manager/supervisor takes corrective action. 

         NO           

  YES         
Worker returns to 

work.  

 Inspector notified.     

Inspector investigates in consultation with 
worker, employer and worker rep. 

     

           

                

Worker may be assigned 
reasonable alternative worker. 

              

            

         

Corrective action if 
ordered. 

   

     Written decision.     

              

              

 
 
Employer Health and Safety Rights and Responsibilities 
 
Under the Occupational Health and Safety Act (OHSA), key responsibilities of the Mohawk Students’ Association 
include: 
 

1. Providing equipment, materials and protective devices (e.g. guards on machines, safety harnesses, eye 
wash stations, gloves, etc.) 

2. Providing equipment, materials and protective devices that are maintained in good condition. 
3. Ensuring equipment, materials and protective devices are used properly and in a safe manner. 
4. Providing information, instruction and supervision to employees to protect the heath and safety of the 

employee. 
5. Appointing competent managers/supervisors (Competence is based on manager/supervisor’s knowledge, 

training and experience to organize the work and its performance; supervisor is familiar with OHSA and 
regulations that apply to the work, and has knowledge of any potential or actual danger to health or safety 
in the workplace.) 

6. Providing (upon request), in a medical emergency, information in the possession of the employer, 
including confidential business information to a legally qualified medical practitioner, and to such other 
persons as may be required by law. 

7. Acquainting an employee or a person in authority over an employee with any hazard in the workplace and 
in the handling, storage, use, disposal and transport of any article, device, equipment or a biological, 
chemical or physical agent. 

8. Affording assistance and co-operation to the Joint Health and Safety Committee (JHSC), and a health 
and safety representative in the carrying out by any of their functions. 
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9. Only employing a worker over the prescribed age. 
10. Not knowingly permitting anyone under the prescribed age in or about the workplace. 
11. Taking every precaution reasonable in the circumstances for the protection of an employee. 
12. Providing to the JHSC or to a health and safety representative, the results of a report respecting 

occupational health and safety that is in the employer’s possession and, if that report is in writing, a copy 
of the portions of the report that concern occupational health and safety.  The employer must also advise 
employees of the results of a report and, if the report is in writing, make available to them on request 
copies of the portions of the report that concern occupational health and safety. 

13. Responding in writing, within 21 days, to any health and safety recommendations submitted by the JHSC 
or health and safety representative. 

14. Posting a copy of the Occupational Health and Safety Act and pertinent regulations in an accessible 
workplace location. 

15. Posting, reviewing and re-posting annually, a copy of the MSA’s Health and Safety Policy in an 
accessible workplace location. 

16. Developing and maintaining a health and safety program to implement the MSA’s Health and Safety 
Policy. 

 
Manager/Supervisor Health and Safety Rights and Responsibilities 
 
Under the Occupational Health and Safety Act (OHSA), managers/supervisors are required to ensure that: 
 

1. Employees work in the manner and with the protective devices, measures and procedures required by 
the OHSA and regulations (e.g. fall-arrest systems, confining hair, jewelry or loose clothing around 
moving machine parts, etc.) 

2. Employees use or wear the equipment, protective devices or clothing that the MSA requires be used or 
worn. 

3. Employees are advised of the existence of any potential or actual danger to their health or safety of which 
the manager/supervisor is aware. 

4. Employees are provided with written instructions as to the measures and procedures to be taken for their 
protection. 

5. Every precaution reasonable in the circumstances is taken for the protection of an employee. 
 
Other responsibilities include: 
 

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

 Be interested in and involved with the organization’s health and safety performance. 

 Uphold safety rules and procedures and support enforcement including disciplinary action. 

 Develop a working relationship with JHSC members/health and safety representative and support their 
role. 

 Make every reasonable attempt to resolve the health and safety concern of employees. 

 Ensure training of employees in safe work practices and job safety requirements associated with a 
particular job process and provide written instructions where appropriate. 

 Correct unsafe acts and unsafe conditions. 

 Report and investigate all incidents and injuries to employees and guests and any property damage or 
loss of process. 

 Ensure that a maintenance program for any equipment and machinery in the workplace is carried out. 

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

 Inform manager/supervisor of any known occupational health and safety concerns. 

 Regularly evaluate employee performance and provide periodic feedback with respect to health and 
safety. 
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Joint Health and Safety Committee (JHSC) Responsibilities 
 
Purpose 
To develop terms of reference for the Joint Health and Safety Committee (JHSC) to ensure compliance under the 
Occupational Health and Safety Act. 
 
Responsibility 

1. The employer is responsible for ensuring that a JHSC is established and maintained. 
2. The JHSC is responsible for ensuring the proper application of this policy. 

 
Procedure 
Composition 

1. The JHSC will be composed of a minimum of four members (50 plus employees). 
2. At least 50% of the members must be non-management workers. 
3. The worker member(s) must be selected by the workers. 
4. The employer shall select the member(s) representing management. 
5. The members will fill this role for a minimum of two years.  There will be no maximum. 
6. If possible, terms of office will overlap so continuity can be maintained. 
7. The names and work location of all JHSC members must be posted. 
8. At least two members of the JHSC must be certified, one representing the workers and one representing 

management. 
 
Meetings and Minutes 

1. Committee members must meet every three months. 
2. Members are responsible for making arrangements with their manager for attendance at the JHSC 

meetings and for preparation time prior to the meetings. 
3. A schedule of JHSC meetings for the year is to be developed, published and posted at the beginning of 

each calendar year, listing the date, time and location. 
4. An agenda is to be developed by the co-chairperson for each meeting and circulated at least one week in 

advance of the meeting. 
5. Written minutes of the meeting are to be taken, outlining the following: 

a) date, time and location of the meeting held 
b) names of all members and other persons present 
c) itemized record of all items discussed and the outcome 

 reports presented and by whom 

 problems identified 

 agreed upon recommendations 

 actions to be taken by individual members 

 business the committee has agreed to discuss at the next meeting 

 responses of management to the committee 

 discussion with respect to the above 

 date, time and location of the next meeting 
6. Minutes are to be signed by the co-chairperson and circulated within a week, with one copy: 

a) posted 
b) circulated to JHSC members 
c) circulated to department managers 
d) circulated to the employer 

 
General Duties for Committee 

1. Follow the guidelines outlined in the Occupational Health and Safety Act. 
2. Develop, publish and post, at the beginning of each calendar year, a schedule for the monthly health and 

safety workplace inspections for the year. 
3. Workplace inspections will be conducted monthly, by trained, appointed members, and all substandard 

acts and working condition will be documented. 
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4. Review all completed Employee Accident/Incident/Property Damage Reports, analyze information 
and make recommendations to management to reduce recurrences. 

5. Designate a committee member to investigate when a person is killed or critically injured. 
6. Obtain information regarding: 

a) hazardous materials, processes or equipment 
b) designated substances and the respective control-program reports workplace testing that is being 

carried out for health and safety purposes. 
7. Provide advice and recommendations to management on health and safety programs in general, as 

outlined below: 
a) Recommendations to management from the joint health and safety committee, for any items not 

already identified on the Workplace Inspection Report are to be submitted in writing in the form 
of a health and safety recommendation with the following information: 

 Nature of concern with background information and justification 

 Recommended remedial action, listing suggested solutions and methods of 
implementation 

 Date 
b) The co-chairpersons are responsible for ensuring the written recommendations are received by 

the employer 
c) The employer is responsible for the reply to JHSC recommendations 
d) Management will respond to the recommendations, in writing within 21 days, with: 

 Timetable for implementation if the employer agrees with the recommendation 

 Reasons for disagreement if the recommendation is not acceptable 

 Alternative resolutions and timetable for implementation if the recommendation is not 
acceptable. 

8. Encourage fellow employees to work safely and to report hazardous or unsafe conditions immediately to 
their manager/supervisor. 

9. Identify areas of health and safety training for all employees. 
10. Be present for, or assist in work refusal investigations. 
11. Be available to accompany a Ministry of Labour officer on his/her inspection tour of the workplace. 

 
Discipline Policy 
Employees must follow this standard in order to maintain a safe and healthy work environment.  Disciplinary 
actions may be necessary to deal with non-compliance. 
 
The discipline policy of the Mohawk Students’ Association follows: 
 
First Offence:  Verbal Warning 

1. The worker will be given a verbal warning. 
2. The worker is to be advised that the next infraction will result in a written warning. 
3. The warning is to be documented and kept in the employee’s personnel file. 

 
Second Offence:  Written Warning 

1. The worker will be given a written warning. 
2. A copy of the written warning is to be documented and kept in the employee’s personnel file. 

 
Third Offence:  Written Warning 

1. The worker will be given a written warning. 
2. A copy of the written warning will include notification that the next infraction will result in dismissal. 
3. A copy of the written warning is to be documented and kept in the employee’s personnel file. 

 
Fourth Offence:  Dismissal 

1. The worker will be dismissed immediately. 
2. The dismissal will be confirmed in writing (via mail). 
3. A copy of the dismissal will be kept in the employee’s personnel file. 
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A Guide to Good Conduct 
While on duty, employees are expected to conduct themselves in a manner that promotes the safety and 
wellbeing of all employees.  Management expects suitable, orderly work habits and the protection of employees 
and company property.  Employees not working in this manner will be subject to disciplinary action. 
 
Acts of Misconduct: 
The following acts are considered serious infractions and will result in disciplinary action that may include 
immediate dismissal as well as legal or police action: 
 

 Being in the possession of or under the influence of alcohol or illegal drugs while at work 

 Possessing or using any gun or firearm, illegal knife or other illegal weapon on company property 

 Failure to wear personal protective equipment in a designated area or as required for a specific task 

 Creating unsafe or unsanitary conditions 

 Disregard for the safety of oneself or another 

 Failure to report an injury or incident or a hazard 

 Showing disrespect for a manager/supervisor, co-worker or customer 

 Refusing or failing to follow the instructions of a manager/supervisor 

 Smoking in a prohibited area 

 Fighting, theft, horseplay, boisterous conduct, sleeping or unauthorized absence from the workplace 

 Damaging or defacing company property 

 Tardiness or absence from work without calling in prior to the start of the shift 
 
Reporting Hazards and Safety Concerns 
 
Purpose 
To identify the steps to be taken for reporting hazardous conditions that may arise in the workplace. 
 
Responsibility 

1. All employees are responsible for reporting to his/her manager/supervisor any hazardous conditions that 
may exist in the workplace. 

2. The workplace manager/supervisor is responsible for responding to the employee’s concern and ensuring 
the hazardous condition is resolved. 

 
Procedure 

1. Employee who identifies a safety hazard/concern should report this to his/her manager/supervisor 
immediately. 

2. The manager/supervisor is expected to deal with the matter promptly, consult with others as needed, and 
advise the employee of the plan of action to resolve the matter.  Reasonable time would depend on the 
potential risk of the situation but should not exceed one week. 

3. If the manager/supervisor is unable to resolve the concern, he/she should bring it to the attention of the 
Executive Director and/or JHSC. 

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

5. The employee will be asked to document the concern, outlining the facts and the information requested. 
6. All concerns are to be thoroughly investigated with factual information pertaining to the concern. 
7. The Joint Health and Safety Committee and the employee’s manager/supervisor are responsible for 

ensuring the employee is informed of the progress of the resolution of the concern. 
8. If the concern remains unresolved, the Joint Health and Safety Committee may contact the Ministry of 

Labour for assistance. 
 
Note:  This procedure does not preclude the employee from exercising his/her right to refuse unsafe work, as 
defined under the Occupational Health and Safety Act. 
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Inspections  
 
Purpose 
To assess the quality of workplace conditions, equipment and methods, and the quality and adequacy of controls 
for hazards in the workplace. 
 
Responsibility 
The employer is responsible for ensuring the proper application of this policy. 
 
Procedure 

A. General 
1. The workplace inspections will be conducted on a monthly basis. 
2. A schedule of workplace inspections for the year is to be developed, published and posted by the health 

and safety committee, at the beginning of each year, listing the date and time of each inspection. 
 

B. Inspection 
1. Workplace inspections will be completed by at least 2 members of the health and safety committee, (one 

management and one worker member)  
2. All substandard or unsatisfactory conditions will be recorded on the “Workplace Inspection Report.” 

Compliant areas should be noted as well. 
3. The health and safety committee inspector will record any suggestions in the “Recommended Actions” 

section and report the findings to the employer. 
4. Copies of the “Workplace Inspection Report” will be: 

 Posted on the health and safety section of the bulletin board 

 Maintained on file by the employer 

 Available to be reviewed by each health and safety committee member  
 

C. Analysis and Follow-Up 
1. The employer is responsible for reviewing the “Workplace Inspection Report” and initiating the 

appropriate corrective action, in order of its priority. 
2. The “Workplace Inspection Report” shall be completed within one week, with the following information: 

 The action taken or planned to be taken 

 The completion date. 
3. Subsequent workplace inspections will review the items from previous inspections to ensure the remedial 

action has resolved the concern. 
 
Injury/Illness/Incident Reporting & Investigation 
Purpose 
To provide a procedure where all occurrences can be investigated to prevent recurrence.  Occurrences are: 

 Injuries 

 Occupational illnesses 

 Property damage 

 Near misses 
 
Responsibility 

1. Employees are required to report all injuries/illnesses/incidents/property damage occurrences to 
his/her manager/supervisor and complete the Employee Accident/Incident/Property Damage 
Report.   

2. The manager/supervisor is responsible for investigating, reporting and corrective action follow-up 
of all injuries/illnesses/incidents/property damage and complete the Manager/supervisor 
Investigation Report.  



Employee Health & Safety Manual Revised January 2016 
  13 

 

Procedure 
General 
1. All injuries/illnesses/incidents/property damage must be reported to the manager/supervisor. 
2. Immediately after an injury/illness/incident/property damage occurrence, the manager/supervisor shall ensure 

the safety of employees, public, equipment and facilities from further injury or damage and follow the steps 
laid out in the applicable procedure. 

3. Employers  must report a work related accident/illness to the Workplace Safety and Insurance Board (WSIB) 
if they learn that a worker: 

 requires health care from any professional 

 is absent from regular work 

 earns less than regular pay for regular work (e.g., only working partial hours) 

 requires modified work at less than regular pay. 
Reporting is also required if, following the date of the work related accident/illness, the worker does not 
receive health care but requires modified work at regular pay for more than seven calendar days.  The law 
requires you complete this form within 3 calendar days after learning of your reporting obligation as a result of 
a work related injury/illness.  

4. There are four categories of injuries: 

 No treatment 

 First aid 

 Health care 

 Critical injury 
 
A. No Treatment Injury 
1.  A “no treatment injury” occurs when there is an injury that does not require any treatment (i.e. bruised 
     finger). 
2.  The employee will report the injury to the manager/supervisor. 
3.  The manager/supervisor will record the injury on an Accident/Incident/Property Damage Report. 
 
B. First Aid Injury 
1.  A “first aid injury” is an injury that can be treated at the worksite and does not require treatment from a   
     health care professional (i.e. a cut finger that requires a band aid only). 
2.  The employee is to report the injury to the manager/supervisor. 
3.  First Aid treatment will be provided and the treatment recorded in the “First Aid Report Book” and on an                                            
Accident/Incident/Property Damage Report. 
 
C. Health Care Injury 
1.  A “Health Care Injury” is an injury that requires treatment (i.e. cut finger that requires stitches) from a 

  health care professional (i.e. physician, chiropractor, etc.) but is not of a critical nature.  A 
     Manager/supervisor is to arrange for: 

 First aid treatment for the injured employee and record the treatment in the “First Aid Report Book”. 

 Transportation (e.g. taxi, ambulance, etc.) of the employee to a location where professional health care 
can be delivered (i.e. doctor’s office, hospital). 

2.  A Health Professional’s Report (Form 8) is to be provided by the injured worker to the manager/supervisor 
as soon as reasonable.  This is provided by the health care professional to the injured worker. 
3. The manager/supervisor is to conduct an investigation immediately, or as soon as possible following  
    notification of the injury/illness/incident/property damage using the Manager/Supervisor Investigation 
Report. 
4.The manager/supervisor will notify the employer that a health care injury has taken place and that a  
    WSIB Form 7 must be submitted to WSIB within 3 days of the injury. 
 



Employee Health & Safety Manual Revised January 2016 
  14 

 

D. Critical Injury 
1.  A “Critical Injury” is an injury of a serious nature that: 

 Places life in jeopardy 

 Produces unconsciousness 

 Results in substantial loss of blood 

 Involves the fracture of a leg or arm but not a finger or a toe 

 Involves the amputation of a leg, arm, hand, foot, but not a finger or a toe 

 Consists of burn to a major portion of the body 

 Causes the loss of sight in an eye 
2.  The manager/supervisor is to arrange for: 

 First aid treatment of the injured employee and record the treatment in the “First Aid Report Book”. 

 Transportation (e.g. taxi, ambulance, etc.) of the employee to a location where professional health care 
can be delivered (e.g. hospital). 

 Immediate notification of the Ministry of Labour, Joint Health and Safety Committee, and employer. 

 Securing the scene as per OHSA section 51(2). 
3. A Health Professional’s Report (Form 8) is to be provided to supervisor by injured worker as soon as 

reasonable.  This is provided by the health care professional to the injured worker. 
4.  The manager/supervisor is to conduct an investigation immediately, or as soon as possible following  

the notification of the injury/illness/incident/property damage. The Ministry of Labour must be notified 
immediately and the accident investigation report must be submitted to the Ministry of Labour within 48 hours.  

5.  The manager/supervisor will notify the employer that a critical injury has taken place and that a WSIB  
      Form 7 must be submitted to WSIB within 3 days of the injury. 
 
Conducting the Investigation: 
1.  Investigations will be conducted by the manager/supervisor, with the optional assistance of a member  
     of the Joint Health and Safety Committee (Note: for items with an *, assistance from a member of the  
     Joint Health and Safety Committee is compulsory).  The findings are documented on the  
     “Manager/Supervisor Investigation Report” whenever any of the following occurs: 

 Health care 

 Critical injury* 

 Fatality* 

 Fire or explosion 

 Property damage 

 Injury/illness/incident/property damage involving possible public liability 

 Other injury/illness/incident/property damage 
2.  When conducting the investigation it is important to: 

 Preserve the injury/illness/incident/property damage scene where practical and possible 

 Identify witnesses or others having knowledge of the accident/incident 

 Interview the injured employee where practical and possible 

 Identify and primary/secondary causes 

 Identify any primary/secondary unsafe actions 

 Identify any primary/secondary hazardous conditions 
3.   Investigations must be completed within 48 hours of the injury/illness/incident/property damage or 

request. 
4. Copies of the Investigation Report will be: 

 Given to the employer to be kept on file 

 Posted on the Staff Information Board 

 Given to the JHSC for review 
5. Any corrective action will be completed by or assigned by the manager/supervisor 
6. Confirmation of completed corrective action, if any, must be noted on the investigation form by the 

manager/supervisor 
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Emergency Response 
 
Emergency Telephone Numbers when calling from Campus Phones: 
 
Fire Department      911 
Police        911 
Ambulance       911 
Executive Director      (905) 575-2391 
Finance Manager, Management Chair, JHSC    (905) 575-1212 ext. 3216 
Operations Manager      (905) 575-2265 
Poison Control       1-800-268-9017 
Ministry of Labour      1-877-202-0008 
Mohawk College Security     Ext. 2003 or 55 
 
General Information in Case of Emergency: 
In an emergency, the number one priority is the minimization of injury and/or damage to people and property and 
a quick recovery to normal business operation.  The emergency plan outlines the procedure for a coordinated, 
safe and orderly evacuation of the building in the event of an emergency.  Following the proper procedure will 
ensure the safety of all personnel at all times. 
 
In the event of a fire, the employer assumes full control of the building.  Everyone must follow the instructions of 
the person in charge.  Failure to do so will result in disciplinary action. 
 
The responding emergency departments will take complete charge of the situation upon arrival.  Only the officer 
in charge shall authorize re-entry of the building. 
 
Evacuation of the building must be a disciplined process based on an understanding of the emergency 
procedures, knowledge of the floor layout, the exits and the location and proper use of the fire extinguishers. 
 
A copy of the floor plan is located on the MSA Health & Safety Committee News Board located in G109n. 
 
Annual Review: 
This plan must be thoroughly studied and reviewed at a minimum of every year by all those concerned.  Records 
of annual drills will be kept on file.  A post drill de-briefing will take place to analyze the exercise and correct any 
deficiencies. 
 
Periodic updates of the plan must be made as necessary. 
 
Fire: 
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, always keep yourself between 
the fire and the nearest exit door 

 
2. Stop trying to extinguish the fire if you feel it cannot be contained 
3. Activate the fire alarm system 
4. Call 911 
5. Notify your manager/supervisor 
6. Close the door to the area to confine and contain the fire 
7. Exit the building immediately in a calm fashion 
8. Close the doors behind you 
9. Should injuries occur during an evacuation, the person must be taken outside the building and then provided 

with first aid 
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Fire Prevention: 
In order to avoid fire hazards in the building, occupants must follow these precautions: 

 Not put burning materials such as ashes into the garbage containers 

 Not dispose of flammable liquids in garbage containers 

 Not use unsafe electrical appliance, frayed extension cords, over-loaded outlets 

 Not block fire exit doors 

 Not leave articles such as shoes, boots, mats, boxes, etc. in the building halls corridors 
 
Medical Emergency: 
In the event of a medical emergency: 
 
1. Render first aid if trained 
2. The first person to the scene trained in first aid shall take charge of the scene and direct other parties  to: 

 Call for an ambulance if necessary 

 Assist with rendering first aid 

 Wait for the ambulance and direct them to the scene 

 Get the name of the hospital where the injured person is being taken 

 Isolate the accident scene 
3. The manager/supervisor must notify the Ministry of Labour if the accident is a critical injury as defined  
      under Regulation 834 of the Occupational Health and Safety Act. 
 
Gas Leak: 
In the event of a gas leak: 
 
1. Notify your manager/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 from outside the building 
 
Explosion: 
Explosions include those caused by leaking gas, faulty equipment or flammable vapors. 
 
In the event of an explosion: 
 
1. Take immediate shelter wherever possible that will offer protection against flying glass or debris.  Lie on the 

floor face down and cover your face and head with your arms. 
2. Remain under cover until the effects of the explosion have subsided 
3. Follow the evacuation procedure for a fire emergency 
4. Render or seek first aid as necessary 
5. Call 911 from outside the building 
 
First Aid Station 
The First Aid Stations are located in the MSA office lounge - G109n, in the Urban Fork & Bar office in The Arnie – 
G013.   
 
At it you will find: 
 

 A first aid kit 

 An inspection card which records the most recent inspection of the First Aid Kit and the signature of the 
person making the inspection 

 “IN CASE OF INJURY AT WORK” poster 

 First Aid Regulation 

 A record book for recording visits to the First Aid Station 
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Eye Wash Station 
The main eye wash station is located in the Urban Fork, however there are single use eye wash stations located 
in the MSA Lounge (G109n), Booster Juice, the Arnie, Campus Tech Repair and the Lunch Box/Pizza Pizza. 
If you get something in your eye, yell for assistance and go to the nearest eye wash station (including the single 
use eye wash stations) and rinse eye(s). Try to make your way to the main eye wash station if you can safely do 
so.  Continue to rinse eyes until the object/substance is removed or a determination is made by the first aid 
attendant to seek medical assistance. 
 
Employee Information Board 
You will find the following posted on the MSA Health & Safety Committee News board, in G109n. 
 

 MSA Health and Safety Policy 

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

 A copy of the Workplace Safety and Insurance Act 

 The MSA’s Health & Safety Manual 

 Emergency phone numbers 

 A poster entitled “IN CASE OF INJURY AT WORK” which outlines employer and worker responsibilities in 
the event of workplace injury or disease 

 Copies of the most recent workplace inspection 

 Copies of the JHSC meeting minutes 

 Annual Health and Safety Action Plan 

 A copy of the floor plan showing emergency exits, fire extinguishers 

 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 area AT 
ALL TIMES, so please do not remove them from the MSA Health & Safety Committee News board. 
 

 
WHMIS 
Workplace Hazardous Materials Information System 
 
WHMIS is a Canada-wide system to provide employers and workers with information about the hazardous 
materials they work with on the job, in order to protect their health and safety.  It does this by means of: 

 Warning labels on containers of hazardous materials 

 Separate material safety data sheets providing further detailed information (known as Material Safety 
Data Sheets or MSDS) 

 Worker training on how to use this information 
 
Supplier Labels: 
Any container of hazardous material brought into a Canadian Workplace must carry a supplier WHMIS label.  
Following are the components of a supplier label: 
1. Product Identifier:  the name of the product which may be its common trade name, brand name, code name 

or code number 
2. Supplier Identifier:  the name of the supplier (A distributor who buys from a supplier and re-sells without 

repackaging need not be mentioned on the supplier label) 
3. MSDS Statement:  a statement to the effect that a MSDS is available for the product.  For example:  “See 

material safety data sheet” 
4. Hazard Symbol:  one or more of the eight hazard symbols which apply to the product 
5. Risk Phrases:  these are descriptions of the effects which may result from exposure.  They give further 

information about the hazard indicated by the symbol.  For example “dangerous if inhaled.” 
6. Precautionary Measures:  this section explains how to avoid the risks associated with the product.  For 

example:  “wear appropriate eye protection”. 
7. First Aid Measures:  this section explains how to treat a person who has been overexposed to the product.  

For example:  “wash affected area under running water” 
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Return to Work 
The MSA has a “Return to Work” (RTW) program for employees who have injuries or illnesses resulting from work 
or the workplace. 
 
The MSA values the goal of prevention of injuries and illnesses through maintaining a safe and healthy 
workplace.  Consistent with this value is the commitment to the successful recovery of injured and ill employees 
by taking all reasonable steps to return injured and ill employees to their pre-injury job as quickly as possible. 
 
Where the employee is unable to return to the pre-injury job, the goal will be to return them to alternative work 
which is consistent with their functional abilities. 
 
The MSA and its employees are committed to co-operate and participate in the success of the Return to Work 
Program.  The RTW process begins immediately after the injury or illness occurs. 
 
Under this program, an employee must: 

 Immediately report all accidents and illnesses and obtain necessary first aid and/or health care 

 Sign the consent for disclosure of the functional abilities information form to qualify for benefits 

 Obtain a “Return to Work Treatment Memorandum” from a manager/supervisor to take to a Health Care 
Practitioner to complete 

 Return completed form or communicate information before start of next shift to a manager/supervisor 

 Assist in identifying suitable work consistent with their functional abilities 

 Co-operate in their RTW and communicate updates to their functional abilities 
 
The Manager/supervisor will: 

 Provide Functional Abilities Form 

 Identify suitable work 

 Develop a modified work plan with the employee 

 Meet daily to discuss the employees progress in the Return to Work Plan 

 Report progress to the WSIB 
 
The WSIB should be contacted when: 

 A dispute over suitable work arises 

 The employee does not participate in the Return to Work program 

 There is a change in wages paid to the employee 

 A change in duties/duration of the Work Plan takes place 

 The employee returns to regular duties and regular hours of work 
 
Modified work consists of work consistent with the worker’s functional abilities.  All attempts will be made to offer 
and provide modified work for the injured/ill employee. 
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The following were identified as hazards in the work place and the following policies are to be adhered to at all 
times: 
 
 
 
 
 

    Take a balanced stance – put your feet shoulder-width apart 

    To pick up the load, get close to the object and squat, keeping your back straight 

    Get a secure grip on the load 

    Before you try to lift the load, test its weight 

    Lift the load gradually and smoothly, keeping your back and neck straight 

    Lift and carry the load close to your body 

    When you are carrying a load, turn your whole body instead of twisting your back 

    Follow these instructions in reverse order when you are lowering a load 

   Ask for help if the load is too heavy to lift by yourself 
 

 

 When you place an object on a surface higher than the floor (e.g., a bench or counter), rest edge of  
 load on the surface and slide the object into place 

 When you have to reach above your head or below your waist, put one foot in front of the other and 
tighten your stomach muscles 

 Store heavy items on shelves at waist height and light items above your waist 

 Be sure to use the right material handling device for the task 

 Do not lift containers that feel too heavy 
 

 

 When you handle objects that are cold, wear the right gloves provided 

 To avoid being exposed to low temperatures for a long time, plan your work 

 Insulate your body to trap warm air, wear an insulated jacket provided outside the freezer 

 Do not touch anything with wet hands 

 Pay attention to how hard you are working – you may be sweating and cold at the same time 

 Make sure that the door to the walk-in cooler cannot accidentally lock behind you  
 

 

 If you find a spill that someone else has left, clean it up right away 

 If possible, warn others about the spill and have a coworker stand guard at the spill 

 If you step into a spill, clean off your shoes right away 

 Immediately put up the wet floor sign 

 Walk – do not run to get a mop, broom, etc. to clean up the spill 

 If it is going to take any significant amount of time to clean up the spill, put wet floor sign around the area 

 Do whatever is necessary to ensure that no one could happen to slip on the spill until it is cleaned up 

 To protect your feet and reduce slips, wear footwear with non-slip soles 

Policy # 1          Lifting Procedures 
 

Policy # 2        Moving and Storing Produce and Alcohol 

 

Policy # 4               Trips/Spills 
 Spills  

Policy # 3                 Working in the cold (walk in cooler)   
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 Make sure that the OFF switch is easy for you to reach on the equipment 

 Make sure that you have been trained to use and clean the equipment 

 Do not wear jewellery and/or have loose clothing when operating equipment 

 Do not use any equipment that you have not been trained on 

 When cleaning or changing accessories: 

 Unplug the machine 

 Follow lock out equipment procedures (Policy #16) and use the portable lock out equipment 
should you find it necessary to leave the equipment or should someone come along and plug in 
the equipment while being cleaned and maintained 

 After completing lockout, check that no one can move any part or start the machine and that no 
parts can move on their own 

 Report any defect in the operation of the switch right away and make sure that the unit is properly 
serviced 

 Wash all parts thoroughly with mild detergent and warm water, and then rinse and dry them 

 When you reassemble the parts, check the operator’s manual 

 Wipe down the outside of the machine with a mild detergent and warm water, and then rinse 
using a cloth that you have dampened in warm water and wipe down. 
 

 

 Whenever possible, bake and cook during cooler parts of the day 

 Take rest breaks more often and spend them in a cool environment 

 Drink 1 cup of water every 20 minutes 

 Make sure that the exhaust fans are on 

 Dress appropriately for cooking 
o Wear short or tight-fitting sleeves 
o Work carefully near heat sources 
o Avoid reaching or leaning over a stove 
o Turn the handles of pots and pans inwards 
o Wear gloves and an apron to protect yourself from hot dishes 
o Make sure that you put anything containing hot food or drinks on a flat, stable surface and away 

from the edge 

 At all times   
o Know where the fire extinguisher is 
o Pay attention to everything that is cooking 
o Keep the stovetop free and clear 
o Use the stovetop for cooking only, not for storage 
o Do not let food or grease build up 
o Do not store combustibles like wooden utensils on the stovetop 

 
Fire: (when cooking or baking) 

 If a pan fire starts on the stovetop: carefully slide a lid or a larger pan over the fire 

 Turn off the burner 

 Do Not pour water on a grease fire 

 If a fire starts inside the oven: turn off the heat and keep the door closed to smother the flames 

 If the fire does not go out right away, activate the fire alarm 

 If a fire starts inside the microwave: do not open the door 

 Push the stop button and keep the door closed until the fire goes out 

 If the fire does not go out right away, activate the fire alarm 

Policy # 5        Equipment Maintenance (moving parts) 

 

Policy # 6            Prevention & Treatment (fire, cuts, explosion, hot oil) 
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Continued – Fire: 

 If your clothes catch fire: do not run, STOP, DROP AND ROLL, to smother the flames 

 If you can, cover your face with your hands as you drop to the floor and roll 

 If you are burned while cooking:  run cool (not cold) water over the burn until burning sensation subsides 

 Do Not place butter or any ointment on the burn (this keeps the heat in and could further damage your 
skin) 

 Get medical attention for serious burns 
 
Cuts: (service area knives) 

 Keep the knives sharpened to reduce the pressure needed to work effectively 

 To prevent the board from sliding on the counter, use a proper cutting board 

 When required by your workplace procedures, put on personal protective equipment (gloves) 

 When cutting, cut away from your body and fingers 

 Put anything that you are cutting on a cutting board instead of holding it in your hand 

 After using a knife, wash, sanitize and dry it separately 

 If you cannot wash, sanitize and dry the knife right away, place it in a safe area near the dish area 

 Do Not leave knives with other utensils to soak in a container or sink 
At all times: 

o Pay attention to where the knife’s edge is pointing 
o Carry only one knife at a time with the blade close to your side and pointed down 
o Use the right cutting tool for each task 
o Do Not fool around when you are handling knives 
o Do Not talk while you are using a knife – concentrate on your cutting task 
o Do Not try to catch a falling knife – stand back and let it fall 

 Store knives in a knife holder rack with the handles facing the front 

 Do Not store knives in a drawer; someone reaching into the drawer may be severely cut 
 
Chemicals: 

 Make sure that you have been WHMIS trained and that you know the Workplace Hazardous Materials  
       Information Systems (WHMIS) symbols and what they mean 

 Know where to find the Safety Data Sheets (SDS) – Urban Fork & MSA Office Lounge – G109n. 

 Know where the closest first-aid and eyewash stations are located–main eye wash station located in the 
Urban Fork.  Single use eye wash stations located in The Arnie, The Cellar, Lunch Box/Pizza Pizza, 
Booster Juice, MSA Lounge and Campus Tech Repair.  First aid kits are located in the Arnie behind the 
bar, Urban Fork under the cash register, Lunch Box/Pizza Pizza, Booster Juice, MSA Lounge and 
Campus Tech Repair. 

 If you are not sure about what chemical you are using, ask your manager 

 Make sure that you have been trained enough to use the chemicals safely 

 Read the labels before you mix chemicals 

 Use the chemical only as directed on the label 

 Use the personal protective equipment required by your employer 

 If you transfer a chemical to another container make sure that the new container is labeled  
      properly with all WHMIS information labels.  The labels can be found in the front of the SDS binders 

 Wash your hands after handling chemicals, even if you were wearing gloves 
 
Explosion: (servicing and storing compressed gas cylinders) 

 Do Not drop cylinders or let them bump into each other 

 When you finish using the cylinders, close the valves and replace the protective caps 

 When you are moving or storing cylinders, use chains to keep them upright 

 Do Not use cylinders as door stops 

 Chalk Empty or MT on cylinders that are to be returned to the supplier 

 Move cylinders on a hand truck or dolly 

 Before moving a cylinder, remove gauges and other attachments 

 When you are not using the cylinder, keep the valve tightly closed and cover in place 
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Continued – Explosion: 

 Store in a secure location 

 Store cylinders:  
o Upright & separately from each other 
o Supported tightly by wall chains 
o Away from heat or ignition sources 
o Away from traffic routes where they can be knocked or damaged 
o Make sure that tanks are not top heavy 

Using Hot Oil: 

 To prevent contact with hot oil, wear tight-fitting kitchen clothes 

 Protect your arms and hands from spitting oil, wear gloves and arm protectors 

 Do Not use a temperature higher than the supplier recommends when frying food 

 Keep water out of the deep fryer – shake food off before lowering it into fryer 
At All Times: 
o Make sure you have been trained to prevent and manage fires 
o Make sure the exhaust fan and fire suppression system is operational and maintained 
o Ensure proper fire extinguishers are available in both kitchens 
o Keep the fryer temperature down when the fryer is not in use 
o Keep combustible and flammable materials well away from the fryer area 
o Allow food to drain completely before putting it into the deep fryer 
o Allow food to drain completely before putting it on a plate 
o To prevent co-workers from slipping, clean up spilled oil right away using clean hot water 

and detergent 
o Wear non-slip footwear 
 
Moving Oil: 
o Oil is to be drained first thing in the morning only to ensure that the oil has cooled overnight 
o To move used oil, use a metal bucket or a large pot that has a tight-fitting lid 
o To reduce the weight when lifting, use smaller containers 
o Do Not fill containers to the top 
o To move the oil, use a dolly or cart 

 

 

 All broken glass is to be placed into one of two plastic bins labelled “Broken Glass” to be thrown out                                        
and ensure the lid is secured on the bucket before disposing 

 These two bins are located in the Food and Beverage Division 

 Do Not put broken glass into the garbage unprotected 

 Do Not touch broken glass with your bare hands – use personal protective equipment (gloves) 

 Clean up broken glass thoroughly – do not leave any pieces on the floor, use dust pan and broom 

 Throw out any food, drink, or ice that broken glass may have fallen into 
 

 

 Put things away as you go – do not let them pile up 

 Do Not clutter the floor with boxes, bins, supplies or garbage 

 If you have a quiet moment, use it to tidy up 

 Make sure that no materials block exits or entranceways 

 Ask your manager, joint health and safety committee member to make others accountable for 
       keeping their areas clean 

 Work with your co-workers to keep all areas clean and tidy 

Policy # 7           Broken Glass 

 

Policy # 8                Housekeeping Procedures 
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 Use appropriate step stools or ladders to reach high places 

 Inspect the ladder for defects or damage prior to use such as damaged or missing rungs, damaged or 
missing non-slip feet and locking brackets. 

 Keep the area at the base of the ladder clear 

 Make sure the spreader arms lock securely in the open position 

 Stand no higher than the second step from the top of a ladder 

 Never stand on the top step, or the pail shelf of a step ladder 

 When climbing up or down a step ladder, always face the ladder and maintain 3-point contact 

 Never straddle the space between a step ladder and another point 

 Do not use an unopened step ladder as a straight or extension ladder 

 Do not stand on any object other than a ladder or step stool 

 Do not build your own ladder (e.g. milk crates or chairs) 

 Store ladders/step stools in their assigned location when not in use 

 Do not carry anything in your hands while climbing 

 Fall arrest is required for working at heights greater than 3 metres 
 

 

 Types of Violence 
o Abuse – verbal statement, including tone of voice, intimidating, derogatory or psychologically 
o Bullying – repeated, unreasonable behaviour directed towards an employee, or group of employees 
o Harassment – unwelcome action by person which includes humiliates, insults or degrades 
o Physical/Sexual – act or gesture that attempts to harm another person by force.  Assault is grabbing, 

punching, touching, hitting, pushing or non consensual touching, kissing, or forcible sex 
o Stalking -  intimate, repetitive, hurtful behaviour that harms the victim’s emotional well-being 
o Written or Verbal Threats – communication of intent to harm, injure or punish the victim.  Written 

threats can be in person or over the phone.  Written threats include emails. 
 

 Do not open the door to strangers before or after business hours 

 Build a rapport with customers so that you can distinguish strangers from repeat customers 

 Use silence as a calming tool 

 Identify trouble makers and learn their names 

 Acknowledge the person’s feelings and say that you can see that they are upset 

 Ask for ways to resolve the issue 

 Be reassuring and point out choices 

 Do not try to bargain with someone who threatens you; try to calmly end the exchange and get help 

 Inform your manager or co-workers about any type of violent situation 

 Stay calm and listen: 
o note what the person looks like 
o let the person complain (vent or blow off steam) 
o be reassuring, keep the person focused on the issue and always avoid commands 

 Pay attention to where you are and how to escape if necessary and position yourself closest to an exit 

 Do Not turn your back on the person 

 Stay in control and stay professional – do not take it personally 

 Communicate any suspicious or aggressive behaviour  

 Stay alert and try to anticipate and deal with problems before they get a chance to escalate 

 Under no circumstance shall any employee deal with a potentially volatile situation by themselves 

 Try to talk to the person without provoking them. Be sympathetic, yet assertive  

Policy # 9         Climbing Procedures (ladders) 

Policy # 10               Violence 

 



Employee Health & Safety Manual Revised January 2016 
  24 

 

Continued – Policy # 10: 

 Practice relaxation - appearing fearful or stressed will provoke an attack  

 Don’t be aggressive - this will most likely provoke an attack 

 Attempt to maintain a comfortable distance between you and the aggressor 

 Should the situation escalate have your co-worker call the police  
 

 

 Make sure that you have the right training – Smart Serve 

 Watch for the early signs of intoxication 

 Do Not serve a customer who has arrived already intoxicated 

 Do Not serve more alcohol to any customer who is acting intoxicated 

 Inform your manager and co-workers about what is happening 

 Stay in control and stay professional 

 Follow all procedures listed in Policy #10 to deal with possible abuse 
 

 

 Always close with another person 

 Check all rooms, closets, washrooms with another employee before working alone to ensure no 
unwanted person is in the building with you 

 Lock all entrances 

 Do Not allow any stranger into the building before or after hours 

 Take out garbage when co-workers are still present 

 If possible, take a route home that is well-lit and busy 

 Do Not give out personal information 

 Do Not walk to your car alone after dark, walk to and from car with someone you trust-make use of the 
Campus Walk Smart program, by calling ext. 2263 or Security ext. 2003 to have someone walk you to 
your car, bus stop or your home (if you live close to campus) 

 If you must walk to your car alone have a co-worker watch you a window, wave as you into your car.  If no 
one can watch you, wave to a pretend co-worker 

 If you travel by bus, minimize the amount of time your are outside alone by knowing your bus schedule 

 Do Not talk to persons about closing alone 

 Report anything suspicious or unusual to your Manager 

 If you do not feel safe leaving the building call Campus Security ext. 2003. 
 

 

 Keep a small cash float separate for making change 

 Do Not let people see that you have a large amount of cash 

 Go to a secure room to count money 

 Deposit cash as soon as possible rather than collecting it for several days 

 Do Not talk to anyone about how much money you have in your possession 

 Deposit shall be taken to main drop off area with a partner, if not concealed 

 Vary the time of day that deposits are made 

 All cash deposits from Stoney Creek and the IAHS are to be handled by Security 

Policy # 11           Intoxication 

 

Policy # 12               Work Alone and Opening/Late Closing Procedures 

 

Policy # 13                 Cash Handling Procedures 
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 Report any signs or symptoms of any musculo-skeletal injuries which may include: 
o Pain or joint stiffness that doesn’t go away after resting 
o Burning, tingling, or numbness 
o Loss of endurance, fatigue or sense of heaviness 
o Loss of strength or increased weakness in the hands, wrists and forearms 

 Vary your tasks throughout the day 

 Adjust your workstation and seat to meet your needs 

 Maintain a neutral, relaxed posture, and work in a comfortable position 

 Use tools and equipment that reduce repetition, awkward or sustained postures, forceful muscle 
movements and pressing on hard surfaces 

 Keep frequently used tools, supplies and equipment within your natural arm’s reach 

 Do not over-reach or do any pro-longed bending 

 Take mini-breaks hourly, to stretch and allow the body to recover from repetitive work 

 Report more productive ways to do a job to reduce possible injuries 
 

 

 Ensure you have been trained to handle hot items 

 Keep utensils and handles away from burners 

 Ensure all equipment i.e. spoons, pots etc. and food items are in place before you start cooking 

 Use only recommended temperature settings for the fryer, grill and flat top 

 Use proper clothes when handling pots and utensils 

 When you are moving a pot off the stove, ensure your path is clear before moving it 

 Do Not back away from the equipment without looking first 

 Direct steam away from you when removing the lid of a pot or pan, by raising the far edge of the lid with a 
mitt or potholder 

 NEVER move fats or fryer oil until completely cooled down 

 Wear non slip footwear 
 
Moving Oil: 

 Ensure oil is completely cooled before draining it into a container 

 To move used oil, use a metal bucket or a large pot that has a tight-fitting lid 

 To reduce the weight when lifting, use smaller containers 

 Do Not fill containers to the top 

 To move the oil, use a dolly or cart 

 Also refer to Policy # 6 for additional information 
 
Emergency Care for Burns 
 
Remove all clothing from around the burn area – these will retain heat, increasing the damage to the skin. 
 
Run cool (not cold) water over the burn area for a few minutes. 
 

 Do not apply ice to the burn.  Ice can make the burn worse. 

 Do not apply creams, ointments, salves or oil-based products which seal the skin and could cause further 
tissue damage 

 Do Not break any blisters. 

 Keep the area clean to prevent infection by gently washing with mild antimicrobial soap several times a  

 day.  Rinse thoroughly. 

 If emergency assistance is required, contact Security ext. 2003 or 911 
 

Policy # 14                              Ergonomics 
 
 

 

Policy # 15                         Burns 
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When servicing/repairing a piece of equipment, it is important to ensure that the piece of equipment cannot be 
inadvertently switched on. This may occur when the plug is not under the exclusive control of the person doing 
the service or performing maintenance. To prevent this from occurring the Portable Equipment Lockout 
Procedure must adhered to when servicing or repairing portable equipment. 

This procedure is quite simple: 

1. Before the cover of any equipment is opened or removed, a Plug Lockout Device must be 
obtained from a Food Services Manager/Supervisor and secured to the equipment’s 3-pin plug. 

2. While the cover is opened the Plug Lockout Device must remain in place and locked with a key. 
3. When work is completed the Plug Lockout Device is to be removed and returned to a Food 

Services Manager/Supervisor. 

 

 It is mandatory that all employees working in food and beverage services wear slip resistant shoes. This 
includes bar, food, kitchen and servers. 

 The MSA will provide a reimbursement of up to $30 of the cost of the shoe per employee contract. If the 
employee spends less than $30 then that is the amount reimbursed. 

 Shoes may be purchased through suppliers such as Walmart or Factory Shoe.  Proof of purchase must 
be provided in order to receive the reimbursement. 

 The shoes must be closed at the toe and heel and without holes, protect against hot spills, are slip 
resistant which means lots of edges on the sole, low or no heels, in good shape (not dirty or worn out) 
and have lots of cushion for comfort while on your feet.  

 They must be degreased regularly and not be used as street shoes. 

 Non-slip shoes must be purchased during your first week of training.   
 
 
 

Policy # 16        Portable Equipment Lockout Procedure 
 

 

Policy # 17          Non-Slip Shoe Policy 
 

 


