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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Signed Acknowledgement  
of the HSE Management System 

I acknowledge my responsibility to read and understand the contents of this HSE 
Program Manual. 

As an employee of Safety First Muirhead’s Ltd., I agree to follow all rules, 
regulations and procedures to the best of my ability.  

I will use this manual as a guideline to help me work safely, and to identify and 
help correct any safety hazards or unsafe conditions in my work area. 

I recognize everything I do reflects on the company, and that I alone am 
responsible for ensuring my actions and conduct, interactions with other 
employees, contractors, and owners/prime contractors.  

I understand and accept that it is my responsibility to know and follow the HSE 
Management System. I hereby affirm I will comply with the intention of this 
program while conducting my work on behalf of Safety First Muirhead’s Ltd. 
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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Signed Acknowledgement of Alcohol and Drugs Program 

All employees and contractors are expected to work together for the safety of all 
Safety First Muirhead’s Ltd. worksites. If any employee or contractor has concerns 
about drugs and/or alcohol for themselves or another employee or contractor, 
they will raise the concern with their supervisor. 

Contractors working for Safety First Muirhead’s Ltd. are encouraged to have an 
Employee Assistance Program in place. 

Confidentiality and Record Keeping 

All Alcohol and Drugs test results are confidential, will be maintained in a secure 
manner, and will be released only to senior management ( i.e., president) 
of Safety First Muirhead’s Ltd. Management or alternate may release relevant 
information to decision makers, as required. Confidential information from a 
Substance Abuse Professional will be handled in the same manner. 

Acknowledgement 

The various forms used in the administration of this program may change from 
time to time. All employees and contractors will acknowledge they have gone 
through Safety First Muirhead’s Ltd.’s Alcohol and Drugs Program. Management 
or alternate and any individual handling confidential records generated by this 
program should have signed and acknowledged a confidentiality agreement 
specifically related to alcohol and drugs information disclosure. 



 

 

The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Health and Safety Policy 

Safety First Muirhead’s Ltd.’s Health, Safety and Environment Management 
System (HSE) is evidence of our commitment to protect and promote the safety 
and well-being of employees, contractors, visitors, community and the 
environment. 

We are committed to act responsibly and proactively on environmental, social, 
health and safety issues. Further, we will conduct all our business activities in a 
manner consistent with the values and behaviours expressed in our corporate 
policies and procedures. 

In fulfilling this commitment to protect both people and property, management 
will:  

• Provide and maintain a safe and healthy work environment in 
accordance with industry standards and in compliance with legislative 
requirements,  

• Strive to eliminate or control any foreseeable hazards which may result 
in property damage, accidents or personal injury/illness,  

• Employ personnel with skills, training, and equipment required to 
complete their job in a safe manner, 

• Utilize practices and procedures which meet regulatory or recognized 
industry standards,  

As well, Safety First Muirhead’s Ltd. will continue to encourage the active 
involvement and support of employees of all levels within the organization in 
promoting and implementing an effective Health, Safety and Environment 
Management System.  

All employees will be equally responsible for eliminating incidents within our 
worksites. Safe work practices and procedures will be clearly defined in the HSE 
manual for all employees to follow. 

Risks will be managed to prevent occupational injuries and illness, through proper 
work planning, health and safety training, hazard identification, inspection and 
incident investigation. Safety First Muirhead’s Ltd. has established policies, 
practices and procedures that are compliant with legislation. 

The training and development of Safety First Muirhead’s Ltd. employees and 
contractors is a critical part of the HSE. Management is responsible for providing 
health and safety training to enable employees to acquire the knowledge and 
skills to protect themselves and others from potential harm. 
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Safety First Muirhead’s Ltd. employees, supervisor, contractors and visitors are 
responsible and accountable for providing a safe working environment and 
fostering safe working attitudes and habits. All employees share the company's 
genuine commitment to health and safety which is supported by a firm, fair and 
consistent enforcement policy. Contractors are required to follow the Health, 
Safety and Environment Management System and enhance their own safe work 
practices and procedures, where applicable. 

Supervisors will ensure and enforce compliance with policies, procedures and 
applicable legislation. This will be done by leading, mentoring and training 
employees in their respective work areas. Supervisors will take appropriate action 
in matters of non-compliance. 

Unintended loss can be controlled through good management in combination 
with active employee involvement. Safety is the direct responsibility of all 
managers, supervisors’ employees, contractors, subcontractors and visitors.  

Active participation in the HSE will assist Safety First Muirhead’s Ltd. in achieving 
the objective of zero injury, and provide a healthy, injury-free workplace for 
everyone. 



 

 

The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Workplace Violence/Harassment Policy 

Purpose 

The purpose of this policy is to maintain a working environment that is free from 
violence, harassment and any retaliation for reporting the same. Safety First 
Muirhead’s Ltd. recognizes the potential for workplace violence and harassment 
and other aggressive behaviour directed at employees/contractors working on 
Safety First Muirhead’s Ltd.’s behalf. Safety First Muirhead’s Ltd. will not tolerate 
behaviour from anyone who intimidates, threatens, harasses, abuses, injures or 
otherwise victimizes employees/contractors, and will take appropriate steps to 
protect all employees/contractors from the potential risks associated with 
workplace violence/harassment. Complaints will be investigated and resolved 
quickly and confidentially. All contractors working on Safety First Muirhead’s Ltd.’s 
behalf will be aware of the company’s policy and/or have their own policy. 

This policy prohibits all forms of bullying, harassment and violence (hereinafter, 
referred to as a violation of “respect”) by management, supervisors, workers, 
subcontractors, agency staff/contractors, suppliers and clients. Violations of 
respect will be investigated and if substantiated will be dealt with expeditiously. 
Violations of respect will not be tolerated and appropriate disciplinary action, up 
to and including dismissal will be taken. 

To support the objective of providing all employees with a healthy safe workplace, 
it is required that managers, supervisors and workers take preventative action to 
ensure that risks to individual’s health and safety due to violations of respect are 
eliminated or reported. 

Definition 

Bullying − Is interpersonal hostility that is deliberate, repeated and sufficiently 
severe as to harm the targeted person’s health, safety or economic status. It is 
driven by the perpetrator’s (bully’s) need to control another individual, not by a 
legitimate business need. 

Harassment – Occurs when a worker is subjected to unwelcome verbal or physical 
conduct because of: 

 Race  
 Age  
 Religious beliefs  
 Colour  
 Place of origin  
 Gender  
 Mental or physical disability  
 Ancestry



 

 

 
 

 Marital status  
 Sexual orientation  
 Source of income  
 Family status of that person or of any other person. 

Violence –Whether at a work site or work related means the threatened, 
attempted or actual conduct of a person that causes or is likely to cause physical 
injury. These acts include threats, menacing or threatening behaviour and all types 

of physical or verbal assaults.  Employees are encouraged to seek resolution of 

the incident.  There shall be no adverse job consequences against any person for 
notifying management of a violation of this policy unless investigation determines 
that the person intentionally fabricated the complaint against the accused.  

Complaints that are made in bad faith, are malicious or frivolous are considered 
serious and will result in discipline. 

There shall be no retaliation from co-workers directed at an individual making a 
complaint. In the event it is found that retaliation against a worker who exercises 
his or her rights under this policy has occurred, severe discipline up to and 
including termination will be imposed. 

Investigations will be conducted with as much confidentially as can practicably be 
afforded. 

Investigators will advise workers involved or consulted through the course of the 
investigation that discretion is an important part of the process. 

Persons found in violation in this policy may be subject to discipline and/or 
corrective action including: fulfilling a requirement to take a course and/or 
undergo counselling, participate in mediation, verbal and/or written warning, 
suspension or termination. 

Sexual Harassment 

Sexual harassment is a form of discrimination based on gender. It is offensive, 
degrading, threatening and unlawful. Sexual harassment is defined as unwelcome 
sexual conduct, which includes unwanted sexual advances, unwanted requests for 
sexual favours and other unwanted verbal or physical conduct of a sexual nature. 
The behaviour need not be intentional in order to be considered sexual 
harassment. 

Some examples may include: 

 Pinching  
 Patting  
 Rubbing  
 Leering  
 “Dirty” jokes, pictures, materials, comments, suggestions or innuendos  
 Requests or demands of a sexual nature 



 

 

 
 

Racial and Religious Harassment 

Racial and religious harassment is behaviour that is disrespectful or causes 
humiliation to a person because of his or her race, colour, national or ethnic origin 
or the adornments and rituals associated with religious beliefs. 

It includes, but is not limited to: 

 Slurs  
 Gestures  
 Name calling  
 Swearing  
 Taunts about a worker’s religious or racial background  
 Unwelcome banter, teasing or jokes those are insulting to the individual’s 

race or religion.  

It can also include the display of racist, derogatory or offensive pictures, materials 
or graffiti, as well as refusing to work with or have eye contact with workers on 

the job because of their religious background.   

Violence awareness   

 Implement a policy and procedures, 
 Provide employees with awareness, instruction and training,  
 Investigate and be able to report on all incidents of workplace violence, and  
 Conduct hazard and risk assessments to safeguard workers from injury as a 

result of incidents of  workplace violence.  

Occupational violence is any act against an employee in the workplace that has or 
is likely to cause any negative physical or psychological effects. These acts include 
threats, menacing or threatening behaviour and all types of physical or verbal 
assaults. 

Characteristics 

Targets of occupational violence can include all levels management or supervision, 
workers, customers or any other workplace visitors. The following are examples of 
types of behaviours that constitute occupational violence: 

 Argumentative behaviour, in which threats are perceived or implied but are 
not overt. 

 Unusual, bizarre or menacing behaviour intensely focused on a grudge or 
grievance.  

 Direct or indirect threats of harm or violence, or intentional damage 
targeting personal or company property.  

 Menacing with a fist or brandishing a weapon.  
 Low-level physical assault, such as prodding, poking or pushing.  
 Over physical violence, striking at another with a fist or weapon.  



 

 

 
 

 Throwing an object with the intent to strike.  
 More serious attempts to seriously injure or maim.  

Sources of violence 

Violence can occur for many reasons. There are four main sources that may cause 
acts of violence to occur in the workplace. 

 Employees and co-workers: Individuals who have an employment-related 
relationship with the workplace victim. Current or former employees are 
included. 

 Customers/clients: Individuals who are recipients or providers of a product 
or a service provided by the affected workplace or victim. 

 Employee-related outsider: Individuals who are possibly a current or 
former spouse, a relative, acquaintance or some other person who has a 
dispute involving an employee of the workplace. 

 Outsiders: Individuals who have no legitimate relationship with the 
workplace or the victim and sometimes only enter workplaces to commit 
criminal acts. 

Recognizing the Potential for Violence 

Recognizing signs of potential violence through observed changes in behaviour 
and physiology: 

 Person is tense, clenched fists, aggressive stance, reddening of the facial 
skin and eyes, obvious protrusion of blood vessels in the neck 

 Loud and aggressive tone of voice, speaking quickly, accusatory comments, 
verbal hostility 

 Difficulty remaining in control, anger 

Dealing with Violence 

When confronted with the possibility of violence: 

 Focus your attention on the person 
 Do not stare or glare at the person 
 Remain calm 
 Be conscious about your words 
 Avoid technical jargon, speak simply 
 Listen carefully and do not interrupt 
 Encourage the person to talk 
 Remain objective 
 Use silence as a calming tool 
 Acknowledge the other persons feelings 
 Indicate that you can see the person is upset. 



 

  May 15, 2013 

John Muirhead / President  Date 

 

 
 

Employee/Contractor Responsibilities 

Employees and contractors will immediately report all incidents of workplace 
violence or harassment to their supervisor. Employees and contractors are 
responsible for participating in worksite risk assessments and doing their part to 
reduce the associated risk. 
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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Incident Management Policy 

Purpose 

This policy is to enable the detailed instructions and directive regarding post 
incident activities. 

Safety First Muirhead’s Ltd. will ensure that all incidents are investigated to 
determine steps to be taken to prevent recurring incidents from the same or 
similar hazards.  

Our policy is based on three facts: 

1. Incidents are caused 

2. Incidents are prevented if cause is eliminated 

3. If causes are not eliminated incidents will happen again 

Corrective actions will be taken to address substandard conditions and/or 
behaviours that may have contributed to the occurrence of the incident and the 
severity of the incident.  

Incidents to be reported and investigated are: 

 All incidents and serious near misses  

 First aid, medical aids, doctor visits 

 Equipment and property damage 

 Environmental spills or environmental contamination 

Supervisors are responsible conducting a preliminary investigation and recording 
the findings.  For more serious incidents the supervisor is responsible to ensure 
that investigations are conducted, the causal factors are identified, the root cause 
is identified and corrective actions are assigned to persons having the authority to 
act.   

Incidents will be reported to governmental agencies and departments where 
required by legislation. 

Incidents will be reported to clients in accordance with client requirements. 

Injury incidents will be documented and reported as directed by Workers 
Compensation Legislation. 
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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Communications and Training Policy 

Purpose 

Communications and training at all levels of the company is a vital component of 
the Health, Safety and Environment Management System. Safety First Muirhead’s Ltd. 
will address and evaluate program performance annually, along with the goals and 
objectives pertaining to the HSE program improvements. 

The communication component will be delivered using the following: 

 Toolbox/Tailgate Meetings 

 Hazard Assessment and Control 

 Safety Meetings 

 Industry-specific bulletins, company memorandums 

 Post-incident reviews 

 Learning from incidents 

 Worksite Inspections 

Training will include: 

 Orientation 

 Emergency response 

 Hazards present on the worksite 

 Task specific training as and when required 

All employees and contractors will know and understand their job-related 
activities, duties and responsibilities before starting work. If any employee or 
contractor is in doubt about their safety role or responsibilities, he/she is directed 
to contact their supervisor for clarification before starting or continuing any work-
related activities. 

Each employee and contractor will also have a clear understanding of  
Safety First Muirhead’s Ltd.’s expectations with respect to the Health, Safety and 
Environment Management System. 
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Discipline Policy 

Purpose 

This policy is to ensure fairness and equality among Safety First Muirhead’s Ltd.’s 
employees and contractors. Management will document all violations of company 
policies, safety rules and safe work practices and procedures by an employee or 
contractor.  

The primary purpose for progressive discipline is to assist the employee to 
understand that a performance problem or opportunity for improvement exists. 
This guideline is provided for employees to understand and be aware of the 
disciplinary process. 

When rules are disregarded, it is the responsibility of the supervisor (foreman, 
general foreman or superintendent) to identify the violations and take 
appropriate action. The disciplinary action will be consistent and appropriate for 
the violation, and take place as soon as possible after the infraction has been 
identified. 

Progressive discipline for violating Safety Rules is as follows: 

1. Verbal warning recorded and noted in the employee's personnel file. 

2. The supervisor will verbally caution the individual of the unacceptable 
action and have them correct it accordingly. Care will be taken to determine 
the cause or reason for such unacceptable action, and may require 
retraining and/or skill practice. 

3. Written warning will be filed in the employee's personnel file. 

4. A second repeated action of non-compliance shall result in a written 
reprimand to the employee’s personnel file in conjunction with a 
supervisor’s corrective interview. 

5. Suspension without pay, or termination, with an opportunity to be re-hired 
in the future or dismissal with no chance of re-hire, depending upon the 
seriousness of the infraction. 

Should an individual continue to persist in performing unsafe actions or display 
disrespect toward any supervisor, the individual shall be subject to a three day 
suspension without pay, or such additional action (including dismissal) as may be 
warranted. In addition, the action shall result in a written reprimand to the 
employee’s personnel file in conjunction with a corrective interview by a 
management representative. 

In all instances the supervisor will review with the employee the offence and 
corrective action required to eliminate the violation. 
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Willful disregard of any safety rule may result in immediate termination without 
having to go the progressive route. 

Supervisors will ensure all non-compliance documentation is accurate and up-to-
date. It is critical that the correct date, time and description of the violation be 
documented clearly and accurately. Supervisors are responsible for ensuring that 
employees and contractors understand and comply with general safety and 
vehicle safety rules. 
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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Personal Protective Equipment Policy 

Purpose 

Safety First Muirhead’s Ltd. will ensure all employees and contractors adhere to 
the Personal Protective Equipment (PPE) Policy, occupational legislation and other 
regulatory requirements.  

Safety First Muirhead’s Ltd. will ensure employees and contractors are aware of 
the requirements for PPE and appropriate clothing that is in accordance with 
standards in force. PPE will be provided when necessary due to the specific 
demands of on-site job conditions. The Hazard Assessment and Control, as well as 
the Safe Work Practices and Procedures, and Codes of Practice, also state the 
necessary type of PPE to be worn.  

Employees and contractors are responsible for adhering to the requirements for 
proper use, care, maintenance and storage of PPE.  Training in these areas will be 
carried out. The supervisor will instruct employees and contractors to select and 
use equipment appropriate to the hazards and conditions on the worksite and to 
follow the manufacturer’s specifications for fitting and wearing PPE. 

It is essential that employees and contractors understand the situations which 
require PPE and safety equipment. Employees and contractors will not use 
equipment that is not in a condition to perform the function for which it was 
designed. PPE that has been removed from service will be destroyed or tagged 
“out of service”.  Any PPE tagged out of service will not be reissued until it is 
repaired and inspected by a qualified competent person. 

PPE must: 

 Offer adequate protection for its intended use. 

 Be appropriate for the work undertaken and the working environment. 

 Be used correctly and worn when the hazard being protected against is 
present. 

 Be supported by adequate instruction and supervision on its use. 

 Be properly maintained and inspected.  When defects are found the PPE 
must be taken out of service. 

 Be stored properly between uses. 

Employees are responsible to wear and use the correct PPE as intended and 
within its limitations or capacity.  
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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Preventive Maintenance Policy 

Purpose 

This policy is to ensure all tools, equipment, vehicles, and office equipment used 
by Safety First Muirhead’s Ltd.’s employees and contractors are properly 
maintained according to manufacturer’s specifications and regulatory standards to 
reduce or eliminate the potential losses of hazards arising from defects. 

Safety First Muirhead’s Ltd. is committed to creating a safe working environment, 
including supplying the correct tools and/or equipment in proper safe working 
order for the task. Employees and contractors will take responsibility for the 
proper and safe use of tools and/or equipment. It is essential that tools/ 
equipment be operated in a safe manner and not be tampered with in any way. 

All tools and equipment will be properly maintained in order to eliminate injury to 
employees or contractors or damage to property. Supervisors will ensure that only 
qualified, competent persons carry out all maintenance and repair work using 
specified OEM parts and repaired to the manufacturers’ specifications and 
tolerances. 

All repair and maintenance records are to be retained for three years. 

Any tool and/or equipment found to be defective will be removed from service 
and clearly tagged “out of service” for either repair or disposal. 

All employees/contractors are subject to tool and/or equipment inspection by the 
supervisor 

Vehicles must be inspected for operational and safety defects daily using the 
specified documents. Defects or damage found through inspection or operation 
must be reported as soon as possible. Vehicle logs must be updated daily and any 
repairs or maintenance work must be signed by the competent person doing the 
work.   

Vehicles are to be serviced according to the manufacturers’ recommended 
practices. 
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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation. All employees should be familiar with the current OH&S regulations. 

Inspection Policy 

Purpose 

This policy is to implement measures to identify, control and eliminate losses of 
human and material resources. Safety First Muirhead’s Ltd. will conduct site-
specific inspections by documenting the following: 

 Compliance with legislation and Safety First Muirhead’s Ltd.’s Health, Safety 
and Environment Management System. 

 Recognition and control of hazards and potential hazards. 

 Employee participation. 

Inspections include identifying hazards that could cause injury or damage and 
developing corrective actions. Deficiencies will be analyzed for causes to 
determine core problems.  

Inspections can be either “informal” or “formal” 

 Informal Inspections – Periodic inspections, not following a schedule, but 
may use a checklist or document on which to note nonconformities.  A 
corrective action plan will be created for each nonconforming item. 

 Formal Inspections – Planned inspections that use established procedures 
and checklists and often follow a schedule. 

All inspections will be documented retained for three years. Safety First Muirhead’s Ltd. 
will identify deficiencies and implement corrective actions in a timely manner.  

Inspections will include worksites, storage facilities including equipment yards, 
warehouse and shop space, and offices.  

Inspection forms will be provided.  Corrective actions must be developed and 
action items assigned to individuals who have the authority to act.  Corrective 
actions and assignments must have a due date and be signed by the person 
completing that action. 
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legislation. All employees should be familiar with the current OH&S regulations. 

Environmental Protection Policy 

Purpose 

Safety First Muirhead’s Ltd. pledges to act in an environmentally responsible 
manner. We affirm our commitment to protecting human health and the 
environment through regulatory compliance and where practical and feasible we 
will reduce the environmental impact associated with our construction 
operations. Safety First Muirhead’s Ltd. will achieve this commitment through 
continual improvement, by: 

 Complying with all applicable environmental laws and regulations.  

 Implementing systems for environmental protection and enhancement.  

 Identifying and applying reasonable options to minimize the negative and  

maximize the positive environmental impacts of our operations.  

 Mitigating risks to the environment.  

 Pursuing opportunities to continually improve our environmental 
performance. 

Site Specific Requirements 

A Site-Specific Environmental Plan (SSEP) is required for all projects undertaken by 
Safety First Muirhead’s Ltd. 

The intent of the SSEP is to provide a consolidation of all applicable environmental 
requirements for a specific project, including: 

 Relevant components of the Environmental Protection Program Manual  

 Relevant Environmental Practices  

 Regulatory permit, approval or contractual environmental requirements 
specific to the project; and  

 Environmental requirements or obligations resulting from pre-construction 

assessments and investigations.   

– Release Response   

– In the event of a spill or release of a dangerous substance: 

 Determine the type and quantity of material spilled; refer to 
MSDS pages to find the information about toxicity, reactivity, 
PPE requirements and disposal/cleanup requirements. 

 Contain the spill using appropriate absorbent material.   

 Package the material according to the instructions in the 
MSDS. 
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If spill is on soil the ground may have to be excavated to remove all signs of 
contamination. The soil may have to be labeled as hazardous waste. 
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Notification 

According to WHMIS and provincial guidelines, a number of measures must be 
taken to meet the legal requirements regarding the prevention of personal over-
exposure to hazardous products and contaminants in the workplace. This includes 
notifying the appropriate government authority of any environmental 
contamination when required to do so. 

24 Hour provincial emergency contact numbers:  1-800-222-6514 



 

  

The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation.  All employees should be familiar with the current OH&S regulations. 

Fitness for Work Policy 

Purpose 

Safety First Muirhead’s Ltd. is committed to ensuring that all individuals are fit for 
work while they are on Company projects or undertaking activities on the 
Company’s behalf. 

The Fitness for Work Policy defines responsibilities of employees, contractors, and 
visitors. The Policy promotes fitness for work and how to manage effectively and 
appropriately fitness for work issues. 

The intent of this Policy is to provide and promote a safe working environment by: 

 Improving and maintaining fitness for work. 

 Improving and maintaining an awareness of fitness for work responsibilities. 

 Providing appropriate assistance to overcome problems that could impair 
fitness for work. 

 Monitoring compliance with and enforcement of this Policy and its 
procedures, including the requirements of the Alcohol and Drugs Program 
and Policy. 

 Providing effective, fair, and constructive procedures for dealing with 
people who are unfit for work. 

Application 

This Policy and its procedures apply to all Company sites and all the personnel 
there on the Company’s behalf. 

Scope 

This Policy covers many issues that may impact on fitness for work including, but 
not limited to, fatigue, stress, physical wellbeing, medical issues, rehabilitation to 
work, alcohol and drugs. 

Definition 

Fit for Work – means that an Individual is in a state (physical, mental, and 
emotional) which enables them to perform assigned tasks competently and in a 
manner which does not compromise or threaten the safety or health of 
themselves or others. 

Adoption of Standards 

This Policy is incomplete without the entirety of the HSE Manual. This Policy 
should be read and understood in conjunction with all other policies and 



 

 

 
 

procedures of the HSE Manual including the Alcohol and Drugs Policy, fatigue 
management, and any policy, procedure, or practice that requires personal 
assessment (i.e. Respiratory Protective Equipment fit testing, Disability 
Management). 

Responsibilities 

It is everyone’s responsibility to present for work fit for work and must be able to 
carry out their duties without risk to themselves or others. 

Senior Managers 

Senior Managers are responsible for ensuring the adoption, implementation, and 
application of this Policy and:  

 Lead by example. 

 Ensure supervisors are trained in, implement, and apply the Policy. 

 Supply adequate resources for the requirements of this Policy. 

 Protect the fair and consistent application of this Policy. 

 Ensure the appropriate procedures are implemented to safeguard sensitive 
medical and other personal information. 

 Review the Policy as per the HSE Auditing Policy. 

Supervisors 

 Lead by example. 

 Lead the effective implementation of this Policy and in a manner that 
fosters active involvement with the Policy including raising concerns about 
other workers’ or their own fitness for work. 

 Actively participate in training. 

 Conduct an assessment of the fitness for work of workers, both at the start 
of and throughout the work period. 

 Take prompt and appropriate action whenever they believe that any worker 
is not capable of working a safe and effective manner. 

 Take all necessary action to safeguard sensitive medical and other personal 
information. 

Workers 

Each worker is responsible for his or her own health and safety at work and must 
avoid adversely affecting the health and safety of any other worker. 

 Must, if requested by management or a supervisor, demonstrate that they 
are fit for work. 



 

 

 
 

 Report any actual or potential impairment of fitness for work including 
workers who are unfit for work and any breaches or non-compliance with 
this Policy. 

 Report to a supervisor if they believe they may be unfit for work. 

 If an individual has a medical condition or personal illness that could have 
an impact on fitness for work, the nature of the impact must be reported to 
a supervisor. 

 Where appropriate, a medical certificate or release must be provided by the 
worker to the supervisor. This may include a physician’s assessment of the 
impact of any medication on fitness for work. 

Visitors 

Visitors to Company sites who may pose a risk to the health and safety of 
themselves or others must: 

 Not enter the site. 

 Report to his or her supervisor and the Company supervisor of the area. 

 Leave the site, if requested to do so by Company management. 

 Obtain information, if it is available on rehabilitation to obtain a fit for work 
status.  

Assessment 

Methods include: 

 Individual self-assessment, including self-testing for alcohol. 

 Face to face discussions with Supervisors and Workers at the start of and / 
or during the work period. 

 Medical Assessments. 

 Alcohol and Drugs Testing. 

 Other recognized assessments as appropriate. 

Work Periods 

All employees, contractors, and visitors are required to adhere to regulatory-
driven standards for work hours, work days, periods of rest, days of rest, and 
commercial vehicle hours of service both provincial and federal as applicable. 

Work Hours 

 12 hours maximum per day. 
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Work Days 

 24 consecutive days maximum. 

Periods of Rest 

 30 minutes of rest minimum for a minimum of 5 hours worked. 

Days of Rest 

 1 day of rest for every 1 week worked. 

 2 consecutive days of rest for every 2 consecutive weeks worked. 

 3 consecutive days of rest for every 3 consecutive weeks worked. 

 4 consecutive days of rest for every 24 consecutive days worked. 
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The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation.  All employees should be familiar with the current OH&S regulations. 

HSE Auditing Policy 

Purpose 

Safety First Muirhead’s Ltd. (The Company) will through the process of system 
audits identify gaps in the Health, Safety, and Environment Management System. 
This process will occur at various levels in The Company including Senior 
Management, Management, Supervisors, HSE personnel, Joint Health and Safety 
Committee, Contractors, Visitors, and Workers. The system will be subject to a 
review of documentation, observations, and interviews. 

Standard 

The Company will commit to the following audit frequencies as a minimum: 

 Enform COR audit (external) – annually. 

 Audit and COR preparation (internal) – annually. 

 Management Review Meeting (internal) – annually. 

Audit results will be reviewed by management and deficiencies that have been 
identified will be assigned a responsible person for completing the correction 
within an effective time period. These corrective action items will be tracked and 
reviewed by management periodically to ensure: 

 Effectiveness 

 Progress 

 Completion 

All corrective actions and actions taken must be documented to show they have 
been addressed. Corrective action logs will include as a minimum: 

 Action – What needs to be completed. 

 Assignment – Designated person responsible and accountable for comple-
tion of the action. 

 Target Date – A reasonable and accurate timeline detailing when the action 
should be completed. 

Review 

The audit process will be reviewed annually as part of a Management Review 
Meeting of the HSE MS to ensure quality and relevancy to current operations. 

All findings and results will be communicated to all staff upon review by General 
Safety Meetings, bulletins, and posting summary of results in the office. 



 

 

The safety information in this policy does not take precedence over Occupational Health and Safety 
legislation.  All employees should be familiar with the current OH&S regulations. 

Anti-Bribery and Anti-Corruption Policy 

Purpose and Scope 

The intent of this Anti-Bribery and Anti-Corruption Policy is to confirm 
Safety First Muirhead’s Ltd.’s commitment to full compliance by the Company, its 
affiliates, and its officers, directors, employees, and agents with Canada’s 
Corruption of Foreign Public Officials Act (“CFPOA”) and any local anti-bribery or 
anti-corruption laws or entities we are contracted under that may be applicable. 
This Policy supplements any existing standards within the Company regarding 
business conduct and ethics and provides guidelines for compliance with the 
CFPOA and Company policies applicable to Safety First Muirhead’s Ltd. operations. 

Safety First Muirhead’s Ltd. is committed to utilizing an effective approach to the 
management of risk in business with regard to bribery and corruption in its 
activities in Canada. Safety First Muirhead’s Ltd. has a zero tolerance principle for 
bribery and corruption and requires all Company employees, including officers, 
directors (collectively referred to as “Safety First Muirhead’s Ltd. personnel”) and 
Third Parties (see Definitions) at all times to act and comply with this principle by 
fully conforming to all procedures and policies adopted by the Company to 
prevent bribery and corruption at Safety First Muirhead’s Ltd. 

Definitions 

Bribery - Is an act of directly or indirectly giving, offering, or agreeing to give or 
offer, a loan, reward, advantage or benefit of any kind to, or for the benefit of, a 
Third Party (see Definitions) in order to obtain or retain some advantage; or, an act 
of giving, offering or agreeing to give or offer with the intent that a person who is 
trusted to or expected to act in good faith or with impartiality will perform that 
function improperly. For the purposes of this policy bribery will include Kickbacks 
(see Definitions) known to be initiated by the payee, the payer or both. 

Corruption - Is an act of dishonestly obtaining, offering, or giving an advantage 
from or to a Third Party (see Definitions) or Company employee by abusing an 
entrusted power for private gain, being monetary, material, status, information or 
any other tangible or intangible benefit. 

Kickback - Is the payment, promise to pay, or the authorization of the payment of 
a portion of contract consideration to a person employed by or associated with 
another contracting party. This includes the improper utilization of sub-contracts, 
purchase orders, consulting agreements or gifts to channel payments to principals, 
employees, or other representatives of another contracting party, or to their 
relatives or business associates. 



 

 

 
 

“Public Official” means: 
a. Any person employed or appointed by a government, state, province, 

municipality, or public international organization;  

b. Any owner, director, officer or employee of an organization that performs a 
governmental function;  

c. Any person employed or appointed by an agency, department, corporation, 
board, commission or enterprise that is controlled by a government, state, 
province, municipality, or public international organization; 

d. Any person acting in an official capacity for a government, state, province, 
municipality, or public international organization, or for an agency, 
department, corporation, board, commission or 

e. enterprise that is owned, in whole or in part, or controlled by a government, 
state, province, municipality, or public international organization;  

f. Any person acting for or on behalf of a government, state, province, 
municipality, or public international organization, or for an agency, 
department, corporation, board, commission, or enterprise that is owned, 
in whole or in part, or controlled by a government, state, province, 
municipality, or public international organization; or  

g. Elected officials, candidates for public office, political parties, and offices, 
employees, representatives and agents of political parties.  

“Third Party” or “Third Parties” includes representatives of Safety First Muirhead’s Ltd. 
whom act on or behalf of the Company before or with, or whom may be reasonably 
expected to have contact, directly or indirectly, with Public Officials (see Definitions); 
and also includes, intermediaries, external consultants, contractors, brokers, 
distributers, suppliers, joint venture partners, lobbyists, activists, and any other acting 
for or providing services to, Safety First Muirhead’s Ltd. 

Responsibilities 

The President has overall responsibility for the promotion and dissemination of an 
anti-bribery and anti-corruption policy. 

a. This Policy is communicated to all Safety First Muirhead’s Ltd. personnel and 
is implemented in full, and that appropriate procedures are put in place to 
ensure the communication of, and implementation of, this Policy with, Third 
Parties and volunteers;  

b. That Safety First Muirhead’s Ltd. personnel have the necessary training in 
order to comply with their obligations;  

c. Appropriate legal and/or disciplinary action is taken against the perpetrators 
of any actual or attempted corruption and/or bribery;  

d. Recommendations for control improvements following any investigations 
are properly implemented;  



 

 

 
 

e. Providing guidance on the measures to be taken by senior managers in 
order to implement this Policy;  

f. Arranging for reported incidents of actual or suspected corruption and/ or 
bribery to be promptly and appropriately reported, and investigated in 
conjunction with, the appropriate managers;  

g. Arranging, as and where applicable, for internal audits of the prevention 
and detection of processes and internal controls put into place by 
management;  

h. Reviewing and monitoring compliance with this Policy and updating it as 
necessary, from time to time, and as applicable, in accordance with the 
Safety First Muirhead’s Ltd. standards, applicable laws and current best 
practice for Canadian private organizations.  

i. The General Manager is fully engaged in all investigations into the suspected 
occurrence of any actual or attempted acts of corruption or bribery unless 
the General Managers involvement with the occurrence is suspect. 

Officers, Vice-President, Department Heads at Safety First Muirhead’s Ltd. are 
responsible for, within their areas of accountability: 

a. Assessing the types of corruption and bribery risk involved in the operations 
of their relevant departments;  

b. Ensuring that an adequate system of internal control exists and that these 
controls are effective;  

c. Regularly reviewing these control systems to ensure compliance and to 
satisfy themselves of the system’s continued effective operations. 

The General Manager is responsible to be fully engaged in any investigation into 
non-compliance with this Policy unless actions taken of the General Manager 
resulted in the necessary initiation of an investigation by another.  
Safety First Muirhead’s Ltd. Personnel and Third Parties are required to report to 
their superior or primary point of contact any and all suspicion of corruption or 
bribery including that which is outlined as Suspect Indicators below. 

Suspect Indicators 

Unusual events or transactions may be symptoms of corruption or bribery. The 
required system of internal control within a Safety First Muirhead’s Ltd. area of 
accountability must monitor for the following events and conditions and 
indication of their existence must be reported to the President and an 
investigation initiated immediately: 

a. Unusual or inadequately documented payments;  

b. Purchases which have not passed through Safety First Muirhead’s Ltd.’s 
standard procedure for obtaining estimates or purchasing;  
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c. Excessive rates of remuneration paid to consultants;  

d. Use of government officials as consultants or the provision of travel grants 
to government officials;  

e. Excessive fuel usage for vehicles; and  

f. Sale of assets to Third Parties which do not follow customary  
Safety First Muirhead’s Ltd. procedures.  

Standards 

The Company, Safety First Muirhead’s Ltd. personnel and Third Parties shall not, 
either directly or through any intermediary: 

a. Demand, solicit or accept a bribe as an act of bribery;  

b. Engage in any corrupt activities as defined as acts of corruption;  

c. Meet the conditions of 1.a and/or 1.b unless:  

i. The act is a service or fee for routine government actions which would 
otherwise be lawful and proper; and 

ii. The employee or Third Party engaged in the activity of 1.a and/or 1.b 
believes his or her health or safety to be at imminent risk and believes 
the payment to be absolutely necessary to preserve his or her health or 
safety; and  

iii. The activity is reported to the concerned superior, together with the 
President, and is properly recorded in reasonable detail that accurately 
and fairly reflects any transactions made and includes such information 
as the quantity, nature, and purpose of such payment. 

d. Offer or accept entertainment, gifts, favours, hospitality, or reimbursement 
of travel or other expenses that renders one in non-compliance with this 
Policy, any other policy or standard of the Company, or the policies of the 
employers of any others engaged in the offer or acceptance. 

Training 

All Safety First Muirhead’s Ltd. personnel and Third Parties will be made aware of 
the content of this Policy prior to engaging in any work for on behalf of the 
Company. Due diligence must be exercised in order to ensure a thorough 
understanding of the provisions of this Policy and follow-up through systems of 
internal control is conducted of the training and compliance with the content of 
this Policy.  



 

 

 
 

Motor Vehicle Safety Policy 

Safety First Muirhead’s Ltd. is committed to provide and maintain a safe working 
environment to protect our employees and the citizens of the communities where 
we conduct business from injury and property loss. The company considers the 
use of company vehicles part of the working environment. The company is 
committed to promoting a heightened level of safety awareness and responsible 
driving behavior in its employees. Our efforts and the commitment of employees 
will prevent vehicle accidents and reduce personal injury and property loss claims. 
This program requires the full cooperation of each driver to operate their vehicle 
safely and to adhere to the responsibilities outlined in the Motor Vehicle Safety 
Program 

Elements of this program include: 

 Employer Responsibilities 

 Employees Responsibilities 

 Employee driver's license checks and identification of high risk drivers 

 Accident reporting and investigation 

 Training standards 

 Safety regulations 

Employer Responsibilities: 

 Ensure that all new and existing employees are familiar with the motor 
vehicle safety policies and procedures, accident/incident reporting 
requirements and the accident review process, and frequently check on 
their compliance. 

 Annually review driver abstracts for all operators of company owned 
vehicles. 

 Personally review each accident and take all steps necessary to prevent 
future incidents and accidents. 

 Insist that all assigned vehicles are maintained for safe operation and 
ensure that only authorized personnel are allowed to operate company 
vehicles. 

 Ensure that unsafe vehicles are not driven until safety discrepancies have 
been corrected. 

 Review each Incident Report and Accident Report to determine if the 
employee’s actions were consistent with motor vehicle safety policies and 
procedures. 

 Determine what additional training or other positive action is required to 
deal with driver error. 



 

 

 
 

 Evaluate the existing motor vehicle safety policies and procedures and 
determine if any changes should be recommended in light of the facts 
surrounding an incident/accident in an effort to prevent the occurrence of 
similar events in the future. 

Employee Responsibilities: 

 Attend all Motor Vehicle Incident Prevention training that is provided by 
Safety First Muirhead’s Ltd. 

 Actively participate in developing and improving this element as necessary. 

 Make every effort to operate all vehicles safely. 

 Maintain and carry current, appropriate driver’s license and identification. 

 Report all incidents to the authorities as required and the owner or 
supervisor immediately. 

 Maintain an acceptable driving record, failure to maintain an acceptable 
driving record may result in suspension to drive company vehicle. 

 Insure all cargo is securely tied down and load is checked periodically during 
transport. 

 Drive defensively at all times 

 Wear seatbelt at all times 

 Do not operate any vehicle while under the influence of alcohol or drugs. 

 Review and sign Driver Obligation Form 

 Employee will adopt the pull through parking technique. Where pull 
through is not available vehicle will be backed into parking space. 

Each employee driving a company vehicle shall: 

 Become familiar with and obey all municipal motor vehicle safety policies, 
procedures and provincial highway traffic rules and regulations. 

 Pre-inspect the vehicle that he is about to drive, and report to company 
owner in writing all defects noted during the trip or inspection (if any). 

 Report all motor vehicle accidents 

 Report immediately to the owner any suspension of driving privileges and 
cease to operate any municipal vehicle until his/her privileges are 
reinstated. 

 Not engage in the use of cell phones (including hands free), texting devices, 
or any other electronic device while operating a vehicle. 
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Communication and Improvements: 

 To be acknowledged on safety board, on our website and in our safety 
newsletter. 

 Assessment of the success of this element will include workplace inspection, 
verbal feedback from workers during the year end discussions held at safety 
meetings. 

 All motor vehicle incidents will be reviewed. 

 Necessary improvements will be made immediately. 



 

 

 
 

Enform Guiding Principles 

John Muirhead 

President 

May 15, 2013 



 

 

 
 

Life Saving Rules 

 

Rule 1 
Work with a valid work permit when required. 

 

Rule 2 
Conduct gas tests when required. 

 

Rule 3 
Verify isolation before work begins and use the specified life 
protecting equipment. 

 

Rule 4 
Obtain authorization before entering a confined space. 

 

Rule 5. 
Obtain authorization before overriding or disabling safety critical 
equipment. 

 

Rule 6 
Protect yourself against a fall when working at a height. 

 

Rule 7 
Do not walk under a suspended load. 

 

Rule 8 
Do not smoke outside designated smoking areas. 

 

Rule 9 
No alcohol or drugs while working or driving. 

 

Rule 10. 
While driving, do not use your phone and do not exceed speed limits. 

 

Rule 11 
Wear your seat belt. 

 

Rule 12 
Follow the prescribed Journey Management Plan. 
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Section 1.- Organization and Responsibilities 

Purpose 

To describe the areas of responsibility and accountability within the Health, Safety 
and Environment (HSE) Management System. 

General 

Each person is responsible for Health, Safety, Security and the Environment. All 
employees/contractors are to know their roles and comply with the requirements. 
An organizational chart will be provided listing all positions and each role in  
Safety First Muirhead’s Ltd. Minimum qualifications for each position will be made 
clear. All workers will receive job specific training and must be verified of 
competency by a designated person. 

President Responsibilities  

President’s responsibilities include, but are not limited to: 

 Lead, plan, direct and support safety initiatives and activities. 

 Delegate and ensure that the orientation is provided. 

 Provide strategic direction on Health, Safety and Environment as this relates 
to the annual goals and objectives. 

 Prevent incidents by providing a clean worksite free of possible slipping or 
tripping hazards. 

 Investigate incidents that result in serious losses or near misses that have 
the potential for serious loss, and determining the necessary action to 
prevent recurrence. 

 Allocate resources to ensure the safety and protection of employees/ 
contractors on the worksite. 

 Ensure that employees know their responsibilities and duties under the 
occupational health/safety legislation that always apply when they are on 
the worksite, irrespective of whether or not they are actively engaged in 
work activities. 

 Obtain documentation to confirm that all workers are qualified/certified to 
perform their assigned jobs. 

 Ensure inspections are conducted of premises, equipment and work 
practices/methods at regular/appropriate intervals, and that any hazardous 
condition found is corrected quickly. 

 Designate qualified personnel to complete tasks that could endanger a 
worker, or to correct unsafe conditions. A worker may complete the tasks if 
supervised by a competent person. 



Organization and Responsibilities  

Effective Date: May 15, 2013 Revision Date: May 5, 2014 Page 2 of 13 

 
 

 Confirm that workers operating equipment are trained in the safe operation 
of the equipment. 

 See that all equipment used is maintained to ensure the safety of the 
workers, can safely and adequately perform its functions, and is free of all 
defects. 

 Ensure confidential protection of sensitive medical and other personal 
information. 

 Review the management system to ensure adequacy, relevancy and 
suitability. 

Management Responsibilities 

Management’s responsibilities within the Safety Management System include, but 
are not limited to: 

 Lead, direct and support safety initiatives and activities. 

 Ensure the company’s HSE System is implemented and followed within the 
line manager’s area of responsibility. Ensuring contractors, supervisors and 
employees are aware they will comply with the HSE program and all 
applicable government regulations. 

 Hold periodic management meetings to review health and safety activities 
and incident trends and to discuss actions required. 

 Will determine the minimum qualifications required to perform the roles 
assigned to each individual. 

 They will prepare a physical demand analysis to ensure that workers are 
capable of performing their job duties. 

 Ensure employees in the line manager’s area receive safety-related training. 

 Participate in inspections/audits of the HSE System within the line 
manager’s area. 

 Ensure corrective actions are taken when deficiencies found during 
inspections and audits. 

 Take necessary action(s) to control and/or resolve any emergency situation 
that threatens employees. (Note: Only designated, qualified personnel are 
allowed to correct unsafe conditions.) 

 Ensure all reports of unsafe work are investigated immediately and any 
unsafe condition remedied without delay. 

Supervisor/Foreman Responsibilities 

Supervisor/foreman responsibilities within the Safety Management System 
include, but are not limited to: 
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 Lead, direct and instruct employees/contractors in how to carry out their 
work safely. This includes coaching and mentoring of new personnel. 

 Ensure all requirements under Safety First Muirhead’s Ltd.’s HSE 
Management System are followed on worksites under his/her control. 

 Conduct Hazard Assessment and Control, and managing hazards at levels as 
low as reasonably practical. If the hazard cannot be managed, work will be 
stopped immediately until appropriate control measures are in place. 

 Follow-up immediately on an employee’s/contractor’s report of an unsafe 
or harmful condition or action, and investigating if applicable; corrective 
action is to be taken immediately if warranted. 

 Ensure employees/contractors work safely and follow the requirements of 
the Safety First Muirhead’s Ltd. HSE Management System as well as all 
applicable government regulations. 

 Take action in matters of non-compliance and enforcement of company 
policies, procedures and government legislation. 

Employee/Direct Labourer Responsibilities 

Employee’s responsibilities within the Safety Management System include, but are 
not limited to: 

 Take reasonable care to protect yourself and others health and safety when 
on the worksite. 

 Participate in Safety First Muirhead’s Ltd.’s HSE Management System in 
their assigned areas of responsibility. 

 Adhere to Safety First Muirhead’s Ltd.’s policies, safe work practices and 
codes of practice for all activities on worksites. 

 Arrive at work on time, ready and in a fit condition. 

 Report all hazards, unsafe conditions, near misses and any other incidents 
immediately to, supervisor/foreman, and complete the employee incident 
report. 

 Obligation to refuse unsafe work when he/she believes the condition exists. 
If a refusal of work due to unsafe conditions occurs, the unsafe conditions 
will be reported to the supervisor or manager immediately. 

 Remove from service and tag any defective tools, equipment, structures, 
and worn or defective Personal Protective Equipment (PPE). 

 Wear required PPE and appropriate work clothing. 

 Operate machinery and equipment only if qualified to do so. 

 Perform daily pre-inspections of equipment. 
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Supplier Responsibilities 

Supplier responsibilities within the Safety Management System include, but are 
not limited to: 

 Ensure, as far as practical, that any tool, appliance or equipment supplied is 
in safe operating condition. 

 Ensure that all equipment supplied meets manufacturer’s specifications and 
occupational legislation, and all other applicable governing standards. 

 Ensure that all controlled products are accompanied by their Material 
Safety Data Sheets (MSDS) and any other supporting documentation. 

Visitor Responsibilities 

Visitor responsibilities within the Safety Management System include, but are not 
limited to: 

 Report to the main office of Safety First Muirhead’s Ltd. as well as the 
person in charge of the worksite. 

 Follow instructions given by the crew lead, foreman or supervisor, or to be 
escorted by authorized personnel at all times while on the worksite. 

 Attend a site specific orientation as required. 

 Wear PPE when requested/required. 

Obligation to Refuse Unsafe Work 

The purpose of this section is to establish procedural guidelines as per the Alberta 
Occupational Health and Safety Act for a work refusal. 

Responsibilities 

Safety First Muirhead’s Ltd. is committed to the protection of its employees, 
contractors, visitors, suppliers, the environment, and its physical assets . 
Safety First Muirhead’s Ltd. will continue to maintain a safe work environment in 
order to prevent occupational injuries and illnesses. 

Everybody has the right and obligation to refuse unsafe work. All employees, 
contractors, visitors, and suppliers are equally responsible for complying with the 
requirements of the Alberta Occupational Health and Safety Act and its 
regulations. 

Policy 

It is the policy of Safety First Muirhead’s Ltd. to resolve health and safety concerns 
before a work refusal occurs and provide a uniform reporting procedure. 
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Procedure for a Complaint 

In the event that a worker raises a health and safety concern or complaint to their 
supervisor, the supervisor will: 

1. Investigate in the presence of the worker and establish with the worker 
whether a health and safety issue exists and if it is a complaint or work 
refusal. 

2. If determined to be a health or safety complaint and the task is unsafe the 
supervisor will undertake immediate corrective action. 

Procedure for a Work Refusal 

In the event that worker refuses work believing that he/she or another worker 
may be endangered by: 

1. Equipment, machine device or other thing. 

2. The condition of the workplace. 

3. Workplace violence or harassment. 

4. A procedure or process. 

5. Any contravention of government legislation, act, or regulation. 

The following will apply: 

1. Worker to report refusal to immediate supervisor (document if possible). 

2. Worker to remain in a safe place near the work station. 

3. Supervisor to investigate, correct any unsafe condition, and reply to refusing 
worker in writing outlining the action plan to correct. 

4. Should the issue be resolved, if required, the worker will return to work. 

Reprisals by Employer Prohibited 

Any person who invokes their right to refuse is protected by the Alberta 
Occupational Health and Safety Act and the employer is prohibited from reprising, 
penalizing, terminating, threatening, intimidating, coercing, disciplining, or 
suspending that person.  
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Contractor Safety Management 

Policy  

Safety First Muirhead’s Ltd. requires contractors to adhere to the general 
requirements of the OH&S Management System while at the location which they 
are performing work.  

Purpose  

The purpose of this policy is to establish guidelines to ensure that contractors 
work in accordance with HSE Legislation and Safety First Muirhead’s Ltd.’s health 
and safety requirements so that neither the contractors, nor Safety First 
Muirhead’s Ltd.’s employees are exposed to any unnecessary hazards/risks.  

Definitions   

Worksite – Refers to a location where a worker is, or is likely to be engaged in any 
occupation and includes any vehicle or mobile equipment used by a worker in an 
occupation. 

Prime Contractor – the prime contractor for a worksite is: 

a. The contractor, employer or other person who enters into an agreement 
with the owner of the work site to be the prime contractor, or  

b. If no agreement has been made or if no agreement is in force the owner of 
the worksite is the prime contractor. 

Safety First Muirhead’s Ltd.’s Responsibilities 

Safety First Muirhead’s Ltd. has responsibilities involving the safety of contractors 
when they are required to enter the place of employment to perform work.   

Safety First Muirhead’s Ltd. responsibilities are: 

 Safety First Muirhead’s Ltd. must participate in any incident investigations 
involving contractors and ensure the incident is reported to the Client as 
well. 

 Confirm that before any contractors enter the worksite or perform any 
work they receive orientation and read and sign the Rules and Regulations 
governing the contract work. 

 Confirm that the contractor is informed of any hazards/risks that could be 
present on the worksite. 

 Review the contractors’ pre-qualifications, such as, safety training 
documents, safety program, safety statistics, and records of previous 
employment.  
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 Implement safe work practices and procedures for the contractors’ 
employees regarding the worksite. 

 Evaluate the contractor and the work being performed to confirm that 
responsibilities as per Safety First Muirhead’s Ltd.’s policy are being met. 

 Safety First Muirhead’s Ltd. is accountable for communicating the client’s 
respective Alcohol and Drugs Policy to the contractor, as well as the site 
specific Emergency Response Plan. 

Contractors Responsibilities 

Contractors are required to perform their work in a safe manner as to protect the 
health and safety of themselves, their employees, and the employees of 
Safety First Muirhead’s Ltd. Contractor responsibilities include: 

 Comply with Safety First Muirhead’s Ltd.’s Health and Safety Manual and 
the legislative requirements that govern it.  

 Use own Safety Management System, provided it is more stringent than the 
Safety First Muirhead’s Ltd. Management System. Reverse to apply if Safety 
First Muirhead’s Ltd. Management System is more stringent. Assessment 
will be made by Safety First Muirhead’s Ltd. to determine the Safety 
Management System to be used. In the event that a contractor does not 
have a Health and Safety Manual, Safety First Muirhead’s Ltd. is responsible 
for making sure that the contractor is aware of the applicable policies, 
procedures and regulations. 

 Read and sign the Contractor Work Agreement sheet provided. 

 Employees employed by the contractor will adhere to the health and safety 
policies, procedures, and safe work practices.  

 Participate in Safety First Muirhead’s Ltd. pre-job meetings, safety 
orientations and tailgate/toolbox meetings. The contractor and its 
employees are required, just like Safety First Muirhead’s Ltd. employees, 
mandatory attendance and safety meeting sign-off before work begins.  

 Abide by Safety First Muirhead’s Ltd. company safety rules.  

 Supply a letter or certificate to Safety First Muirhead’s Ltd. to show Workers 
Compensation coverage is current and the account is not in arrears. If 
frequent work is conducted on Safety First Muirhead’s Ltd. worksite, a 
Workers Compensation letter/certificate will be provided on an annual 
basis.  

 Supply a certificate of Comprehensive General Liability Insurance with 
coverage that is not less than $2,000,000.00.  

 Supply a certificate of Automobile Public Liability and Property Damage 
which covers all motor vehicles that the contractor is using during the 
course of work and is not less than $2,000,000.00. 
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 The contractor must adhere to the client’s Alcohol and Drugs Policy at all 
times while on the worksite. 

 Report all incidents, injuries, motor vehicle accidents, serious near misses 
and identified hazards to the contract owner. 

Procedures  

Procedure for evaluating and choosing a contractor: 

1. Safety First Muirhead’s Ltd. will obtain information and evaluate according 
to the contractors’ safety track record, safety program, insurances, 
experience and previous safety performance records. If previous safety 
performance records are unavailable, refer to the injury and illness rates 
(WCB Rate Sheet). For a contractor to prequalify, the above safety metrics 
will meet acceptable standards as criteria for selection.  

2. Safety First Muirhead’s Ltd. will confirm that the contractor and its 
employees have:  

a. Proper job skills and training.  

b. Appropriate equipment to perform the job tasks.  

c. Permits, certificates and insurance for the job.  

3. Once a contractor has been hired, Safety First Muirhead’s Ltd. and the 
contractor will reach an agreement regarding work standards, procedures, 
and practices which are applicable to the requested work. This agreement 
should be documented before work begins to establish compliance with the 
requirements and responsibilities are understood.  

4. Safety First Muirhead’s Ltd. will complete a hazard assessment and 
inspection of the worksite to identify health and safety requirements and 
probable hazards associated with the scope of work. Both Safety First 
Muirhead’s Ltd.’s employees and the contractors’ employees must be 
trained for the specific hazards on the worksite and hazards that could 
potentially be created by the contractor while on site.  

5. Safety First Muirhead’s Ltd. and the contractor will jointly communicate to 
their workers information regarding the scope of work, the Hazard 
Assessment and Controls, and the health and safety requirements. 
Safety First Muirhead’s Ltd. and the contractor, along with the employees, 
will jointly participate in regular job safety inspections, job hazard analysis 
and hazard assessments on a regular basis. 
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6. Before contract work begins, Safety First Muirhead’s Ltd. will provide the 
contractor and its employees with a formal orientation that details the 
safety policies, procedures, emergency exits, emergency response plan and 
the Rules and Regulations that govern contract work.  

7. The contractor will designate a contractor representative for which Safety 
First Muirhead’s Ltd. will keep communication with during the course of the 
contract.  

8. During the contract work, Safety First Muirhead’s Ltd. will evaluate the 
performance of the contractor and its employees to ensure they are 
working according to Safety First Muirhead’s Ltd. HSE Management System, 
OH&S legislation, and the contractor safety policy. A post performance 
review will also be conducted once the contracted work is completed. 
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RULES AND REGULATIONS GOVERNING 
GENERAL CONTRACT WORK 

All contractors working on Safety First Muirhead’s Ltd.’s premises will abide by the 
following requirements: 

1. Contractor will have Worker’s Compensation Board (WCB) coverage and be 
in good standing with the WCB. A WCB letter or certificate of good standing 
will be submitted by each contractor prior to commencement of work and 
at subsequent intervals not to exceed one (1) year.  

2. Contractor has Comprehensive General Liability Insurance, appropriate for 
the contract size. 

3. Contractor has Public Liability and Property Damage Insurance for his/her 
automobile(s), used in conjunction with the contract. 

4. No work will commence without approval by the manager responsible for 
the project.  

5. Safety First Muirhead’s Ltd. and client policies and procedures. Contractors 
are required to observe the following: 

a. Smoking is only allowed in designated smoking areas. 

b. Horseplay, in any form, will not be tolerated. 

c. Any materials leaving the site (i.e., scrap) will have the written 
permission of your contact person. Any materials removed without 
permission will be treated as theft. 

d. In the event of evacuation (i.e., fire), the contractor will immediately 
leave the site where they are performing work by the nearest available 
exit route and report to the designated muster point (as instructed by 
the contact person). At the muster point, the contractor will meet the 
evacuation muster point Marshall and follow their direction.  

e. Any injury/incident incurred while working will be reported immediately 
to your contact person. 

6. Personal Protective Equipment - As a minimum, all personnel entering a site 
are required to wear steel toed boots, hardhat and safety glasses. Hearing 
protection is required as posted.  Additional protective equipment (gloves, 
goggles, reflective type vest, etc.) may be specified by your contact as 
required by the type of work performed. 
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7. Contractor work is to be performed in a manner which complies with the 
Occupational Health and Safety Regulations, Workers’ Compensation Act, 
Safety First Muirhead’s Ltd. Health and Safety Rules and any other relevant 
regulations governing the work. 

8. Lock Out - Where it is necessary to lock out equipment to establish a zero 
energy state, contractors will follow the Safety First Muirhead’s Ltd. Lock 
Out Procedure (or a procedure approved by Safety First Muirhead’s Ltd.). If 
the need for a lock out is questionable, see the contact person for 
clarification before proceeding with the work. 

9. WHMIS - The use of any hazardous materials (WHMIS controlled) will 
require the contractor to supply a MSDS for each material to the contact 
person and a copy of such MSDS will be made available at the work site. In 
addition, all containers of hazardous materials will be appropriately labeled 
with an approved supplier/workplace label. 

10. Underground Work - Any underground work will be approved by the 
manager. Check for underground electrical conduit, telephone cables, 
piping, etc. 

11. Emergency Procedures - In the event of a fire or emergency follow the 
guidelines set by Safety First Muirhead’s Ltd. or by the client where the 
work is being performed. 

12. When overhead work is involved, hard hats will be worn and barricades 
erected. 

13. Ladders - All extension ladders will be tied off.  

14. The Contractor will store and dispose of all materials/equipment off 
premises unless specific permission is provided by the Manager. Work areas 
are to be kept clear of debris and a general clean up performed at the end 
of each working day. 

15. Contractors are to confirm their employees have required WHMIS training 
and have MSDS’s available for any controlled substances brought on site.  
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Contractor Sign-Off Sheet 

Dear Contractor: 

As a contractor working on site at Safety First Muirhead’s Ltd., it will be necessary 
for you to be aware of and observe our Safety and Environmental policies. 

The attached Contractor Work Guidelines explain our requirements for Safety, 
Environmental and Liability Insurance requirements. Please take the time to 
personally review the guidelines and to ascertain that you and your staff are 
aware of the requirements. 

Before beginning work at Safety First Muirhead’s Ltd., you will be required to 
provide the following documents: 

1. WCB “Proof of Good Standing/Certificate of Clearance”. 

2. Insurance certificate indicating a minimum of $2,000,000 liability coverage 
(or suitable coverage as determined by the extent of potential exposure). 

3. Certificate of Automobile Public Liability and Property Damage which covers 
all motor vehicles that the contractor is using during the course of work. 

4. Scope of work plan of job tasks to be performed. 

5. Current Health and Safety Manual.  

Any concerns regarding the attached guidelines should be discussed with your 
Safety First Muirhead’s Ltd. contact person prior to beginning work. 

Please mail last page along with the above five items to the attention of:  

 

 

Your cooperation is appreciated. 

 

Sincerely, 

 

Safety First Muirhead’s Ltd.  
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Contractor Work Agreement 

This is to certify that ______________________________ has been informed of 
and understands the rules stated in the Contractor Work Guidelines. 

Contractor Company Rep: ___________________________________ 

Date: ___________________________________ 

For Safety First Muirhead’s Ltd. use only 

The above stated company has provided the following documents: 

1. WCB “Proof of Good Standing /Certificate of Clearance” (  ) Yes     (  ) No 

2. Minimum Insurance Requirements. (  ) Yes     (  ) No 

3. A “Contractors Work Permit” has been issued. (  ) Yes     (  ) No 

4. Scope of work plan of job tasks to be performed. (  ) Yes     (  ) No 

5. Current Health and Safety Manual.  (  ) Yes     (  ) No 

Further comments/instructions: 

  

  

  

  

  

  

  

  

Company Contact/Representative: _________________________________ 

Date: ____________________________ 
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Section 2.- Hazard Assessment and Control 

Purpose 

The Hazard Assessment and Control process is used to protect personnel from 
injury and occupational illness, and prevent incidents in the workplace by 
identifying and correcting unsafe acts and conditions. While Hazard Assessment 
and Control is concerned with real-time visible incidents/conditions, it also looks 
at probability and the potential for hazards that may be encountered. 

A Hazard Assessment and Control will be completed and documented prior to 
purchasing any hazardous product/chemical. The supplier will send a copy of the 
Material Safety Data Sheet (MSDS) with the materials for personnel review prior 
to the product being introduced on the worksite. 

Definitions 

Hazard – A situation, condition or thing that may be dangerous to the safety or 
health of workers. 

Hazard Assessment – A formal process to identify hazards that may cause losses 
or damage to people, equipment, materials, property and the environment. 

Risk – A measurement of the potential loss that would result if the hazard 
occurred during the work activity. 

Risk Analysis – A systematic use of available information to determine how often 
specific events may occur and the magnitude of their consequences. 

Safety First Muirhead’s Ltd. Responsibilities 

Safety First Muirhead’s Ltd. will comply with current occupational legislation in 
identifying, ranking and controlling hazards throughout its business activity, both 
on and off worksites. The regulatory and legislative requirements are considered 
to be the minimum; Safety First Muirhead’s Ltd.’s jobsites and locations will be 
reviewed for additional requirements relating to specific workplace hazards. 
Safety First Muirhead’s Ltd. will ensure that any risk assessment completed for 
any task or new project will be documented and controls will be reviewed to 
ensure no new hazards are created.  

The Hazard Assessment and Control process will be carried out: 

1. At reasonably practical intervals to prevent unsafe and unhealthy working 
conditions from developing, 

2. When a new work process is introduced, 

3. When a work process or operation changes, or 

4. Before the construction of significant additions or alterations to a worksite. 
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This will be done through the use of informal (Daily Hazard Assessment) and 
formal (Job Safety Analysis) Hazard Assessments. 

Formal Hazard Assessment will be completed by trained and competent 
supervisors of the related work and must include the participation of experienced 
workers.  They will be updated regularly with recurring health and safety issues 
identified in the field.  

Informal Hazard Assessments will be completed by all workers prior to 
commencing work and will include a review of the applicable formal hazard 
assessment and other documents such as MSDS, manufacturer’s specifications, 
etc. 

Employee/Contractor Responsibilities 

All employees of Safety First Muirhead’s Ltd. and contractors working for the 
company are to complete a written Hazard Assessment and Control to identify 
existing or potential hazards before work begins. The Hazard Assessment and 
Control will be dated and signed by all employees, contractors and supervisors 
involved in the work activity that has been assessed. 

Hazard Assessment and Control Process 

Hazard Assessment and Controls will be completed to the standards listed below: 

Low Hazard (Green) 
 Acceptable – reduce as practical 

 No further action required 

Medium Hazard (Yellow) 
 Undesirable – take risk-reduction measures 

 Action required to control hazards 

High Hazard (Red) 
 Unacceptable – will reduce risk 

 Action required to control hazards 

All Hazard Assessment and Controls will be completed using the Hazard 
Assessment and Control form and the Risk Assessment Matrix. Using the Risk 
Assessment Matrix, all identified hazards will be ranked according to both the 
probability of occurring and the severity. 

Risk Assessment Matrix 

The Risk Assessment Matrix is a tool used to rank hazards in the workplace. It is a 
combination of the consequence and probability of a given hazard, and 
numerically defines the outcome. 
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Consequence = the result of an incident occurring. The Risk Assessment Matrix 
includes an evaluation of the consequences to people, equipment and 
environment. 

Probability = the likelihood that the identified hazard will result in an incident 
within a 3-year period. 

In considering the task/project Risk Assessment typically addresses:  

 
 

 

 

 

 

 

 

 

Risk Assessment Matrix 

 High Risk Unacceptable, Will Reduce Risk, Action Required 

 Medium Risk Undesirable, Take Risk Reduction Measures, Action Required 

 Low Risk Acceptable, Reduce As Practical, No Further Action Required 

Severity 
Probability 

Frequent Probable Occasional Remote Improbable 

Catastrophic      

Critical      

Moderate      

Minor      

Decision Making Flow Chart – Where the final risk falls in one of these categories, this Decision 
Making Flow Chart WILL be met prior to work start. 

 Risk of injury approved 
by HSE Manager and, in 
conjunction with 
General Manager. Risk 
of Business Loss/ 
Equipment Damage by 
Site Supervisor. 

 Risk of injury, 
Business 
Loss/Equipment 
Damage by 
General Manager. 

 Managed at 
Field Level 
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Potential Consequences (For any incident or potential incident check all effects) 

Severity  People 
Property 

Damage (Loss) 
Environmental 

Impact 
Public Image & 

Reputation 

Catastrophic Fatality > 10,000 Impact 
Reportable 
 Occurrence 

Government 
Intervention 

Critical 

Permanent 
Impairment 
and/or long 

term injury or 
illness 

< 10,000 to  
> 5,000 

Owner 
Standard 
 Not Met 

Owner 
Intervention 

and Local 
Media 

Intervention 

Moderate 

Serious Injury 
(Restricted 

Work Medical 
Aid) 

< 5,000 to  
> 1,000 

Housekeeping  
not to Standard 

Community or 
Local Attention 

Minor First Aid < 1,000 No Impact 
Individual or 

None 

 

Three Year (Cycle) Probability 

Frequency Definitions 

Frequent Likely to occur repeatedly in three years 

Probable Likely to occur several times in three years 

Occasional Likely to occur sometimes in three years 

Remote Not likely to occur in three years, but possible 

Improbable Probability of occurrence cannot be distinguished from zero 

Safety First Muirhead’s Ltd. will conduct a pre-job Hazard Assessment and Control 
at the worksite to identify existing and potential hazards before work starts. All 
hazards identified will be prioritized according to Safety First Muirhead’s Ltd.’s 
Risk Assessment Matrix. Safety First Muirhead’s Ltd. will communicate pre-job 
Hazard Assessment and Controls to employees and contractors involved in the 
work activity.  

Pre-Job Hazard Assessment and Control Steps 

1. List task to be completed. 

2. Identify hazards associated with the task or job. 
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3. Identify any hazards associated with the worksite, materials and equipment. 

4. Identify the required controls to be used to either eliminate or mitigate/ 
reduce the hazard so that it will not result in loss. 

5. Implement the required controls through: 

a. Effective communication and training personnel on the location/type of 
hazards and the required controls. 

b. Developing job-specific procedures. 

c. Providing proper safety equipment. 

d. Eliminating, barricading and identifying hazards. 

Field Level Hazard Assessment  

The FLHA card is a tool to assist the supervisor and his/her workers in identifying 
and controlling task specific hazards. The cards are to be used when a set of 
hazards are present that are not covered in the daily Toolbox/Tailgate Meeting. 
The supervisor is responsible to fill out the card on site using input from his or her 
crew to ensure all job scope and hazards are identified.  

The workers, with the supervisor, will fill out the card complete with tasks, 
hazards and controls. Each employee present is expected to sign the card once the 
review has taken place. The FLHA cards are used for the following but not limited 
to:  

1. Daily activities outside the scope of the tailgate meeting.  

2. Any job scope changes to original daily tasks.  

3. Special equipment is being used in the course of work.  

4. Hot work, such as working in hazardous atmospheres.  

The cards are to be handed into the job office daily unless the work being done 
the next day is the same. In this case, the same card may be used with new 
signatures and dates applied. The card may not be used for more than one week. 
If there are any changes to the work, a new FLHA must be documented and signed 
by the supervisor and his or her crew. 

Site Specific Hazard Assessment and Control Steps (Tailgate/Toolbox) 

1. Involve employees/contractors who are doing the work. 

2. Review the job to be performed. 

3. Break job down into steps.  

4. For each step, identify actual and potential hazards. 

5. Rank the identified hazards (using the Risk Assessment Matrix tool). 
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6. Develop appropriate controls for each hazard. 

7. Review and communicate the assessment and controls at the Toolbox/ 
Tailgate Meeting with all present. 

Although some work performed by Safety First Muirhead’s Ltd. is considered, low 
risk, there are situations that can be classified as high hazardous work. 
Management of Safety First Muirhead’s Ltd. will ensure that supervisors, who 
have received formal instruction and training in the risk assessment process, 
complete with the affected worker documented, pre-job, and daily or field level 
risk assessment for identified tasks. 

Hazard Elimination and Control 

Safety First Muirhead’s Ltd. is committed and obligated to control or eliminate a 
hazard that poses a danger to the safety and health of employees. Only 
competent, trained personnel are allowed to correct a hazardous condition, which 
could mean they are exposed to the hazard while carrying out the corrective work. 
Control of workplace hazards follows the hierarchy of controls as defined by 
occupational legislation. 

Engineering Controls 

The engineering controls deal with eliminating or isolating the hazard to prevent 
employee(s) and contractor(s) from being exposed to it. Such controls can include, 
but are not limited to: 

 Substitution of a less harmful material. 

 Isolation or enclosure of employee(s) (or process). 

 Emergency shutdown devices. 

 Barricades or other restraining devices to prevent employees/contractors 
from being in contact with dangerous or hazardous operations. 

 Exhaust ventilation. 

 Elimination of the hazard. 

If the hazard cannot be eliminated or controlled using engineering controls, Safety 
First Muirhead’s Ltd. will use administrative controls to control the hazard to a 
level as low as reasonably achievable. 

Administrative Controls 

Administrative controls include, but are not limited to: 

 Directing people during a task. 

 Implementing a procedure or safe work practice to follow when doing a 
task. 

 Rules. 
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In some cases, a combination of engineering/administrative controls and PPE may 
be used. If the hazard cannot be eliminated or controlled through engineering or 
administrative tools, Personal Protective Equipment (PPE) will be used.  

PPE is considered the last line of defense and all actions must be taken to reduce 
the risk using engineering and administrative controls before relying solely on PPE. 

Often the use of PPE will compliment other controls to aid in further reducing the 
risk to as “Low as Reasonably Practicable”. 

Emergency Control of Hazards 

On worksites where a Hazard Assessment and Control indicates that emergency 
action is required to control or eliminate a hazard, the company will allow only 
personnel who are competent and trained in correcting the condition, to do so. 
Safety First Muirhead’s Ltd. will make every reasonable effort to control the 
hazard while the condition is being corrected. 
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Section 3.- Emergency Preparedness 

Purpose 

The purpose of the Emergency Preparedness Program is to provide management, 
employees and contractors of Safety First Muirhead’s Ltd. with procedures to 
follow in the event of an emergency at the work site for every task. The company 
is responsible for ensuring emergency response planning is developed, tested (i.e., 
mock drills or table talk discussion) and updated annually.  

The principle focus of occupational health and safety is the protection of people, 
equipment, materials and environment. As part of that focus, a work site will have 
a written Emergency Response Plan (ERP) that addresses both the existing and 
potential hazards. A properly implemented ERP will: 

 Enable management to effectively prepare for potential emergency 
situations. 

 Allow employees and contractors to respond to emergencies and maintain 
personal safety. 

 Maintain continual improvement through emergency drills and tests. 

Safety First Muirhead’s Ltd.’s ERP will address emergencies that arise within the 
workplace and from adjacent work sites. Each employee or contractor is 
responsible for understanding and participating in emergency response planning.  

Definitions 

Competent First Aider – Someone who is formally trained and accredited in First 
Aid through a recognized program. 

Emergency Response Plan (ERP) – Comprehensive document to provide guidance 
on actions to be taken under various possible emergency conditions, including 
responsibilities of all employees, available organizational resources, sources of aid 
outside the organization, general methods or procedures to follow, authority to 
make decisions, requirements for implementing procedures within the company, 
training and practice of emergency procedures, communications and reports 
required. 

Emergency Planning – Process to develop detailed procedures for responding to 
emergency situations such as fires, explosions, chemical spills or uncontrolled 
releases.  

Emergency Procedure – Action to be taken in case of identified emergency. 

Emergency Rescue – Procedure for moving a victim from a dangerous location to 
a safe place. 
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Roles and Responsibilities  

President 

 Provides resources and a budget for the development, implementation and 
review of the ERP.  

 Reviews all reports detailing emergency situations and actions taken to 
reduce risk of possible reoccurrence.  

Management  

 Certifies that personnel are properly trained to develop, implement and 
review the ERP.  

 Revises and maintains ERP.  

 Ensures that a written ERP is developed, tested and implemented, prior to 
starting at any site identifying hazards that could result in an emergency.  
Areas of improvement are discussed and implemented authorizing specific 
actions to correct any deficiencies.  

 Implements identification, discussions and training when a potential 
emergency is identified to proactively prevent future incidents.  

 Ensures a review of the ERP is included as part of the Safety Orientation and 
SWP’s are made available to all workers.  

Supervisor/Foreman 

 Coordinates, oversees, administers and communicates to all applicable 
personnel the ERP for that location (including emergency procedures, 
training, drills, tests and discussions).  

 Constantly reviews, monitors, and revises ERP to keep all information 
current and accurate  

 Be able to access the content of the ERP requirements and cooperate.  

Employees  

 Must cooperate with all requirements of the ERP.  

 Actively participates in Safety First Muirhead’s Ltd. and client ERP is through 
drills, table talk, discussions or toolbox meetings.   

Training 

The success of the Emergency Preparedness Program depends on the training and 
competency of supervisors, employees and contractors. Safety First Muirhead’s Ltd. 
will ensure that employees and contractors designated to provide rescue or evacuation 
receive emergency response training appropriate for the work site and any hazards 
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likely to be encountered. All workers will be educated on the company’s ERP without 
exception. This should include a thorough review of the written procedures and an 
annual emergency drill. Workers with designated responsibilities within the plan, such 
as performing headcount, must be thoroughly trained on their responsibilities. Written 
records are completed and documented for all training.  

Employees will receive an orientation addressing emergency response from a 
specific client’s work site. The client’s ERP will:  

 Include simulated exercises appropriate to the types of emergencies likely 
to occur at the work site. 

 Be repeated at regular intervals to maintain competency of the designated 
personnel in carrying out their duties in the event of an emergency.  

 Capture results of ERP training exercises which will be retained when made 
available. Include at least one member of the rescue team who will be a 
designated First Aider. 

 Provide all PPE and any other necessary equipment for emergency response 
both on and off site. 

Emergency equipment availability at off-site locations should be identified during 
the pre-job safety meeting or toolbox talk. This may include, but is not limited to:  

 Use and location of fire extinguishers  

 First Aid kits  

 AED  

 Respiratory protective equipment  

 Radio  

 Spill kits  

 Eyewash stations  

 Emergency shower  

 Vehicle emergency kits  

Emergency Response Plan Assessment 

While assessing the risks for the ERP, determine the types of potential and actual 
hazards. Estimate the probability of the hazard occurring, the number of people 
likely to be exposed, and the extent of losses arising out of potential emergencies.  
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Developing a Plan   

The following items need to be considered when a plan is developed:  

 Explore possible emergency situations and responses 

 Implement client procedures for emergency response 

 Location of emergency equipment 

 Confirm equipment meets code  

 Location of hazardous and flammable materials  

 Training requirements on the use of emergency equipment  

 Emergency Response Training for all employees  

 Head count and verification procedures  

 Muster points  

 Shutdown procedures  

 Location and use of emergency facilities  

 Site or facility diagrams  

 Primary and secondary escape routes  

 Access routes and doors for emergency access  

 Emergency communication requirements  

 Identification of First Aiders and First Aid requirements  

 Location of Eye-Wash Stations  

 Procedures for rescue and evacuation  

 Designated workers to assist in rescue and evacuation (if applicable)  

 Emergency contacts  

 Emergency phone numbers  

(Not used for all companies) Note:  All operating companies are required to assess 
the specific risks and potential for emergencies within their respective facilities, 
developing their own specific emergency and evacuation plans. These plan(s) will 
be posted in approved locations, for all employees to access.  

Emergency Evacuation  

All work sites must have an established safe meeting or muster point prior to the 
commencement of a workday. The chosen muster point is based on the ERP 
assessment conducted as a requirement in the ERP. In the event of an evacuation, 
take the following actions:  

 Safely cease job task in a quick and efficient manner. 

 Shut down all sources of ignition (such as smoking, welding and vehicles).  
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 If in a vehicle or mobile equipment, pull it over and park so access to 
hydrants or emergency equipment is not blocked (shut ignition off and 
leave keys).  

 Keep phone and radio channels clear to facilitate emergency 
communications.  

 Check for wind direction and any visible hazards (i.e., smoke, fire).  

 Move in a crosswind direction out of the area and away from any visible 
hazard.  

 Proceed to designated safe meeting or muster point to await further 
instructions, or be evacuated out of the area as ordered. 

 Supervisors must conduct a head count within the area of responsibility.  

 If any individual is absent, the supervisor must note the following 
information and initiate a search for that worker:  

– Worker’s name  

– Worker’s Employer  

– Last known work location  

– If they were alone or with others  

– Last known job task they were performing  

 If a search is required the supervisor will do the following:  

– Coordinate with the owner or prime contractor of the site and external 
response team (if applicable)  

– Confirm designation of trained personnel authorized to enter and search 
evacuated areas  

Rescue Personnel 

In the event that a rescue is required, the first responder will meet the following 
standards: 

 Wear proper personal protective clothing and equipment appropriate to the 
hazards likely to be encountered. 

 Maintain clear communications between all personnel engaged in rescue or 
evacuation activities. 

Emergency Response Procedures Based on Type 

Safety First Muirhead’s Ltd.’s main operating location will have an ERP in place 
based on an annual Hazard Assessment that addresses: 

 Injury/Illness 

 Fire 

 Bomb threats 
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 Weather emergencies/natural disasters 

 Structure/equipment failure 

 Hazardous substance release or spill 

Supervisors responding to an emergency will assume control of the evacuation or 
response until police, fire department or emergency personnel arrive and take 
over that responsibility. 

Injury/Illness 

All injuries will be reported immediately and necessary medical attention will be 
obtained quickly.  First Aid can include treatment of minor scratches, cuts, burns 
and splinters, which are to be treated on the work site by a designated, 
competent First Aider. If the injury is severe and requires emergency medical 
assessment, the ERP is triggered. The process is as follows: 

1. Contact First Aiders or medics on location. 

2. Contact 911 (ambulance or other aids as required). 

3. Reference Emergency Response Contact List. 

4. The designated First Aider will secure the area, assessing the potential 
dangers (i.e., live, intact or downed power lines, chemicals, danger of falling 
objects, etc.). 

5. If no external physical danger exists, the designated competent First Aider 
will administer First Aid with attention to the following:   

– Airway  

– Breathing  

– Circulation  

6. Transportation is provided to nearest medical facility. 

7. Alert client of situation and actions taken. 

8. Obtain confirmation that medical assistance has been contacted. 

9. If spinal injury is suspected, stabilize the injured person but do not move 
them unless in a life-threatening situation. 

10. Keep injured person warm until medical assistance arrives. 

11. When medical personnel arrive, brief them on the situation and possible 
medical history (if known). 

12. If a fatality has occurred, secure the scene.  Do not allow any evidence to be 
disturbed until authorities arrive. 

13. Do not make any statement or express opinions to the media. 

14. Write down the date, time, location and history of the incident including the 
First Aid administered. 
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Injury/Illness Emergency Flowchart 
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Fire 

Depending on the volatility and intensity of the fire, it may be possible to 
extinguish the fire within the first 30 seconds of ignition or discovery. During the 
first 30 seconds, emergency response procedures should be followed by anyone 
discovering or involved in a fire. 

 Determine if the fire can be controlled using a fire extinguisher. 

 Call 911 immediately (if telephone service is available). 

 The evacuation procedure must be carried out if required. 

 Secure the site to keep non-essential people out and safeguard records and 
equipment. 

 When directed to evacuate a building (warehouse, compressor building, 
etc.) under threat of fire, employees and contractors should adhere to the 
following: 

 Leave lights on, doors closed and windows closed, but not locked. 

 Stay as low as possible (crouch down) to stay under the smoke (may be 
toxic). 

 If clothing catches fire, drop and roll to put out flames.  

Use of Fire Extinguisher 

Remember the word PASS: 

 

 Approach the fire from upwind if possible.  

 Do not walk on an area that you have extinguished in case the fire reignites 
or the extinguisher runs out. 

 The metal part of the CO2 extinguishers tends to get dangerously cold – 
ensure you are holding the extinguisher properly. 

 Hold the extinguisher in an upright position. 

 Direct the extinguisher at the base of the flames until the fire is completely 
out.  

 Replace the pin and return it to your compartment. 
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 Once the fire is out, do not walk away! Watch the area for a few minutes in 
case it reignites. 

 Report the use of the fire extinguisher to the company safety advisor so that 
it may be recharged immediately. 

 Check to ensure the extinguisher was recharged before your next scheduled 
trip. 
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Fire Emergency Flowchart 
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Bomb Threats 

 Notify supervisor immediately. 

 Evacuate immediately and proceed to the muster point without disturbing 
the object. 

 Carry out a head count to verify that all personnel are accounted for. 

 Wait for the all-clear sign to be given by supervisor or authorities before re-
entering the work area. 

Should a bomb threat be received over the telephone, the following information 
should be written down: 

 Time of call 

 Date of call 

 As close as possible to the exact words used by the person making the 
threat 

 Speech characteristics 

 Background noises 

Weather Emergencies and Natural Disasters 

In the event of a severe storm or tornado warning:  

 Supervisor will be advised.  

 Employees and contractors will be directed to take shelter as required.  

 A head count will be done to confirm that all personnel are accounted for.  

 In the event of pending blizzard conditions or extreme cold (making travel 
hazardous), the supervisor will determine if employees and contractors 
should be sent home early.  

 Employees and contractors are expected to use their discretion in driving to 
and from work in adverse conditions, and follow the “safe journey” 
management practices. 

 In the event of a power failure or disruption:  

– Employees and contractors will assemble at designated muster points, 
and return to work only after power and lights are restored.  

– A head count will be done to confirm that all personnel are accounted 
for.  

– Employees and contractors trapped where emergency backup lights are 
not working are to remain where they are until personnel arrive with 
flashlights to guide them to safety. 
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Types of Storm Fronts 

When a severe storm front goes through the work site, the procedures detailed 
below will be followed to see that employees and contractors are sheltered. A 
head count will be done to confirm that all personnel are accounted for.  

Severe Lightning Storms 

 Avoid all lakes, sloughs and any other open body of water. 

 Avoid tops of buildings, high lines, vessels or crane operation. 

 Avoid construction equipment. 

 If driving, park the vehicle off the road and activate the 4-way flashers until 
the storm has passed. 

Tornado 

 Keep as low to the ground as possible. Stay inside a structure if possible, but 
stay away from all exterior doors and windows. 

 Stop mobile crane operations. Lay the boom down if there is enough time 
or hook the load line to either the house or the structure at some low point. 
Move away from the equipment and take refuge in a shelter. 

 If shelter is not available, find some low ground or a ditch and lie down with 
the head protected. 

Blizzard 

When employees and contractors are working in remote areas where weather 
warnings are not always available, the following procedures will be adopted: 

 Always be alert to prevailing weather conditions. 

 Wear clothing to suit conditions (i.e., heavy-duty winter protection or 
survival equipment). 

 Avoid sweating and exposure to cold. In cold weather, employees and 
contractors should work in pairs and conduct ongoing buddy checks for 
frostbite. 

 Know the pedestrian travel routes and use safety ropes to create a guide. 

 Employees and contractors should not travel unnecessarily or alone; carry 
survival equipment. 

Flooding 

Employees and contractors working in areas where flooding could occur should be 
prepared to take appropriate action when a weather warning is issued: 

 Post a flood watch with an appropriate warning device. 
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 Have procedures in place to leave on very short notice. 

 Take only equipment or tools to do immediate tasks (i.e., only what can be 
mobilized in one trip). 

 If evacuation occurs, shut down all equipment, gas valves, etc. Do not touch 
wet electrical equipment; only work with dry electrical equipment. 

 Avoid travelling through flooded areas, especially at night when potential 
dangers cannot be seen. 

 Know high ground safety areas, evacuation routes and location of 
emergency equipment. 

Structure or Equipment Failure 

If a structure has collapsed or equipment has been involved in an accident, the 
general procedures below should be followed: 

 Follow emergency assistance procedures. 

 Secure the area where the incident occurred. 

 Notify the nearest supervisor. 

 Only personnel who are giving medical aid can remain in the area; all other 
employees and contractors are to leave the area. 

 Conduct a head count to confirm that all personnel are accounted for. 

 Turn off area utilities (power, water, gas) as quickly as possible, if it is safe 
to do so. 

 Make no attempt to clean up or make repairs until supervisor has given the 
“all clear.” 

Hazardous Substance Release or Spill 

Chemical materials will be stored in appropriate areas and in proper containers to 
minimize the risk of a hazardous spill. If employees are required to control a 
release of a hazardous substance, clean up a spill, or carry out testing before re-
entry, Safety First Muirhead’s Ltd. will provide: 

 Appropriate PPE (based on risk assessment), which will be adequately 
maintained and readily available to employees and contractors.  

 Material and equipment necessary for controlling and disposing of the 
hazardous substance. Spill kits will be easily accessible and contain the 
required supplies for the materials that may be spilled. (Assess amount and 
substance at tailgate/pre-Hazard Assessment). 

 Spill kits will be part of the daily inspection items with adequate supply 
inventory available. 
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Immediately upon a release or spill occurring, steps should be undertaken to 
implement the spill plan, which consists of the basic steps given below. Refer to 
the Material Safety Data Sheets (MSDS) for more detailed information and 
procedures. 

1. Stop the flow by: 

– Shutting off pumps, valves or nozzles, or activating the emergency shut-
down switch. 

– Warn others in the immediate vicinity of the spill or release. 

– If there is a danger of fire or explosion, enforce No Smoking and 
extinguish any open flame. 

– Secure the area.  

– Contain the spill (use PPE as required for personal protection). 

– Block ditch lines, culverts or drains. 

– Surround the spill with earth berms, spill booms, pads, etc. 

2. Notify applicable personnel (supervisor, client). 

3. Conduct a head count to confirm that all personnel are accounted for. 

4. See Emergency Response Contact List. If an airborne vapour is released or 
an uncontrolled liquid is spilled, notify local police or RCMP immediately. 
For environmental spills contact the environmental authorities. They will 
start public evacuation in the immediate vicinity. 

5. In most cases, start spill clean-up procedures as soon as possible to prevent 
further spread of any liquid substance into storm drains, floor drains, 
flowing water or ground water. 

– Soak up excess fluids using suitable absorbent materials. 

– Dig up affected material and put in proper environmental disposal 
containment bags (if required). 

– Use remediation agent (such as Oil Gator™) on the remaining area. 
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Hazardous Substance Release or Spill Response 
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First Aid/Equipment Procedure 

Safety First Muirhead’s Ltd. will comply with legislation with respect to the 
required number of First Aiders at a work site, their qualifications and training. 
Information will be provided on First Aid attention, documentation and reporting 
procedures, requirements of access to First Aid equipment and legislation. The 
designated First Aiders will be identified on-site.  

First Aider Responsibilities 

The designated First Aider will: 

 Be able to promptly assess the condition of an injured employee or 
contractor and apply an appropriate level of care including administering 
basic First Aid. 

 Be familiar with the treatment required for employees and contractors 
exposed to harmful materials and substances on the work site. The First 
Aider will have knowledge in how to use Material Safety Data Sheets 
(MSDS). 

 Record, or assist in recording, all observed or reported signs and symptoms 
of injuries and exposures to contaminants on the applicable safety forms as 
part of incident reporting. Safety forms will be readily available at the work 
site and in the First Aid room. 

 Refer employees and contractors for medical treatment if injuries are 
considered to be serious or beyond the scope of the First Aider’s training. 

First Aid Procedure 

Designated First Aiders will be 18 years of ago or older and provide 
documentation of training or certification received from an accredited training 
agency. 

Safety First Muirhead’s Ltd. will provide and maintain First Aid services and 
supplies, equipment and facilities suitable for the work site according to its 
remoteness, potential hazards and number of personnel. The requirements of this 
program apply to all company jobsites in accordance with legislation. 

Safety First Muirhead’s Ltd. will conduct an assessment of the work site including: 

 The number of personnel who may require First Aid at any time. 

 The nature and extent of the risks and hazards in the workplace including 
whether the overall work site creates a low risk of injury. 

 The types of injuries likely to occur. 

 Any barriers to First Aid being provided to an injured person. 

 The amount of time required to obtain transportation and transport an 
injured person to where medical treatment can be obtained. 
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Safety First Muirhead’s Ltd. will see that First Aid procedures are kept current and 
are communicated to all personnel either by posting at various work site locations 
or included as part of the jobsite meeting. 

First Aid Services 

All personnel at Safety First Muirhead’s Ltd.’s jobsites will have access to First Aid 
treatment during all working hours and, in some cases, a Mobile Treatment Center 
(MTC) will be available for use. First Aid services, equipment and supplies, and 
First Aid Kits will be located at or near the work site. Designated First Aiders will 
be identified and listed on the daily THA form and retained by Safety First 
Muirhead’s Ltd. A minimum of one person will be trained in Standard First Aid for 
every two people on a remote jobsite. 

Plans will be in place at all work sites for emergency transport of injured 
employees and contractors to a site where they will receive appropriate medical 
attention. Prior to arriving at the jobsite, Safety First Muirhead’s Ltd. and the 
client will discuss transportation arrangements for any injured or ill employees 
and contractors from the work site to the nearest medical care facility. This is part 
of the ERP which will be made available to employees and contractors. If 
transportation by ambulance is required but unavailable, or travel conditions 
become difficult, Safety First Muirhead’s Ltd. will arrange for alternate 
transportation taking into consideration: 

 Suitability – Based on travel distance and the types of acute illnesses or 
injuries that are possible on the work site.   

 Weather – Occupants will be protected from weather conditions. 

 Communication – Occupants will have a source of communication to 
interact, if necessary, with the medical care facility they are traveling to.  

 Transportation – Mode of transportation will be able to accommodate a 
stretcher as well as an accompanying attendant. 

First Aid Equipment 

All First Aid equipment and supplies will be clearly identified, clean and dry, ready 
for use and protected from the elements (exposure to heat, cold, wind and 
moisture). Safety First Muirhead’s Ltd. will provide First Aid and emergency 
equipment in all company owned and operated vehicles.  

All operating vehicles and work sites will have a designated location with signage 
of where First Aid and emergency equipment can be found. Employees and 
contractors are to be made aware of this during orientation and daily jobsite 
meetings. 
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Signage will be posted in highly visible locations throughout the work site to 
indicate the location of First Aid equipment such as First Aid kits, eye wash 
stations and supplies. If posting is not practical, information will be communicated 
to all employees by other means. First Aid and emergency equipment will include 
the following: 

 Basic First Aid Kits when a work site has 2 to 5 workers (low risk) 

 Level 1 First Aid Kit when a work site has 6 to 30 workers (high risk) 

 First Aid blankets 

 Roadside hazard triangles (quantity sufficient for front and back of vehicle) 

 Fire extinguisher as per occupational requirements 

 Two-way radio on controlled access roads 

 Communication tools such as cell phones or similar devices 

Emergency Communication 

If the jobsite is located in a remote area, Safety First Muirhead’s Ltd. will establish 
communication via cell phone or other communication device. In areas where 
there is no cell phone coverage, personnel will work in teams of two at all times so 
that First Aid can be administered in case of an injury or illness. If required, help is 
to be summoned as soon as possible once the injured employee or contractor has 
been treated. 

Notification of Family Members 

In the event of a minor accident, the injured employee or contractor will have an 
opportunity to telephone family members before being taken for medical 
treatment. When a major injury or death occurs, the family will be informed in 
person by a senior management representative of the company.  

Company and Government Notification 

Senior management or designated supervisor will notify occupational authorities 
and any governing agencies, as applicable. Delays in reporting may result in 
penalties against Safety First Muirhead’s Ltd. 

Media Relations 

If an employee or contractor is approached by the media for information, the 
employee or contractor will be courteous and explain that information will be 
provided by the company head or appointed spokesperson. The employee should 
not offer personal comments or opinions. 
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Section 4.- Incident Management 

Purpose 

The purpose of the Incident Management Program is to carry out effective 
investigations. Each incident will be evaluated to determine the primary and 
secondary causes in order to establish and implement control measures to reduce 
the possibility of it happening again. These events are not random, but are 
preventable. All incidents/accidents will be investigated regardless of severity – 
the ultimate goal is prevention. 

There are two basic reasons for conducting accident Investigations: 

1. To identify and determine factors contributing to accidents. 

2. To prevent similar recurrences by instituting the actions necessary to 
correct unsafe conditions and/or unsafe practices. 

All classifications of accidents, incidents, including minor accidents, near-miss 
accidents, accidents causing property damage and/or personal injury, are all 
worthy of investigation. There are reasons why accidents happen, and these 
reasons must be determined. 

To adequately protect employees from personal injury and to prevent material, 
equipment and property losses, it is imperative that we identify and correct 
contributing factors. The total working environments are subject to accident 
conditions that must be investigated.  

Definitions 

Incident – An unwanted and unplanned event that may result in damage and/or 
injury or illness. 

Accident – An event/action that produces unintended injury, death or property 
damage. 

Near/Miss – An event/action that could have result in personal injury, equipment 
or property damage if the circumstances were different. 

Lost Time, Restricted Work, Medical Aid, First Aid – See Section 13 Disability 
Management Program. 

Responsibilities 

Management Roles 

 Appropriate reporting to government agencies when required. 



Incident Management  

Effective Date: May 15, 2013 Page 2 of 6 

 
 

 Have all incidents investigated, based on severity. 

 Review investigation reports and determine what corrective actions will be 
taken and ensure that such action is implemented within the specified time 
frame. 

 Be spokesperson for Safety First Muirhead’s Ltd. when dealing with the 
media. 

 Notify family members whenever a family member is injured at work. 

 Retain the services of a third party investigator when required. 

Supervisor Roles 

 Ensure First Aid is provided to any injured worker. 

 Secure the incident scene. 

 Collect evidence and begin investigation if trained to do so. Notify the client 
if the incident affects their workspace or contractual reporting requirement. 

 Notify Safety First Muirhead’s Ltd. management of the incident upon 
becoming aware of it. 

 Collect all statements from witnesses. 

Worker Roles 

 Report all incidents/accidents as soon as possible to immediate supervisor. 

 Supervisor will advise worker of action to be taken. 

 Report and document all near misses and any additional hazards on the 
worksite. 

Company Responsibilities 

Safety First Muirhead’s Ltd. will promptly render First Aid to workers if they suffer 
an injury at work and will transport or will provide transportation for medical 
treatment. Safety First Muirhead’s Ltd. will also provide equipment, services, 
supplies, attendants and facilities in accordance with occupational legislation.  

Safety First Muirhead’s Ltd. will conduct regular assessments regarding the 
following information: 

 The number of workers who may require First Aid at any time. 

 The nature, extent and rating (low, moderate or high) of the risks and 
hazards in the workplace. 

 Types of injuries likely to occur. 

 Barriers preventing First Aid services. 

 Transportation time of an injured worker to receive medical attention. 
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Safety First Muirhead’s Ltd. will review the assessment: 

 Within 12 months after the previous assessment of review. 

 When a significant change in operation occurs. 

Reporting Procedure 

The following types of incidents must be reported as per occupational legislation: 

 Serious injury or accident that results in death. 

 An injury or accident that results in a worker’s being admitted to a hospital 
for more than two (2) days. 

 Unplanned or uncontrolled explosion, fire or flood that causes or has the 
potential to cause a serious injury. 

 Collapse or upset of a crane, derrick or hoist. 

 Failure or collapse of any component of a building or structure that was 
necessary for ensuring stability. 

Safety First Muirhead’s Ltd. workers will not disturb the scene of an incident 
unless otherwise directed by a peace officer or under the following circumstances: 

 To attend to persons injured or killed. 

 To prevent further injuries or death. 

 To protect property that is endangered as a result of the accident. 

Serious Near Miss Reporting 

A serious near miss requires a detailed, accurate account of the occurrence to be 
written in the Incident Investigation Report. 

Injury Reporting Requirements 

Injuries and acute illnesses will be reported immediately and documented on the 
Incident Investigation Report. Investigation Reports will include: 

 Name of the employee/contractor. 

 Name and qualifications of the First Aider. 

 Description of the illness or injury. 

 Details of First Aid administered. 

 Date and time the illness or injury was reported. 

 Where the incident occurred on the worksite. 

 Unsafe conditions, procedures or hazards and work-related causes of the 
incident with corrective actions and measures identified. 
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Medical aid, First Aid and lost time injury incidents will be classified and reported 
as per CAPP (Canadian Association of Petroleum Producers) Guide “Reporting of 
Occupational Injuries”, June 2008.  

WCB Reporting Regulation 

Supervisors and/or Safety Coordinator and employee will complete the Worker’s 
Compensation Board (WCB) Worker’s Report as soon as they are made aware of 
any workplace injury. The completed report will then be faxed to WCB within 72 
hours of the injury.  

If the investigation is ongoing, the employee’s report will be completed and noted 
that the investigation is ongoing. Once the investigation is completed a copy of 
the incident report is sent to WCB. 

Environmental Reporting 

The supervisor and/or designate will investigate environmental incidents. Where 
required, the supervisor will make resources available for the investigation, and 
environmental incidents will be documented on the Incident Investigation Report 
Form. 

Equipment/Property Damage Reporting 

All incidents/accidents involving fire, property damage or loss will be recorded and 
reported immediately to the supervisor. Investigation Process will be determined 
by management of Safety First Muirhead’s Ltd. 

Incident/Accident Investigations 

Safety First Muirhead’s Ltd. manager/supervisor/safety coordinator will 
investigate incidents, accidents and serious near misses in accordance with 
occupational legislation upon receiving direction from senior management. All 
employees who will be conducting incident investigations will be properly trained 
on investigation techniques. 

The employer of Safety First Muirhead’s Ltd. will be available for interviews by the 
persons conducting the investigation. 

Under the Freedom of Information and Protection of Privacy Act, all medical 
information will be removed from the “original” Incident Investigation Report and 
kept in a confidential file, and only be accessible to authorized personnel. 
Reference Section 13 Disability Management Program. 
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Investigation Requirements 

Management of Minor and Serious Reportable Incidents 

Incident Rating Investigator 

First Aid Minor Supervisor/Safety Coordinator 

Serious Injury 
Serious/Medical 
Aid/Reportable 

Safety Coordinator/Senior 
Management 

Equipment Damage Minor Supervisor/Safety Coordinator 

Major Equipment Damage 
Serious/Over 
$10,000/Reportable 

Safety Coordinator/Senior 
Management 

Property Damage Minor/Under $10,000  Supervisor/Safety Coordinator 

Third Party Property Damage Minor/Under $10,000 Supervisor/Safety Coordinator 

Minor Spills  Minor Supervisor/Safety Coordinator 

Major Spills Serious/Reportable 
Safety Coordinator/Senior 
Management 

Property Damage Over $10,000 
Safety Coordinator/Senior 
Management 

Third Party Property Damage Over $10,000 
Safety Coordinator/Senior 
Management 

Investigation Kit  

Those persons conducting an investigation will have an investigation kit that 
includes: 

 Incident Investigation Report 

 Employee Incident Report 

 Witness Statement 

 Writing pad, pencil, pen and eraser 

 Coloured ribbon to cordon off the scene 

 Digital camera or 35mm camera with film 

 A fifty-foot (50ft.) tape measure 

 Sample containers for collecting evidence 
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Conducting an Investigation 

Steps to conduct the investigation are as follows: 

1. Take control of the scene and immediately notify local police or local RCMP, 
occupational Workplace Health and Safety, and the Workers’ Compensation 
Board (WCB). 

2. All injured persons are cared for. 

3. No further injury or damage occurs. 

4. Get the “big picture” of what occurred. 

5. Examine equipment/materials involved. 

6. Keep the scene basically untouched except for rescuing or providing aid to 
an injured person. Where possible and practical, collect and safeguard any 
physical evidence.  

7. Take photographs of the scene. 

8. Interview people involved and obtain written statements, where 
appropriate. 

9. Analyze all available information to determine the root cause of the 
incident/accident. Look for where the system failed the person and not 
where the person failed the system. 

10. Determine corrective actions in order to prevent recurrence. 

11. Based on findings, complete the Incident Investigation Report and review 
the learning from Incidents Forms. 

12. To protect employees, contractors will clearly communicate preventive 
measures by way of Safety Alert/Bulletin, stand-down or at the next Toolbox 
Meeting. 
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Section 5.- Security and Loss Prevention 

Purpose 

Security is a responsibility shared throughout the company. Safety First Muirhead’s Ltd.’s 
Security and Loss Prevention Program focuses on the protection of people, property, 
processes and information systems.  The procedures in this program are designed to 
identify and reduce the risk of a wide range of security threats occurring, such as 
vandalism and sabotage.  

Development 

Safety First Muirhead’s Ltd. uses a risk-based approach to identify, assess and 
address weaknesses and training requirements, prevent or mitigate incidents, and 
enhance emergency response capabilities. Safety First Muirhead’s Ltd. analyzes 
potential hazards and factors that could affect the facility, employees, contractors 
or community, and evaluates the Health, Safety and Environment (HSE) Protection 
Program to address these issues. 

Security of Company Information and Property 

Company Information 

All Safety First Muirhead’s Ltd. personnel are responsible for safeguarding 
company information against unauthorized use, disclosure or access. This includes 
understanding and complying with all related policies and practices, and reporting 
incidents involving unauthorized use, disclosure or access to company 
information. Further, personnel are responsible and accountable for preserving 
the confidentiality of company information they access directly. 

Company Property 

Access is restricted for unauthorized personnel in hazardous areas, and all signage 
will be strictly obeyed to further improve the safety of employees/contractors and 
visitors. Only authorized vehicles are permitted on site.  

Gates, doors and windows will be properly secured to reduce and/or eliminate 
theft and vandalism. Keys should be issued only to the supervisor. 

Violations 

Violation of the Security and Loss Prevention Program and its associated 
guidelines may result in disciplinary actions that include dismissal or legal action 
among other actions. 
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Section 6.- Communication and Training 

Purpose 

The Communication and Training Program is to provide all employees/contractors 
with consistent and accurate safety information and training to help them protect 
themselves and others from potential harm.  

Following the safety orientation, and before starting work, the new employee/ 
contractor will clearly understand all safety aspects of their work, including their 
duties and responsibilities. If they have any doubt, they will contact their 
supervisor before starting work. In addition to new employee training, employees/ 
contractors will also need to receive on-the-job training from a competent person. 

Definition 

Competent – Employee/contractor is qualified, suitably trained, and either has 
enough experience to work safely without supervision or with only minimal 
supervision. 

Work that may pose a danger to the employee/contractor is to be completed by 
another employee/contractor who are more competent in that particular task. 
Training is to be continued until the employee/contractor meets the above 
definition of “competent.” Employees/contractors are not allowed to operate 
equipment unless they have been identified as being competent. 

Management/Supervisor Orientation  

Safety First Muirhead’s Ltd. will ensure that persons hired for the role of manager 
or supervisor receives an orientation that includes: 

 Occupational Legislation requirements with respect to the work 
environment 

 WHMIS Training 
 Standard First Aid (CPR) Training 
 Review of the Safety First Muirhead’s Ltd. Safety Management System, in 

detail 
 Review of Emergency Response Procedures 
 Conduct walking tour of the worksites 
 Review the manager/supervisor training requirements 
 Participate in leadership training courses such as Leadership for Safety 

Excellence, Safety Essential for Managers and Supervisors 
 Review Competencies for job description 
 Supply copies of all required certificates to Safety First Muirhead’s Ltd. for 

their records 
 Review employee Safe Job Practices and Procedures, where applicable, 

associated with risk levels identified. 
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General Safety Orientation 

The designated company trainer will conduct the general safety orientation, and 
will confirm that the new employees/contractors have the required qualifications 
(i.e., tickets, certification) before they go through the orientation. In addition, the 
trainer will address employees/contractors with respect to “Refusal of Unsafe 
Work.” When the safety orientation is finished, the employee/contractor will sign 
the Safety Orientation Checklist and return it to the manager/supervisor who will 
place it in the employee/ contractor’s file. This orientation includes a verbal or 
Power Point presentation which explains the applicable safety legislation, rules, 
practices and procedures. During this presentation, items reviewed and discussed 
will be marked on the Safety Orientation Checklist. At the conclusion of this 
presentation the worker will sign the Safety Orientation Checklist and return it to 
the supervisor or safety representative for filing. 

The orientation will address the hours of work and the designated First Aiders as 
well as the safety topics below: 

Hours of work Company Safety Rules 

Health and Safety Policy Personal Protective Equipment Standards 

Workplace Violence/Harassment Policy Preventive Maintenance/Inspection Procedure 

General Company Accepted Principles Alcohol and Drugs Policy 

Organization and Responsibilities Disability Management Program 

Hazard Assessment and Control-
existing/potential work place hazards 

Records and Statistics 
CAPP Guidelines 

Emergency Preparedness WHMIS Training 

Incident Management-Reporting Required 
Review of the safety hazards book for 
employees/contractors 

Security and Loss Prevention Site emergency response 

Safety Work Practices and Procedures, 
including Codes of Practice 

Location of First Aid stations 

Communication and Training 
Obligation to refuse unsafe work-management 
rule 

New to the Workforce/Employee Mentoring 
Program 

Short Service Worker 
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Communication 

Clear communication is essential in delivering HSE goals and objectives with the 
goal of zero injury being the main focus. The following tools are used to help 
achieve zero injury: 

 Daily Hazard Assessment and Control 

 Risk Assessment Matrix 

 Toolbox/Tailgate Meetings 

 Safety Meetings (a minimum of one per month) 

General Toolbox/Tailgate Meeting Guidelines 

Toolbox/Tailgate Meetings are used to provide current information on relevant 
safety issues related to onsite project/facility activities. General topics include: 

 Designated First Aiders as per occupational legislation. 

 Safety and loss prevention relating to Hazard Assessment and Control on 
the worksite. 

 Review of Emergency Response Plan (including transportation or medical 
evacuation) and any concerns, comments and suggested changes. 

All employees/contractors attending the Toolbox/Tailgate Meeting are to sign the 
Toolbox/Tailgate Meeting form. Any employee/contractor arriving late will review 
what was covered during the meeting, including scope of work and associated 
hazards and controls. After reviewing this information, the employee/contractor 
will then sign the meeting form. This meeting should be limited to 15–20min. 

If an employee/contractor misses the meeting, he/she will review the meeting 
information with the supervisor and sign the meeting form before starting work.  

Minutes of all Toolbox/Tailgate Meetings and Safety Meetings are to be recorded 
and kept on file for three (3) years. Copies of Safety Meeting minutes will be 
clearly posted in obvious areas (bulletin boards, etc.) so they are easily available 
for review. 

Safety Meetings/Communications 

It is equally important that this communication system provides an opportunity 
for participation, involvement, feedback, environmental health, and safety 
awareness for all personnel including company management, supervisors, and 
workers alike. 

Scheduling 

Health and Safety Meetings will be held at least monthly at a location designated 
by the president. 
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Record Keeping/Distributions 

Recorded minutes of the Health and Safety Meetings will be retained on file in the 
company office as well as copies posted in areas for employees to review. 

Pre-Job Safety Instructions 

Prior to the starting of a job, each supervisor will hold a Pre-Job Safety Meeting 
on-site outlining the day’s planned events. Included in these meetings will be 
topics relating to Health and Safety, and environmental hazards. Employees are 
encouraged to generate suggestions during the Pre-Job Safety Meetings. Meetings 
will be documented on the Toolbox Meeting form. 

Training 

Safety Training 

Safety First Muirhead’s Ltd. will confirm that individuals designated to provide 
First Aid services at a work site are appropriately trained. Workers successfully 
completing an approved First Aid course are issued a First Aid Certificate by an 
approved training agency. 

Designated First Aiders 

Employees who have been designated First Aiders by Safety First Muirhead’s Ltd. 
will have completed the approved training by an approved agency which will meet 
the standard for Emergency First Aid and Standard First Aid (meeting standards 
established by the Director of Medical Services in consultation with the Joint First 
Aid Training Standards Board). 

Management Training 

Management is responsible for safety and loss prevention on all Safety First 
Muirhead’s Ltd. projects and locations. To develop general management skills, 
training may include the following: 

 H2S 

 ATV 

 Fire Extinguisher 

 First Aid  

 WHMIS 

Supervisor Training 

Supervisors are the key players in a successful Safety and Loss Prevention 
Program. They will promote the program and what it stands for, conveying it 
directly to the workers. To accomplish this, the following training will be made 
available to all supervisors and foremen including: 
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 H2S 

 ATV 

 Fire Extinguisher 

 First Aid 

 WHMIS 

Worker Training 

As part of the employee’s orientation and on-the-job training, employees will not 
be able to operate Safety First Muirhead’s Ltd. equipment unless determined to 
be competent by management or supervision of Safety First Muirhead’s Ltd. 
Workers will be required to receive on-the-job training from a competent person. 
On-the-job training will be documented and filed in each employee’s personal file. 

Training requirements for each worker will be determined and identified by the 
Supervisor(s). When safety training is required, the frequency of training will be as 
follows: 

 Standard First Aid (CPR) (re-certification every three [3] years). 

 Hydrogen Sulphide (H2S) (re-certification every three [3] years). 

 Transportation of Dangerous Goods (TDG) (if applicable). 

 General Safety Orientation – at commencement of employment. 

Safety First Muirhead’s Ltd. will address further HSE training in the following areas 
based on scope of the work as well as the hazards and controls identified: 

 Emergency First Aid 

 Hydrogen Sulphide H2S Alive 

 All-Terrain Vehicle (ATV) 

 Fire Extinguisher  

 Light Duty Vehicles 

 

On-the-Job Training 

For managers and supervisors providing on-the-job training, the following items 
will be addressed: 

 Introduction 

 Demonstration 

 Practice with close supervision 

 Practice with moderate supervision 

 Practice with minimal supervision 

 Evaluation and review 
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Step 1 – Introduction 

Explain: 

 What is to be learned? 

 How it will be instructed? 

 How the skill will be evaluated (tested)? 

 Why the worker needs this skill? 

 And where it fits into their job? 

Step 2 – Perfect Demonstration 

Demonstrate the entire task, explaining each step as it is performed. Depending 
on the complexity of the task, it may be valuable to demonstrate the task more 
than once. For instance, replacing a toner cartridge on the average laser printer is 
probably a task that could be demonstrated and explained once. However, a task 
like teaching a worker how to lift a pallet using a lift truck may require several 
demonstrations. 

Step 3 – Practice with Close Supervision 

Guide the worker through each individual step in the task, carefully explaining 
each step along with an explanation of why each step is important. Depending on 
the complexity of the task and the worker’s prior knowledge, this step may be 
repeated several times. 

Step 4 – Practice with Moderate Supervision 

The worker has been guided through the task to the point where he/she is able to 
attempt it without direct control. At this point, the worker should be asked to 
explain to the Manager/Supervisor what each step is and why it is important. It is 
critically important that there be no deviation from the ‘perfect’ demonstration 
skill level. The worker should continue with this level of supervision until the task 
can be done without error. At this point, the focus is on quality of performance, 
not speed. 

Step 5 – Practice with Minimum Supervision 

Once the Manager/Supervisor is comfortable that the worker knows HOW to do 
the task without error, the worker should be given opportunity to practice the 
skill/task to build up speed. At this point, there is an increasing focus on quantity 
of performance, but NEVER at the expense of quality. This step should continue 
until the worker and Manager/supervisor are both comfortable with moving to 
the final step. 
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Step 6 – Evaluation 

At this point, the worker has been guided by the Manager/Supervisor step by step 
through each part of the task; has been given opportunity to demonstrate basic 
mastery of the task by doing the task and explaining each step to the Manager/ 
Supervisor and has also had a period of practice building up speed while 
maintaining perfect performance. At this point, a final evaluation (test) is 
indicated. The test will have been explained in step 1, so there is no surprise about 
what is expected. 

Training Records Retention/Control of Records 

Up-to-date records for Health and Safety training, including orientations, will 
identify the: 

 Trainer(s), 

 Training requirements, 

 Completed training to date, and 

 Yearly schedule or required training. 

Training records will be retained for a minimum of seven (7) years. Records will be 
available for Safety First Muirhead’s Ltd. and government reviews, inspections and 
audits. 

Safety First Muirhead’s Ltd. will establish protocols and maintain records to 
provide evidence of compliance to the record keeping requirements of the HSE 
Safety Management System. 

Scope of Record Retention 

This standard applies to any records that affect and/or arise out of the 
Occupational Health and Safety Management System. 

Records may include: 

 Records arising from the implementation of the Safety Management System 

 Records of incidents involving work-related injuries and illness 

 Records arising from legal requirements 

 Records of workers’ training, exposures, and health 

 Records monitoring the working environment 

 The results of monitoring 

 Records of changes or improvements made to eliminate or control hazards 
and risks 
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Roles and Responsibilities 

Safety Coordinator shall: 

 Ensure that all completed documents are protected. 

 Ensure that access to confidential documents is restricted to individuals 
with a “need to know.” 

Method 

All personal information gathered shall be handled in accordance with the Alberta 
Personal Information Protection Act. 

Confidentiality of Safety Documentation 

All completed safety documentation is to be considered confidential and access 
restricted on a “need to know” basis. The exception to this section is Inspection 
reports, hazard assessment reports, corrective/preventative action reports and 
safety meeting minutes. These documents can be and should be posted. 

Medical Records 

All medical and First Aid records are considered confidential and access to these 
records is restricted to the following personnel unless written permission is 
provided by patient: 

1. Person providing medical or First Aid 

2. Patient 

3. Persons conducting incident investigation 

4. Persons authorized under both provincial and federal legislation 

A worker can allow his or her First Aid record to be made available to other 
persons but permission must be in writing indicating the information that can be 
released, the name of the person to whom the information is to be released, the 
date and the worker’s signature. The worker does not have to provide this 
permission.  

Secure Storage 

 All completed documents shall be scanned electronically and kept on a 
secure storage device. 

 Completed copies of safety documents shall be kept in a secured filing 
cabinet. 

 Access to this secured filing cabinet shall be restricted to senior 
management, the safety coordinator and the office manager. 
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Retention of Completed Documentation 

All completed safety documentation shall be retained for a minimum of three (3) 
years after the document was created. 

The following documents must be kept for at least the following period: 

 Training records – at least three (3) years after the certificate expires. 

 MSDS – at least three 3 years after the last worker was exposed to the 
product. 

 Investigation reports involving third parties – at least five (5) years. 

 All financial records – at least seven (7) years (as per Revenue Canada 
Guidelines). 

Legal council may require additional documentation be kept beyond the two (2) 
year period identified above 

Disposal of Completed Documentation 

All completed safety documentation shall be disposed of by shredding the original 
documents using a cross cut shredder. 

Documentation stored on electronic media shall be handled in the following 
manner: 

 CD’s and DVD’s shall be destroyed by cutting up or otherwise destroying the 
CD (i.e., shredding). 

 Thumb Drives/hard drives – The information shall be deleted from the 
storage device and the storage device shall be formatted at least twice to 
ensure the contents are removed. 

 Procedure(s) shall be established to provide the controls needed for the 
identification, secure storage, protection, retrieval, retention, and 
disposition of records. 
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Section 7.- New to the Workforce/Employee  
Mentoring Program 

Purpose 

This program helps to safely integrate and provide the required training to young 
and new workers before and during entry into the work place. This program 
applies to all Safety First Muirhead’s Ltd.’s young and new workers. 

Definitions 

New Worker is: 

 New to the workplace, on site less than 6 months, 

 Returning to the workplace after being absent for a period of time, and 
where the hazards in that workplace changed during that time, 

 Affected by a change in the hazards of a workplace, or 

 Relocated to a new workplace where the hazards in the new workplace are 
different from the hazards at the worker’s previous workplace. 

Young Worker – Any worker under 25 years of age. 

Contractor – A company or entity performing work or providing a service to Safety 
First Muirhead’s Ltd. 

Supervisor – Safety First Muirhead’s Ltd. staff member or contract employee 
working for Safety First Muirhead’s Ltd. in a managerial or supervisory role. 

Identification – A means of identification such as orange hard hats or sticker on 
hard hat to show new/ young worker as well as high-visibility clothing. 

Supervisor 

For the duration of time the contractor or new/young worker is on the Safety First 
Muirhead’s Ltd. worksite, the supervisor is required to maintain surveillance/ 
supervision of the new/young worker until the supervisor is satisfied the new/ 
young worker is competent in his/her tasks and is showing awareness of those 
hazards around him/her. 

The supervisor will, as time permits, monitor the activities of the new/young 
worker so as to confirm he/she is performing the assigned tasks in a safe manner 
and in accordance with Safety First Muirhead’s Ltd. safe work practices and 
procedures for that site. The supervisor will remove the new/young worker 
identifier once the checklist for the new/young worker has been completed. 
Records of this monitoring and of any corrective actions given will be maintained. 



New to the Workforce/Employee Mentoring Program  

Effective Date: May 15, 2013 Page 2 of 5 

 
 

The supervisor will provide the new/young worker with additional orientation and 
training if:  

 Workplace observation reveals that the new/young worker is not able to 
perform work tasks or work processes safely, or 

 Mentor requests, or 

 Is requested by the new/young worker. 

 Supervisor will confirm that the owner or prime contractor of the worksite 
is aware of the amount of new/young workers on site prior to starting work. 
New/young workers will never work alone or must never be more than 1 of 
5 employees in a crew. 

Sub-contractors working for Safety First Muirhead’s Ltd. that do not have a New/ 
Young Worker Program will fall under Safety First Muirhead’s Ltd. program and 
managed accordingly. 

Worker Competency and Training 

Worker competency and training is an essential part of reducing workplace 
injuries and workers need to know how to do their jobs safely without risking their 
health and safety. New/young workers need special consideration:  

 Critical information will be covered on the first day with full orientation 
completed within the first week on the job. 

 Training effectiveness needs to be measured.  

 Training and worker competency will be documented. 

Employer/Supervisor Responsibilities 

ACTION BY WHOM DESCRIPTION 

Orientation and 
communication of Safe Work 
Practices 

Employer/Safety First 
Muirhead’s Ltd. 
Supervisor as 
applicable 

All new/young workers will be given the 
orientation required for the worksite.  

Introduce the new/young 
worker’s mentor 

Employer/Safety First 
Muirhead’s Ltd. 
Supervisor as 
applicable 

The mentor will be a person who has 
complete knowledge of the worksite, 
knows the safe work practices for activities 
being performed, understands the health 
and safety requirements of the site, and 
possesses strong coaching skills. 



New to the Workforce/Employee Mentoring Program  

Effective Date: May 15, 2013 Page 3 of 5 

 
 

ACTION BY WHOM DESCRIPTION 

Identify the tasks of the 
new/young worker with 
emphasis on those tasks 
requiring direct supervision 
due to their inherent risk 

Safety Advisor, Mentor, 
Employer and/or Safety 
First Muirhead’s Ltd. 
Supervisor as 
applicable 

Identified tasks include ATVs, off-road 
driving, entering confined spaces and 
operating any motor-powered equipment 
before being checked out by mentor, and 
handling, moving and storing flammable 
and combustible materials.  

Record the new/young 
worker’s competencies and 
training 

Employer/ Safety First 
Muirhead’s Ltd. 
Supervisor and/or 
Mentor as applicable 

As the new/young worker becomes trained 
and competent in the assigned tasks, this 
training will be recorded in the appropriate 
training/competency record kept for that 
worker. 

Identify additional/ 
supplemental training 

Mentor, Employer, 
Safety First Muirhead’s 
Ltd. Supervisor or 
new/young worker 

Any of the identified parties may, at any 
time, identify the need for additional 
training. When so identified, the training 
will be given and the new/young worker’s 
competence re-evaluated. This training and 
competency re-evaluation will be recorded. 

The training/orientation will be recorded with the record identifying the trainer 
and the new/young worker. These records are to be in a format that is readily 
retrievable and protected from degradation, loss or tampering. The record will be 
retained by the worker and the supervisor and available for review by owner or 
prime contractor representative for the time the new/young worker is on owner 
or prime contractor’s worksite. The worker should complete a short quiz to show 
he/she has understood the training.  

The new/young worker will continue to be supervised and monitored to confirm 
that he/she is performing the assigned tasks in a safe manner and in accordance 
with the client’s and Safety First Muirhead’s Ltd.’s safe work practices and 
procedures, and the supervisor is satisfied the worker is competent in his/her 
tasks and is aware of those hazards around him/her.  

Records will be maintained of the following: 

 Training, monitoring and mentoring comments and corrective actions,  

 Workplace observations that identified additional training requirements, 
and  

 Training requested by the worker.  
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Mentor 

Where possible, a mentor will be assigned to work with or close to the worker 
who will be informed that the mentor is the worker’s contact person if he/she has 
any safety questions or concerns about the work. The mentor should be 
competent with an in-depth experience of the tasks assigned to the worker so as 
to be able to offer guidance and answer any questions. The mentor sees that the 
new/young worker follows the New/Young Worker Program. Provides the new/ 
young worker with job skills coaching and training that is recorded and 
documented properly and provides feedback to the supervisor on the new/young 
workers’ progress. 

Tips for Employers/Supervisors 

Below are 10 steps for making a safe work environment for a new/young worker: 

1. Spend sufficient time training new and young workers. 

2. Provide regular safety training for supervisors. 

3. Lead by example – demonstrate safe work habits. 

4. Regularly check to see that the company’s safety procedures are followed. 

5. Provide protective equipment and devices. 

6. Teach workers to report illnesses and injuries immediately. 

7. Teach workers to report anything that could be hazardous. 

8. Keep workplace health and safety programs up-to-date. 

9. Be aware, and current, on the hazards in the workplace and how to handle 
them. 

10. Respond promptly to all health and safety concerns.  
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NEW/YOUNG WORKER ORIENTATION/TRAINING CHECKLIST 

Name of New/Young Worker:  

Name of Mentor:  

Name of Employer/Supervisor:  

Job Title:  

 

Task and Proficiency 
Employer’s/Supervisor’s 

Signature 
Mentor’s  
Signature 

Worker’s  
Signature 

Date 

Orientation     

Safety First Muirhead’s Ltd. 
Site orientation 

    

Participated in a Task Hazard 
Assessment 

    

Participated in a Tailgate/ 
Toolbox Meeting 

    

Demonstrates under-standing 
and compliance with PPE 
requirements 

    

Demonstrates understanding 
of non-compliance reporting 
requirements 

    

Understands and can de-
monstrate the emergency 
response procedures 

    

Understands and can apply 
the safe work practices in 
which he/she was trained  

    

Understands his/her 
obligation to request 
additional/supplemental 
training, if required, to fully 
understand the assigned 
task(s) 

    

Demonstrates under-standing 
of reporting all unsafe 
conditions, incidents and 
injuries immediately to 
his/her supervisor 

    



 

Effective Date: May 15, 2013 Page 1 of 4 

 
 

Section 8.- Company Safety Rules 

Purpose 

Safety rules are in place to protect each employee, contractor and visitor, as well 
as the environment. Acceptance of the rules and regulations under the Health, 
Safety Security and Environmental (HSE) Protection Program is critical to the 
success of the loss prevention effort. Safety rules provide a Code of Conduct that 
each employee, contractor and visitor will follow to assure their own safety as well 
as the safety of others. 

Definition 

Rule  An authoritative, prescribed direction that governs and controls conduct, 
actions and/or activities. 

General Safety Rules of Conduct 

 Safety First Muirhead’s Ltd. has a comprehensive Alcohol and Drugs 
Program that identifies and provides details on the responsibilities, 
measurements and recognition necessary to comply with the Alcohol and 
Drugs Policy. As a condition of employment, all employees/contractors will 
not possess or consume alcohol or illegal drugs or abuse/misuse 
prescription or over-the-counter medication while on the worksite. Any 
employee/contractor not willing to comply with Safety First Muirhead’s 
Ltd.’s Alcohol and Drugs Program will not be allowed on any of Safety First 
Muirhead’s Ltd.’s worksites. 

 Employees/contractors are to report to work rested and physically/mentally 
fit to perform assigned duties. 

 Employees/contractors are to inform the supervisor if they are taking over-
the-counter or prescription medication that may affect their work. 

 Firearms and prohibited weapons (i.e., flick-knives) are not permitted on 
company or client worksites, vehicles or equipment.  

 Fighting, “horseplay” (rough housing, practical jokes, etc.) are not allowed 
and may result in disciplinary action up to and including termination. 

 Theft, vandalism or any other abuse or misuse of company/client property 
(i.e., tampering with safety devices) are grounds for dismissal and/or 
criminal charges.  

 Tobacco smoking is permitted only in designated “smoking areas” as per 
occupational legislation.  

 “Strike anywhere” matches are prohibited. 
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 Safety First Muirhead’s Ltd.’s vehicles may be operated only by a licensed 
operator. Abuse of company vehicles constitutes grounds for dismissal. 

 All equipment and vehicles will be operated in accordance with 
occupational legislation and the Highway Traffic Act. 

 Walking under suspended loads is forbidden. 

 Material Safety Data Sheets (MSDS) are to be reviewed before using any 
chemical and/or similar materials at the worksite.  

 Proper lifting techniques are to be used—lifting more than can be done 
safely should be avoided.  

 Visitors are to be escorted at all times by a designated Safety First 
Muirhead’s Ltd. employee. 

 Housekeeping/Pre-use Inspection 

 “Housekeeping” is an essential part of every task therefore, all employees 
and contractors are responsible for his/her own work areas including 
vehicles. 

 Before starting work, all employees and contractors will know the location 
of eyewash stations, fire extinguishers and building exit locations in their 
immediate work area. Access will be clear to fire extinguishers, electrical 
panels, circuit breakers and exit doors. 

 Personnel require safe entry and exit to/from all work areas. All debris in 
work areas is to be removed (tools, ladders, material and garbage). Debris 
will be removed from operating areas at the end of each task. Work areas 
will be cleaned up at the end of the day. 

 Worn, defective, outdated or otherwise non-functional equipment or parts 
will be removed from the worksite and discarded properly or replaced.  

 Only tools that are in good condition, with all guards and safety devices in 
place, will be used.  

 All electrical hand tools will be grounded or double insulated as per CSA 
standards. 

 All grinders will have a safety guard (3/8”) in place before using. 

 Compressed gas cylinders are to be secured in an upright position in a 
designated area and transported in an approved bottle carrier with 
protective caps in place. 

Incident Management 

 All employees and contractors of Safety First Muirhead’s Ltd. will comply 
with procedures and policies in accordance with occupational legislation. 

 All employees and contractors will receive training and be considered 
competent in the correct and safe way to complete their job duties. 
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 All incidents, injuries or near misses, as well as unsafe acts, regardless of 
nature, will be reported immediately to the supervisor. 

 All employees/contractors will actively cooperate in any incident 
investigation procedure. 

 Medical attention will be obtained immediately following an injury. 

Personal Protective Equipment 

 The required PPE will be used according to the job activity based on the 
Daily Hazard Assessment and Control which will address required CSA 
standard Personal Protective Equipment. 

 All employees and contractors working for Safety First Muirhead’s Ltd. are 
responsible for ensuring the PPE fits properly (close to body) at all times and 
wear clothing appropriate for the environment and/or weather. 

 Jewellery such as bracelets, rings and dangling earrings/neckwear will not 
be worn on any worksite locations where hazards exist. (Note: jewellery or 
loose clothing can become tangled in rotating equipment.) 

 Employees and contractors who are required to use respirators or breathing 
apparatuses owing to hazardous atmospheres will be clean shaven; beards 
or excess facial hair is not permitted. 

 Hair that is chin-length or longer will be firmly secured to restrict its free 
movement. 

 Instructions are to be followed carefully and protective equipment worn 
when using chemicals and cleaning solutions, fumigants, etc. 

 Gear to provide protection in case of falls will be worn when working more 
than 3.0m (10ft.) above the ground; all work platforms will have handrails 
or other means to help stop a fall. 

Road Safety 

 All employees and contractors operating any company vehicle/equipment 
(leased or owned) are required to submit a yearly driver’s abstract. 

 All employees and contractors are required to wear seatbelts while 
operating any company vehicle/ equipment. Tampering with seatbelts is 
strictly forbidden. 

 Headlights will be on while operating any company vehicle/equipment. 
Damaged or burned out headlights are to be replaced immediately. 

 Riders are not permitted in the back of trucks or on any equipment that is 
not designed to carry passengers. 

 Unauthorized passengers are not permitted in any company owned/leased 
vehicles. 
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 All rules and regulations regarding road safety for travel on local roads to 
the jobsite and for travel within the immediate jobsite will be followed. 

Restricted Entry 

Hazardous areas that are not intended to be accessible to personnel will be 
secured by locked doors or other means of security and will not be entered unless 
safe work procedures are followed. 

Non-Compliance 

Supervisors will immediately correct any violation of Safety First Muirhead’s Ltd.’s 
safety rules, regulations, safe work practices/procedures, and/or poor work 
performance by employees/contractors before the violations become standard 
practices and disrupt the normal work environment. Any failure on the part of the 
supervisor to correct a violation or substandard practice immediately is the 
equivalent of the supervisor excusing the practice. 

In most cases, violations result from a lack of training, ignorance of the rules, or 
attempt to cut corners. By providing necessary training or a review of the safety 
rules and safe work practices/procedures, similar violations can be prevented. 
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Section 9.- Personal Protective Equipment 

Purpose 

The purpose of this program is to provide all employees/contractors of Safety First 
Muirhead’s Ltd. with Personal Protective Equipment (PPE) that will comply with 
the requirements as per occupational legislation. Management is responsible for 
making employees/contractors aware of the necessity for Personal Protective 
Equipment and clothing as well as their responsibility for its proper use, care and 
handling.  

Safety First Muirhead’s Ltd. will provide PPE when necessary due to the specific 
demands of on-site job conditions. The Hazard Assessment and Control as well as 
the Safe Work Practices and Procedures and Codes of Practice can be used to 
determine the necessary type of PPE to be worn. PPE is the last line of defence in 
protecting employees and contractors from injury. 

Safety First Muirhead’s Ltd. will instruct employees/contractors of harmful 
substances that may injure the skin on contact or may affect the employee/ 
contractor’s health if absorbed through the skin and will provide protection 
against such incidents. Safety First Muirhead’s Ltd. will provide employees and 
contractors with the required WHMIS training so that hazards and controls for 
various substances can be recognized. 

Minimizing Hazards 

Hazards should be minimized by: 

 Ensuring job activities are well planned and carried out. 

 Employees and contractors are properly trained. 

 All Safe Work Practices and Procedures are followed. 

PPE provides an additional degree of backup protection against injury. Supervisors 
will instruct employees and contractors to select and use equipment appropriate 
to the hazards on the worksite and to follow the manufacturer’s specifications for 
fitting and wearing PPE. 

The following general statements apply to all types of PPE: 

 Inspect all equipment before use. 

 Clean and store equipment according to manufacturer’s specifications. 

 Use, maintain and repair equipment according to manufacturer’s 
specifications. 

 PPE must comply with all occupational regulatory requirements and meet 
the appropriate standards.  
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General PPE Requirements 

Where possible, worksite hazards will be eliminated or controlled through the use 
of engineering or administrative controls. Where hazards remain, all employees/ 
contractors and visitors will be required to use appropriate PPE. Contractors hired 
by Safety First Muirhead’s Ltd. are responsible for providing and maintaining their 
equipment in a safe working manner. 

Employees/contractors will understand the situations that require personal 
protective clothing and safety equipment. Employees/contractors will also be 
trained in the proper use, maintenance and storage of this equipment. Personnel 
will not use equipment that is not in a safe condition to perform the function for 
which it was designed. If the PPE may potentially endanger an employee/ 
contractor Safety First Muirhead’s Ltd. will provide alternate means of personal 
protection at all times1. 

Additional PPE Requirements 

When the Hazard Assessment and Control process shows that the task the 
employee/contractor is required to perform may expose their body parts to injury 
(i.e., arms, legs, or torso), Safety First Muirhead’s Ltd. will see that Personal 
Protection Equipment is made available to protect these exposed body regions as 
per occupational legislation. Safety First Muirhead’s Ltd. will also confirm that 
employees are aware of harmful substances that may injure the skin on contact or 
may affect  the employee’s  hea lth  i f  absorbed through the sk in.  
Safety First Muirhead’s Ltd. will provide employees with the required WHMIS 
training so that hazard and controls for various substances can be recognized. 

Protective Headwear 

If required, personnel will wear protective headwear meeting CSA Standards. 
Protective hard hats are designed to protect employees’/contractors’ heads from 
impact and penetration by falling/moving objects, flying particles or from high 
voltage electrical shock burns. Hard hats used by Safety First Muirhead’s Ltd. 
personnel on worksites will meet CSA Standard Z94.1-05, Industrial Protective 
Headwear. 

 

                                                                        
1 Alberta Occupational Health and Safety Act, Regulation and Code effective July 1, 2009, Part 18, 228(3) 
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The following requirements apply to the worksite: 

 Wear hard hat liners or other apparel suitable to protect the neck and head 
from cold temperatures when conditions warrant. Install winter liners and 
maintain them according to manufacturer’s specifications. 

 Periodically check the hard hat shell and suspension for any signs of visible 
damage. As per manufacturer’s specifications:  

– Replace the shell after five (5) years,  

– Replace the suspension assembly annually,  

– Maintain the hard hat in accordance with manufacturer’s specifications,   

– Replace any defective parts before using the hard hat. 

 Clean headwear using a mild detergent and rinse thoroughly in clean hot 
water. 

 Do not store headwear in direct sunlight. 

 Do not alter hard hats in any way such as drilling holes for air circulation or 
painting them for decorative purposes as this could affect their protective 
value. 

 Never wear metal hard hats at any time—these are prohibited for safety 
reasons. 

Eye and Face Protection 

Exposure to potential eye and face injury can be reduced by wearing proper 
protective face and eyewear. Safety First Muirhead’s Ltd. will provide and 
maintain personal protective face and non-prescription eyewear for their 
employees/ contractors. All employees/contractors will use eye and face 
protective equipment when operating machines or carrying out other tasks that 
present potential eye or face injury from physical, chemical or radiation agents. 
Goggles, face shields and similar equipment will be of an approved design and 
construction in accordance with CSA Standard Z94.3-07 Eye and Face Protectors, 
and be appropriate for the work being done. 

CSA-approved safety glasses with fixed side shields are required at all times on 
worksites except when in vehicles, camps and offices. However, if there is a 
danger of injury/irritation to an employee/contractor’s eyes or face when in 
vehicles, camps or offices, Safety First Muirhead’s Ltd. will confirm that properly 
fitting suitable eye/face protection is worn. 

CSA Standard Z94.3-99, Industrial Eye and Face Protectors, is the minimum 
standard for eye and face protection. Full face shields, goggles or other types of 
eye protection will be worn when safety glasses with side shields are inadequate 
to protect against hazards. Prescription eyeglasses will be CSA-approved safety 
glasses with rigid side shields or be worn under approved safety glasses. 
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Overall, employees and contractors will always consider the hazards encountered 
when selecting the appropriate level of protection or combination thereof. The 
Material Safety Data Sheets (MSDS) are often a good source of information to 
establish the required level of protection. 

Eye/Face Protection Hazards 

Safety First Muirhead’s Ltd. will provide face and eye protection to employees and 
contractors. Eye protection is designed to protect personnel from hazards such as: 

 Flying objects and particles (physical) 

 Molten metals 

 Splashing liquids (chemical) 

 Ultraviolet, infrared and visible radiation (welding) 

   

Eye and face protectors such as goggles, face shields and similar equipment will 
meet CSA Standard Z94.3-07 Eye and Face Protectors. The equipment used will be 
recognized through the Hazard Assessment and Control process. 

Contact lenses should not be worn where dust is common or strong chemicals are 
used. Gases may cause eye irritation or blindness, and chemical splashes can 
cause problems to contact lenses. If there is no alternative to contact lenses, an 
eye flush device will be readily available and adequate protective eyewear always 
worn to protect the eyes from splashes or particle projectiles. Contact lenses 
should always be removed before flushing the eyes to remove particles or other 
foreign substances. The preferred alternative is to wear prescription glasses with 
mono-goggles which give additional safety protection.  

Employees/contractors who are exposed to flash hazards from welding/cutting 
activities will wear adequate CSA-approved tinted eye protection. If carrying out 
grinding and welding activities face protection is required such as a welding visor 
for welding/cutting and a face-shield for grinding activities. 

Hearing Protection 

A noise management program is required in workplaces where employees/ 
contractors are exposed to excessive noise. The program will include policies and 
procedures that address noise exposure to personnel. The program should contain 
training, selection of noise or hearing protection, monitoring devices for the 
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workplace where excessive noise is present, warning signs, and audiometric 
hearing tests for personnel exposed to excessive noise in the workplace. 

Safety First Muirhead’s Ltd. will annually assess the effectiveness of the noise 
management program to determine:  

 If the program adequately addresses education of personnel who are 
exposed to excessive noise in the workplace.  

 The effectiveness of control measures in place to reduce personnel 
exposure to noise. 

 
  

High noise work areas will have appropriate controls in place to reduce noise. In 
areas where Safety First Muirhead’s Ltd. does not have control over reducing 
noise levels, all personnel are to abide by the limits as set forth in the 
Occupational Exposure Limits for Noise2, under Schedule 3, Table 1 or 85 dBA Lex. 

Schedule 3; Table 1 
Occupational Exposure Limits for Noise 

Exposure Level (dBA) Exposure Duration 

82 16 hours 

83 12 hours and 41 minutes 

84 10 hours and 4 minutes 

85 8 hours 

88 4 hours 

91 2 hours 

94 1 hour 

97 30 minutes 

100 15 minutes 

103 8 minutes 

106 4 minutes 

109 2 minutes 

112 56 seconds 

115 and greater 0 

Note: Exposure levels and exposure durations are to be pro-rated if not specified 

                                                                        
2 Alberta Occupational Health and Safety Act, Regulation and Code effective July 1, 2009 
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Noise level will be reduced as much as possible. If it is not reasonably practical to 
decrease the noise or isolate persons from the noise, personnel will wear 
approved hearing protection that meets CSA Standard Z94.2-02 Hearing 
Protection Devices – Performance, Selection, Care and Use. Adequate hearing 
protection will be of the appropriate class and grade as identified in the Selection 
of Hearing Protection Devices3 on Schedule 3, Table 2. 

Schedule 3, Table 2 
Selection of Hearing Protection Devices 

Maximum Equivalent  
Noise Level (dBA Lex) 

CSA Class of Hearing  
Protection 

CSA Grade of Hearing 
 Protection 

≤90 C, B or A 1, 2, 3 or 4 

≤95 B or A 2, 3 or 4 

≤100 A 3 or 4 

≤105 A 4 

≤110 
A earplug + 

A or B earmuff 
3 or 4 earplug + 
2, 3 or 4 earmuff 

>110 

A earplug + A or B earmuff and 
limited exposure time to keep 
sound from reaching the 
worker’s eardrum below 85  
dBA Lex 

3 or 4 earplug + 2, 3 or 4 
earmuff and limited exposure 
time to keep sound from 
reaching the worker’s eardrum 
below 85 dBA Lex 

Earplugs are available for employees and contractors who may be exposed to 
noise from impact tools such as jackhammers or explosive actuated devices. 

“Earmuffs” are provided for continuous exposure to noise levels of a higher 
frequency such as constant running machinery in an enclosed space. For extended 
exposure to noise that requires the use of earmuffs, employees and contractors 
will be given earmuffs that can be attached to the hard hat. 

Supervisors will confirm that employees and contractors “size” the earplugs or 
earmuffs for proper fit and protection. If there is uncertainty as to whether 
employees/contractors may be exposed to unacceptable levels of noise, the 
supervisor will contact the area safety supervisor. 

The area safety supervisor can arrange for the necessary instruments/personnel 
to test noise level measurements to determine exposure levels. Audiometric 
testing and maintenance of test records will be done in accordance with 

                                                                        
3 Alberta Occupational Health and Safety Act, Regulation and Code effective July 1, 2009 
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government regulations. The person conducting the test(s) will further advise the 
area safety supervisor on the options for noise suppression or protection if 
exposure exceeds acceptable government levels. 

Hearing Protection Training 

Employees and contractors will receive training that will include: 

 Education in the hazards of exposure to excess noise. 

 Training in the correct use of control measures and hearing protection. 

 Identification of suitable locations for posting warning signs in work areas 
where the noise level exceeds 85 dBA. 

 Methods of noise control to be used. 

 Selection, use and maintenance of hearing protection devices to be worn in 
accordance with manufacturer’s specifications. 

Hand Protection 

Employees and contractors will wear work gloves to protect against cuts, burns, 
chemicals and exposure to elements. However, gloves will not be worn when 
working on moving machinery such as drills, saws or other rotating machinery.  

    

There is no CSA standard on hand protection at this time, but there are generally 
accepted industry practices to be used. The glove material depends on the task 
and the type of glove should be specific to the task: 

 Light work or general duties – use cotton or canvas gloves. 

 Handling rough or abrasive material – use leather or leather-faced gloves. 

 Handling chemicals or corrosive materials – use plastic or plastic coated 
gloves made from neoprene or nitrile. 

 Exposure to elements – use insulated and weather resistant gloves. 

 Electric work – use specifically made and approved rubber gloves. 

Protective Footwear 

Footwear must be appropriate for the tasks being completed. If the Hazard 
Assessment identifies the need, all employees and contractors at worksites will 
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wear CSA Standard Z195-02 Grade I safety footwear to provide adequate foot 
protection and to comply with legislative requirements. Footwear meeting the 
CSA Grade I requirements is identified by a green triangle on the outer side of the 
boot and/or on the tongue of the right boot. Footwear will be high-cut (minimum 
6 in. in height) to be effective in providing adequate ankle support and protection. 
All safety footwear will: 

 Be appropriate to the work condition, terrain and climatic conditions. 

 Be in good condition. 

 Have adequate tread. 

 Be high-cut and worn with laces tied. 

     

Protective Clothing 

Protective clothing will suit working conditions and provide protection from low 
temperatures, high winds, and wind chill factors. Safety First Muirhead’s Ltd. will 
confirm that employees/contractors follow the protective clothing requirements 
below: 

 Fire (flame) retardant clothing is to be worn at operating facilities or 
designated worksites where the potential for flash fires exist. 

 Clothing will cover arms and legs completely. 

 Loose fitting clothing is prohibited near moving or rotating equipment. 

 Cut-offs or other shorts, t-shirts, sweatpants, running shoes and jewellery 
(i.e., dangling earrings, bracelets, necklaces, rings etc.) are not permitted. 

 Clothing is to be kept clean and in good condition. 

 In winter, adequate warm clothing, headgear, gloves and boots are to be 
worn in work areas. Winter wear is to be available when travelling in 
vehicles or aircraft. 

Flame Retardant Clothing 

When working in areas where the risks of a fire, flash-fire, flash-over or explosion 
exists, employees/ contractors will wear flame retardant clothing. The following 
information defines the hazard levels to which this program applies and the 
specific required flame retardant work wear: 
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Level I Hazard 

1.- A field operation where personnel are directly involved in normal 
construction activities at existing facilities or operations, or maintenance of 
the facilities. 

2.- Level I Requirements of Flame Retardant Clothing. 

a. Any employee or contractor who may be exposed to a Level I hazard will 
wear outer clothing made of 100% cotton. Any additional clothing sub-
layers will consist of at least 50% cotton blends. Blends of less than 35% 
cotton are strictly prohibited. 

Level II Hazard 

1.- A field operation where a potential fire and explosion hazard exists. 

2.- Level II Requirements of Flame Retardant Clothing. 

a. Any employee or contractor who may be exposed to a Level II hazard 
will wear flame retardant outer clothing (Nomex II or equivalent). The 
company will supply Level II flame retardant clothing to employees/ 
contractors and it is to be returned upon completion of work. 

Personal Floatation Devices 

Employees and contractors who perform duties above or near open water will 
wear an appropriate Personal Floatation Device (PFD), such as: 

 River or lakes 

 Waste water stabilization ponds (lagoons) 

 Clarifiers 

 Filters 

 Reservoirs 

 Aeration tanks 

Respiratory Protection 

Employees and contractors will wear approved respiratory protection when 
required to protect against dangerous gases, fumes, chemical vapours, 
particulates and dust, and lack of oxygen. Employees and contractors wearing 
respiratory protection will have training specific to the equipment. Potential users 
of this equipment will read, understand and comply with the appropriate 
manufacturer’s specifications for the specific brand name and type of equipment 
used.  

The air flowing to a person wearing a self-contained breathing apparatus (SCBA) 
or compressed air breathing apparatus (CABA) will be as free from contaminants 
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as possible. In addition to harming the person breathing the air, contaminants 
may damage the breathing equipment being used. Safety First Muirhead’s Ltd. will 
confirm that the air quality complies with CSA Standard Z180.1-00, Compressed 
Breathing Air and Systems. Reference SWP Respiratory Protective Equipment Code 
of Practice. 

Fall Protection Equipment  

All components of a personal fall arresting system (harness, lanyard, shock 
absorber) and the connecting components (carabineers, d-rings, oval rings, self-
locking connectors and snap hooks) will meet approved CSA or ANSI Standards: 

 Full body harness – CSA Z259.10-06. 

 Body belts – CSA Z259.1-05. 

 Energy absorbers and lanyards – CSA Z259.11-05. 

 Connecting components for personal fall arrest systems – CSA Z259.12.01 
(R2006). 

 Fall arresters, vertical lifelines and rails – CSA Z259.2.1-98 (R2004). 

 Self-retracting devices for personal fall arrest – CSA Z259.2.2-98 (R2004). 

 Descent control devices – CSA Z259.2.3-99 (R2004) Reference SWP Fall 
Protection/Prevention Code of Practice. 

Inspection, Maintenance and Storage of Fall Protection Equipment 

Fall protection equipment will be inspected and re-certified in accordance with 
manufacturer specifications.  All fall protection equipment will be kept clean, dry 
and stored inside away from chemicals, moisture, abrasives and sun. Fall 
protection equipment is very sensitive to certain conditions:  

 Chemical substances can cause failure in the synthetic webbing material.  

 Dirt/mud can break down the synthetic fibres.  

 Sunlight is very damaging to synthetic components as the ultraviolet rays 
break down the synthetic composition of the material.  

 Metal components are affected by heat, welding slag or severe impact.  

Personnel will conduct a pre-use inspection before each shift. If equipment is 
defective or has come into contact with excessive heat, chemicals or other 
substances that could corrode or damage any part, the equipment will be 
returned to the manufacturer or destroyed. When a fall arrest system has stopped 
a fall it is to be removed from service. It will be returned to service only if a 
certified professional engineer or the manufacturer has cleared it for safe use. 
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Section 10.- Inspection 

Purpose 

The intent and purpose of this policy is to control losses to people, equipment, 
materials and the environment through identifying and correcting unsafe 
conditions, events, acts and behaviors. 

All inspections will be conducted in accordance with the relevant company form 
and in conjunction with local, provincial and federal legislation (i.e., commercial 
transportation, emergency equipment, etc.). 

It is the goal and duty of Safety First Muirhead’s Ltd. to maintain a comprehensive 
program of inspections at all facilities and job sites. Inspections will address the 
following: 

1. Ensure risk control measures are in place and effectively protecting workers. 

2. Identify other potential hazards that have not yet been assessed. 

Application 

This policy applies to all employees, contractors and suppliers of Safety First 
Muirhead’s Ltd. and to all operating locations including corporate and branch 
offices, as well as all project work sites. 

Where this policy is in conflict with local, provincial, and/or government legislation 
the local, provincial, and/or federal government legislation, as the case may be, 
prevails. 

Standards 

This policy will be implemented in conjunction with a comprehensive preventative 
maintenance program.  

Responsibilities 

Senior Management is responsible to: 

 Ensure informal and formal inspections are conducted of all work areas, 
tools, machinery, equipment, vehicles, workers and work processes. 

 Ensure corrective actions are taken in an appropriate timeframe to 
eliminate the condition or recurrence of any deficiencies noted in an 
inspection report. 

 Review and rework this policy and related documents, annually, in 
conjunction with the Safety Manager. 
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Supervisors are responsible to: 

 Ensure both informal and formal inspections are conducted within the 
designated work area at the frequencies prescribed in this section. 

 Ensure corrective actions are taken in an appropriate timeframe to 
eliminate the condition or recurrence of any deficiencies noted in an 
inspection report. 

Ensure unsafe tools or equipment are not assigned to workers for use or 
operation. 

Safety Managers are responsible to: 

 Conduct periodic formal work site inspections on projects and at facilities at 
the frequency prescribed in this section. 

 Issue written inspection reports containing all findings from the inspections. 

 Ensure any necessary corrective measures described in the report have 
been adequately addressed. 

 Review and rework this policy and related documents annually in 
conjunction with the Senior Management. 

Employees are responsible to: 

 Inspect the tools or equipment assigned to them prior to use or operation. 

 Remove from service any tool or piece of equipment that could, by use, 
pose a risk of injury to themselves or others or a risk of damage to 
equipment, tools or materials. 

 Report all defective or unsafe tools or equipment to their supervisor 
immediately. 

 Inspect their work area continually to ensure all hazards are identified and 
reported. 

Inspections 

There are two classifications of inspections to be completed in the workplace: 

 Formal Inspections are planned inspections that use established 
procedures, checklists and often follow a schedule. 

 Informal Inspections are ongoing inspections not following a schedule, 
procedure or definitive checklist such as the visual inspection of Personal 
Protective Equipment. 

HSE Inspections will be conducted by the HSE Manager and Project Manager (or 
designate) of the entire project. The inspection will be comprehensive of Health, 
Safety and Environment and will be conducted as a minimum, once per week. 
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Office/Facility Inspections are the responsibility of the Office or Facility Manager. 
The manager will assign a team comprised of one management representative 
and one front-line representative. HSE Committee members will be included in 
the inspection process where reasonably practicable. 

The frequency of these formal inspections should be commensurate with the type 
and risk level of work activity conducted at the location. Low risk offices will be 
inspected at no less than once per month and, production, fabrication, 
maintenance, refining or warehousing facilities will be inspected at no less than 
once per week. 

The guidelines used to inspect will be relevant and specific to the processes, work 
type and equipment used at the respective location. 

Equipment Inspections are to be conducted by each worker that is assigned to 
operate any piece of equipment on a daily basis and prior to operating the 
equipment. The inspection of equipment must be completed in conjunction with 
Manufacturer’s Instructions and Specifications. 

All deficiencies are to be noted on the inspection form provided for the 
equipment and corrected immediately if possible. If the deficiency poses an 
unusual risk not normally associated with the proper functioning of that particular 
piece of equipment or to others, then the equipment is not to be operated and 
the worker will report immediately to their supervisor. 

A copy of the completed inspection form will be kept in the individual file for that 
equipment. 

An inventory will be kept of all machinery and equipment. New Additions will be 
added to inventory as they are acquired. 

Tool Inspections are informal ongoing inspections conducted, as a minimum, prior 
to use of the tool and by the worker that is to use the tool. The inspection of tools 
must be completed in conjunction with Manufacturer’s Instructions and 
Specifications. 

Any damaged or defective tools or tools that are missing integral pieces will not be 
used. The tool will be tagged “Out of Service” or “Do not Use” and given to the 
immediate supervisor. 

Trip Inspections are formal inspections of vehicles both commercial and non-
commercial. These inspections are to be conducted daily and prior to use by the 
intended operator of the vehicle. 

Trip inspections will be conducted in accordance with: 

 Manufacturer’s Instructions and Specifications. 

 The applicable inspection checklist. 

 Applicable legislative requirements such as Provincial or Federal Regulation 
for Commercial Vehicle Trip Inspections. 
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Any deficiencies noted on trip inspections will be corrected immediately and 
noted on the inspection form. Any major defects will be noted on the form as well, 
reported immediately to the supervisor, will be tagged out of service and parked 
in a safe location. 

A copy of the completed trip inspection form will be kept in the vehicle for 24 
hours (if it is to be operated) and a copy placed in the individual file for that 
vehicle. 

Refer to section regarding transportation for policy and more information relevant 
to commercial vehicles. 

Government Agency Inspections may include environmental, health and safety, 
or building and development departments of local government. The agents of 
these departments attending any Safety First Muirhead’s Ltd. projects, facilities or 
offices will be given full cooperation and be treated in a professional and 
courteous manner by all personnel. 

These inspectors have the right to: 

 Enter and inspect any worksite. 

 Review and procure copies of any HSE documentation. 

 Inspect, photograph, or seize any tool or piece of equipment, or take 
samples of any material at the work site. 

 Interview any worker at the work site. 

 Stop work. 

The supervisor and project manager is to be informed immediately of the arrival 
of a local government inspector who arrives on site to conduct an inspection of 
the project. The project manager (or designate) will accompany the inspector 
during the full course of the site inspection. 

All orders or citations resulting from a government inspection will be addressed 
immediately in conjunction with the supervisor, the project manager, the HSE 
manager and members of senior management as a minimum. 

General Procedure 

The following outlines the general procedure to conduct an inspection of any type. 
Specifics relevant to what is being inspected should be obtained from the 
inspection checklist form, Manufacturer’s Instructions and Specifications, 
legislated requirements, and an experienced and trained inspector. 

1. Conduct inspection at prescribed frequency. 

2. Stop work when imminent danger exists (reference below for procedure). 

3. Note deficiencies on the form as well as date to complete by. 

4. Prioritize deficiencies using the Risk Assessment Matrix. 
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5. Sign and date the inspection form. 

6. The inspection form is to be signed by the project manager (or designate) 
and forwarded to the respective supervisor for corrective action. 

7. All corrective actions taken will be noted and dated on the form. 

8. A copy of the completed inspection report will be retained in the HSE files. 

9. A record of outstanding inspections with deficiencies or outstanding 
corrective actions will be kept to account for the timely completion of 
corrective actions. 

Imminent Danger 

Definition: refers to any danger that is not normally present in a job or to any 
dangerous conditions that a worker would not normally perform his or her work 
in. 

Anytime an imminent danger is observed during an inspection: 

1. The respective work being performed will be stopped immediately. 

2. The supervisor of the area will be notified and the supervisor will respond 
immediately. 

3. The supervisor will ensure that all workers are safe. 

4. Imminent danger situations must be properly corrected before work 
resumes. 

5. An investigation may commence as deemed by management. 

Workers must refuse to perform any job they believe would put them or their 
fellow workers in imminent danger. 

Summary of Frequencies  

 HSE Office Facility Equipment Tool Vehicle 

Senior 
Managers 

 Quarterly Quarterly   
Pre/Post-

Ref.: Sec. 16 

Supervisors Weekly Weekly Weekly   
Pre/Post-

Ref.: Sec. 16 

Safety 
Managers 

Weekly Monthly Weekly   
Pre/Post-

Ref.: Sec. 16 

Workers Weekly Monthly Weekly Pre-use Pre-use 
Pre/Post-

Ref.: Sec. 16 

Mechanical 
Maintenance 

  Weekly 300 HRS 
Daily 
Visual 

5000 KM 
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Section 11.- Preventive Maintenance 

Purpose 

It is the policy of Safety First Muirhead’s Ltd. to proactively reduce risk to workers 
caused by the breakdown of equipment, tools, machinery, vehicles and personal 
protective equipment. This will be achieved through strict adherence to this 
policy, preventative maintenance schedules within this policy and the conducting 
of regular inspections as per the requirements outlined in the applicable section in 
this manual. Replacing worn components before they fail is the foundation of this 
program. 

Adherence to applicable regulations, standards, and manufacturer’s specifications, 
services of appropriately qualified maintenance and service personnel, scheduling 
of preventative maintenance, and documenting all maintenance work provides 
the framework of this policy; the implementation of which will reduce injuries, 
property damage, and costly production delays. 

Definitions 

There are two classifications of preventative maintenance to be completed in the 
workplace: 

 Routine Maintenance is planned comprehensive checks conducted by 
qualified personnel as per a specific preventative maintenance schedule 
which outlines the criteria and the frequency. 

 Non-Routine Maintenance does not follow a pre-determined schedule and 
is scheduled as dictated by deficiencies noted in a formal or informal 
inspection. If major defects are noted then the defective item must be 
placed out of service. 

Scope 

This policy applies to all equipment, tools, machinery, light-duty and commercial 
vehicles, and personal protective equipment owned or leased by Safety First 
Muirhead’s Ltd. 

Preventative maintenance is most effective when used in conjunction with regular 
formal and informal inspections whereby any worn parts or parts showing a 
potential for failure noted within those inspections are accurately documented 
and scheduled for repair. 

The implementation of the preventative maintenance program will address 
routine checks and a schedule to follow. As well, non-routine maintenance 
requirements will be made possible through a system of scheduling and removing 
at risk equipment, tools, machinery, vehicles or personal protective equipment 
from service. 
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Where this policy is in conflict with local, provincial, and/or government 
legislation, the local, provincial, and/or federal government legislation, as the case 
may be, prevails. 

Standards 

This policy will be implemented in conjunction with a comprehensive inspections 
program.  

The following standards apply to the preventative maintenance criteria and 
purchasing/renting/leasing requirements of this program: 

1. CSA Standards 

2. Alberta OH&S Code 

3. Owner/Operators Manuals 

4. Manufacturers Recommendations 

5. Industry Recommended Practices 

Responsibilities 

Senior Management is responsible to: 

 Ensure the preventative maintenance program remains applicable, relevant 
and compliant with legislation, industrial standards and manufacturer’s 
specifications. 

 Ensure adequate training of supervisors and front-line workers in 
implementation of the preventative maintenance program. 

 Ensure only qualified personnel conduct maintenance activities with regards 
to equipment, machinery, tools, vehicles and personal protective 
equipment. 

 Only purchase, rent, or lease equipment, machinery, tools, vehicles and 
personal protective equipment that is manufactured in accordance with all 
provincial and federal legislation, and all manufacturing standards set out 
by governing authorities (i.e., CSA, ANSI, etc.). 

Supervisors are responsible to: 

 Ensure that preventative maintenance schedules are followed as per the 
applicable frequencies. 

 Enforce compliance with this program in their respective work area. 

 Ensure unsafe equipment, machinery, tools, vehicles and personal 
protective equipment is not assigned and not available to workers for use or 
operation. 
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 Ensure that defective equipment, machinery, tools, vehicles and personal 
protective equipment is scheduled for non-routine maintenance or replaced 
as needed. 

Safety Managers/Coordinators are responsible to: 

 Aid Senior Management in the review of this program as it interfaces with 
the health and safety of workers. 

Employees are responsible to: 

 Inspect the equipment, machinery, tools, vehicles and personal protective 
equipment assigned to them prior to use or operation. 

 Remove from service and report immediately to the supervisor any 
equipment, machinery, tools, vehicles and/or personal protective equip-
ment that could, by use, pose a risk of injury to themselves or others or a 
risk of damage to property. 

 Complete appropriate documentation as required by the supervisor (i.e., 
service requests, work orders, incident reports, etc.). 

General Procedure – Preventative Maintenance 

All equipment, machinery, tools, vehicles and/or personal protective equipment 
that are scheduled for routine or non-routine maintenance will not be assigned or 
readily available for use or operation by workers. 

Routine checks and maintenance shall be conducted in accordance with the 
applicable form provided in this section. 

Equipment, Vehicles and Trailers 

All preventative vehicle, equipment, and trailer maintenance shall be conducted 
by a competent employee. All kilometres and hours must be reported to 
management in order to maintain the schedule using pre and post use and trip 
inspections, daily time tickets, or mileage logs/reports as applicable. The following 
items will be repaired and certified by the manufacturer or a designated 
representative thereof when needed: 

1. Rigging equipment 

2. Atmospheric testing equipment 

3. Personal protective equipment 

4. Compressors and pneumatic tools 

5. Cranes and hydraulic lifting devices 

6. Emergency service and rescue equipment 
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Any rescue equipment that has sustained a shock load by either training or rescue 
operations shall be immediately taken out of service. 

Tools 

Powered, non-powered tools and ladders are to be removed from service and 
scheduled for repair or replacement at the sign of any form of wear that poses a 
risk to workers, property or the environment. This includes but is not limited to, 
striking surfaces, blades, handles, power cords, triggers and switches, safety 
devices, safe guards, motor housings, rungs, risers, uprights and feet/pads. Electric 
power tools shall be repaired by competent personnel. 

Facilities 

Preventative maintenance of facilities will be conducted as identified and directed 
by the inspection process set out in the applicable section of this manual. 

Records 

Maintenance records will be kept and distinguishable by unit or other 
identification number for all equipment, machinery, and vehicles for a period of 
seven (7) years. All maintenance conducted on equipment, machinery, tools, 
vehicles and personal protective equipment will be documented to this standard.  

Schedule 

This schedule outlines the frequency at which comprehensive checks and 
maintenance will be completed for the following items as per manufacturer’s 
recommendations, industry standards or a more stringent frequency established 
by Safety First Muirhead’s Ltd. The appropriate form for each item will be used to 
complete the Preventative Maintenance checks. 

More frequent inspections are completed as per the section in this manual 
entitled, “Inspections.” 

  



Preventive Maintenance  

Effective Date: May 15, 2013 Page 5 of 5 

 
 

 Daily/ 
Pre-Use 

Weekly Monthly 
6 

Months 
Annually 

5000 
Kms./ 

300 Hrs. 

Mobile  
Equipment       

First Aid Kits       

Fire Extinguishers       

Eye Wash Stations       

Rescue Gear       

Tools       
Personal 

Protective 
Equipment 

      

Respiratory/ 
Protective  
Equipment 

      

Fall Protection/ 
Restraint 

      

Machinery       

Vehicles       

Commercial  
Vehicles       

Trailers       
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Section 12.- Alcohol and Drugs 

Policy Statement 

This program is to ensure a safe and healthy working environment that minimizes 
drugs or alcohol use while respecting the confidential nature and privacy of all 
individuals. Safety First Muirhead’s Ltd. is committed to a workplace that is drugs 
and alcohol free and supports prevention. The commitment to the health and 
safety of employees, contractors, customers and the public is the top priority. 
Safety First Muirhead’s Ltd. realizes that the misuse of drugs and alcohol impairs 
employee health, productivity and the overall goal of maintaining a safe work 
environment. Substance abuse issues result in unsafe working conditions for all 
employees, subcontractors and guests. Safety First Muirhead’s Ltd. is committed 
to maintaining a productive, safe and healthy work environment free of Alcohol 
and Drugs use. 

Purpose 

The purpose of this policy is: 

 To support the company’s responsibility for and commitment to ensure a 
safe and healthy workplace. 

 To provide early detection support to employees with a substance use/ 
abuse problem. 

 To outline the company’s expectations and requirements for creating and 
maintaining a drugs and Alcohol free work environment and for dealing 
with substance abuse in the workplace. 

This program applies to employees working for Safety First Muirhead’s Ltd. Each 
employee and contractor will comply with the terms and conditions of the entire 
program and the related administrative guidelines. 

Definitions 

Alcohol – Refers to beer, wine and distilled spirits and includes the intoxicating 
agent found in medicines or other products. 

Alcohol Abuse  Excessive use of alcohol and alcoholic drinks. 

Drugs – Means any substance, including alcohol, illicit drugs, medications or other 
products including but not limited to solvents and inhalants where the use has the 
potential to change or adversely affect the way a person thinks or feels.  

Drugs Abuse  Use of a drugs, whether over the counter or prescription for 
purposes other than those prescribed on the product label often for recreational 
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reasons. Continued or excessive use (also called substance abuse) causes 
addiction or dependence. Any attempt to discontinue substance use results in 
specific reactions (withdrawal symptoms) such as sweating, vomiting and tremors 
which stop when the use is resumed. 

Drugs Paraphernalia – Any items or material created or modified for making, 
using or hiding illegal drugs (i.e., cocaine, heroin, marijuana and 
methamphetamine). Items can include hashish pipes or bongs, crack cocaine 
pipes, smoking masks, cocaine freebase kits, syringes, roach clips and items such 
as hollowed out cosmetic cases or fake pagers to hide illegal drugs. 

Illegal Drugs  Drugs that are prohibited by law (i.e., heroin, cocaine). Note: 
Whether a substance is legal or illegal may have nothing to do with its potential 
for addiction or harm; for example, alcohol and nicotine are both addictive and 
harmful, and are legal in most countries.  

Safety Sensitive Position – A contractor, employee or supervisor of an employee 
in apposition where impaired performance or judgement may contribute to a 
significant incident affecting the health, safety or security of people, property or 
the environment.  These positions have associated risks related to one or more of: 

 Critical decision making. 

 Sound judgment. 

 Adherence to process necessary for the safe completion of tasks. 

 Working alone. 

 Operation of equipment or vehicles. 

 Working in close proximity to any of the above hazards. 

 Mentoring, training or coaching workers in critical process or skills. 

Scope and Application 

Employers will ensure that Safety First Muirhead’s Ltd. fit for duty policies and 
procedures are clearly communicated to employees. The Drugs and Alcohol 
Program requirements apply to all Safety First Muirhead’s Ltd. employees while 
on Safety First Muirhead’s Ltd. business, worksites, property or facilities and when 
in vehicles or equipment owned, leased or rented in any way as sociated 
with Safety First Muirhead’s Ltd. business activities. All contractors will be advised 
of the applicable provisions of this policy for contractors. 

The Alcohol and Drugs Policy of Safety First Muirhead’s Ltd. will assist in creating a 
safe work place for all employees and contractors whose safety may be affected 
by the conduct of employees. The policy will also ensure that all employees are 
treated fairly and with respect. 

http://www.businessdictionary.com/definition/reaction.html
http://www.investorwords.com/5858/withdrawal.html
http://www.businessdictionary.com/definition/symptom.html
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Safety First Muirhead’s Ltd. believes that occupational injury and property damage is 
preventable. Hazards, which our workers are exposed to on a daily basis, carry obvious 
risks which can be adversely increased when workers or contractors work on worksites 
while under the influence of alcohol or drugs. Safety First Muirhead’s Ltd. recognises 
that the use of illicit drugs and the misuse of alcohol, medications and other substances 
can limit an employee’s ability to safely and effectively do their job.  

Prohibitions 

1.- Alcohol Use 

i. An employee may not report to work or work with a prohibited alcohol 
level at a company workplace. 

ii. An employee may not operate a company vehicle at any time, whether 
or not he or she is at work, with a prohibited alcohol level. 

iii. An employee may not use, possess or offer for sale alcohol while at a 
company workplace. 

iv. An employee may not perform a safety sensitive task at a company 
workplace within four (4) hours of using alcohol. 

v. An employee who is required to submit to an alcohol test following an 
accident, near miss or other potentially dangerous incident may not use 
alcohol within eight (8) hours of an accident, near miss or other 
potentially dangerous incident unless he or she has already completed 
the alcohol test.  

vi. An employee who uses alcohol at a company workplace if he or she is 
attending a company sponsored social function at the time alcohol is 
used provided that the consumption of alcohol at the social function has 
been authorized by the company.  

2.- Drugs Use 

i. An employee may not report to work or work with a prohibited drugs 
level at a company workplace. 

ii. An employee may not operate a company vehicle at any time, whether 
or not he or she is at work, with a prohibited drugs level. 

iii. An employee may not use, possess or offer for sale drugs or drugs 
paraphernalia while at a company workplace. 

iv. An employee does not contravene Safety First Muirhead’s Ltd.’s Alcohol 
and Drugs Policy, if the only reason he or she fails to comply 
with Safety First Muirhead’s Ltd.’s Alcohol and Drugs Policy is his or her 
possession of a prescription or non-prescription drugs or his or her use 
of a prescription or non-prescription drugs is in accordance with:  

A. A prescription provided by the employee’s physician or 
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B. The written direction of the employee’s physician and the 
employee’s physician has informed the employee that the use of a 
prescription or non-prescription drugs should not adversely affect 
the employee’s ability to safely perform his or her duties. 

3.- Other 

i. An employee may not refuse to immediately comply with a request 
made by a company representative. 

ii. An employee may not tamper or attempt to tamper with a sample for an 
alcohol or drugs test. 

iii. An employee who receives assistance from a substance abuse 
professional on account of his or her use of alcohol or drugs or who has 
entered into a return-to-work agreement must comply with the terms 
and conditions of any rehabilitation program or return-to-work 
agreement. 

iv. When company provides alcohol, the company will provide safe 
transportation or accommodation. 

Alcohol and Drugs Work Rule 

Managers/Supervisors Responsibilities 

 Ensure all employees have been orientated to the policy and are knowledgeable 
about and are in compliance with Safety First Muirhead’s Ltd. the Alcohol and 
Drugs Policy. 

 Be knowledgeable about the use of alcohol and drugs, thus being able to 
recognize the effects of alcohol and drugs. 

 Ensure worker(s) under their supervision meet Safety First Muirhead’s Ltd. 
work standards and perform their work in an effective and safe manner. 

 When supervision or management of Safety First Muirhead’s Ltd. have 
knowledge that a worker is under the influence of alcohol or drugs on the 
worksite they are to have the worker removed so they are not endangering 
themselves or other workers, as well as causing additional risks at the 
worksite. 

 Provide guidance to worker(s)/employee(s) who voluntarily seek assistance 
for dependency problems with alcohol or drugs. 

 Take appropriate steps to investigate any breach of the Alcohol and Drugs 
Policy. 

 Make referrals for an alcohol and drugs test in a post incident or reasonable 
cause situation. 
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Employee/Worker 

 Be knowledgeable about in compliance with Safety First Muirhead’s Ltd.’s 
Alcohol and Drugs Policy. 

 Abstain from the use of illicit drugs. 

 Report fit for duty and remains fit for duty while on Safety First Muirhead’s Ltd. 
business, premises and worksites. 

 Not to enter any Safety First Muirhead’s Ltd. worksites when under the 
influence of alcohol or drugs due to effects on one’s behaviour that poses 
additional undue risk to workers. 

 Seek advice and treatment for a Drugs and Alcohol related personal issue. 

 Notify supervision if knowledgeable about co-worker or contractor on a 
worksite while under the inf luence of  a lcohol or drugs as per 
Safety First Muirhead’s Ltd.’s Alcohol and Drugs Policy. 

 Co-operation with an investigation into a possible breach of the Drugs and 
Alcohol Work Policy. 

Grounds for Requesting Proof of Compliance 

There are various types of alcohol and drugs testing that workers may be subject 
to: 

a. Pre-Access Testing – Contractually Obligated 

b. Post-Incident Testing – Direct or Indirect Involvement 

c. Reasonable Cause Testing – Reasonable Grounds 

d. Post Violating Testing – Return to Work 

e. Random Testing 

Pre-Access 

Testing may be required before gaining and/or maintaining access to Safety First 
Muirhead’s Ltd. sites where safety is a concern. Safety First Muirhead’s Ltd. 
employees/contractors, sent to different worksites (client required) or returning 
to the worksite after an absence of sixty (60) consecutive days or more will 
complete pre-access Drugs and Alcohol testing before entering the worksite. 
Testing will be in accordance with the following requirements: 

 The test results will show that no drugs was detected in excess of the limits 
set out in the Canadian Drugs and Alcohol Model for Providing a Safe 
Workplace and there will be no evidence of tampering with the sample. 

 Test will be completed and results received before employee/contractor 
goes on site. 

 Exceptions to the above requirements are limited to: 
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– Employee/contractor is not required to complete a pre-access test for 
initial or return access if: 

 The employee/contractor has been continuously employed for 
one year or more with Safety First Muirhead’s Ltd. 

 The employee/contractor has been continuously employed for 
less than one year with Safety First Muirhead’s Ltd. before 
being sent to the worksite. 

 The employee/contractor has completed a Drugs and Alcohol 
test for work on another worksite while employed with Safety 
First Muirhead’s Ltd. 

 The test was in compliance with this program. 

 The employee/contractor has remained in continuous 
employment with Safety First Muirhead’s Ltd. since the date of 
the last test. 

– Testing is not required for a person who is on the worksite for 
temporary short-term, day-by-day access such as vendor representa-
tives, visitors, government agents or consultants who may periodically 
be at the worksite for visits, tours, inspections or deliveries. Such 
persons will be authorized by the owner or contractor to be present on 
the worksite and will be escorted at all times by the owner or contractor 
or other designated personnel. 

Post Incident 

Alcohol and drugs testing is required after a serious work related incident as part 
of an investigation into the circumstances. The responsibility to refer an 
employee(s)/worker(s) for a test rests with management/ supervision safety 
investigating the incident.  

The following procedure will be followed: 

 The need for a test will be documented as part of the preliminary investi-
gation as soon as possible after the incident. 

 A test will not be necessary if there is clear evidence that acts or omissions 
of employees could not have been contributing factors. (i.e., structural or 
mechanical). 

 Employee(s)/worker(s) to be tested will not use alcohol until after the test 
has been completed or they are to be advised that a test is not required. 

 An incident requiring testing would be one that results in or may reasonably 
have resulted in any of the following situations where employee 
performance cannot be eliminated as a possible cause of the incident.  

– Medical Aid (MA) Incident, Lost Time Incident (LTI). 

– Property Damage. 
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– Vehicle collision in damages in excess of $2,000. 

– An unacceptable explanation for failure to follow critical safety rules or 
procedures. 

– A third party related vehicle incident deemed preventable. 

– A near miss with potential for more serious consequences. 

Reasonable Cause Testing 

When a supervisor or manager of Safety First Muirhead’s Ltd. has reasonable 
grounds to believe that the actions appearance or conduct of a worker(s) while on 
duty are indicative of the use of drugs or alcohol the worker will be subject to 
Drugs and Alcohol testing. Observations that may lead to reasonable cause testing 
may include but not limited to: 

  

SIGNS OF 
DETERIORATING 

JOB 
PERFORMANCE

RELATIONSHIPS

WITH OTHERS

- Complaints from 

co-workers

- Persistent job transfers

- Over reaction to real or  
imagined criticism 

- Avoiding or withdrawing 
from Peers

- Complaints of problems
at home

CHANGES IN

BEHAVIOR

- Argumentative

- Withdrawn

- Talkative

- Violent behavior

- Excessive time spent on 
the phone

- Avoidance

INCIDENTS/ACCIDENTS

- Taking needless risks

- Disregard for the safety 
of others

- Increased 
incidents/accidents

DECREASED

PRODUCTIVITY

- Lapses in concentration

- Inconsistent quality 
of work

- Difficulty recalling 
instructions

- Poor judgement

- Difficulty handling 
complex tasks

ABSENTEEISM

- Acceleration of 
absenteeism or tardiness

- Frequent unreported 
absences 

- Unusually high incident 
of colds, flu, et.

- Requesting to leave 
work early

MOOD CHANGES

- Irritable

- Complains excessively 
about others

- Suspicious

- Depressed or anxious

- Emotionally unsteady

CHANGES IN

APPEARANCE

- Unusual untidiness

- Yawning excessively

- Slurred speech 

- Sleepiness

- Changes in appearance 
after lunch or breaks
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A reasonable cause investigation can result but is not limited by the following: 

 Discovery of illegal drugs or drugs paraphernalia on company premises or in 
company vehicles. 

 Observations of, or credible investigate eye witness information regarding 
physical or behavioural signs of impairment. 

 An employee fails to meet performance requirements. 

In all these circumstances the worker will be removed from the work area until an 
investigation has been completed.  

Random Testing 

Random testing may occur for people in safety sensitive positions. If a person in 
this position is affected by alcohol or drugs his/her actions and/or judgement 
could result in serious risk of injury to other individuals or the environment. This 
can include positions where there is limited or no direct supervision to carry out 
frequent operational checks. Safety First Muirhead’s Ltd. designates all operations 
in any remote area as being safety sensitive positions. 

Follow-Up/Return-to-Work Agreement 

Follow-up testing of an employee/contractor may be part of an ongoing 
rehabilitation program. Unannounced follow-up testing may occur for at least one 
year on return to work after an assessment by a Substance Abuse Professional 
(SAP) identifies there is a need to resolve an issue with alcohol or drugs use. 

Consequences of a refusal to submit to an alcohol or drugs test 

Employees/contractors will cooperate with all testing. If an employee/contractor 
refuses to submit to required testing, he/she will not be permitted access to the 
worksite. An employee/contractor who refuses to submit to a required test, 
tampers or tries to tamper with a test sample, or obstructs the testing process 
may be subject to disciplinary action that could include termination of 
employment. An employee who refuses to immediately comply with a request 
made by a company representative under section 6 is deemed to be the subject of 
a positive test result. 

Alcohol and Drugs Testing Results 

 A report from the medical review officer or another person to the 
designated employer representative that an employee’s sample produced a 
negative test result means that an employee has not consumed drugs 
and/or alcohol. 
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 A confidential written report from the medical review officer or another 
person to the designated employer representative that an employee’s 
sample produced a positive test result means that an employee has 
consumed drugs and/or alcohol.  

 The designated employer representative and any person to whom 
disclosure is permitted under this policy must not disclose a test result to 
any person other than a person who needs to know the test result to 
discharge an obligation under this policy or who has legal authority to 
require disclosure of a test result. 

 A test result must be maintained in a secure manner and in records 
separate from personnel files to ensure that disclosure to unauthorized 
persons does not occur. 

 A report containing a test result must be retained in the possession or 
under the control of the company. 

 For not less than one year from the date of the report in the case of a 
negative test result. 

 For not less than five (5) years from the date of the report in the case of a 
positive test result. 

Confirmation Test Levels 

Testing will be conducted to determine the screening concentration levels of: 

Controlled Substances - Cut Off Concentrations (g/L): 1 

Class of Substance Confirmation Level (g/L) 

Amphetamines 500 

Cannabinoids (THC Metabolite) 15 

Cocaine Metabolite 150 

Opiate Metabolite 2000 

Phencyclidine 25 

Cut-off concentration for alcohol (breath or saliva) is 0.04 mg/dl (0.04%) 

Return to Work After a Positive Test 

Following a positive test result an employee/contractor will only be returned to 
safety sensitive duties if Safety First Muirhead’s Ltd. receives written 
recommendation from a Substance Abuse Professional that the employee/ 
contractor is fit to work in a safety sensitive position. Follow-up testing may be 
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conducted to monitor the returning employee/contractor. The frequency of 
testing will be determined by Safety First Muirhead’s Ltd. in consultation with 
professionals and will be designed to help the employee/contractor remain 
alcohol and/or drugs free at the worksite. 

Contractors working for Safety First Muirhead’s Ltd. will have a program in place 
as above. 

Contractors 

Any agreement between the company and a contractor requiring the contractor 
to perform work at a company workplace must contain a term which promotes 
workplace safety in a manner at least as rigorous as set out in this Alcohol and 
Drugs Policy.  

A company representative may request alcohol or drugs testing of any contractor 
(or its respective employees) who performs work at a company workplace where: 

 Such tests are required before any contractor (or its respective employees) 
is directed to perform a safety sensitive task at a company workplace or if 
the contractor (or its respective employees) will be working at site requiring 
pre-access Drugs and Alcohol testing by a third party. 

 The representative has reasonable grounds to believe that a contractor (or 
its respective employees) while at a company workplace is or may be 
unable to work in a safe manner because of the use of alcohol or drugs. 

 The representative has reasonable grounds to believe that the contractor 
(or its respective employees) while at a company workplace was involved in 
an accident, a near miss or other potentially dangerous incident.  

Where a contractor or one of its respective employees tests positive, such 
individual will be removed from the company workplace and in the case of 
employees of contractors and subcontractors, such positive test results will be 
reported to the employee’s immediate supervisor or other representative of the 
contractor or subcontractor for further follow up under the contractor or 
subcontractor’s own Alcohol and Drugs Policy. 

Search Provisions 

Safety First Muirhead’s Ltd. reserves the right to conduct searches of its own 
property and vehicles as part of the overall focus on safety and prevention. 
Safety First Muirhead’s Ltd. will work with law enforcement authorities when 
violations of Canadian law occur on Safety First Muirhead’s Ltd.’s property or 
jobsites. 
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Reporting to Work for an Emergency 

An employee/contractor required to report to work for an emergency will refuse 
the work assignment if they believe their performance may be negatively affected 
by alcohol consumption or use of illegal prescription, or over-the-counter drugs/ 
medication. The employee/contractor will inform the person contacting them that 
they believe their work/judgement may be impaired and why. An employee/ 
contractor refusing a work assignment on this basis will not be subject to 
discipline for their refusal, but may be referred to a Substance Abuse Professional. 

Hosting Responsibilities 

When hosting for business purposes, all such hosting will be done off  
Safety First Muirhead’s Ltd.’s premises. Safety First Muirhead’s Ltd. management 
will take reasonable and practical steps to prevent over-consumption of alcohol, 
and to provide alternate transportation to reduce the risks of impaired driving. 

Transportation 

An employee/contractor who reports to work unfit for duty because their 
performance may be impaired by drugs and/or alcohol will be offered transpor-
tation to their place of residence and/or accommodations (i.e., camp lodging). 

Employee Guidance Referral/Information 

An employee who believes they may be experiencing a problem with alcohol or 
drugs should discuss the issue with Safety First Muirhead’s Ltd. Management who 
will provide guidance to the worker concerning where he/she can receive 
assistance with his/her drugs or alcohol dependency. Referrals for employees are 
proactive measures to provide assistance. Referrals given by senior management 
of Safety First Muirhead’s Ltd. are strictly confidential. Employee Assistance 
Programs can be used for crisis intervention, however, the ideal time to utilize it is 
before the problems become out of hand.  

All employees/contractors are expected to work together for safety on all  
Safety First Muirhead’s Ltd. worksites. If any employee/contractor has personal 
concerns about drugs and/or alcohol or is concerned about another 
employee/contractor, they are to discuss their concern with the supervisor.  

Contractors working for Safety First Muirhead’s Ltd. are encouraged to have an 
Employee Assistance Program in place to assist their employees. 

Confidentiality and Record Keeping 

All Drugs and Alcohol test results are confidential, will be maintained in a secure 
manner, and are released only to senior management (i.e., president/owner/ 
operator) of Safety First Muirhead’s Ltd. Management of Safety First Muirhead’s Ltd. 
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or alternatives may release relevant information to Safety First Muirhead’s Ltd. 
decision makers, as required. Confidential information from a Substance Abuse 
Professional will be handled in the same manner. 

Acknowledgement and Disclosure 

The various ways used to administer this program may change periodically. All 
employees/contractors will acknowledge receipt of Safety First Muirhead’s Ltd. 
Alcohol and Drugs Program. Management of Safety First Muirhead’s Ltd. or 
alternates and any individual handling confidential records generated by this 
program is to have signed and acknowledged a confidentiality agreement 
specifically related to alcohol and drugs disclosure. 
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Section 13.- Disability Management/Modified Work 
Program 

Purpose 

The purpose of the Disability Management/Modified Work Program is to 
emphasize a proactive approach to reducing injuries and maintaining a safe and 
healthy working environment. Safety First Muirhead’s Ltd. recognizes that their 
most highly valued resource is their employees. The Modified Work Program is 
designed to provide continued employment to injured workers in a joint effort to 
eliminate interruptions of earnings, without aggravation or delays to a full 
recovery, allowing the worker to return to their pre-injury position. 

Definitions 

First Aid – Any one-time treatment and follow-up observation of minor scratches, 
cuts, burns, splinters, etc., which do not ordinarily require medical care. Such 
treatment and observation are considered First Aid even when provided by a 
physician or registered professional medical personnel. 

Medical Aid – A medical aid injury is any injury that does not involve lost or 
restricted workdays, but which includes treatment by a physician, registered 
professional personnel, or lay persons (i.e., non-medical personnel). Medical aid 
treatment does not include First Aid treatment (treatment and subsequent 
observation of minor scratches, cuts, burns, splinters, etc., which do not usually 
require medical care) even if treatment was provided by a physician or other 
registered professional medical personnel. Administration of tetanus shots or 
boosters is not considered medical treatment. Diagnostic procedures are not 
considered medical treatment. 

Restricted Work – A restricted work injury is one that results in a person 
reassigned to another job temporarily (not including the date on which the injury 
occurred); working at a permanent job less than full time; or working at their 
permanent job but unable to perform all the normal duties associated with it.  

Lost Time – A lost time injury is one that results in full days away from work after 
the day on which the injury occurred. An exception is time off for medical 
assessment, including travel time, provided there is no time delay in seeking 
treatment. 

Injury/Accident Procedures 

Any employee or contractor who has a work accident causing injury or illness will 
report to the supervisor immediately. The supervisor will attend to the employee/ 
contractor’s immediate First Aid needs and arrange for escorted transportation to 
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the nearest medical facility if required. Where and when possible , a 
Safety First Muirhead’s Ltd. representative should accompany an injured worker 
who requires medical aid. The representative will advise the treating physician of 
the Modified Work Program options available. When possible, the injured person 
will be returned to perform a useful task within his or her capability which will not 
adversely affect his or her ability to recover from that injury. 

Responsibilities 

General Manager 

It is the manager’s responsibility to oversee the operation of the program. If used 
properly a Modified Work Program can have a positive effect on employee 
morale. Employees will be encouraged to know that in the event of injury or 
illness, their jobs will not be jeopardized. 

The Modified Work Program must be included in the orientation at the time of 
hire so that workers fully understand the program. The Corporate Safety 
Department is available at any time to assist in implementation of the program. 

Superintendent 

It is the superintendent’s responsibility to: 

 Ensure that employees are aware of our Modified Work Program. 

 Make available a company representative to accompany injured worker to 
medical facility. 

 Ensure that suitable work has been made available to the injured worker 
within the limitations of the injury as indicated by the attending physician. 

HSE Manager 

It is the HSE manager’s responsibility to assist management and employees in the 
implementation of this program. The HSE Manager is to provide expertise in case 
management issues. 

Employee 

If used properly, a Modified Work Program can have a positive effect on employee 
morale. Employees will be encouraged to know that in the event of injury or 
illness, their jobs will not be jeopardized.  

Employees should also know that the Workers’ Compensation Board (WCB) 
encourages the use of Modified Work Programs for employees who are injured at 
work. 
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The Modified Work Program must be included in the orientation at the time of 
hire so that workers fully understand the program. 

Note: Before an employee can be considered for the Modified Work Program, the 
following conditions must be met: 

 A physician must authorize the return of work. 

 The work must be productive and meaningful. 

 The work must not aggravate the employee’s condition. 

 The duration of the Modified Work Program must be well defined. 

 The employee must not exceed their modified work limitations. 

It is the employee’s responsibility to: 

 Communicate to the physician that modified (light duty) work is available 
and with the physician’s approval, participate in the program. 

 Present the Modified Work Programs report form to physician and return 
the completed form and WCB physician’s first report to Safety First 
Muirhead’s Ltd. 

 Complete and submit to the WCB their worker’s report. 

Program Objectives and Guidelines Philosophy 

The program objectives and guidelines in this manual are based on the following 
philosophy: 

 Safety will take precedence over expediency. 

 These programs will be designated to ensure that an efficient, orderly 
approach is taken towards HSE safety management within this company, 
which will provide a safe and healthy workplace. 

 Each employee will have access to this program and, to the best of their 
ability, take an active part in making it work. 

 Each employee will be trained with the philosophy that safety and 
productivity work together. 

 Individual employees are responsible for their safety and the safety of their 
fellow workers. Each worker has the duty to refuse any unsafe work. 

Injury Response and Reporting Procedures 

Injury response and timely reporting complies with occupational legislative 
requirements. Safety First Muirhead’s Ltd. will ensure: 

 Immediate availability of medical aid. 

 Compliance with legislation governing the transportation of injured 
employees. 
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 All employees report all injuries immediately to the supervisor, regardless 
how minor in nature. 

 All incidents will be documented on the Incident Investigation Report. 

 Injuries are to be reported in accordance with WCB Policies & Procedures. 

 A return to work, whether for restricted work or a return to full duties will 
be reported to the WCB. 

Restricted Work Program 

Restricted work assists in the rehabilitation and early return to work of ill or 
injured employees. Safety First Muirhead’s Ltd. will provide suitable, temporary 
restricted work to any employee or contractor unable to perform regular duties. 
This may mean modifying the employee’s original position, providing an alternate 
position, or providing different training. Only work that is considered to be 
meaningful and productive to Safety First Muirhead’s Ltd. will be considered for 
use in the Restricted Work Program.  

Make an Offer of Restricted/Modified Work 

A written offer of restricted work will be presented to the employee. The offer will 
include specific job duties to be performed in accordance with medical 
restrictions. The offer is to be signed by the employee and supervisor and then 
forwarded to the WCB. The restricted work offer will include: 

 Specific duties to be performed 

 Rate of Pay 

 Hours of Employment –These are important in case the hours may change 
from previous work performed 

 Length of Placement – This will be documented and made clear to the 
employee 

If the employee or contractor rejects the offer the supervisor will remind the 
employee that his/her benefits under the Workers Compensation Board could be 
suspended. 

Refusal of Restricted Work Offer 

Refusal by an employee to participate in restricted work will be dealt with 
immediately by interviewing the employee and recording the reason for not 
accepting the restricted work offer. 
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Monitoring Return to Work 

Once a worker/employee has been placed on restricted duties, his/her progress 
will be monitored by management or supervision. The employee/worker will keep 
all medical appointments and follow all medical instructions. All physiotherapy, 
chiropractor and practitioner appointments should be arranged before or after 
working hours or as close to the beginning or end of the shift as possible.  

Employee Responsibilities 

Employees/workers have the responsibility to:  

 Keep all medical appointments. 

 Return medical documentation after each visit. 

 Keep Manager/Supervisor informed of any changes in treatment or medical 
appointments.  

Lost Time Program 

If an employee is unable to return to work based on medical recommendation, the 
supervisor should contact the employee at least once a week to check on the 
general condition, the nature of the treatment they are receiving, which medical 
service provider they are seeing and the date of all medical appointments. All such 
contacts with the employee should be documented. 

Fatalities 

In the case of a fatality, the WCB and all other applicable governing agencies will 
be notified immediately. 
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Section 14.- Records and Statistics 

Purpose 

Safety First Muirhead’s Ltd. will maintain records and statistics relating to health 
and safety as required by occupational legislation and the Worker’s Compensation 
Board (WCB) to enable management identify, monitor and evaluate the 
effectiveness of safety performance. Records and statistics will be maintained for 
the following: 

 Incident investigation reports  

 Non-compliance 

 First Aid records 

 WCB claim files (i.e., medical 
reports) 

 WCB Monthly Claim Cost 
Summaries 

 Inspection records (i.e., company, 
WCB, OH&S, etc.) 

 WCB reports (i.e., Employer Report, 
Worker Report, etc.) 

 Orientation and training 

 Lost time injuries 

 Restricted work 

 Modified duties 

 Inspections 

 Safety Meeting records (i.e., 
Toolbox/ Tailgate Meetings, 
Monthly Safety Meetings, etc.) 

Definitions 

First Aid – When associated with an incident, First Aid means: 

 Using a non-prescription medication at non-prescription strength. (Note: A 
recommendation by a physician or other licensed health care professional 
to use a non-prescription medication at prescription strength is considered 
to be a medical treatment for record-keeping purposes.). 

 Administering tetanus vaccine. 

 Cleaning, flushing or soaking surface wounds on the skin. 

 Using wound coverings such as bandages, Band-Aids, gauze pads, liquid 
adhesives, etc., or using butterfly bandages or Steri-Strips. (Note: The use of 
other wound closing devices such as sutures, staples, etc., is considered 
medical treatment.). 

 Using hot or cold therapy. 

 Using any non-rigid means of support, such as elastic bandages, wraps, non-
rigid back belts, etc. (Note: Devices with rigid stays or other systems 
designed to immobilize parts of the body are considered medical treatment 
for recordkeeping purposes.). 
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 Using temporary immobilization devices while transporting an accident 
victim (i.e., splints, slings, neck collars, back boards, etc.). 

 Drilling through a fingernail or toenail to relieve pressure, or draining fluid 
from a blister. 

 Using eye patches. 

 Removing foreign bodies from the eye using only irrigation and/or a cotton 
swab. 

 Removing splinters or foreign material from areas other than the eye by 
irrigation, tweezers, cotton swabs or other simple means. 

 Using finger guards. 

 Using massages. (Note: Physical therapy or chiropractic treatments are 
considered medical treatment for recordkeeping purposes.)  

 Drinking fluids for relief of heat stress (OSHA). Lost Time Injuries Frequency 
(LTIF) – The lost time injury frequency measures the number of lost time 
injuries in the exposure period as a percentage of the workforce. It is 
calculated by multiplying the number of lost time injuries (LTI) by 200,000 
and dividing by the exposure hours (total number of hours) worked during 
the period. One hundred (100) workers work approximately 200,000 hours 
in one year (CAPP).  

𝐿𝑇𝐼𝐹 =
𝑁𝑢𝑚𝑏𝑒𝑟 𝑜𝑓 𝐿𝑜𝑠𝑡 𝑇𝑖𝑚𝑒 𝐼𝑛𝑗𝑢𝑟𝑖𝑒𝑠 𝑥 200,000

𝐸𝑥𝑝𝑜𝑠𝑢𝑟𝑒 𝐻𝑜𝑢𝑟𝑠
 

Also: The number of lost-time injuries compared with the total number of hours 
worked for a given period. (OGC) 

Lost Workday Cases (LWC) – Lost workday cases are work-related injuries that 
cause the injured person to be temporarily unable to perform any regular job or 
restricted work activity on any day (including normal days off, holidays, etc.) 
following the day on which the injury occurred. In cases where employment has 
been terminated, this would include any workdays lost that had been previously 
scheduled before the injury occurred, or an estimate of workdays that would be 
lost after termination. A single incident can result in several lost workday cases, 
depending on how many people were injured in the incident. (CAPP) 

Also: An injury that results in an individual being unable to carry out any of his 
duties or return to work on a scheduled work shift on the day following the injury, 
unless caused owing to delays in getting medical treatment. (OGC) 

Medical Treatment – Medical treatment is the management and care of a patient 
for the purpose of managing an injury. Medical treatment does not include: 
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 Visits to a physician or other licensed health care professional solely for 
observation or counselling. 

 Diagnostic procedures such as x-rays and blood tests, including the 
administration of prescription medications used solely for diagnostic 
purposes (i.e., eye drops to dilate pupils). 

 “First Aid” as defined in this section (OSHA). 

Restricted Work – Restricted work occurs when, as the result of a work-related 
injury: 

 The supervisor restricts the employee from performing one or more of the 
routine functions of his/her job, or from working the full workday that 
he/she would otherwise have been scheduled to work. 

 A physician or other licensed health care professional recommends that the 
employee not perform one or more of the routine functions of his/her job, 
or not work the full workday that he/she would otherwise have been 
scheduled to work (OSHA). 

Restricted Workdays – The number of restricted workdays is the total number of 
scheduled workdays on which the injured person was temporarily unable to 
perform all normally assigned work functions (see definition of Restricted Work). 
Restricted workdays continue until the employee is declared fit to return to 
normal work. If the incident occurs the contract has been terminated, the number 
of days to be counted as restricted work will be estimated by a medical 
professional (CAPP). 

Total Recordable Injuries – Total recordable injuries are the sum of fatalities, lost 
workday cases, restricted work cases and medical treatment cases (CAPP). 

Total Recordable Injury Frequency (TRIF) – Similar to LTIF, TRIF measures the 
number of total recordable injuries in the exposure period as a percentage of the 
workforce. It is calculated as follows: (CAPP). 

𝑇𝑅𝐼𝐹 =
𝑇𝑜𝑡𝑎𝑙 𝑅𝑒𝑐𝑜𝑟𝑑𝑎𝑏𝑙𝑒 𝐼𝑛𝑗𝑢𝑟𝑖𝑒𝑠 𝑥 200,000

𝐸𝑥𝑝𝑜𝑠𝑢𝑟𝑒 𝐻𝑜𝑢𝑟𝑠
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Determining Whether and How to Record Injuries and Illnesses 

Work Related 

Is not required 
to be recorded 
as a recordable 

incident 

Injury or Illness 

To be recorded 
as a recordable 

incident 

Yes, need to 
categorize 

Was the worker 
capable of 

working the 
following day? 

Categorize as a 
Fatality 

Could the 
worker perform 

their routine 
duties? 

Categorize as 
Lost Workday 

Case 

Categorize as 
Restricted Work 

Case 

Did the injury 
required 
medical 

treatment? 

Categorize as a  
First Aid 

Categorize as a 
Medical 

Treatment Case 

Fatality 

YES NO 

YES 

YES 

YES 

YES 

NO 

NO 

NO 

NO 

INJURY ILLNESS 
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Section 15.- Environmental Management 

Purpose 

The purpose of this Environmental Management Program is to achieve the 
appropriate protection of humans, animals, plant life, air, water and soil while 
completing operations. Safety First Muirhead’s Ltd. expects all workers and 
contractors to take appropriate, preventative steps to eliminate harm to the 
environment. Environmental protection is everyone’s responsibility.  

Safety First Muirhead’s Ltd. will follow industry recommended Environmental 
Standards and Government Legislation. 

Each site must have a Site Specific Environmental Plan (SSEP) developed in 
conjunction with the owner or prime contractor.  

Definitions 

Spill – Discharge of a pollutant into the natural environment from, or out of, a 
structure, vehicle or other container which is abnormal in quality or quantity.  

Waste – Unwanted materials (solid, liquid or gaseous) that results from human, 
domestic or industrial actions. 

Program Initiative 

Safety First Muirhead’s Ltd.’s Environmental Management Program consists of 
objectives, such as:  

 Protecting the environment by limiting the amount of greenhouse gases by 
use of low-emissions technologies, driving less, carpooling and using 
renewable energy. 

 Maintaining vehicles and equipment will be kept in good condition with up-
to-date maintenance, should not be left idling unnecessarily, should use 
alternative fuels when possible, etc. The most efficient vehicles and 
equipment will be used when possible. 

 Minimizing the local animal or plant population or habitat may be affected 
by work activities and a plan shall be in place to minimize any 
environmental impact to them. 

 Purchasing products that take into consideration the impact a product has 
on the environment. Preference should be given to products that minimally 
impact the environment (i.e., made of recycled/renewable material, energy 
efficient, etc.). 

 Utilizing an efficient material management system to reduce the impact on 
the environment by limiting the amount of materials that are used, left over 
as waste or transported. 
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 Using the following energy conservation measures whenever possible: 

– Shut down equipment when not in use 

– Use energy efficient light bulbs 

– Use new energy efficient technology 

– Use equipment with the ENERGY STAR mark. 

 Using water conservation measures whenever possible. This can include 
repair on any equipment leaking water, use of a broom instead of a hose for 
cleaning purposes, upgrade equipment efficiency, and educate employees. 
Wastewater content should be known before discharging. If the contents of 
the wastewater are hazardous (toxic, corrosive, flammable etc.) the 
wastewater needs to be disposed of in a facility authorized to dispose of 
hazardous waste. Coordination with project or site owner prior to disposal 
of wastewater is required to ensure proper disposal of wastewater. For 
example, the contractor must ensure the owner is aware of how 
wastewater is disposed of to ensure compliance with applicable permits. 

 Training and education: 

– Orientation 

– Hazard Assessment and Control 

– Daily Jobsite Meetings 

– Safety Meetings 

– Safety Bulletins 

(Note: Safety First Muirhead’s Ltd. will ensure that all employees and sub-
contractors are trained on the Environmental Management Program and 
specific housekeeping requirements and environmental considerations 
during the new hire orientation, toolbox talks, safety meetings and 
supervisor training process. 

 Developing methods of continuous improvement (i.e., practices and 
procedures). 

 Encouraging stakeholder participation and feedback. 

 Conducting inspections and audits. 

Spill Prevention  

One aspect of the Environmental Management Program is to reduce the risk for 
an environmental spill. Material spills or releases require prompt attention to 
minimize or eliminate harmful or undesirable effects on the environment. In the 
event of an environmental spill, the emergency response procedures and 
contingency plans will be put into effect.  
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Waste Management  

Every attempt will be made to minimize production of nonhazardous waste 
through recycling, reuse and waste minimization initiatives. Waste that is 
generated during the project will be estimated at the pre-job meeting and proper 
bins, storage and disposal will be coordinated with site owners to guarantee 
proper handling. Site supervisor will verify that waste on their site is managed 
effectively following required legislation for handling and disposal of such material 
(non-hazardous/hazardous).  

Safety First Muirhead’s Ltd. will immediately notify the owner for further 
instructions in the event that Safety First Muirhead’s Ltd. generates or encounters 
waste which may include, but is not limited to:  

 Sewage  

 Oilfield wastes (such as used muds or contaminated hydro test water)  

 Hazardous wastes (such as used paint or waste batteries)  

 Waste oil  

 Solids, sludge, or other pollutants or materials not authorized by the owner 
for on-site disposal. 

Safety First Muirhead’s Ltd. will comply with all applicable laws, regulations, 
permits and approval conditions and requirements with respect to waste including 
on-site storage. Safety First Muirhead’s Ltd. will take appropriate steps to ensure 
that no waste is allowed to enter any watercourses, groundwater, wetlands, 
floodplain areas or storm sewer systems.  

All non-hazardous and non-toxic trash and normal garbage (i.e., paper, paper 
products, wood, plastic, glass, discarded food items) will be stored in closed, leak-
proof storage bins. Safety First Muirhead’s Ltd. is responsible for proper collection 
and storage of the trash and garbage and transportation to disposal or recycling 
facilities (i.e., sanitary landfill) approved by the regulatory authorities with 
jurisdiction and by the owner. Open (to the environment) burning and use of open 
(illegal) dumps is prohibited. Safety First Muirhead’s Ltd. will comply with all 
applicable laws, regulations, permits and approval conditions and requirements 
with respect to the collection, storage and disposal of the trash and garbage. 
Safety First Muirhead’s Ltd. will make sure that no trash or garbage is allowed to 
enter any watercourses, groundwater, wetlands, floodplain areas or storm sewer 
systems.  

Construction wastes (such as spent metal, lumber, field joint materials, spent 
welding rods, etc.) will be minimized to the fullest extent possible. Safety First 
Muirhead’s Ltd. will remove all construction waste on a continuous basis, 
disposing of the construction waste at a facility approved by the regulatory 
authorities having jurisdiction. Safety First Muirhead’s Ltd. will comply with all 
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applicable laws, regulations, permits, approval conditions and requirements with 
respect to the disposal of the construction waste. No construction waste is 
allowed to enter any watercourses, groundwater, wetlands, floodplain areas or 
storm sewer systems.  

Storage  

Safety First Muirhead’s Ltd. will identify acceptable sites where items (i.e., 
hazardous waste, diesel fuel, gasoline, form oils, lubricating oils, propane 
cylinders, hydraulic fluids, oxygen cylinders, acetylene, glycol, and other 
environmentally damaging substances) are stored. Appropriate locations will also 
be identified for storing equipment when not in use (i.e., during nights or 
weekends). Such locations should be located in an area where a spill or leak would 
not affect a drainage area or watershed.  

Posting of environmental signs should be identified in the SSEP. If Safety First 
Muirhead’s Ltd. may have lead abatement, asbestos abatement, or other specialty 
work being performed simultaneously in controlled areas, this must be properly 
identified.  

Appropriate containers must be in place with proper signage to identify type and 
classifications of waste. Waste that may be recycled or reused must be identified. 
Proper Personal Protective Equipment (PPE) will be used and PPE signage will be 
included and in accordance to the Work site Hazardous Material Information 
System (WHMIS) Safe Work Practices (SWP) and will be reviewed at daily toolbox 
meetings.  

Waste/Scrap Areas 

 Clearly identify and segregate waste and scrap areas from the place of work. 

 Collect all hazardous waste in covered containers displaying the appropriate 
hazard warning signs. 

 Where practicable post suitable signs and barriers identifying controlled 
access and secure designated waste areas. 

 To support the above, clearly identify responsibilities for controlling the 
waste/scrap areas. 

Waste Containers 

 Cover all waste containers ensuring debris is contained during prevailing 
weather conditions. 

 Where practical, color code or affix signs/labels on or adjacent to the waste 
container, to encourage segregation of waste materials. Provide marked 
bins and containers on the project to recycle cardboard, office paper/news 
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print, plastics, recyclable beverage containers, such as (glass, aluminums 
and plastic), wood, oil and metal. 

 Contractors must ensure that all personnel performing work on the site are 
familiar with the waste management requirements through orientation or 
other communication as necessary to ensure compliance. 

 The disposal of non-hazardous construction waste for the project must be in 
identified dumpsters located on the site. 

 Supply, maintenance and removal of waste containers must be in 
accordance with contract requirements. Contractors will maintain and 
submit a log of nonhazardous and hazardous waste material. The waste logs 
are to be forwarded to their contracts administrator by the first working day 
of the month or as determined in consultation with the project 
environmental department. 

 Dispose of any hazardous waste generated on the project in accordance 
with the waste management plan, the facility operator and legislative 
requirements. 

 Inspect all equipment for leaks and repair as required prior to bringing on 
the project. Minimize the use of stationary fuel tanks on the project and, at 
least, have secondary containment. 

 Identify all tanks and other containers containing controlled products with 
the appropriate WHMIS/TDG labels. 

 Wash excess concrete from trucks in designated lined wash out locations 
only. Contact the environmental department for details. 

 Use absorbent pads or other methods of containment as required for oil 
changes and servicing to prevent spills. 

Environmental Considerations 

 Good waste management practice is essential in order to achieve regulatory 
compliance. It can also lead to improved business efficiency and cost 
savings. The following waste management practices are generally 
considered to be “best industry practice” and will ensure the preservation 
of environmental resources. 

 Reduce, reuse or recycle waste wherever possible. 

 Provide dedicated waste storage areas. 

 Do not mix regulated and non-regulated wastes. 

 Do not mix incompatible regulated wastes. 

 Label all waste areas and containers with their contents. 

 All containers must be in good condition, not leaking and stored on hard 
standing. 

 Do not allow containers to overflow and remove them regularly. 
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 Conduct regular inspections of waste storage areas and areas prone to 
overflow conditions. 

 Do not dispose of (burn, bury or treat) waste on-site. 

 Obtain copies of licensed waste carrier and waste disposal or recycling 
company certificates, where applicable. 

 Conduct periodic visits to transport and disposal companies, where 
applicable; verify destination of waste is as identified on transfer notes/ 
manifests. 

Controlled (non-special or non-regulated) Waste 

 Use covered containers and bins wherever possible, use either utilize 
integral cover or fix debris netting to contain debris in prevailing weather 
conditions. 

 A controlled waste transfer note/manifest must accompany each waste 
consignment. Use an annual transfer note/manifest where necessary and 
permissible under applicable regulatory provisions. 

 Sign appropriate waste documentation and provide a clear description of 
the waste. 

 Keep copies of controlled waste transfer documents on file for the 
appropriate periods as prescribed under applicable regulatory provisions 

Fuels and Hazardous Materials  

The servicing and fueling of equipment will not be permitted within thirty (30) 
meters of any watercourse of surface water drainage. All fuel storage tanks must 
be locked and secured when not in use. All vehicles and dispensing units over 100 
liter capacity (utilized for refueling) will be equipped with automatic shut-off 
valves. In addition, Safety First Muirhead’s Ltd. will comply with all applicable 
laws, regulations, permits and approval conditions and requirements.  

Spills and Environmental Incident Contingency Plans  

An environmental incident is one which has cause, or has the potential for 
causing, one or more of the following:  

 Environmental damage  

 Adverse impact on fish, wildlife or other environmental resources  

 Heightened publicity associated with possible impacts on the environment  

 Legal action with respect to environmental non-compliance or damage  

Prior to construction or maintenance, contingency plans for environmental 
incidents, whose form and content is acceptable to owner, will be developed by 
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Safety First Muirhead’s Ltd. These contingency plans include spill control and 
clean-up, erosion and sediment control, etc.  

Safety First Muirhead’s Ltd. will implement an Environmental Spill Response 
Program, including all aspects of abatement, clean-up, equipment requirements 
and method of application in the case of an accidental environmental spill or 
discharge.  

Spill Response Kits shall be periodically assessed to ensure the availability of 
adequate spill response supplies.  

Safety First Muirhead’s Ltd. will design and implement an erosion and sediment 
control plan to control, contain and treat any surface water runoff prior to 
construction. Additional appropriate erosion and sediment control materials must 
be stockpiled on-site in the event of an accidental release of sediment-laden 
water.  

Incident Reporting  

Environmental incidents are investigated by management according to established 
procedures. Where required, the management will provide access to resources for 
the investigation of environmental incidents. All incidents will be documented on 
the Incident Investigation Report form.  

Any environmental incident or spill (including release or discharge) of any toxic or 
hazardous substance, or any substance that harms or may harm aquatic life 
(including fish and fish habitat), must be immediately reported to the authorities 
of the area of work. Additionally, any spill of a substance in excess of reportable 
quantities under the provincial Spill Reporting Regulation must also be 
immediately reported to the spill response authority for the area of work. Any 
spill, or imminent threat of a spill, of a deleterious substance (as defined in the 
Federal Fisheries Act) into water frequented by fish that harms or may harm fish 
or fish habitat, must be reported to both the Provincial Emergency Program and 
Fisheries and Oceans Canada.  

Safety First Muirhead’s Ltd. will in all cases of an environmental incident or spill, 
contact only the owner. Safety First Muirhead’s Ltd. will expect government 
agencies to be contacted by the owner and will only contact agencies at the 
request of, or with the permission of, the owner. If the owner cannot be 
contacted in a timely manner and the incident requires immediate action, the 
government agencies will be contacted by Safety First Muirhead’s Ltd. according 
to Federal and Provincial laws and regulations.  

 In Alberta, call 1-800-222-6514 to report spills  

 Fisheries and Oceans Canada 1-800-465-4336   
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Safety First Muirhead’s Ltd., in coordination with the owner, is responsible for the 
following procedures:  

 Take immediate action to stop the problem at the source, minimize 
environmental consequences, and manage resolution of the incident.  

 Gather information for the assessment of the causes of environmental 
impacts so that prevention of future incidents can be developed.  

 Complete the Owner’s Spill/Environmental Incident Report Form and 
submit it to the owner when feasible.  

 Prepare and submit daily progress reports to the owner.  

Spills and Clean up 

 Immediately clean up any spillage, such as oil or grease. Clean up spillages 
byabsorption, use inert sand or other suitable materials. 

 Report all environmental spills as per Safety First Muirhead's Ltd. 
environmental incident reporting procedure on Section 15 Environmental 
Management to both the Provincial Emergency Program and Fisheries and 
Oceans Canada. 

 Clean up toxic, corrosive or other hazardous liquids in accordance with 
manufacturer instructions or material safety data sheet (MSDS). 

 Immediately remove all mops etc. used to clean up spills to a safe place and 
store in closed containers for safe disposal. 

 Strategically place spill kits/resources throughout the project. 

Note: For spills, Safety First Muirhead’s Ltd. will take the necessary steps to abate 
the discharge and provide the necessary labour, equipment and materials to 
contain and remove the spill, clean up the affected area and dispose of waste 
materials at an approved disposal site. The area will be restored to the satisfaction 
of the regulatory authorities. Any soil or vegetation contaminated by spills shall be 
removed and disposed of at a waste disposal site approved by the regulatory 
authorities.  

Workers Commitment  

Safety First Muirhead’s Ltd. requires the commitment of all employees and 
contractors to implement and maintain a healthy monitored environmental 
program. This commitment is transforming the environmental system into an 
effective process. Employees and contractors decisions, actions and follow-up all 
combine to contribute to achieving Safety First Muirhead’s Ltd.’s high standard of 
environmental objectives. Employees will be instructed in the proper handling, 
storage and disposal of non-hazardous wastes, trash and scrap. Hazardous waste 
will be handled by properly trained personnel.  
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Environmental Requirements  

Pre-Construction  

Pre-Planning 
Within the scope of this contract, the owner will identify the appropriate plan. The 
owner must approve any deviation to this plan. Prior to any work taking place, 
Safety First Muirhead’s Ltd. must ensure that all appropriate environmental 
permits and notifications are in place. This includes new permits or notifications 
that are required as a result of an approved deviation from the original plan.  

Equipment Inspection and Cleaning 
Prior to working in any watercourse, equipment will be steam cleaned of oil, 
grease and other contaminants that are dangerous to aquatic life. When working 
in and around any watercourse, Safety First Muirhead’s Ltd. will confirm that all 
hydraulic systems, fuel systems and lubricating systems of all equipment are in 
good repair. Equipment with fuel or fluid leaks will not be permitted to enter the 
wetted perimeter or floodplain of any watercourse. Equipment developing such 
leaks will be removed immediately and repaired.  

To assist in the control of the spread of noxious weeds, all equipment will be 
cleaned of mud and vegetative debris before entering or re-entering the right of 
way at the commencement of work. Tracked vehicles will be high pressure 
washed and wheeled vehicles will be manually cleaned.  

Construction  

Clearing and Grubbing 
Clearing and grubbing will be minimized and will occur only in areas designated by 
the owner and marked on-site.  

 Safety First Muirhead’s Ltd. will protect all vegetation growing outside of 
the designated areas marked for clearing and grubbing.  

 Safety First Muirhead’s Ltd. will minimize vegetation removal and ground 
disturbance in the vicinity of any watercourse and will not proceed with 
clearing and grubbing closer than thirty (30) meters from a designated 
watercourse prior to marking the limits of the Fisheries Sensitive Zone (FSZ). 
The width of the FSZ shall be determined by the owner in consultation with 
the regulatory authorities.  

The following activities are not permitted without specific direction from the 
owner:  

 Tree falling and salvage  

 Altering water drainage  
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 Working on steep slopes (defined as greater than the angle of repose)  

Construction in and About Watercourses/Wetlands 
In Alberta, work must comply with the Water Act and the Environmental 
Protection and Enhancement Act. All work in Canada must comply with the 
Fisheries Act and the Navigable Waters Protection Act.  

General Requirements – Instream Works 
All work must be in accordance with regulatory approval conditions within the 
appropriate work window as stipulated by the province and Department of 
Fisheries and Oceans. Copies of the notification letter(s) and approval(s) shall be 
provided by the owner and must be kept on site.  

All activities within the wetted perimeter of any watercourse or wetland will be 
kept to an absolute minimum. Instream work will be completed during favourable 
weather and low flow conditions. Once instream work is initiated, the work must 
be pursued to completion as quickly as possible.  

Care will be exercised during all phases of work to:  

 Minimize sedimentation/siltation to any lake, watercourse, wetland, 
drainage or storm sewer system.  

 Minimize the removal of, and impact to, all riparian vegetation.  

 Prevent any discharges of any sort (i.e., raw concrete, concrete leachate, 
and any other debris or deleterious substances) to a lake, watercourse, 
wetland, and drainage or storm sewer system.  

Any machinery operated in the wetted perimeter or within 30 meters of a 
watercourse or wetland will be free of excess oil and grease. Washing, cleaning, 
fueling and servicing of equipment shall not be done in stream channels, 
wetlands, floodplains, or within 30 meters of any watercourse or wetland.  

Where ditch or hydrostatic water is to be discharged to land, the ditch or 
hydrostatic water will not be allowed to flow back into the watercourse, wetland 
or storm sewer system.  

Dewatering the trench onto stable ground surfaces will be done in a way that does 
not cause soil erosion or sedimentation.  

Trench spoil will not be placed in any watercourse. All excavated material and 
debris will be removed from the site or placed in a stable area above the high 
water mark of the watercourse as far as possible from the channel and protected 
from erosion.  

Construction and excavation wastes, overburden, soil or other substances 
deleterious to aquatic life must be disposed of in such a manner as to prevent its 
entry into any watercourse, floodplain, ravine, ditch or storm sewer system.  
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Any fill used during construction or maintenance activities must be inert material, 
free of contaminants and must be placed so that it will not gain entry into any 
watercourse, wetland or storm sewer system.  

The contractor will not divert, block or restrict any watercourse except where it is 
necessary to do so for a short period of time to correct a hazardous situation or in 
an emergency. Water flow to downstream areas will not be interrupted during 
construction. Excavation rates will be controlled to ensure that existing water 
flows are maintained. Notification to the owner representative is mandatory.  

On completion of the instream works, the stream bed will be left in the original 
condition or as required by conditions of the environmental approvals.  

Bark mulch, hog fuel or other wood waste material will not be used within 30 
meters of any watercourse, ditch or wetland area as it produces a leachate toxic 
to fish and other aquatic organisms.  

When working in wetlands or other areas with high water tables, trenching will be 
deferred until just before lowering-in to prevent the trench from sloughing.  

Ensure machinery works away from the bank of the stream and not in the stream 
channel to minimize impacts.  

Sediment Control 
If sediment-laden water has the potential to flow into a watercourse, wetland or 
storm sewer system during construction, it must be effectively contained, filtered 
and pumped to a stable vegetated area for infiltration to ground. Sediment 
releases to aquatic habitat will not be permitted during construction activities. A 
combination of sediment control measures could be employed prior to 
construction or maintenance to contain or filter sediment-laden water including 
sediment settling ponds, vegetated swales with check dams, and gravel berms. 
Alternately, the sediment-laden water could be pumped to a natural depression or 
vegetation area for infiltration to ground. The hose outlet must be directed 
against highly erodible soil or exposed ground conditions. Controlled realease at 
the discharge location may be required to prevent ground erosion.  

Equipment and materials which may be required for working in and around water 
include, but are not limited to:  

 Spill kits and procedures 

 Silt fence  

 Silt cloth  

 Sandbags  

 Angular rock for flow dissipation  

 Rock for lining interceptor ditches or swales  
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 Gravel for berm construction  

 Erosion control blanket  

 Straw or hay bales for surface mulch  

 Polyethylene sheeting  

 Sod forming native grass seed (i.e., Reclamation Mix)  

 Timbers, swamp pads, culverts for temporary access  

 Pumps and hoses for pumping of sediment-laden water  

Bank Protection 
Restore any disturbed areas of bank to a stable condition. Protect any disturbed 
bank areas or areas adjacent to watercourses from surface erosion by 
hydroseeding with a heavy mulch, tackifier, seed mix; by installing erosion control 
blankets; or by placing sod. Re-vegetation with native vegetation may also be 
required.  

Ditching, Pipe Installation and Backfill 
Gaps in strung pipe and topsoil windrows, as well as ditch plugs, will be left for the 
movement of wildlife, livestock and farm equipment as required by the owner.  

Where foreign pipelines are to be crossed, Safety First Muirhead’s Ltd. must 
comply with the owner and the foreign utility owners requirements.  

Construction debris and other garbage will not be disposed of in the ditch. Collect 
and store waste in appropriate containers and, using appropriate methods, 
transport them to an approved transfer, landfill, or recycling site.  

In those areas where ditch line, ditch and work site stripping is undertaken, the 
subsoil material will be removed from the undisturbed native or improved pasture 
with minimal disturbance (i.e., the sod layer of the native or improved pasture 
must be preserved in an undisturbed state as much as possible).  

Any excess ditch material remaining following the compaction of the ditch line will 
be feathered out over the stripped area in order to reduce the height of the roach.  

Once ditching and pipe installation have commenced, work will be pursued to 
completion as quickly and safely as possible to allow for backfilling. The extent of 
ditch line left open should be minimized as much as possible.  

Drainage Control 
Original drainage patterns will be maintained throughout construction as much as 
possible.  

An adequate drainage system must be implemented in areas disturbed by 
construction to ensure that:  
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 Surface or subsurface drainage is intercepted from unstable cut and fill 
slopes.  

 Water is diverted away from erosion prone areas.  

 Ditches adequately drain and ditch erosion is controlled.  

 Ponding of water is prevented where road stability may be comprised.  

 Water is prevented from being directed onto potentially unstable slopes or 
soil material.  

 The amount of sediment entering a watercourse is minimized.  

Where ditch water is to be discharged to land, the water will be dissipated over a 
well vegetated area, temporary riprap or other stable surface material to prevent 
soil erosion. The ditch water will not be allowed to flow back into the 
watercourse, wetland or storm sewer system.  

Dust Control 
Safety First Muirhead’s Ltd. will be required to water down the area, or take other 
corrective measures to control dust, as directed by the owner should dry weather 
conditions cause excessive dust.  

Erosion and Sediment Control 
Safety First Muirhead’s Ltd. will conduct all operations in a careful and considerate 
manner to protect the natural ground surfaces, minimize soil erosion and preserve 
ground stability.  

All work must be undertaken and completed in such a manner as to prevent the 
release of silt, sediment, or sediment-laden water into any ditch, watercourse and 
ravine or storm sewer system. Any assigned works that may release silt, etc. into 
any ditch, etc. must be made known to the owner and preventative measures 
taken.  

Safety First Muirhead’s Ltd. will have sufficient erosion and sediment control 
methods which include, but are not limited to:  

 Controlling materials on site to provide emergency siltation protection.  

 Using a controlled at entry and exit point for water runoff.  

 Scheduled inspection and maintenance.  

Explosive Use 
Blasting operations will be conducted in a manner that minimizes disturbance to 
aquatic and terrestrial habitats (fish and wildlife) due to shock waves, noise and 
vibration. All blasting must be pre-authorized by the owner.  
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Fire Prevention and Suppression 
Safety First Muirhead’s Ltd. is be responsible to comply with all applicable 
regulatory requirements, take preventative measures to avoid fire, and provide 
and maintain appropriate fire suppression equipment.  

Herbicide Use 
Unless requested and approved by the owner, Safety First Muirhead’s Ltd. will not 
carry or apply any herbicide.  

Noise Mitigation 
All activities, equipment, processes and work operated or performed by Safety 
First Muirhead’s Ltd. during construction shall be in strict accordance with federal, 
provincial and local regulations governing noise levels. The owner may require 
that Safety First Muirhead’s Ltd. alter practices or maintain equipment which 
produces excessive noise.  

Safety First Muirhead’s Ltd. will comply with municipal by-laws and will adhere to 
any specific decibel (dBA) requirements for noise levels. All equipment must be 
equipped with mufflers or other noise abatement devices, be in good working 
order, and be suitable for use in the areas through which construction occurs. 
Hours of work must comply with all applicable regulations or bylaws.  

Open Burning and Smoke Control 
No open burning of trash or construction debris will be permitted.  

Soil Conservation Measures 
Topsoil handling is done with consultation of the customer and in the absence of 
this information Safety First Muirhead’s Ltd. is to preserve topsoil during 
excavation and replace in the ditch as final cover prior to re-seeding.  

Safety First Muirhead’s Ltd. will avoid placement of stripped material in areas 
adjacent to watercourses, wetlands or storm sewer systems. Sediment and 
erosion control measures must be taken prior to and after placement of stockpiles 
in areas where natural drainage or storm water could erode the stockpile and 
result in sediment-laden water entering adjacent watercourses or wetlands.  

Post Construction  

Clean-Up 
Confirm that all equipment, supplies and construction debris (including lathing 
and ribbon, welding rods, pipe skids) have been removed from the site. Waste 
materials will be appropriately disposed of.  

Remove any remaining sediment and erosion control measures that are no longer 
required. Leave the site in a clean stable condition.  
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Site Restoration 
 Grade disturbed areas are to be at a stable angle upon completion of the 

work.  

 Rocks which are left exposed on the right of way will be removed prior to 
following topsoil equivalent to, or better than, the surrounding fields. Rocks 
will be disposed of at a site approved by the landowner in the case of 
private land.  

 Where the topsoil material is stored on native or improved pasture, care 
will be taken to ensure that the unprotected sod mat is left in an 
undisturbed state.  

 In the event that erosion has occurred during the course of construction, 
Safety First Muirhead’s Ltd. will be required to re-contour, stabilize and 
revegetate the affected area.  

Vegetation 
 Any disturbed areas must be reclaimed by seeding, revegetating or 

resodding as appropriate as soon as possible after restoration.  

 Only approved seed mixes will be used for reclamation purposes. Native 
seed mixes should be used when appropriate. 

 Precautions should be taken to prevent wash away of the seed (i.e., 
hydroseeding, coconut or straw matting) 

 All equipment should be cleaned of all vegetation prior to leaving site in 
order to prevent the spread of invasive plants. 
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Section 16.- Behaviour-Based Observations 

Purpose  

It is Safety First Muirhead’s Ltd.’s policy to support our Behavioural Based Safety 
program and implement it on our worksites and in our offices.  Through this 
formal, documented job observation process, employees will begin to develop 
their own safe work culture, which is essential for incident elimination. 

The purpose of implementing Behaviour Based Observation is for all Safety First 
Muirhead’s Ltd. employees and subcontractors to be able to: 

 Combat complacency.  

 Use BBO program as a guide for Hazard Recognition. 

 Boost the morale of fellow co-workers and subcontractors.  

 Become a worksite leader for a safer workplace. 

 Realize how normal situations can escalate to serious risks.  

 Recognize and reward positive work behaviours. 

 Help move/mentor employees from “at-risk” behaviours to “safe” 
behaviours. 

 Help move the organization toward continuous improvement with the 
conviction that all Incidents are preventable. 

Definition 

Behaviour-Based Observations − A documented process that helps employees 
identify and choose safe behaviours rather than unsafe ones. These observations 
should involve an employee, designated or not, observing another employee 
doing a job and recording both safe and at-risk behaviours. Behaviour-Based 
Observations must: 

Hazard – A potential source of loss, injury or harm to; 

 Persons 

 Environment 

 Assets & Equipment 

 Reputation  

Identifying Hazards 

Recognizing hazards is critical to the success of managing hazards. If a hazard is 
not identified then the associated risks cannot be mitigated.  
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Effective Hazard Identification:  

 Pre-job hazard discussion is best, to determine: 

– Work Scope. 

– Type and magnitude of hazards related to each task. 

– Persons, Environment, Reputation, Assets and Equipment that could be 
impacted. 

 How does one know when to stop? 

– Refer to the topics discussed during Toolbox/Tailgate Meetings, Field 
Level Hazard Assessment (FLHA), Job Hazard Analysis (JHA). 

– If uncertain of a hazards associated with the task at hand ask fellow co-
workers or a supervisor. 

Hazard Control 

All Safety First Muirhead’s Ltd. employees and subcontractors should; 

 Asses the hazards in order to specify the controls needed to ensure that all 
risks are reduced to an acceptable level. 

 Consider the combined effects from multiple hazards, not just each hazard 
associated with each job task. 

 Apply both preventative and recovery controls. 

 Identify who is responsible for putting controls in place. 

 Validate the controls that are in place. 

 Ensure that all controls are effective. 

Behavioural Safety Rationale 

When an incident occurs, an investigation follows and procedures are often 
introduced to prevent that incident from recurring. For example, if an employee 
sustains a hand injury from a cutting tool, Safety First Muirhead’s Ltd. may:  

 Place signs at the location as a reminder to wear protective gloves.  

– Place gloves at the location.  
 Hold a safety stand-down meeting to retrain employees.  

 Talk about the incident at a safety meeting.  

These efforts focus on the incident that already occurred. While these efforts may 
raise awareness over the short term, they are not directly focused on changing 
behaviour and are not considered as long-term solutions. Behaviour-Based 
Observations address the at-risk behaviours in real time. Rather than being 
reactive, it is a proactive approach to safety by eliminating or reducing the severity 
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of the incident before it happens. This is done by examining incident rates for the 
previous 2-3 years to identify the repeat behaviors involved.  

Trending analysis can be used to separate these repeat behaviors into groups (i.e., 
Line-of-Fire, Body Positioning) that occur significantly more than others. A 
functional analysis can then be done to identify what drives these unsafe or at-risk 
behaviors and the consequences to those involved in these behaviors and will 
increase safe behaviours. 

The purpose is to decide whether or not external factors such as poor standard 
operating procedures or inadequate Personal Protective Equipment (PPE) drives 
people to behave unsafely. Once found, attempts are made to correct the 
negative work site factors so that it is natural for people to behave safely. In 
principle, people often behave unsafely when they are unaware of the correct 
procedure (i.e., they need training or education).The other main reason is related 
to obstacles or blockages to performing safely (i.e., the right equipment is 
unavailable). If the conditions are optimal, then people often behave more safely. 

Observation 

The task to be observed and the steps required to complete the task are planned 
and discussed with the employee ahead of time.  

 Observed tasks may include: 

 Visually surveying employee’s actions from beginning to end of task. 

 Identifying the exhibited behaviours as safe or at-risk. 

 Comparing observations to outlined procedures (i.e., Job Hazard Analysis 
(JHA), Safe Work Practices and Procedures) for the task. The observer 
should be familiar with the task being performed. Employee(s) should not 
be interrupted during the task, unless it’s seen to be at-risk if the task 
continues. It is important to remind the employee that the goal is to 
reinforce safe behaviours, not to catch them doing something wrong. 

Identify Critical Behaviours and Define Them 

Critical behaviours are those behaviours which have caused, or have the higher 
potential to cause, injuries in the workplace. 

Conduct an Observation 

 Takes place where the work is being performed in real time. 

 Informs the employee that they are simply observed on the task they are 
performing. (Explain what is to be accomplished and why.) 

 Gains the individual’s trust, assuring them that the intent is not to catch 
them doing something wrong or spying. 
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 Completes the observation sheet (both safe and at-risk behaviours). 

Provide Feedback 

When providing feedback: 

 Recognize and commend the employee for work behaviours that are being 
conducted properly and safely. 

 Comply, Intervene, Respect. Work together as a team to achieve goal zero 
everyday. 

Note: If, during the observation process, the observer feels that the employee has 
entered into a situation where there is immediate risk to persons, environment, 
reputation, assets and equipment the observer is obligated to intervene and stop 
the work. Once the work has been stopped, the observer should discuss the 
circumstances with the employee and together they will determine a suitable 
solution to the situation. 

Perform Action Planning to Remove Work site Barriers 

Throughout the action planning process: 

 Recommendations are made for corrective actions for the at-risk 
behaviours before they result in an incident. 

 Supervisors are to sign off all observations and assign personnel to 
implement the approved corrective actions. 

Training 

Employees are provided training on how to conduct effective job observations 
including providing effective feedback. 
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Section 17.- General Transportation 

Purpose 

The purpose of this section is to address commercial vehicle safety regulations in 
accordance with the National Safety Code (NSC) or provincial regulations. 

Definitions 

Commercial Vehicle – A truck, tractor or trailer (or any combination) exceeding a 
registered gross vehicle weight of 4500 kg. 

Motor Carrier – A person who owns, leases or is responsible for the operation of a 
commercial vehicle for the purpose of transporting passengers or goods. 

Commercial Driver – A company worker who is responsible for the care, custody 
and/or control of an assigned vehicle(s), which is registered at a gross weight of 
more than 4500 kgs. 

Vehicle Incident/Accident – Any event or incident that involves a vehicle owned 
or leased by Safety First Muirhead’s Ltd. 

Safety First Muirhead’s Ltd. Responsibilities 

In maintaining compliance with its carrier profile, Safety First Muirhead’s Ltd. will 
ensure: 

 The safety program is maintained to current legislation. 

 Management is aware of all critical items that affect the company so they 
can respond to problems as these arise. 

 Administration ensures that items such as training, incidents, collisions, 
convictions, etc. are properly documented. 

 Administration has an effective recall system for items such as annual 
inspections, expiry dates for drivers’ licences, drivers’ abstracts and 
scheduling for preventative maintenance, future training schedules etc. 

 Relevant training for employees is conducted, current and documented and 
that trainers/training facilitators are qualified to give instruction. 

 Employees know what is required to be in compliance with the expectations 
outlined in the safety program by attending training. 

 No drivers are dispatched if: 

– The driver’s abilities are impaired and it’s unsafe for the driver to drive. 

– Driving risks safety and health of public, driver or other employees. 

– Driver is subject to an Out of Service declaration. 

– Driver is not complying with the provincial hours of service rules or 
company policies. 
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The “safety officer” works closely with management and reports to management 

on the effectiveness of the program. Management and the “safety officer”  can 
be held responsible under Alberta legislation for the content and effectiveness of 
their program. 

Dispatch 

Dispatch is responsible to ensure company drivers and equipment as well as lease 
operator equipment is allocated in a manner that will uphold the company 
standards of customer service while retaining the respect and confidence of the 
customer. 

This is accomplished by: 

 Obtaining complete instructions when taking telephone orders from 
customers. 

 Promoting effective and efficient utilization of employees and equipment 
through continued knowledge of their location, availability, geographic 
areas and field conditions. 

 Developing a working knowledge of all regulations, operating authorities 
and permits pertinent to the company operations. 

 Verifying on a regular basis that the safest practices are considered and 
applied in all dispatch activities. 

 Ensuring drivers dispatched are in compliance with hours of service 
requirements. 

 Promoting positive attitudes among all drivers by: 

– Distributing workload equitably, based on demand, the demonstrated 
skills, training, capability and availability of each person. 

– Assigning jobs in accordance with company policy and procedure as well 
as applicable regulations. 

– Communicating complete information to drivers regarding the details of 
the project or assignment.  This is to ensure drivers do not encounter an 
unfamiliar facility, route, procedure, etc. that may lead to a potential 
and unnecessary incident. 

– Recognizing both verbally and in written form a driver’s commendable 
service or performance. 

– Recognizing the importance of applying all of the above in a consistent 
manner. 

 Promoting sound customer relations by: 

– Communicating with customers in a friendly, businesslike manner. 

– Being informed about project details so you can inform the customer of 
any unexpected circumstances that may affect the scheduled 
completion of any project. 
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Maintenance Officer 

The Maintenance Officer shall: 
 Ensure drivers have an understanding of vehicle components and those 

conditions that may represent safety hazards. 

 Ensure that daily vehicle inspections are performed as per Schedule 1 and 
defects documented.  

 Ensure that all reportable conditions and prohibited use conditions are 
corrected before a vehicle is placed into service. 

 Monitor vehicle inspection reports and certify on the report any defect or 
deficiency has been corrected or that a correction is unnecessary to permit 
safe operation of the unit. 

 Ensure that scheduled preventative maintenance of equipment is done. 

 Ensure that annual CVIP inspections are performed as required. 

 Ensure completeness of all vehicle files as legislated. 

Drivers 

All staff authorized by company management and/or the safety officer to operate 
company vehicles are required to comply with the safety program policies and 
procedures, such as: 

 Part-time or occasional drivers.  

 Company mechanics that test drive or drive part-time. 

 Safety staff who train drivers. 

 Managers/owners who drive. 

 Lease operators who have their vehicles registered to the company. 

 Anyone else authorized to operate a company vehicle. 

Conduct 

 To safely operate our vehicles on the highway with a professional attitude 
and obey posted speed limits. 

 To drive in a defensive manner, be aware of surroundings and look ahead, 
leave a safe distance between vehicles, be a professional and courteous 
driver. 

 To keep the vehicle under control at all times and reduce speed due to 
changes in road, weather and traffic conditions. 

 A professional driver should be prepared to avoid collision producing 
situations by practicing and promoting safe driving skills. 
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Safety Laws 

 Drivers operating company vehicles will comply with all transportation 
safety laws as required. Commercial Vehicle Certificate and Insurance 
Regulation (AR 314/2002) identifies that as: 

– The Act (Traffic Safety Act) and regulations made under the Act; 

– The Dangerous Good Transportation and Handling Act and the 
regulations made under that Act; 

– The laws of a jurisdiction outside Alberta, respecting the same, similar or 
equivalent subjects as those regulated or controlled by the laws referred 
to in sub-clauses (i) and (ii). 

Log Books 

 Drivers are required to keep track of any hours worked or spent driving for 
any other company and report these hours to Safety First Muirhead’s Ltd. 

 All daily logs generated as a result of other employment must be forwarded 
to each employer. 

Daily Vehicle Inspections 

 Drivers must conduct adequate vehicle inspections as per applicable 
legislation. 

 AR 121/2009 and AR 211/2006 is the minimum requirement for conducting 
daily vehicle inspections. 

 Daily vehicle inspection forms are to be completed in full.  

 All defects must be reported in writing on the daily vehicle inspection form. 

 If defects are detected the appropriate Schedule in AR 121/2009 is to be 
referenced to determine if the vehicle can be operated. 

 All major defects must be reported to the supervisor before the vehicle is 
operated. 

 Units are not to be placed in operation if major defects are found, as listed 
in NSC Standard 13, Part 2, Schedules 1-4. 

 No vehicle is to be operated with major defects or conditions that affect its 
safe operation. 

Authorized Vehicle Usage 

 Drivers must only operate vehicles that they are authorized to do so by the 
company. 

 Drivers must never operate company vehicles if they are not in possession 
of a valid operator’s licence for that vehicle. 

 Any endorsements to an operator’s license must be presented to a Registrar 
and put on the license before the endorsement is valid. (Air Brake Ticket). 
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Cargo Securement  

 Drivers must ensure that all loads and loose materials are properly secured 
as per NSC Standard 10, before transporting a unit. 

 Drivers must inspect the cargo securement within the first 80 kilometres of 
loading, as well as every 240 kilometres or 3 hours of travel, and at every 
change or duty status.  

 The supervisor is to ensure drivers have been instructed on proper methods 
of securement and monitor loads for compliance. 

Safety Law Violations 

 All violations, collisions and/or convictions relating to safety laws, including 
those obtained in personal vehicles, must be reported immediately to the 
safety officer. 

 All tickets, inspections, and warnings, relating to the operation of a vehicle, 
speeding, seatbelts, log book, load securement, vehicle conditions, etc. 

 All driving violations in private vehicles. 

 Any violation or other condition that would affect the driver’s license status. 

 Driver Abstract. 

 CVSA Inspections (road side or at scales). 

 TVR (Traffic Violation Report). 

 VMR (Vehicle Monitoring Report). 

Driver Compliance 

Failure to comply with any legislative requirements, standards or company policy 
will result in disciplinary action as set out in said policy or at the discretion of the 
company safety officer and will directly reflect the nature of the non-compliant 
action. 

General Expectations 

It is a privilege and not a right to drive a company vehicle.  The expectations when 
you are in charge of a Safety First Muirhead’s Ltd. vehicle are that these vehicles 
along with associated equipment and tools will receive excellent care and 
attention.  Any vehicle abuse will not be tolerated.  It is expected that all driving 
policies will be obeyed at all times.  In fact, the expectation is that individual 
drivers will do everything in their power to enhance the company image and 
reputation. 

 The vehicle is to be kept clean and organized with all the appropriate tools 
required. 

 Keys will be removed and the vehicle locked and secured when not in its 
attendance. 
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 Only company personnel are allowed in the vehicle (unless authorized by 
the safety officer). 

 No smoking in the vehicle (as per the Smoke-Free Places (Tobacco 
Reduction) Amendment Act 2007 – Bill 45). 

 Personal use of company vehicles will be allowed only if it does not subject 
the driver to an Out of Service declaration. 

Driver File Requirements 

Safety First Muirhead’s Ltd. will maintain individual files of driver records on every 
person operating or authorized to operate a company vehicle, including owner(s) 
and management. 

Information and documents to be contained in a driver file are specified in 
Alberta’s Commercial Vehicle Certificate and Insurance Regulation 314/2002 
Section 41(1) (a-j). Driver files are to be secured and access restricted to persons 
that require information. Subject matter that is personal in nature will be placed 
in a cover indicating so.  Safety First Muirhead’s Ltd. will ensure private 
information stays that way.  

All employee information must be kept at the principal place of business (PPOB) 
and retained for at least 5 years from the date they are created, established or 
received. 

Company records will be kept so in a fashion that they will be readily available for 
inspection by a peace officer during the company’s regular business hours. 

 A completed application form for all drivers who were hired after April 1, 
1998. 

 The driver’s employment history for at least 3 years prior to working for 
Safety First Muirhead’s Ltd. (Complete time history with no gaps - required 
if hired after April 1, 1998). 

 Government Authorized Agency Driver abstracts are to be obtained: 

– Dated within 30 days of the date of employment or hire. 

 At interval of no greater than 12 months, and preferably the day after a 
licence was due to expire. 

 Abstracts are to be kept in the driver file for at least 5 years or since the 
driver was employed or hired. 

 A record of conviction of all safety laws in the current year and in each of 
the 4 years preceding relating to the operation of a vehicle, including those 
in personal vehicles and offences not appearing on a driver abstract, such 
as: 

– Seat Belt Tickets. 

– Dangerous Goods Tickets. 
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– Vehicle Condition Tickets (Lights, Brakes etc.). 

– Log Book Tickets. 

 A record of all administrative penalties imposed on the driver under safety 
laws. 

 A record of all collisions involving a motor vehicle operated by the driver 
that are reportable to a peace officer under any enactment of Alberta or a 
jurisdiction outside Alberta 4and involving any motor vehicle. 

 A record of all training completed with respect to the operation of a 
commercial vehicle and compliance with safety laws.  

 In accordance with Part 6.6 of the Transportation of Dangerous Goods 
Regulations under the Transportation of Dangerous Goods Act, 1992, for 
the period starting on the date the certificate is issued and continuing until 
2 year after it expires. 

 A copy of a current medical certificate required for a driver license: 

– A valid class 1, 2 or 4 operator license or abstract is sufficient. 

– A valid class 3 or 5 with a licence endorsement code “C”. 

– A copy of the valid driver licence or a note from the medical doctor in 
lieu of the medical certificate may be used. 

 Record of any disciplinary action, rewards, incidents etc.  

Driver Violations 

Drivers are required to report, in writing, to the company safety officer or 
appointed personal in a timely manner: 

 All tickets, inspections and warnings, relating to the operation of a vehicle. 

 Speeding, seat belt, log book, load securement, vehicle condition etc. 

 All driving violations in private vehicles. 

 Any violation or other condition that would affect the driver’s licence status. 

 All fines and fees must be reported immediately to the supervisor and are 
to be paid by the driver responsible for the violation. 

Driver Qualifications 

Safety First Muirhead’s Ltd. will maintain a list of all personnel driver 
qualifications. The list will include any expiry dates and will be reviewed on a 
monthly basis.  

 The driver must present a valid class of drivers’ licence to the safety officer 
applicable to the type of vehicle hired/authorized to operate. 

                                                                        
4 Section 41(1) of Alberta’s Commercial Vehicle Certificate and Insurance Regulation 
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 No driver is allowed to hold more than one valid driver’s licence issued by 
any jurisdiction at any one time. 

 Training certificates will be monitored for expiry dates and the driver will 
not be allowed to operate any unit after the expiration date of essential 
certificates. 

 All drivers of NSC units will be required to maintain an appropriate driver’s 
licence. Medical exams are to be conducted as instructed by the driver 
license authority of the issuing province. 

 While employed with Safety First Muirhead’s Ltd. all drivers must 
immediately inform the company safety officer or designated person, 
without delay, of any suspensions, cancellations, prohibition or change in 
licence classification. Failure to do so could result in immediate dismissal. 

Progressive Discipline 

All disciplinary steps will be progressive in nature.  All actions taken, including 
verbal warnings, will be documented. 

Discipline actions will be taken for any: 

 Regulatory violation (identified on the carrier profile, driver’s abstract or 
through the carrier's own internal audits). Driver abstracts and Carrier 
profiles will be reviewed to verify that drivers have already advised the 
carrier of the violation(s). 

 Significant company policy violation (identified through internal audits, 
direct observation, reports from other staff and reports from the public/ 
customers). 

As appropriate, actions to include: 

 Verbal warning (documented). 

 Written warnings. 

 Re-training. 

 Suspension. 

 Termination. 

Performance Reviews 

Safety First Muirhead’s Ltd. will evaluate, at least annually and retain a written 
record verifying that each authorized driver has the necessary driving skill to 
safety operate all assigned vehicles.  This is an opportunity to review both driver 
achievements and driver violations.  

This evaluation and/or review will include but will not be limited to the following: 

 Evaluation of driving skills (written or on-road testing). 
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 Written exams to test driver skills and knowledge (as applicable). 

 Review of driver achievements/violations. 

 Review of driver abstract. (Any items appearing on the driver abstract which 
have not been brought to the attention of the safety officer at the time of 
violation are considered to be a violation of company policy). 

 Review of carrier profile (any items appearing on the carrier profile which 
have not been brought to the attention of the safety officer at the time of 
violation are considered to be a violation of company policy). 

 A review of previous disciplinary action (if applicable). 

Training and Qualification  

In order for Safety First Muirhead’s Ltd. to increase driver knowledge and reduce 
violations, training for drivers will include, but will not be limited to the following: 

 Company safety program 

 Company maintenance 
program 

 Daily vehicle inspections 

 Hours of service 

 Weights and dimensions 

 Safety rules and regulations 

 Road Side Emergency 
Procedures 

 Road side safety warning 
devices 

 PPE 

 Safety responsibilities 

Safety First Muirhead’s Ltd. will prepare and give all workers a safety orientation 
prior to commencement of work. 

The orientation will be documented to show the employee’s name, date and 
duration of orientation. 

NOTE: Records of all employees training will be documented in the employee 
file as required by Alberta Commercial Vehicle Certificate and Insurance 
Regulation (AR 314/2002) Section 41 (1) (h).   

Orientation Standards 

Managers/Supervisors 

Refers to a person whose duties include supervision of employees.  Each person is 
required to, as a minimum, understand the following: 

Subject: 
 Regulations and responsibilities. 

 General safety rules. 

 Policies and procedures. 

 Emergency procedures. 
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 Material handling and load securement. 

 Equipment maintenance and vehicle inspections. 

Drivers 
Includes any person that is authorized by the company to operate a vehicle 
designated as a national safety code (NSC) vehicle (An NSC vehicle is defined as a 
commercial vehicle with a registered gross vehicle weight (GVW) over 4500 kgs). 

This is to include part-time/occasional drivers, company mechanics, safety staff, 
managers/owners, lease operators, and anyone else given authorization). 

In order for the company to increase driver knowledge and reduce violations the 
company will prepare and give all workers a safety orientation prior to 
commencement of work. The orientation will be documented to show the 
employee’s name, date and duration of orientation. 

Orientation 

Orientation will include the following: 

 Review of Safety First Muirhead’s Ltd. policies and procedures. 

 Hours of service requirements. 

 Daily vehicle inspections requirements. 

 Cargo securement requirements as applicable. 

 Weights and dimensions limits. 

 Loading and unloading procedures. 

 Hooking and unhooking of trailer. 

 Safety equipment (warning devices, fire extinguisher). 

 Accident reporting. 

 Company maintenance program. 

On Going Training 

Safety First Muirhead’s Ltd. will monitor and take the necessary re-training actions 
in the following areas: 

 Hours of service (log books and time records) – daily and periodic internal 
audits will be conducted on: 

– Drivers hours of service records to ensure documents are not falsified. 

– Daily log completions to ensure all legislated requirements are followed. 

– Other fatigue related issues, such as operating beyond the legislated 
hours of service limits, inadequate rest or off-duty periods. 

– Pre/post trip inspections – ongoing training will be provided through 
spot checks and monitoring of vehicle defects. 
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– Weights and dimension – ongoing training and monitoring provided on 
legal weights and dimension, permit weights and dimensions, shipping 
weights, etc.   

– Other regulations, as applicable to company operations. 

NOTE: Records of all employees training will be documented in the employee 
file as required by Alberta Commercial Vehicle Certificate and Insurance 
Regulation (AR 314/2002) Section 41 (1) (h). 

Evaluating Driving Skills 

The on-going process for evaluating employees driving skills may be done through: 

 Documented observations. 

 Road tests. 

 Internal audits of records. 

 Written exams as applicable. 

 All evaluation results will be retained in each driver’s file. 

Speed Limits 

 Driving over the posted speed limit is strictly prohibited.  

 Posted speed limits must be complied with whether on government or 
private roads. 

 Maximum speeds should also be determined by road and weather 
conditions. Do not drive the posted speed limit if road conditions or 
visibility do not allow the safe operation at that speed. 

 Motorists driving on the same side of the road as an emergency vehicle (fire 
trucks, police cars, ambulances, emergency response units, gas utility 
vehicles) or tow truck that is stopped with its lights flashing must slow to 60 
kilometres per hour, or less if the posted speed limit is lower. If there are 
two or more traffic lanes in the same direction as the emergency vehicle or 
tow truck, you must decrease your speed unless there is one full lane 
between your vehicle and the stopped emergency vehicle or tow truck that 
has its flashing lights on. If any part of the emergency vehicle or tow truck 
extends into a lane, vehicles in the lane next to the one that it is extended 
into (adjacent) must also slow down. There must be a completely empty 
lane between the emergency vehicle or tow vehicle and the driving lane. No 
matter where you are driving please proceed with caution. 

Seat Belts 

 The wearing of seat belts is mandatory during the operation of all company 
motor vehicles (whether leased or owned).  Drivers using company vehicles 
must use their seat belts.  This rule applies regardless of destination or 
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length of trip. Vehicle operators are responsible for the safe and legal 
operation without abuse of the equipment being driven. Safe operation of 
passenger vehicles requires that the vehicle operator drives defensively and 
ensures that all occupants have seat belts fastened during any movement of 
the equipment. 

Safe Fuelling 

 Safe fuelling practices must be followed. 

 Do not smoke while fuelling vehicles.  

 Shut the unit off while refuelling. 

 Be in attendance. Do not block open the nozzle and get distracted doing 
other things.  

 Do not overfill fuel tank. 

 Clean up any spilled fuel using appropriate methods and disposal 
techniques. Report any spills to your safety officer and the fuel attendant. 

Alcohol and Drugs Use 

 Strictly prohibited are the possession of and/or consumption of alcohol, 
illegal drugs, or the misuse of prescription drugs while operating vehicles 
and other equipment. 

Defensive Driving 

 It is the policy of Safety First Muirhead’s Ltd. that all drivers practice 
defensive driving techniques. 

 Be a professional and courteous driver by driving in a defensive manner. Be 
prepared to avoid accident producing situations by practicing and by 
promoting safe defensive driving skills. 

NOTE: For example, be aware of surroundings and look ahead. Leave a safe 
distance between vehicles, keep the vehicle under control at all times and be 
prepared for changes in road, weather and traffic conditions. 

 Signal well in advance when changing lanes. 

 Look well down the road you plan to travel.  Scan the road and the 
surroundings ahead as often as possible. 

 When driving in an urban area, scan about 12 - 15 seconds ahead (approx. 
1-11/2 blocks). 

 When driving in a rural area, scan about 25 seconds ahead. 

 Allow at least one second of time interval spacing for every 10 feet of your 
vehicle length. The minimum following distance should be 2 seconds. 
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 If your vehicle is 30 feet long you should allow a minimum gap of 4 seconds 
between you and the vehicle in front of you. 

 Allow a greater following distance in poor driving conditions.  For example, 
icy roads, dusty roads, fog, busy highways etc. 

 Be visible keep all your lights clean. Always drive with your lights on. 
Daytime running lights do not illuminate the rear of the unit. 

 Be aware of potential hazards and be prepared to take evasive action.  Try 
to ensure that your defensive move does not cause a separate, yet equally 
dangerous situation. 

 Plan ahead. Know and understand your route. 

 Understand and monitor your fatigue: 

– Make sure you are well rested before you start your trip. 

– Keep your vehicle at a comfortable temperature. Make sure it is well 
ventilated. 

– Keep your eyes moving. Scan the road ahead, pay attention to your 
surroundings and check your vehicle gauges. 

– Do not drive after consuming alcohol or drugs. 

– Do not drive on the shoulder of a roadway to allow others to pass. 

 Do not signal other drivers to pass. 

 Avoid the use of your cellular phone, including hands free. Cell phone use 
while driving can take your attention away from the primary task of driving. 
If you need to make or receive a call, pull over to the side of road in a safe 
place to stop. 

Roadside Accident/Incident Procedures 

Common causes of collisions are lack of knowledge, inattention, thoughtlessness 
and haste. Collisions don't just happen, they are caused. They can and may 
happen to you. Through the use of good judgment in your work, and by 
continually thinking of and practicing safety principles, accidents can be avoided. 

In the event that a breakdown occurs en-route and the vehicle is still mobile, the 
vehicle must be parked at the nearest safe location, such as the nearest wide spot 
on the roadway. The vehicle is not to be driven to the nearest repair facility or 
place of convenience for the driver or carrier until it has been determined the 
breakdown does not include a major defect (as listed in NSC 13) or prevent the 
safe completion of the trip without causing further damage to the equipment. 

In the event that a vehicle becomes immobile on a roadway, including the 
shoulder, merge lanes or exit ramps, the operator must ensure that measures are 
taken to allow other motorists to react to the situation. Drivers are not to park 
and sleep on the roadway.  
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During the night time your commercial vehicle cannot remain stationary on a 
highway outside the limits of an urban area unless: 

 The hazard warning lamps are functional, and 

 Advance warning triangles are placed without delay on the highway in line 
with the commercial vehicle at a distance of approximately 30 metres, both, 
in front AND behind the vehicle. 

In the event that there is insufficient light or unfavourable atmospheric 
conditions, or objects are not clearly discernible on the highway at a distance of at 
least 150 metres ahead, your commercial vehicle cannot remain stationary on a 
highway outside the limits of an urban area unless: 

 The lighting equipment, including the hazard warning lamps is functional, 
and 

 Advance warning triangles are placed without delay on the highway in line 
with the commercial vehicle at a distance of approximately 75 metres, both, 
in front AND behind the vehicle. 

During the day time your commercial vehicle cannot remain stationary on a 
highway outside the limits of an urban area unless: 

 The hazard lights are alight if functional, and 

 Advanced warning triangles are placed without delay on the highway in line 
with the commercial vehicle at a distance of approximately 75 metres being 
AND in front of the commercial vehicle. 

Before calling in for instructions, the driver must make every effort to determine 
the exact nature of the failure to enable the person called to determine the best 
course of action to take. Assist the supervisor by providing as much additional 
information about the situation as is possible.  

In the event of an accident/collision: 

 Request police and medical assistance immediately (Dial 911). 

 If possible, pull the equipment off the traveled portion of the road as far as 
possible and set out warning devices. - Vehicle should be on the right hand 
edge of the road. 

 Set warning triangles where required by regulations (if situation allows). 

 Secure the area. 

 Render first aid if required, at a level appropriate to certified training. 

 Contact ______________ Name at ______________SO #. 

 Do not enter into any argument or dispute with the operator of the other 
vehicle, pedestrians, witnesses or bystanders. 
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 Make no admission of liability or offer any statement of claims. 

 DO NOT speak to the media. 

All reportable collisions are required to be reported to the proper authorities. 
(Police) 

 Collision involving death. 

 Collision involving injury. 

 Collision involving property damage greater than $2,000. 

 Employees must report all accidents/collisions to the safety officer, even 
those while driving personal vehicles.  

 It is the responsibility of the company safety officer to ensure that: 

 The accident is reported without delay to the proper authorities. 

 A Motor Vehicle Accident Report is promptly prepared and submitted. 

 All collisions involving company vehicles will be investigated and reviewed 
by the safety officer to determine the root cause and whether or not the 
collision was preventable by the driver. 

 Employees involved in a preventable collision will be subject to disciplinary 
action. 

Use of Fire Extinguisher 

All drivers will be given instruction on the proper use of approved fire 
extinguishers to be in each registered company vehicle as per Commercial Vehicle 
Safety Regulation (AR 121/2009) Schedule 1, s.17. A record of the training given 
and the date of the training provided will be retained in the drivers file. 

Remember the word PASS: 

 PULL the safety pin by breaking the seal. 

 AIM the nozzle, horn or hose at the base of the fire. 

 Squeeze the handle. 

 Sweep from side to side moving carefully toward the fire keep the 
extinguisher aimed at the base of the flame and sweep back and forth until 
the flames appear to be out. 

NOTE: 

 Approach the fire from upwind if possible.  

 Do not walk on an area that you have “extinguished” in case the fire 
reignites or the extinguisher runs out!  

 The metal part of the CO2 extinguishers tends to get dangerously cold – 
ensure you are holding the extinguisher properly. 
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 Hold the extinguisher in an upright position. 

 Direct the extinguisher at the base of the flames until the fire is completely 
out.  

 Replace the pin and return it to your compartment. 

 Once the fire is out, do not walk away! Watch the area for a few minutes in 
case it reignites. 

 Report use of fire extinguisher to the company safety officer so that it may 
be charged immediately. 

 Check to ensure the extinguisher was recharged before your next scheduled 
trip. 

Personal Protective Equipment (PPE) 

Employees will be educated on the proper selection, use and care of all issued PPE 
(i.e., goggles, hard hats, steel toed boots, etc.). All personnel working on the 
behalf of Safety First Muirhead’s Ltd. must wear the following PPE when 
loading/unloading; directed by customer requirements or other situations where a 
hazard assessment dictates: 

 CSA approved safety boots or shoes, steel toe, are mandatory year round. 

 Approved fire-retardant coveralls if customer requires. 

 CSA approved glasses and gloves. 

 High visibility outer wear. 

 All PPE used by Safety First Muirhead’s Ltd. will be maintained in 
accordance with manufacturer’s instructions and requirements. 

 No piece of PPE will be modified or changed contrary to its manufacturer’s 
instructions or specifications or OH&S legislation. 

 All PPE that is of questionable reliability, damaged, or in need of service or 
repair will be removed from service immediately. 

 All PPE that has been removed from service will be destroyed and disposed 
of, or tagged “OUT OF SERVICE”. 

 PPE tagged “OUT OF SERVICE” will not be used until repaired by a qualified 
person. 

In Cab Documentation 

The following items must be in the vehicle prior to departure: 

 Vehicle registration.  

 Valid insurance pink card. 

 Copy of Alberta Safety Fitness Certificate. 

 Current copy of CVIP. 
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 Copy of Standard 13 Part 2 Schedule 1. 

 Driver licence; log book or hours of service records, vehicle trip inspection 
report. 

 Any applicable permits, training certificates or TDG requirements. 

Hours of Service 

All hours of service regulations govern the maximum driving times and minimum 
off-duty times of commercial vehicle drivers employed or otherwise engaged in 
commercial transportation.  These regulations require drivers to keep a record of 
their daily driving and other work activities in a prescribed format, referred to as 
logbooks.  

The Provincial Commercial Vehicle Drivers Hours of Service Regulations (AR 317-
2002) applies to: 

 All carriers who hold or should hold a Safety Fitness Certificate with a 
provincial operating status (Safety First Muirhead’s Ltd.). This includes 
carriers who operate or have operated commercial vehicles in Alberta, that 
are: 

 Trucks, tractors, trailers, or a combination of these vehicles operated that 
have a registered gross weight greater than 11,794 kgs.; or 

 Commercial passenger vehicles (bus or van) with a manufactured seating 
capacity of 11 or more persons. 

It is the policy of Safety First Muirhead’s Ltd., that all employees who operate 
commercial vehicles in Alberta only (over 11,794 kg) shall fill out a driver’s daily 
logbook in accordance with the Alberta Traffic Safety Act – Drivers’ Hours of 
Service Regulation (AR 317-2002). 

Driver’s daily logs are required and it is the responsibility of the driver to complete 
them accurately and timely and to turn the original in to their employer within 20 
days of completing them. If that driver is employed or otherwise engaged by more 
than one carrier in a calendar day then they must submit all logs pertaining to the 
days they drive for more than one carrier to each carrier they were employed with 
or otherwise engaged. 

All employees operating a commercial vehicle owned and operated by Safety First 
Muirhead’s Ltd. with a GVW exceeding 11,794 kilograms as described above are 
required by law to comply with the Alberta Traffic Safety Act – Drivers’ Hours of 
Service Regulation. Disciplinary action may be imposed by the company for not 
completing the proper paper work. Violations of the regulations may result in 
fines from various levels of enforcement agencies to the company or the driver. 
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Responsibilities 

Motor Carrier - (is an individual or a company and its management involved with 
the transportation of goods/passengers by truck or bus) must refuse to allow a 
driver to drive if: 

 Driver’s abilities are impaired and it’s unsafe for the driver to drive. 

 Driving risks safety and health of public, driver or motor carrier employees. 

 Driver is subject to an Out of Service declaration. 

 Driver is not complying with the provincial hours of service rules. 

Shipper – (also referred to as a consignor is the person/company who initiates and 
administers the transport of goods on a commercial vehicle) must refuse to allow 
a driver to drive if: 

 Driver’s abilities are impaired and it’s unsafe for the driver to drive. 

 Driving risks safety and health of public, driver or motor carrier employees. 

 Driver is subject to an Out of Service declaration. 

 Driver is not complying with the provincial hours of service rules. 

Consignee – (Receiver of transported goods) must refuse to allow a driver to drive 
if: 

 Driver’s abilities are impaired and it’s unsafe for the driver to drive. 

 Driving risks safety and health of public, driver or motor carrier employees. 

 Driver is subject to an Out of Service declaration. 

 Driver is not complying with the provincial hours of service rules. 

Commercial Driver – (is the person who operates the commercial vehicle) must 
refuse to drive if: 

 Driver’s abilities are impaired and it’s unsafe for the driver to drive. 

 Driving risks safety and health of public, driver or motor carrier employees. 

 Driver is subject to an Out of Service declaration. 

 Driver is not complying with the provincial hours of service rules. 

Due Diligence – What would a reasonable person do in the same situation to 
avoid harm to other persons or their property? 

 If a reasonable person would not let a driver drive, the person must not 
request, require or allow a driver to drive. 
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Driver Activities 

“On Duty Time” 

“On-duty time” means the period that begins when a driver begins work or is 
required by the motor carrier to be available to work, except where the driver is 
waiting to be assigned to work, and ends when the driver stops work or is relieved 
of responsibility by the motor carrier, and includes driving time and time spent by 
the driver: 

 Inspecting, servicing, repairing, conditioning or starting a commercial 
vehicle. 

 Travelling in a commercial vehicle as a co-driver, when the time is not spent 
in the sleeper berth. 

 Participating in the loading or unloading of a commercial vehicle. 

 Inspecting or checking the load of a commercial vehicle. 

 Waiting for the commercial vehicle to be serviced, loaded, unloaded or 
dispatched. 

 Waiting for a commercial vehicle or its load to be inspected. 

 Waiting at an en-route point because of an accident or other unplanned 
occurrence or situation. 

 Resting in or occupying a commercial vehicle for any other purpose, except: 

 Performing any work for any motor carrier. 

Examples of on-duty time: 
 Driving, loading, repairing, inspecting, or washing a vehicle. 

 Travelling as a passenger in a commercial vehicle to a point where the driver 
will begin driving. 

 Performing any other work for the motor carrier (paperwork, work on a job-
site, attending this course). 

“Off-duty Time” 

 Is any time other than on-duty time? 

 A driver is off duty if he/she has the freedom to do whatever the driver 
wants to do. 

 Must be completely relieved of all duty, responsibility and obligation for the 
care and custody of vehicles, its accessories, and cargo. 

Examples of off-duty time: 
 Meal break 

 Rest break 
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 Waiting for work assignment at home, a hotel or similar place where the 
driver can rest. 

“On-duty Time other than driving” 

 All activities performed by a commercial driver throughout the day aside 
from driving and that are not considered “off-duty time”. 

 Examples of on-duty other than driving: 

 Inspecting, servicing or repairing commercial vehicle. 

 Loading or unloading. 

 Waiting to be dispatched by the carrier (at a motor carrier or shipper 
facility). 

 Travelling as a co-driver while not in the sleeper berth  

Summary of Duty Status 

Duty Status Description Examples 

Driving time  Driver operates or controls a 
commercial vehicle 

 Driving a commercial vehicle 

On-duty, other than 
driving time 

 Driver performs other 
activities while on-duty 

 Begins when a driver starts 
work 

 Ends when driver stops work 

 Inspecting, servicing or 
repairing Commercial Vehicle. 

 Loading or unloading 
 Waiting to be dispatched  
 Travelling as a passenger in a 

Commercial Vehicle to a point 
where the driver will begin 
driving 

 Performing any other work for 
a carrier  such as completing 
paperwork 

Off-duty  Driver has the freedom to 
do whatever he/she wants 
to do 

 Driver is relieved of all duty, 
responsibility and obligation 
for the care and custody of 
the vehicle, its accessories 
and cargo 

 Driver had freedom to leave 
the vehicle to do something 
else. 

 Meal break 
 Rest break 
 Sleep 
 Waiting for work assignment 
 Vacation time 
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Daily Limits 

What is a day? 

 24 hour period that begins at an hour designated by the carrier.  

 The work day is the calendar page or “logbook” page. 

Daily Limits 

 Two daily limits determine when a driver must stop driving: 

 Daily Driving Time Limit. 

 Daily On-Duty Time Limit. 

Daily Driving Time 

 A driver cannot DRIVE more than 13 hours in a calendar day, or a logbook 
page. 

 Driving periods may start and stop throughout the day. 

 Total driving time cannot be more than 13 hours. 

 After 13 hours of driving in a day, a driver can perform any other duty status 
activities but CANNOT drive. 

Daily On-Duty Time 

 Cannot DRIVE after 15 hours ON-DUTY in a day. 

 On-duty time = “driving time” + “on-duty time other than driving”. 

Required Off Duty Time 

 A driver must take at least 8 consecutive hours off-duty before starting a 
work shift. 

 The 8 consecutive hours do not have to be all in the same day. 

 If you go off duty at 8:00 p.m. and come back on duty at 6:00 a.m. you have 
had more than your 8 consecutive hours off-duty, but only 6 hours shows 
on the one day. 

 Must adhere to time break schedule below. 

Time Breaks 

 May drive for 4 consecutive hours if a minimum 10 minutes break of non-
driving time is taken immediately upon conclusion of the 4 hour period. 

 May drive for 6 consecutive hours if a minimum 30 minutes breaks of non-
driving time is taken immediately upon conclusion of the 4 hour period. 

Summary of Daily Limits 
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 No Driving after 13 hours driving. 

 No Driving after 15 hours on-duty. 

 Drive 4 hours then break for 10 minutes 

 Drive 6 hours then break for 30 minutes 

 8 consecutive off-duty hours. 

Sleeper Berth Exception 

If the vehicle has a sleeper berth the driver may accumulate the 8 hours rest in 
two periods of time in the sleeper berth if: 

 Neither period is less than 2 hours; 

 Total time spent in sleeper berth is at least 8 hours; and 

 Total driving time before and after each rest period does not exceed 13 
hours. 

 

Work Shift Limits 

Core Off-Duty Time 

 Opportunity to obtain adequate rest. 
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 During core rest period, a driver must have an off-duty time of at least 8 
consecutive hours. 

 A driver must have a core rest period (at least 8 consecutive hour’s off-duty 
time) before the driver can start a new work shift. If the driver has not taken 
the core rest period, the work shift continues and all driving, on-duty and 
elapsed time continues to add up. 

 In other words, every work shift is anchored on either side with a core rest 
period. 

 No driving after 15 hours on duty in a work shift. 

 Includes all off-duty periods less than 8 consecutive hours (excluding valid 
split sleeper berth periods). 

 If you have reached the maximum driving, on-duty or elapsed time in a 
work shift you must take a core rest period (at least 8 consecutive hours off-
duty) before you can drive again. 

 Once the core rest period (8 consecutive hours off-duty) is taken – you start 
a new work shift. 

Exemptions 

Situations that may exempt a driver from on-duty or off-duty limits: 

 Emergencies.  
 Adverse driving conditions. 
 Driver traveling as a passenger. 
 Commercial vehicle used for personal use. 

What is an Emergency? 

 Sudden, urgent, unexpected situation that requires immediate action. 
 Safety or security of people is at risk or likely to be in jeopardy. 
 Does not include driver’s desire to get home, shipper’s demands, loading/ 

unloading delays, market declines or a shortage of drivers. 

What to do in an Emergency 

 Driving, on-duty, off-duty, and cycle limits do not apply in an emergency.  

 Drive to the first available safe location.  

 Remove persons and load from emergency situation. 

 Record emergency in “Remarks” section of daily log. 

What Are Adverse Driving Conditions? 

 Snow, sleet, fog, or other adverse weather conditions, that were not known 
to a driver or a motor carrier immediately before driver began driving from 
last place of rest. 

 Includes unusual road conditions. 

 Does not include delays at border crossings. 
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Summary of Exemptions 

 Daily Limits (start time of 24-hour period specified by carrier). 

 No driving after 13 hours driving + maximum 2-hour extension. 

 No driving after 15 hour on-duty + maximum 2-hour extension. 

 At least 8 hours of off-duty time which form part of 8 consecutive core off-
duty hours. 

Travelling as a Passenger 

You are a passenger if: 

 The carrier asks you to travel as a passenger in a commercial vehicle to a 
destination where you will begin driving. 

 Upon reaching the destination you take 8 consecutive hours off-duty time 
before driving. If the driver takes his/her off-duty time, the driver can count 
the time spent as a passenger as off-duty time. 

For example, a motor carrier might require that a driver travel by bus to a 
destination where the driver will begin driving. If the driver takes 8 consecutive 
hours off-duty before he drives a commercial vehicle again, then the driver can 
count that travel time as "off-duty time".  

However, if the driver began driving the commercial vehicle before taking 8 
consecutive hours off-duty, then the time travelling as a passenger would be 
considered to be "on-duty not driving" and that time would be recorded as on-
duty in the log book. 

Personal Use Exemption 

Conditions of Use: 

 Vehicle is unloaded. 

 Any trailers are unhitched 

 Distance traveled does not exceed 75km in a day (distance measured by 
actual distance not radius distance). 

 Driver records odometer beginning and end. 

 Driver is not subject to an Out of Service declaration. 

 Using vehicle for personal use/reasons, travel time is off-duty (example: use 
commercial vehicle as a personal vehicle for weekend). 

 Returning to home terminal at end of work shift, travel time is on-duty 
driving time. 

 Driving to home terminal to report for work, travel time is off-duty. 

The Daily Log 
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A driver is a person who has operated, operates or intends to operate a 
commercial vehicle. All drivers must fill out a daily log each day that accounts for 
all of the driver’s on-duty time and off-duty time for that day. The only drivers 
who do not need to fill out a daily log are those who qualify for the radius 
exemption discussed in the next section. 

Contents of a Daily Log 

 Hours for each duty status. 

 Location of each change of duty status. 

 Start and end odometer readings when commercial vehicle used for 
personal use. 

 “Remarks” section – any extension to driving, on-duty or elapsed time (work 
shift) because of emergency or adverse driving conditions. 

Summary of Daily Log Requirements 

Time of Day Daily Log Requirements 

Start of Day  Date and start time of the day (if other than midnight) 
 Driver Name and co-driver name (if applicable) 
 Declaration of Cycle 1 or Cycle 2 
 License (Unit #) numbers of power unit(s) 
 Odometer reading at start of day 
 Motor Safety First Muirhead’s Ltd. and principal place of business address 
 Home Terminal address of motor carrier 
 “Remarks” section – total number of on-duty and off-duty hours on any day 

during the previous 14 day period when a log page was not required 

End of the day  Total hours for each duty status (24 hours total) 
 Odometer reading at the end of the day 
 Total distance driven excluding any distance driven for personal use 
 Driver’s Signature 

Other activities to report on a Daily Log 

Description of Activity Daily Log Requirements 

A stop greater than 8 minutes Record as 15 minutes and flag 

A stop less than 8 minutes Flag 

Telephone calls to/from motor carrier or other 
short disruptions that momentarily interrupt a 
drivers off-duty period 

Flag (i.e.,  Calls don’t interrupt off-duty period) 
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Description of Activity Daily Log Requirements 

Customs inspections/clearance Driving time if the driver is not stopped for 
inspection 
On-Duty time, not driving if the driver needs to 
wait for clearance by customs or immigration 

Persons attending driving school On-duty time, not driving if in the classroom 
Driving time if at the controls of a commercial 
vehicle 
Off-duty when travelling between home and the 
training school 

Driver trainer (regardless of whether trainer is 
paid for driving) 

On-duty time, not driving for all training time 
Driving time if at the controls of a commercial 
vehicle 

Driver jockeying commercial vehicles in the yard 
(private property but open to the public) on 
weekends 

Driving time (on-duty) 

Driver not paid for work done for motor carrier 
(i.e., Sweeping floors, washing dishes etc.) 

On-duty time, not driving (no relationship between 
on-duty time and compensation) 

Driver takes multiple days of off-duty (i.e.,  
Vacation time) 

Record multiple days off on a single daily log or on 
individual logs 

Oil Well site driver/delivery driver has a number of 
periods of driving interrupted by short periods of 
on-duty time other than driving 

Combine periods of driving 
Combine periods of on-duty time other than 
driving. 

Possession of a Daily Log 

Drivers who need to fill out a daily log must possess the following before they 
start to drive: 

 Copy of the daily logs for preceding 14 days.  

 Daily log for current day, completed up to time when last change of duty 
status occurred. 

 Any supporting documents or relevant records that driver receives during 
the current trip - receipts for meals, fuel, or repairs; bills of lading; violation 
tickets and roadside inspections. 

Production of a Daily Log 

At the request of an inspector, a driver must immediately produce at least the 
following: 

 Daily logs and supporting documents and other relevant records for current 
trip. 

 Daily logs for preceding 14 days. 

 Any permit(s) under which the driver is operating. 

Daily Log 
Completion 1 Day 

Daily Log Forwarded to 
home terminal within 

next 5 days 

Daily log in Commercial 
Vehicle (Available for 
Inspection) Next 14 

days 



General Transportation  

Effective Date: May 15, 2013 Page 27 of 59 

 
 

Tampering With Daily Logs 

It is a violation for a driver to tamper with the daily log.  Tampering with the daily 
logs includes any of the following: 

 Driver keeps more than one daily log for any day.   

 Driver records inaccurate information in daily log (hand-written or 
electronic device). 

 Driver falsifies, mutilates or defaces daily log or supporting documents. 

 An inspector can issue an Out-of-Service declaration for any of the above. 

160 km Radius Exemption 

A driver does not need to fill out a daily log as long as the driver meets all of the 
following criteria: 

 Driver operates a commercial vehicle within a radius of 160 kilometres of 
home terminal. 

 Driver returns to home terminal each day to start minimum 8 consecutive 
hours of off-duty time. 

 Driver works for motor carrier that maintains record of duty status. 

 The record of duty status must include: 

– Driver’s name. 

– Date. 

– Driver’s duty status. 

– Hour at which each duty status begins and ends. 

– Total number of hours spent in each duty status for each day. 

– Driver is not driving under a permit issued under these Regulations. 

Out of Service Declaration 

A director or inspector can issue an Out-of-Service declaration for any of the 
following violations to the Provincial Commercial Vehicle Drivers Hours of Service 
Regulations: 

Violation #1 

Driver’s faculties are impaired to the point where it is unsafe for the driver to 
drive or driving would risk the safety and health of the public. 

DRIVER WOULD BE PLACED OUT OF SERVICE FOR 10 CONSECUTIVE HOURS (from 
time of check) 

Violation #2 

Driver fails to comply with the driving time of off-duty time requirements: 
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 Daily limits. 

 Work shift limits. 

 Cycle limits. 

 Permit limits. 

DRIVER EXCEEDS DRIVING TIME PLACED OUT OF SERVICE FOR 10 CONSECUTIVE 
HOURS. 

DRIVER FAILS TO MEET OFF-DUTY TIME REQUIREMENT IS PLACED OUT OF SERVICE 
FOR THE NUMBER OF HOURS NEEDED TO CORRECT THE FAILURE. 

Violation #3 

Driver is unable or refuses to produce his/her daily logbook.  The driver must 
produce the current day and the previous 14 days log pages to an inspector.  A 
driver driving under the oil well permit must be able to produce copies of the 
required 3 periods of 24 consecutive hours of off-duty time in any period of 24 
days. 

DRIVER WOULD BE PLACED OUT OF SERVICE FOR 72 HOURS (from the time of 
check). 

Violation # 4 

There is evidence that the driver completed more than one daily log, entered 
inaccurate information in the daily log or falsified information in the daily log. 

DRIVER WOULD BE PLACED OUT OF SERVICE FOR 72 HOURS (from the time of 
check). 

Violation #5 

Driver mutilates or defaces a daily log or a supporting document in such a way 
that the director or inspector cannot determine whether the driver has followed 
the driving time and off-duty requirements. 

DRIVER WOULD BE PLACED OUT OF SERVICE FOR 72 HOURS (from the time of 
check). 
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Out of Service Summary 

Violation Out-of-Service 

Drive a commercial vehicle when drivers faculties are impaired to the 
point where it is unsafe for the driver to drive 

10 Consecutive hours 

Drive a commercial vehicle when driving jeopardizes the safety or health 
of the public, driver or employees of the motor carrier 

10 Consecutive hours 

Drive a commercial vehicle after accumulating 13 hours of driving time in 
a day 

10 Consecutive hours 

Drive a commercial vehicle after accumulating 14 hours of on-duty time 
in a day 

10 Consecutive hours 

Drive a commercial vehicle after 16 hours of time have elapsed between 
the conclusion of the most recent period of 8 or more consecutive hours 
of off-duty time and the beginning of the next period of 8 or more 
consecutive hours off-duty time 

Number of hours needed 
to correct the failure 

Fail to take at least 10 hours of off-duty time in a day 
Number of hours needed 
to correct the failure 

Driver after accumulating 70 hours of on-duty time during any period of 7 
days (cycle 1) 

Number of hours needed 
to correct the failure 

Drive after accumulating 120 hours of on-duty time during any period of 
14 days (cycle 2) 

Number of hours needed 
to correct the failure 

Drive after accumulating 70 hours of on-duty time without taking at least 
24 consecutive hours of off-duty. 

Number of hours needed 
to correct the failure 

Keep more than one daily log in respect of any day 72 consecutive hours 

Enter inaccurate information in a daily log or falsify, mutilate or deface a 
daily log or supporting documents 

72 consecutive hours 

Fail to immediately produce for inspection daily logs, supporting 
documents and other relevant records for current trip and preceding 14 
days. 

 

Possible Enforcement 

An inspector may: 

 Issue a verbal warning to driver explaining violation(s). 

 Issue a written warning (Commercial Vehicle Inspection Report) to driver 
outlining violation(s). 

 Report can also serve as out-of-service declaration. 

 Issue an appearance notice to the driver and then complete a long form 
information formally charging the driver with the violation(s). 
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Additional Information/Requirements 

 Each driver must have only one log per day. 

 All vehicles operated go on one log per driver per day. 

 If you work for more than 1 carrier you must supply copies of logs to all your 
employers. 

 All work done in any day is to be recorded on one log, even if work is done 
for more than 1 carrier. 

 All hours worked for other carriers are included when calculating the 
available on duty time. 

 Logs must be kept current to the last change of duty. 

 Before you begin driving the log must be brought up to the current time and 
location. 

 The log must be updated after every break along the route. 

 The log book must be completed in full and reflect an accurate record of 
events and locations. You must stop and do a cargo check within the first 80 
kms of loading and every 240 kms or 3 hrs. during your trip. Even though it 
is not a log book violation if you don’t record the cargo check, you may get a 
ticket for not doing the check if it is not recorded. If you say you did the 
check and did not record it, then you have falsified your log book and may 
get a ticket for that. 

 Logs or time sheets and supporting documents (i.e., fuel receipts) must be 
completed and turned in to the office within a maximum of 20 days. 

 All daily logs, time sheet documents, and supporting documents will be 
filed, by driver by month, at Safety First Muirhead’s Ltd. office for a period 
of 6 months. A driver must have with them: 

 A copy of the daily log for the preceding 14 days. 

 The daily log for the current day, completed up to the most recent change 
of duty status. 

 Any supporting documents or other relevant records. 

Hours of Service Monitoring 

Log Book Tampering 

As a “legal document” the original log book cannot be altered in any way.  While 
performing log audits photocopies will be made of any logs found to have errors 
with corrections made on the “copy”.  The original log will remain the same. 
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Monitoring Driver Compliance with Hours of Service Regulations 

Motor carriers and drivers are both liable for violations. The company will monitor 
driver compliance through an internal daily log audit. This daily log audit will 
include the following:  

 Verification that all drivers have a record for all calendar days.  

 Check of all drivers to ensure that drivers apply the regulations to all roads, 
both public and private (forestry roads), as well as waterways (ferries) in 
Canada. 

 Check of all drivers for all form and manner compliance (i.e., name, date, 
etc.). 

 Check of all drivers in detail at least once a year for fatigue-related 
violations (i.e., driving over hours, two logs for 1 day, false logs, etc.).  

 The use of independent supporting documents will be used to verify logs 
(i.e., fuel receipts, tach cards, bills of lading with shipping times, etc.).  

 New drivers/dispatchers/safety staff will be monitored more frequently 
until the company is satisfied that they understand the rules.  

 Drivers/dispatchers/safety staff with previously identified problems will be 
monitored more frequently until they are following the rules.  

A random percentage of all drivers/dispatchers/safety staff will be sampled at 
least monthly (approximately 20% of drivers monthly will ensure all drivers are 
selected at least yearly). 

The safety officer is responsible for: 

 Performing or ensuring the checks are conducted, preparing the summary 
reports, taking corrective actions and ensuring that employees have the 
necessary skills and knowledge.  

 Addressing all identified deficiencies with individual staff, taking appropriate 
actions (i.e., re-training or discipline) and documenting the actions taken in 
the staff's file.  

 If a new driver cannot supply copies of the daily logs from the previous 
carrier, the driver will supply a statement that specifies the total on-duty 
and off-duty hours for the previous 14 days. 
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Cargo Securement 

General Provisions 

Driver Inspections 
Inspect Vehicle & Equipment 
 

 Tools & Equipment 
 Chains / Straps / Anchor Points / Frame 
 No knots; cracks; cuts; damaged or weakened 

components. 
 Used for purpose they are intended for. 
 Tarp straps are intended to secure tarps 
 Not cargo 
 The CVSA Out of Service Criteria lists the 

defect values that would exclude a fastening 
device. 

Synthetic webbing is defective if working portion 
contains: 

 

 Knot(s); more than 25 percent of stitches 
separated; broken/damaged hardware; any 
repair or splice; overt damage; severe 
abrasion; 

 Straps cannot be Cut; Repaired; Tied in knots 
 Cuts are counted cumulatively across width 

along length 
 A 1/2 “ cut on the left side adds to a 1/2 “ cut 

on the right side - even if on other end of 
strap 

 Max 3/4” for 4” Strap 
 Max 5/8” for 3” Strap 
 Max 3/8” for 1 3/4” or 2” Straps  

General Criteria Notes 

Cargo must be secured so that it does not: 
 Leak; Spill; Blow Off; Fall from or through 

vehicle. 
 Shift, making vehicle unstable or affecting 

its maneuverability 

It can be secured by:  
 Ensuring Cargo is Fully Contained  
 Securing the Cargo  
 Inside of or on the vehicle  
 Blocking and/or Tiedowns 

Cargo must be able to withstand a minimum 
amount of force applied to it. 

 During turning/stopping/acceleration 

G Forces 
.8 g Forward 

.5 g Sideways 
   .5 g Rearward 

.2 g Upward 

G Force =  Gravity = 1 g is Weight of Object 
80 % of weight of object 
50 % of weight of object 
50 % of weight of object 
20 % of weight of object 

G Forces  An object in motion wants to stay in motion. 
 8 g Forward is Stopping from 60 mph in 3.5 

sec. 
  Cargo does not have to be additionally 

secured if the cargo is Fully Contained 
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Securing Cargo Notes 

Using Vehicle Structure 

 
Can use cargo stakes or other vehicle structure for 
some articles: 
 You could haul some car tires in here. 
 It would not work well for sand. 
 It would not be adequate for heavy objects 

that could roll around. 

Blocking & 
Bracing 

We can use “dunnage” or 
other cargo to block the 
cargo from shifting. 

 Use timbers to take up the gap. 
 Nail a brace or block to the floor. 
 Ensure cargo is tight against the rest of the 

cargo. Do not leave gaps. 

We can use “Friction Mats”  Specifically designed mats to place cargo on. 
 High friction - keeps cargo from sliding 
 Usually used for rolls of paper or drums inside 

of a van 

  Some cargo inside a van is fully contained 
 Not everything is secure just because we can’t 

see it 
 A van with one loose pillow in it is OK 
 A van with Dangerous Goods barrels rolling 

around is not OK 

How do we know if it is secure enough?  We use enough methods or devices to ensure 
it doesn’t move. 

 If cargo has moved or devices have come 
loose - our system has failed. 

 We can use calculations to determine if we 
have used enough securement devices. 

We can calculate the strength of our    
“Securement Devices” 

 If we apply enough “Securement Devices” to 
the load we increase the amount of energy it 
will take to move the cargo.  

 If we pull back on the cargo it keeps it from 
moving ahead 

 If we pull to one side on the cargo it keeps it 
from moving to the other side 

 If we pull ahead on the cargo it keeps it from 
moving back 
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Applying Down-force 
 

 If we pull down on the cargo it increases the 
amount of friction between the load and the 
deck and keeps it from sliding. 

 If the deck or the cargo is slippery we may 
need to apply other devices. 

 Including chains, boomers, hooks, straps, 
ratchets, anchor points 

     
Default Value If there are no readable markings the rating defaults 

to a minimum value 

 Damage  If any part of the securement device is 
damaged it may not be counted. 

 The CVSA Out of Service Criteria lists the 
defect values that would exclude a fastening 
device. 

Devices Notes 

Securement devices have to be able to be 
tightened 

 Driver must be able to adjust or re-tighten 
tiedown devices. 

 Securement devices must be secured against 
coming undone. 

 Boomers wired 
shut. 

 Other methods 
acceptable. 

No Default Value  If there are no readable markings on a tie 
down device (chain, boomer, strap) the tie 
down is not counted as having a Working 
Load Limit, and the securement device would 
not be counted when considering if the load 
was secured properly.  

 A Working Load Limit identification is 
required on all chains, straps, 
binders/boomers, etc. 

AWLL Notes 

Sum of all WLL of all devices used to secure an 
item of cargo 

 Add up the Working Load Limit of all the 
tiedown and securement devices. 

 Approved Friction Mats may be used in the 
calculation. 50%  .5g 

 50% for each anchor point. If chain is hooked 
on 2 ends that is 100% 
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Aggregate WLL for blocking device  If you are only using tiedowns to hold against 
forward movement, you need to secure load 
using an AWLL of 80% of the weight of the 
cargo.  .8g 

 You would still have to secure against 
movement in all other directions 

Minimum AWLL The minimum aggregate working load limit for an 
item of cargo is equal to 50% of the weight of the 
cargo 

Length Notes 

Minimum # of tiedowns depending on length AND  
 Weighs less than 500 kgs (1100 lbs.) - requires 

1 tiedown device  
 An article that is less than 1.52m  (5’)   

An article that is more than 1.52m (5’) and 
weighs less than 500 kgs (1100 lbs.) requires 2 
tie down devices. 

 

An article that is more than 3.04 m (10 ft.) and is 
not secured against forward movement needs 2 
tiedowns for the first 3.04 m (10 ft.) of length 
and 1 additional tiedown for each additional 
3.04 m (10 ft.) of length, or portion of. 

 

If an article is secured against forward 
movement by a header or other secured 
cargo......you only need one tiedown for up to 
3.04 m (10 ft.)....even if it is over 500 kgs. 
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Length Notes 

 If an article is secured against forward movement by 
a header or other secured cargo......you need one 
tiedown for each 3.04 m (10 ft.)....or portion of. 

 

Cargo Securement General Provisions 

CARRIER DRIVER 

Will not allow a driver to operate a vehicle 
where the cargo transported in or on the 
vehicle is not contained, immobilized or 
secured in accordance with this Standard. 

Will not operate a vehicle where the cargo 
transported in or on the vehicle is not contained, 
immobilized or secured in accordance with this 
Standard. 

Ensure that the driver is understands and 
complies with this standard. 

Inspect the vehicle to confirm the cargo will not 
interfere with the drivers’ ability to drive the 
vehicle safely. 

 
Ensure that cargo does not interfere with the free 
exit from the cab. 

 

Inspect the cargo before driving the vehicle and 
within the first 80 kms of loading and every 240 
kms or 3 hours whichever comes first, during the 
trip, as well as every time the driver changes duty 
status. 

Weights and Dimensions 

Legal Dimensions (Size) 

Width:  2.6 meters (8’ 6”) 
Height:  4.15 meters (13’ 6”) 
Length:  Single Vehicle Single Vehicle 12.5 meters (41’ 0”) 
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 Truck-tractor and semi-trailer 23.0 meters (75’ 6”) 
 Truck and towed trailer in combination 23.0 meters (75’ 6”) 
 Truck and towed trailer in combination  
 Semi-trailer in combination 25.0 meters (82’ 0”) 

Any time Safety First Muirhead’s Ltd. is required to move a load which exceeds the 
dimensions or axle weights which are normally allowed on provincial roads/ 
highways, Safety First Muirhead’s Ltd. undertakes to make every effort and 
precaution in order that we operate safely and legally at all times. 

Accident/Investigation 

This procedure will cover all necessary instructions to fill out an Incident/Accident 
Investigation Report in a competent manner. 

 Right after any Accident, (An undesired event that results in physical harm 
to a person or damage to property) or Incident, (An undesired event that 
under slightly different circumstances could result in personal harm, 
property damage or loss. Also referred to as a near miss). 

 Drivers will start at the top of the page and put check marks in front of the 
appropriate descriptions of the event that just occurred. 

 Incident/ Accident/Near Miss, Equipment Damage, Personal Injury and or 
Vehicle Damage. 

 There could be more than one area that has a check in front of it. 

 The driver will fill out the following in a neat and legible manner: 

– Their name and position. 

– The time and date of the occurrence. 

– The location of the event. 

– To whom they reported the event. 

 The driver will write in their own words a description of what happened. 
This should include persons that were involved (example, almost hit a little 
old lady that was crossing the street her name was Marry Ann). 

 The driver will put down what they were doing just before the event took 
place. (Example, I was looking down at my bills of lading to get the address 
for by next delivery). 

 If they can they can draw a diagram of where the event took place it should 
include direction traveling, intersections, other vehicles if any and where 
they were, people. The more detailed the drawing the better to be able to 
understand the event. 

 The report will include: 
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– What needs to be done so that severe injuries or damages could be 
prevented? (Example, Driver will not check address while vehicle is 
moving). 

– What needs to be done to prevent recurrence? (Example, driver will 
check the address to next delivery before leaving the customers 
location, the driver will check the address while waiting at a red light, 
drivers need to be informed that they can’t check paperwork while they 
are in a moving vehicle and so on). 

 The driver and safety officer will sign off on the form. 

 After follow up/investigation for preventability this Incident/Accident 
Investigation Report will be filed in the Incident/Accident Investigation 
Report file, driver file and applicable unit file. 

Maintenance Program 

The maintenance program applies to All NSC commercial vehicles (commercial 
vehicles registered solely or in combination for more than 4,500 kilograms 
including but not limited to trucks, trailers, jeeps and boosters) registered to the 
company. 

All company vehicles will be maintained at a level that meets and/or exceeds the 
current Alberta Regulation (AR 121/2009 & AR 122/2009), manufacturer 
recommendations and industry standards.   

All repairs and/or regularly scheduled maintenance must be recorded in the 
appropriate unit file.  The work order must be placed in the appropriate unit file. 

Safety First Muirhead’s Ltd. will not permit the operation of any commercial 
vehicle in its fleet if the vehicle or equipment related to the vehicle is in a 
condition likely to cause danger to persons or property.  

A copy of the written maintenance and inspection program for Safety First 
Muirhead’s Ltd. will be maintained at its principal place of business (PPOB).  In 
addition, copies of the program will be made available at each  
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The maintenance program is divided into three (3) categories: 

Preventive Maintenance Inspections: 

 Daily Vehicle Inspections. 

 Repairs. 

 "A" Service. 

 CVIP" (Commercial Vehicle Inspection Program) 

Maintenance Records: 

 Daily Inspection Reports. 

 Documenting all repairs. 

 Documenting all service checks. 

 Documenting all recalls or modifications. 

System Control 

 Checks and procedures to ensure the system is working. 

 Maintenance completed on schedule. 

 Down time minimized. 

Daily Vehicle Inspection Standard 

Goals of the Standard 

The daily vehicle inspection standard is intended to ensure early identification of 
vehicle problems and defects, and to prevent the operation of vehicles with 
conditions that are likely to cause or contribute to an accident or vehicle 
breakdown. 

Introduction 

Daily vehicle inspection is a continuous process designed to protect drivers, alert 
carriers to mechanical problems, and ensure no defective equipment is placed 
into service. The general objective of daily vehicle inspections is to promote an 
improved level of safety and compliance in commercial vehicles operating on the 
highway. 

Responsibilities 

 Every truck, tractor and attached trailer must be inspected on each day of 
operation. A pre-trip, en-route and post-trip inspection are required. The 
operator is required to ensure the inspection is completed. The inspection 
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must be completed by a driver or person(s) designated as qualified by the 
carrier for this purpose.  

 Drivers require an understanding of vehicle components and those 
conditions that may represent safety hazards to ensure consistent and 
meaningful vehicle inspection activities. Since there are a vast number of 
potential conditions that could be present on a vehicle, drivers must be 
provided with prescribed list(s) of items and conditions that require 
inspection and a list of defects that they are expected to find. This list of 
conditions must be finite and consistent with the driver's technical abilities. 

 A daily vehicle inspection must be completed that includes all of the items 
in the prescribed standard daily inspection list. A copy of the valid 
inspection report must be carried on the vehicle while it is in service. 

 Drivers must also verify the condition of the equipment they are operating 
on a continuous basis and be satisfied the vehicle remains in safe operating 
condition throughout the day. 

 Items contained in the standard must be inspected for defects. It is the 
driver's responsibility to ensure all reportable conditions and items not in 
proper operating condition are recorded on the daily vehicle inspection 
report, and to ensure that no vehicle remains in or is placed into service 
when prohibited-use conditions are present. 

 It is the responsibility of the operator to ensure that all reportable 
conditions and prohibited-use conditions are corrected before a vehicle is 
placed into service and to ensure that no vehicle remain in, or be placed 
into service when prohibited-use conditions are present. 

 Each carrier or operator must ensure that required daily vehicle inspections 
are completed (i.e., driver or person(s) designated as qualified by the carrier 
for this purpose) for each day of operation. A carrier or operator must not 
permit the operation of any vehicle that has not been inspected. 

 Each subsequent trailer that is placed into service during the day must be 
inspected prior to departure. 

 A written report must be made of each inspection and updated throughout 
the day if new problems are identified. 

 The report must list each prescribed daily vehicle inspection item and 
provide a means of recording the inspection results. 

 Every defect noted throughout the day must be noted on the report. If none 
of the conditions on the prescribed list have been discovered, the 
inspection report shall so indicate. 

 A person who repairs a defect or determines a vehicle is safe without repair 
must so indicate on the report and must sign and date the report. 

 Copy(s) of the most recently completed daily vehicle inspection report(s), 
must be carried in the vehicle to ensure the driver or designate is aware of 
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all previously reported defects and is able to confirm correction of such 
defects. 

 Prohibited conditions that are noted during a daily vehicle inspection and 
noted on the report must be corrected before a vehicle is placed into 
service. When reportable conditions are disclosed and noted on the report, 
the defect shall be corrected as necessary before re-dispatch of the vehicle. 
When prohibited conditions are disclosed during operation, the vehicle 
must cease operation until such defect is corrected. 

 Daily vehicle inspection reports that have defects identified must be 
retained in the vehicle file at the principal place of business for a period of 
five years. There should be a work order to show the defect was corrected 
and attached to the inspection report. 

 Daily vehicle inspection reports that do not have defects identified must be 
retained in the vehicle file at the principal place of business for a period of 
six months. 

Enforcement 

A vehicle, trailer or equipment must not be driven or operated while in an unsafe 
condition. This standard is enforced through on-road inspection efforts and facility 
audits. Drivers are required to carry and produce for inspection previous daily 
vehicle inspection reports. In the case of an audit the auditor may request the 
carrier to produce copies of previous daily vehicle inspection reports for a 
particular vehicle. 

Operators found not completing the inspection or falsifying/not completing the 
report as required may be subject to disciplinary procedures. 

Driver Inspection 

Before placing a commercial vehicle into service, a driver or designate shall: 

 Obtain and review the most recently completed vehicle inspection report(s) 
and shall place copy(s) of the report(s) in the commercial motor vehicle to 
be carried while the vehicle is in service. 

 Complete an inspection consistent with the prescribed list of conditions for 
each vehicle to determine: 

 The presence of reportable conditions. 

 The presence of prohibited-use conditions. 

 Report all conditions on a written report that includes as a minimum all of 
the items and conditions in the prescribed list for the type of daily 
inspection to be completed. This report must also include uncorrected 
defects reported previously. 
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 Ensure that prohibited-use conditions are corrected before placing the 
vehicle into service and reportable conditions are reported to the carrier/ 
operator. 

 Drivers shall ensure vehicle(s) remain(s) in a safe operating condition at all 
times during operation by: 

– Monitoring the operation of the vehicle while in service. 

– Noting reportable conditions and prohibited-use conditions that are 
disclosed while in service on the daily vehicle inspection report. 

– Cease operation when prohibited-use conditions are disclosed. 

– In the case of a towed vehicle (trailer) which is no longer part of the 
vehicle combination the driver shall direct a copy of the inspection 
report to the person responsible for the vehicle. 

Daily Vehicle Inspection Report 

To be completed by the driver prior to putting any unit into service. 

The inspection report shall contain the following: 

 The licence plate or unit number of the vehicle. 

 Motor carrier’s name. 

 The time and date that the report is made. 

 City, town, village or highway. 

 The name of the person who inspected the commercial vehicle and include 
a statement signed by that person stating that the commercial vehicle has 
been inspected in accordance with applicable schedule (CLH units shall 
adhere to Schedule 1). 

 The name and signature of the driver or person making the report. 

 Odometer reading. 

 The report shall list defect(s) disclosed during inspection or operation. 

 If no defect or deficiency is disclosed during the inspection, the report shall 
so indicate. On two-driver operations, both drivers shall sign the report. 

 The report is to be done as per a list of the inspection items, reportable 
conditions and prohibited-use conditions prescribed in Schedule 1. 

 The inspection is valid for 24 hours from the time recorded on the DVIR. 

 It must include the name, legibly printed, and signature of the person 
performing the inspection. 

 It must be forwarded to the operator. 

– Every driver shall report the results of an inspection or communicate by 
other suitable means to the operator that is responsible for the 
commercial vehicle; 
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– Immediately upon completing an inspection that discloses prohibited-
use condition(s); forthwith when reportable conditions are disclosed by 
the inspection; 

– At the end of the day or after completion of the trip, when no 
reportable conditions or prohibited-use conditions are disclosed by an 
inspection. 

There should be a trackable sequence.  

 Daily inspections reports would indicate that an inspection was conducted 
and whether or not any defects were noted.  

– If no defects were noted you would not expect to find work orders 
listing a number of repairs made.  

 If defects were noted were they evaluated to ensure they did not affect the 
safe operation of the vehicle?  

– There is nothing wrong with identifying a minor defect and waiting until 
the end of the day, or until parts come in, to repair it.  

– If you find a problem, whether it be during the pre-trip or during the 
day, and correct it right away remember, to document it on your trip 
inspection report. 

 Any defect that would affect the safe operation of the vehicle must be dealt 
with before the unit is placed in operation. 

– Note: The defect on the report and indicate that it was corrected by the 
driver (i.e., replace a turn signal light on the back of the trailer) or 
include any work orders that were generated.  

– All inspections and repairs require minimum information including the 
date; vehicle identification; nature of work or inspection performed and 
the odometer, hour meter or hub meter reading.  

 If any of the information is not included it does not meet the 
requirements.  

 If you get any work done at outside facilities like a tire shop or 
a dealership ensure they include the required information.  

 If work is done on a trailer it should be filed in the trailer file. 
(Ensure the hub meter is on the trailer report .if equipped with 
one) 

Person Making Repair 

Every person who undertakes to repair a reportable, prohibited-use or defective 
condition recorded in an inspection report shall record on the inspection report 
the date on which the repair is completed or the fact that no repair is required 
and shall sign each entry made by him or her on the report. 
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Safety First Muirhead’s Ltd. Responsibilities 

 When reportable conditions are disclosed by an inspection. 

 Such condition(s) shall be noted on the inspection report. 

 Such condition(s) shall be corrected in accordance with the prescribed 
standards in a manner and time frame that are reasonable and appropriate 
before the next daily inspection. 

(Note: Continued operation of a vehicle with a reportable condition result in 
charges based on jurisdictional regulations.) 

 When prohibited-use conditions are disclosed by the inspection, no person 
shall drive or operate or permit the driving or operation of the vehicle until 
such conditions are corrected in accordance with the prescribed vehicle and 
component performance standards. 

 Carriers or their agent(s) shall certify on the report(s) which list(s) any 
defect or deficiency that the defect or deficiency has been corrected or that 
correction is unnecessary to permit safe operation of the vehicle. 

 Carriers shall ensure legible copies of all daily vehicle inspection reports are 
provided to subsequent drivers of each vehicle and that copies of the most 
recent report(s) are carried by each driver for every vehicle being operated. 

Unsafe Operation 

No person shall drive or operate, or permit the driving or operation upon a 
highway of a vehicle or combination of vehicles that are in such a dangerous or 
unsafe condition as to endanger any person. 

Distribution and Retention of Report 

All drivers are required to submit the original report, within twenty (20) days after 
the completion of the report to the safety officer as instructed. 

Safety First Muirhead’s Ltd. will file the original as required within 30 days of 
receipt and will maintain in chronological order for each vehicle for at least 6 
months 

Driver Vehicle Inspection Routine 

(As per Standard 13 Schedule 1 part 2) 

A. Driver Preparation 

Be on time and ready to work 

 Adequate rest with proper time of substance abstinence. 
 Proper clothing, PPE, Documents. 
 Adequate supplies for out of town work. 
 Professional attitude. 
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B. Vehicle Inspection 

Step 1 - Check which equipment has been assigned 

 Are you qualified to operate it? 
 Is it available and ready to go? 
 Do you need any Dangerous Goods Training, Documents, Placards? 
 Do you need any over dimensional/Weight Permits, Flags, Signs, Lights, Pilot 

Cars? 

Step 2 - Check the vehicle as you approach it. 

 Look for any damage. 

 Check for mismatched tire sizes. 

Step 3 - Check under the hood 

 Check the ground for any sign of leaks or dragging parts.  

 Proper fluid levels. 

– Engine oil. 

– Engine coolant. 

– Power steering fluid. 

– Washer fluid. 

– Brake fluid (hydraulic brakes). 

– Fuel Level. 

 Belts, hoses, lines, wires, cables. 

 Engine, hood, radiator and cab mounts. 

Step 4 - Start engine 

 Chock blocks in place (parked on level ground). 

 Transmission in neutral, depress clutch while cranking. 

 Observe warning indicator lights.  

 Ensure proper oil pressure and no unusual noises. 

 Check operation of horns, wipers and washers. 

 Check condition of windshield. 

 Check condition and alignment of mirrors. 

 Ensure controls and switches are all functioning properly. 

 Verify seat belt, seat and door fasteners are functioning properly. 

Step 5 - Test Air System 

 While waiting for air pressure to build: 

– Start log book and daily inspection report 



General Transportation  

Effective Date: May 15, 2013 Page 46 of 59 

 
 

– Check the documents: driver’s license, valid registration (date and 
weight), insurance, valid periodic vehicle inspection decal and 
certificate, Safety Fitness Certificate, shipping papers and/or bills of 
lading, Dangerous Goods documents and training certificate, contact #’s, 
accident forms/kit, warning devices, flags. 

 Low pressure warning device to cut out at 55 psi to 65 psi. 

 Maximum air pressure 115 psi to 135 psi (790-930 kPa). 

 Release all brakes. 

 Fan brakes until: 

– Governor cuts compressor in - minimum 80 psi. 

– Low air warning activates   - 55 - 65 psi. 

– Emergency/park/trailer valve activates - minimum 20 psi. 

 With tractor brakes only released, it must take no more than 3 minutes to 
build air pressure from 50 to 90 psi with engine at maximum 1200 rpm. 

 Build to maximum pressure release all brakes and shut off engine. Allow 
pressure to stabilize and observe pressure on gauge 

Step 6 - Inspect front of tractor 

 Turn engine off, transmission in neutral and turn on key, low beam 
headlights, all clearance, ID lights and left turn signal. 

– Head lamps, turn signals. 

– Check for improper color, operation, mounting, visibility. 

– Windshield wiper securement and condition. 

– Body securement and condition Step 7 - Inspect from left front to side of 
tractor 

 Hood, door and mirror condition.  

 Left front wheel, rim and hub. 

– Check for loose, damaged or insufficient engagement of fasteners. 

– Check for cracks, unseated locking rings, broken or missing lugs, studs, 
or clamps. 

– Bent or cracked rims, wheels, spokes, elongated holes in wheel or wheel 
slippage. 

– Low hub oil level, leaking oil or signs of bearing failure.   

 Left front tire.  

– Check for improper inflation, tread wear. 

– Serious cuts, bulges, sidewall defects, exposed cord. 

– Tire contact or markings on the tire that would exclude its use. 
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Step 7 - Inspect left saddle tank area 

 Left fuel tank(s). 

– Check for loose mounting, leaks, or other damage Check for loose or 
missing cap(s).  

– Check ground below tank for signs of leaking fuel. 

 Exhaust system. 

– Check for unsecured mounting, leaks (under the cab), exhaust contacted 
by fuel or air lines or electrical wire.  

– Check for excessive carbon deposits around seams and clamps.  

Step 8 -Inspect trailer front 

 Air and electrical lines. 

– Check that lines between tractor and trailer are not chafing against any 
part of the vehicle. 

– Check that lines have sufficient slack to allow the vehicle to turn. 
– Inspect line connections for proper seating. 
– Check that lines are not crimped or improperly spliced.  

– Listen for audible air leak.  

Step 9 - Check left rear tractor area  

NEVER LAY IN BETWEEN TIRES OF TANDEM AXLES 

 Wheels, rims, and tires as in Step 7. 
 Lower fifth wheel.  
 Upper fifth wheel.  
 Sliding fifth wheel.  
 Lamps (left turn signal and tail lights). 

Step 10 - Inspect left side of trailer 

 PMVI Decal, Certificate and Registration Documents 
 Frame and body.  
 Condition of hoses. 
 Van and open-top trailer bodies.  
 Cargo Securement.  

Step 11 - Left rear trailer wheels 

 Wheels, rims, tires and hubs as in Step 7. 

 Sliding tandem 

– Check for misalignment and damaged, worn, or missing parts. 

– Check locking mechanism. 

– Make sure that the handle is in the locked position. 
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Step 12 - Rear of the trailer 

 Left turn, tail, clearance, marker, I.D. and licence plate lights. 

 Cargo Securement and lamps on projecting loads. 

Step 13 - Inspect double and triple trailers 

 If a second and/or third trailer is attached, repeat all applicable inspection 
items.  

– Safety devices - full trailers/converter dolly(s). 

– Check the safety devices (chains/wire rope).  

Step 14 - Inspect right rear trailer wheels 

 Wheels, rims, tires and hubs. 

 Sliding tandem.  

Step 15 - Inspect right side of trailer 

 Frame and body. 

 Van and open-top trailer bodies.  

 Cargo Securement.  

 Spare tires. 

Step 16 - Inspect right rear tractor area 

 Wheels, rims, tires and hubs.  

 Upper, lower, sliding fifth wheel.  

Step 17 - Inspect right saddle tank area 

 Right fuel tank(s).  

 Exhaust system.  

Step 18 - Inspect right front side of tractor 

Step 19 - Inspect steering axle 

 Steering and suspension system (both sides). 

– Check for worn steering column components, loose steering box 
mounting bolts, loose pitman arm, worn ball and socket joints, loose 
clamps and welded parts. 

Step 20 - Under Vehicle 

 Ensure the brakes are still released, air is at least 90 psi and chock blocks are 
in place. Remove the key or place a notice on unit that it is not to be moved.  
Did air pressure drop? Turn on right turn signal. 
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 Check for loose, worn, bent, cracked, damaged, or missing parts. 

 Suspension (All). 

– Check for indications of misaligned, shifted, cracked or missing springs, 
loosened shackles, missing bolts, spring hangers unsecured at frame, 
and cracked or loose U-bolts. Check any unsecured axle positioning parts 
and signs of axle misalignment. 

 Axles. 

– Check for cracks, welds and obvious misalignment. 

 Frame and Frame Assembly. 

– Check for cracks, bends, sagging, loose fasteners or any defect that may 
lead to the collapse of the frame. 

 Brakes (Both Sides). 

– Check for missing, non-functioning, loose, contaminated (with grease or 
oil) or cracked parts on the brake system, such as, brake drums, shoes, 
rotors, pads, lining, brake chambers, chamber mounting, push rods and 
slack adjusters. Check for "S" cam flip-over. Be alert for audible air leaks 
around brake components and lines. 

– With the brakes released, mark all the brake chamber push rod at a 
point where the push rod exits the brake chamber. Check that the slack 
adjusters are the same length (from center of "S" cam to center of clevis 
pin), and that the air chambers on the steering axle are the same size. 

 Check for corrosion fatigue, cross members cracked or missing, cracks in 
frame, missing or defective body parts. Listen for air leaks. 

Step 21 - Check Brake Adjustment 

 Observe all components while under unit (if any dangerous goods are on 
board you must be aware of the hazards before proceeding with the 
inspection) frame, cross members, springs, air bags, U-bolts, drive shaft, 
torque arms, brake chambers, brake shoes and drums, bushings, tanks, 
lines, exhaust, tires. 

 Apply 90 psi to the service brakes, observe air pressure and measure push 
rod travel. 

– Note: There are several ways to check brake adjustment. The old 
established method of pulling on the slack adjuster and determining the 
amount of free play is one indicator of brake adjustment and condition, 
but is not sufficient on its own. CVSA inspectors determine compliance 
by measuring applied brake stroke. It is recommended that the same 
standard be used by the driver to ensure compliance. 
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– Note: There are several ways to apply the service brakes. Always ensure 
chock blocks are in place. One way is to have a second person make the 
brake application. Another method is to apply the tractor parking brakes 
and release the trailer brakes (yellow button out – red button in) to 
mark the pushrod, and then make an application on the trailer brake 
(spike) and measure. You would then apply the trailer parking brake and 
release the tractor brakes (yellow button in – red button out) to mark 
the tractor brakes. An application tool (stick, hammer, adjustable clamp) 
would be required to apply brake pedal. A permanent mark on the push 
rod eliminates the need to go under the vehicle and mark the push rods. 
Usually the applied stroke can be observed from a kneeling or crouching 
position. 

 Consult the guide for maximum allowed push rod travel. As a rule of thumb 
allow a maximum of 1 ¾ inch travel for a brake on the steering axle and 2 
inches for all other brakes. 

 Always look to observe lining to drum contact and condition of lining. Listen 
for air leaks. 

 Brake adjustment should be as even as possible. 

 Note: In the event push rod travel is beyond maximum the condition should 
be rectified before proceeding. Only persons that are properly qualified may 
operate vehicles with air brakes.  If the out of adjustment brakes have 
manual slack adjusters the brakes must be adjusted and measured again 
before proceeding. If the out of adjustment brakes have automatic slack 
adjusters the driver should make several 90 psi brake applications and then 
measure the push rod travel again. If the brakes did not adjust themselves 
consult a technician before proceeding. 

 While brakes are applied check brake lights. Key may have to be on. 

Step 22 - Final Check 

 Observe air gauge for loss of pressure while measuring brakes. 

 Chock blocks removed. 

 Trailer brakes applied and truck brakes released. 

 Gentle pull to see if brakes are holding. 

 Check 5th wheel movement. 

 Truck brakes applied and trailer brakes released. 

 Gentle pull to see if brakes are holding. 

 Fasten seat belt.  

 All brakes released.  

 Gentle pull ahead and apply trailer hand valve. 

 Gentle pull ahead and apply foot valve. 

 Bring log book up to date. 
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Schedule 1 of NSC Standard 13 Part 2 

A copy of the trip inspection requirement for a truck, tractor and trailer is shown 
below. 

Part 2 – Schedules 
Schedule 1 – Truck, Tractor & Trailers 

Application: 

This schedule applies to trucks, tractors and trailers or combinations thereof 
exceeding a registered gross vehicle weight of 4500 kg. 

1. Air Brake System 

Defect(s) 

 Audible air leak. 
 Slow air pressure build-up rate. 

Major Defect(s) 

 Pushrod stroke of any brake exceeds the 
adjustment limit. 

 Air loss rate exceeds prescribed limit. 
 Inoperative towing vehicle (tractor) 

protection system. 
 Low air warning system fails or system is 

activated. 
 Inoperative service, parking or emergency 

brakes 

2. Cab 

Defect(s) 

 Occupant compartment door fails to open. 

Major Defect(s) 

 Any cab or sleeper door fails to close 
securely. 

3. Cargo Securement 

Defect(s) 

 Insecure or improper load covering (i.e., 
wrong type or flapping in the wind). 

Major Defect(s) 

 Insecure cargo. 
 Absence, failure, malfunction or 

deterioration of required cargo securement 
device or load covering. 

4. Coupling Devices 

Defect(s) 

 Coupler or mounting has loose or missing 
fastener. 

Major Defect(s) 

 Coupler is insecure or movement exceeds 
prescribed limit. 

 Coupling or locking mechanism is damaged 
or fails to lock. 

 Defective, incorrect or missing safety 
chain/cable. 

5. Dangerous Goods 

 

 

Major Defect(s) 

 Dangerous goods requirements not met. 
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6. Driver Controls 

Defect(s) 

 Accelerator pedal, clutch, gauges, audible 
and visual indicators or instruments fail to 
function properly. 

 

7. Driver Seat 

Defect(s) 

 Seat is damaged or fails to remain in set 
position. 

Major Defect(s) 

 Seatbelt or tether belt is insecure, missing 
or malfunctions. 

8. Electric Brake System 

Defect(s) 

 Loose or insecure wiring or electrical 
connection. 

Major Defect(s) 

 Inoperative breakaway device. 
 Inoperative brake. 

9. Emergency Equipment & Safety Devices 

Defect(s) 

 Emergency equipment is missing, 
damaged or defective. 

 

10. Exhaust System 

Defect(s) 

 Exhaust leak. 

Major Defect(s) 

 Leak that causes exhaust gas to enter the 
occupant compartment. 

11. Frame and Cargo Body 

Defect(s) 

 Damaged frame or cargo body. 

Major Defect(s) 

 Visibly shifted, cracked, collapsing or 
sagging frame member(s). 

12. Fuel System 

Defect(s) 

 Missing fuel tank cap. 

Major Defect(s) 

 Insecure fuel tank. 
 Dripping fuel leak. 

13. General 

 Major Defect(s) 

 Serious damage or deterioration that is 
noticeable and may affect the vehicle’s safe 
operation. 

14. Glass and Mirrors 

Defect(s) 

 Required mirror or window glass fails to 
provide the required view to the driver as 
a result of being cracked, broken, 
damaged, missing or maladjusted. 

 Required mirror or glass has broken or 
damaged attachments onto vehicle body. 
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15. Heater/Defroster 

Defect(s) 

 Control or system failure. 

Major Defect(s) 

 Defroster fails to provide unobstructed view 
through the windshield. 

16. Horn 

Defect(s) 

 Vehicle has no operative horn. 

 

17. Hydraulic Brake System 

Defect(s) 

 Brake fluid level is below indicated 
minimum level. 

Major Defect(s) 

 Parking brake is inoperative 
 Brake boost or power assist is inoperative. 
 Brake fluid leak. 
 Brake pedal fade or insufficient brake pedal 

reserve. 
 Activated (other than ABS) warning device. 
 Brake fluid reservoir is less than ¼ full. 

18. Lamps and Reflectors 

Defect(s) 

 Required lamp does not function as 
intended. 

 Required reflector is missing or partially 
missing. 

Major Defect(s) 

When lamps are required: 
 Failure of both low-beam headlamps. 
 Failure of both rearmost tail lamps. 
 At all times: 
 Failure of a rearmost turn-indicator lamp. 
 Failure of both rearmost brake lamps. 

19. Steering 

Defect(s) 

 Steering wheel lash (free-play) is greater 
than normal. 

Major Defect(s) 

 Steering wheel is insecure, or does not 
respond normally. 

 Steering wheel lash (free-play) exceeds 
required limit. 

20. Suspension System 

Defect(s) 

 Air leak in air suspension system. 
 Broken spring leaf. 
 Suspension fastener is loose, missing or 

broken. 

Major Defect(s) 

 Damaged1 or deflated air bag. 
 Cracked or broken main spring leaf or more 

than one broken spring leaf. 
 Part of spring leaf or suspension is missing, 

shifted out of place or in contact with 
another vehicle component. 

 Loose U-bolt. 
 Patched, cut, bruised, cracked to braid, 

mounted insecurely 
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21. Tires 

Defect(s) 

 Damaged tread or sidewall of tire. 
 Tire leaking (if leak can be felt or heard, 

tire is to be treated as flat). 

 

Major Defect(s) 

 Flat tire. 
 Tire tread depth is less than wear limit. 
 Tire is in contact with another tire or any 

vehicle component other than mud-flap. 
 Tire is marked “Not for highway use”. 
 Tire has exposed cords in the tread or outer 

side wall area. 

22. Wheels, Hubs and Fasteners 

Defect(s) 

 Hub oil below minimum level. (When fitted 
with sight glass.) 

 Leaking wheel seal. 

Major Defect(s) 

 Wheel has loose, missing or ineffective 
fastener. 

 Damaged, cracked or broken wheel, rim or 
attaching part. 

 Evidence of imminent wheel, hub or bearing 
failure. 

23. Windshield Wiper/Washer 

Defect(s) 

 Control or system malfunction. 
 Wiper blade damaged, missing or fails to 

adequately clear driver’s field of vision. 

Major Defect(s) 

 When necessary for prevailing weather 
condition. 

 Wiper or washer fails to adequately clear 
driver’s field of vision in area swept by 
driver’s side wiper. 

Preventative Maintenance 

Service Schedules 

The Inspections and Services shall be to industry-approved standards and be 
recorded and placed in the equipment file. 

An "A" Service Check for trucks will be completed every “A” interval.  

The “A” service will include: 

 Greasing all service points 

 Lubrication, oil and filter changes 

– Visually inspecting the following: 
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Administrative 

Registration  License Plate CVIP Decal & Certificate 

Body and Frame 

Body Doors Seats 

Fenders Bumpers Mud flaps 

Sun Visors Latches Door Release 

Chassis Frame Underbody Windshields 

Drive Shaft hanger 
brackets/guards  

Window Mirrors 

Fuel And Exhaust 

Fuel Tank Filler Cap Fuel Lines 

Fuel Gauge Exhaust System  

Brakes 

Brake friction components 
Hydraulic, vacuum and air 

components 
Electric Brake Components 

Service Brake pedal Parking Brake Mechanical components 

Emergency Brake Service Brake  

Engine Controls and Steering 

Engine Controls Steering columns and box Wheel Alignment 

Steering linkage   

Suspension 

Shocks U Bolts Springs 

Electrical Components 

Horn Windshield wipers and washers Heating and defrosting 

Starting switch Lamps, lights, reflectors Neutral safety switch 

Wheels, Tires, Hubs 

Tires – tread, sidewall, inflation 
pressure 

Wheel stud and  fastener 
condition and torque, rims  

Hub oil level, oil cleanliness and 
condition of window  

Lubrication 

Grease Check  All Oil Levels Check Filters 

A "B" Service Check for trucks will be completed every “B” interval. The “B” 
service will include: 

 all requirements as set out in the A Service, and 

 Lubrication, oil and filter changes 

Service Check for trailers and chassis will be completed every “T” Service.  The 
service will include: 

 Greasing all service points 

 Visually inspecting the following: 
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Intervals 

A Service: Every 300 hrs. 

B Services: Every 5000 Kms.  

CVIP Inspections 

All NSC vehicles must have a current Commercial Vehicle Inspection Program 
(CVIP):  

 (CVIP) for a Power Unit and trailer is to be completed annually at a 
registered CVIP facility. 

 No unit is to be operated without a valid CVIP decal attached and certificate 
present. 

 The inspection must be valid in the jurisdiction it was issued in. 

 The decal must be affixed to the vehicle. The certificate must be in the 
vehicle. The certificates are to be kept on file for the life of the vehicle. 

 Vehicles are not to be operated without a valid inspection. 

 A recall system will be maintained to track and identify the expiry dates of 
all units requiring a CVIP certificate. 

Administrative 

Registration  License Plate CVIP Decal & Certificate 

Body and Frame 

Body, Deck, Anchor Points Frame Underbody 

Fenders and Mud flaps Bumpers Reflective Tape 

Electrical Components 

Lamps, lights, reflectors Battery (if equipped)  

Suspension 

Shocks Springs/Air Bags U Bolts 

Brakes 

Brake Friction components Hydraulic, vacuum and air components 

Service Brake Pedal Parking Brake Emergency Brake 

Service Brake Mechanical Components Electric Brake Components 

Electrical Components 

Lamps, lights, reflectors Battery (if equipped)  

Wheels, Tires, Hubs 

Tires – tread, sidewall, inflation pressure 
Wheel stud and fastener condition and torque, rims 

Hub oil level, oil cleanliness, and condition of window 
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Journey Management Plan 

A Journey Management Plan will be used to determine the hazards associated 
with road travel on a driver’s Journey and what precautions can be taken to see 
that the driver will arrive safely. 

Journey Management processes and procedures can be specific to the location of 
a company when needed to manage identified hazards and risks associated with 
their particular driving and transport environment. 

Types of Journey Management 

Safety Journey Management – is used for transportation in areas that are 
considered high-risk environments. Such areas are documented; site specific 
information about these high risk areas can be obtained by contacting the host of 
a worksite. 

Generic Journey Management – also known as Journey Management is the best 
practices used when travelling outside of your city limits or when you are 
travelling over 400 km (250 miles) or 4.5 driving hours from your home office.  

Screening Criteria for Journeys 

There is certain criterion that is observed before a Journey begins: 

 Total driving time is more than 4.5 hours or the distance is greater than 400 
km (250 miles), whichever comes first, then managers will determine rest 
stop(s).  

 Significant driving hazards identified for the intended route (potential 
adverse weather/road conditions, poor road quality, high traffic volume, 
remoteness, etc.) then the driver and supervisor need to ensure that the 
proper safety equipment is available. 

 If the proposed trip could require a significant amount of night driving, then 
proper safety precautions need to be in place. 

 If driving conditions warrant a 4x4 (i.e., weather, dirt roads, etc.) then a 
rental vehicle that qualifies should be considered. 

Planning Ahead 

Think about what could go wrong during the pre-journey planning by: 

 Determining what emergency response facilities are along the route. 

 Assessing what type of emergency materials and supplies need to be carried 
on the journey. 

 Assembling supplies and equipment such as water, food, first aid kit, 
additional spare tires etc. 
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Supervisor Responsibilities 

A supervisor for Safety First Muirhead’s Ltd. will be provided with the following 
information: 

 Description of the vehicle. 

 Route and final destination. 

 Location of overnight stop. 

 Estimated arrival time and how the driver will make notification that the 
journey is complete. 

 Who should be notified if contact at the agreed upon time(s) is not met. 

Planning of the Journey 

The aspects of planning the journey will include: 

 If and when to drive and specify that no one day of driving exceeds 10 
hours.  

 What route to take? 

 Where to make stops (rest every 4.5 hours).  

 What vehicle to use and the proper preparation of that vehicle. 

 Required driver skills and competence. 

A dispatcher or a supervisor reviews, approves, logs, files, monitors the Journey 
Management Plan. Prior to executing the journey the driver needs to be fully 
briefed on the journey and the associated risks and mitigating measures as 
documented in the Journey Management Plan.  

Executing the Journey 

In order for the Journey Management process to be effective, the following need 
to be considered: 

 Depart on time. 

 Follow the agreed route and do not take short cut. 

 Take rest breaks at the planned locations. 

 Make your overnight stop at the planned location, and contact your 
supervisor if you are delayed, if you are forced to deviate from the route, 
when you arrive at your overnight stop and/or when you reach the final 
destination. 

Drivers are responsible for carrying out journeys in line with the agreed Journey 
Management Plan, but others may need to play a role as well. The Journey 
Management Plan may have processes and procedures for other situations the 
driver may come in contact with. For example the “Man Lost” procedure, is 
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relevant when driving through deserted or hostile areas, including areas without 
mobile phone coverage. 

Close-out Journey 

This process confirms that the objectives of the journey were met and enables the 
capture of lessons learned that will be documented to help improve the Journey 
Management Plan process for future journeys. Also, it serves as a notification that 
the person(s) and communication required notifying the supervisor, have been 
completed and that the journey is officially completed. The journey should be 
closed out with the host (at check in) or with the supervisor. 

To improve the Journey Management process for future trips, the assumptions for 
the journey should be reviewed by the supervisor, traveller and general manager 
using the following: 

 Were roads and conditions as predicted? 

 Were the estimated average speeds realistic? 

 Were rest areas, fuel availability and/or overnight accommodations as 
anticipated? 

 Was there evidence of emergency response services? 

 Were there any surprises or incomplete information not shown on the 
maps? 
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Section 18.- Safe Work Practices and Procedures 

Purpose 

Safe Work Practices and Procedures are the written administrative controls on 
how to perform tasks in the safest and most correct manner. 

Definitions 

Safe Work Practices – Guidelines and methods, usually in writing, on how to 
perform a task with minimum risk to people, equipment, materials, environment 
and processes. 

Safe Work Procedures – A series of specific steps that guide an employee/ 
contractor through a task from start to finish. 

Development of Safe Work Practices and Procedures 

The development of safe work practices and procedures is a continuous process 
that is based on information obtained from the completed Hazard Assessment 
and Control, and which has been entered into a Hazard Inventory. Any existing 
safe work practices and procedures that are unsuitable in any way will be 
modified. 

Safe Work Procedures supplement the safe work practices, and are developed 
following completion of a critical hazard assessment and incident investigation. 

Delivery 

All safe work practices and procedures should be kept in a location central to the 
work being performed, and readily available to all employees/contractors. In some 
cases, the safe work practice will require specific job procedures to be set out in a 
step-by-step process.  

Safe work procedures should be included in the New Employee Orientation 
Program. All employees/contractors should be aware that safe work procedures 
have been established, are in effect, and should be followed. 
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Hydrogen Sulphide (H2S) 

Purpose 

This practice establishes guidelines for working in conditions where the potential 
for exposure to hydrogen sulphide (H2S) exists. 

Employees and contractors are exposed to hydrogen sulphide (H2S) most often 
during drilling and production of natural gas, crude oil and petroleum products. 
Hydrogen sulphide can also accumulate in sewers, sewage treatment plants or 
hide storage pits in the tanning industry. Well drillers, tunnel workers and miners 
may be exposed when underground pockets of hydrogen sulphide are 
encountered. 

Safety First Muirhead’s Ltd. will take steps to eliminate or reduce the risks 
associated with working in surroundings where H2S may be encountered. 

Definition 

Hydrogen Sulphide (H2S) – This is a naturally occurring gas composed of a mixture 
of hydrogen and sulphur; it is often found in hydrocarbon fuels such as coal, oil 
and natural gas.  

Characteristics of Hydrogen Sulphide 

 Usually a colourless gas. 

 Smells like rotten eggs in small concentrations, but quickly deadens sense of 
smell. 

 Is slightly heavier than air. If mixed with a gas that is lighter than air, the gas may 
rise. If there is a temperature difference between the gas and the ambient 
temperature, the gas will also rise. 

 It is flammable/explosive if mixed with air. 

 Burning H2S gives off sulphur dioxide, which is hazardous and irritates the 
respiratory system and eyes. 

 H2S dissolves in fluids like water, oil, molten sulphur or sludge, and heating, de-
pressurizing or mixing the fluids will release the H2S. The odour of rotten eggs can 
be smelled clearly at 1 ppm or 0.0001%.The TLV (Threshold Limit Value) is 10ppm 
or 0.001% which is the allowable 8hr exposure limit. Over the allowable 
concentration, protective equipment is necessary. 

 500ppm or 0.05% is lethal; the individual loses his/her sense of reasoning and 
balance (disorientated) which will cause him/her to extend exposure time. 

 A small quantity of H2S in the atmosphere (1,000ppm, or 1,000ppm) is enough to 
knock a victim unconscious and cause death if rescue does not take place quickly. 
H2S normally enters the body by inhalation, but it may also enter through an open 
wound or sore. 
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 The effects of H2S on the respiratory system are rapid, and effective rescue action 
is vital if the victim is to recover satisfactorily. 

To check for H2S, use either a Self-Contained Breathing Apparatus (SCBA) or a 
Supplied Air Breathing Apparatus (SABA) with an escape cylinder. The best policy 
is zero exposure to H2S.  Industry standards require the use of breathing apparatus 
at 10ppm/8 hr. 

Occupational Exposure Limits 

The potential for employee/contractor exposure to hydrogen sulphide will be 
determined through the Hazard Assessment and Control process, which will take 
place before work is undertaken. 

Safety First Muirhead’s Ltd. will ensure that an individual’s exposure to H2S is kept 
as low as reasonably practical and does not exceed the Occupational Exposure 
Limits (OEL) for the substance.  This is based on the principle that for each 
substance there is a safe or tolerable level of exposure (below) where no 
significant adverse health effects are likely to occur. Atmospheric testing shall be 
conducted before personnel are allowed to enter any area where the hazard for 
H2S exists. If employees and contractors are required to work in areas where H2S 
may be present, exposure within an 8hr Occupational Exposure Limit will not be 
exceeded. 

Personnel exposure, measured over any 15min period, must not exceed the 15min 
OEL. Exposure to H2S, measured over successive 15min periods at a concentration 
above its 8hr OEL, but at or below its 15min OEL, must not occur more than four 
times per day. If the work requires exposure that exceeds this level/timing, 
respiratory equipment is required. 

Hydrogen Sulphide – 8hr. Occupational Exposure Limit – 10ppm 
15min. or Ceiling Occupational Exposure Limit – 15ppm 

Health Hazards When Exposed to H2S 

The three main routes H2S enters into the body are: 

1. Inhalation – by being inhaled 

2. Dermal – absorbed through skin 

3. Oral – being swallowed 

– 10ppm (8 hr. OEL)  no known health effects. 

– 100ppm is immediately dangerous to life and health (IDLH). 
Exposure may be fatal or adverse health effects may be suffered. 
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If There is a Release of H2S 

1. Evacuate the area immediately and go to a pre-determined safe area. 

2. Sound the alarm for others to evacuate the area. All personnel must be 
familiar with the sound of the alarm. 

3. Assess the situation and do a head count. Is anyone missing or are there 
other dangers (explosion, etc.)? 

4. Personnel undertaking a rescue must be adequately protected, including 
using a breathing apparatus. Note that 25% of deaths are rescuers.  

5. Rescue and remove the victim to a safe area before removing your 
breathing apparatus. 

6. Revive the victim using artificial respiration and, if necessary, CPR. 

7. Medical aid is required for anyone who has been made unconscious by H2S. 
Make sure medical staff is aware that H2S was the cause of the emergency. 

Storage, Handling, Use and Disposal 

For purposes of the company, Safety First Muirhead’s Ltd. does not allow the 
storage, handling, use and disposal of a substance listed in Schedule 1, Table 11 at 
any of its facilities or jobsite locations. 

Training 

Employers must inform employees at risk of exposure of the health hazards, 
measurements and procedures associated with H2S. Employees and contractors 
are required to take H2S Alive training before working on any jobsite where 
hydrogen sulphide may be encountered. 

                                                                        

 

1 Alberta Occupational Health and Safety Act, Regulation and Code effective July 1, 2009 
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Respiratory Protective Equipment 

Purpose 

This practice establishes guidelines for selection, use and care of respiratory 
protective equipment.  

Federal and local government agencies require that an employer establish a 
respiratory protection program to protect personnel from respiratory hazards in 
the workplace. The following program is based on the requirements established 
by the CSA Z94.4-02, Selection, Use and Care of Respirators. 

The primary objective is to prevent excessive exposure to dusts, fumes, fibres, 
mists, gases and vapours.  As far as possible, this is accomplished by accepted 
engineering and work control measures. When effective engineering controls are 
not possible, or while they are being implemented or evaluated or in emergency 
conditions, respiratory protection may be required. 

Definitions 

Air Line Breathing Apparatus – A unit with a full-face piece and equipped with an 
auxiliary self-contained air cylinder for escape purposes, capable of operating in 
the positive pressure/pressure demand mode. 

Air Purifying Respirator – A unit that absorbs or filters dusts, fibres, mists, vapours 
or gas from the ambient air. 

Hazardous Atmosphere – An atmosphere that contains greater than the threshold 
limit value of a gas, vapour or particulate established by the American Conference 
of Governmental Industrial Hygienists or the appropriate Occupational Exposure 
Standard established by government regulations. 

Respirable Air – Compressed breathing air that meets the requirements of CSA 
Z180.1-00, Compressed Breathing Air and Systems. 

Respiratory Protective Equipment (RPE) – Equipment whose function is to supply 
breathable air or remove contaminants from the air. 

Self-Contained Breathing Apparatus (SCBA) – A unit with an air cylinder that 
contains at least a nominal 30 minute supply of respirable air with a full-face 
piece, operating in the positive pressure/pressure demand mode. 

Mandatory Use of Respirators 

The respiratory equipment must be appropriate to the specific hazards identified 
through the Hazard Assessment and Control process. Appropriate PPE shall be 
made readily available to all persons at the work site. Personnel are required to 
wear respirators or Personal Protective Equipment (PPE) when the following 
situations exist: 
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 There is or may be an exposure to air contaminants or a mixture of air 
contaminants in a concentration exceeding their occupational exposure limits, or 
the atmosphere has or may have an oxygen concentration of less than 19.5% by 
volume. 

 If respirators or PPE are necessary to protect the individual’s health. 

 During specific routine work practices, processes or tasks identified as requiring 
the use of respiratory PPE or equipment. 

 During some non-routine or emergency operations. 

Hazard Assessment and Control 

A Hazard Assessment and Control of the work area shall be performed by a 
competent qualified person on a periodic basis to determine the respiratory 
hazards present, and to assist in the selection of an appropriate respirator where 
required. The nature of the hazard shall be determined as follows: 

 Identify contaminants present in the workplace. 

 Identify the physical state of airborne contaminants. 

 Identify an appropriate occupational exposure limit for each airborne 
contaminant. 

 Measure or estimate the contaminant concentration. 

 Determine if the atmosphere is potentially oxygen deficient (less than 19.5%). 

 Determine if substance specific hazards or bio-hazardous materials exist. 

 Determine the toxicity levels and need for emergency escape. 

 Determine if an immediately danger to life or health (IDLH) atmosphere is 
present.  If an employee or contractor is required to work in an area that is 
considered IDLH or oxygen deficient, the individual must wear a full-face positive 
pressure respirator. The respirator must be either a SCBA, or an airline respirator 
with an auxiliary self-contained air cylinder of sufficient capacity to permit the 
individual to escape unassisted from the contaminated area if the air supply fails. 

 When an individual enters into an IDLH or oxygen-deficient atmosphere, Safety 
First Muirhead’s Ltd. will ensure the person will be assisted by at least one other 
employee/contractor. The assisting person must be stationed at or near the 
entrance to the contaminated area, and be similarly equipped and capable of 
performing a rescue if needed. 

Respirator Selection 

The selection process includes a detailed review of workplace conditions, 
hazardous material and exposures and relevant standards.  The purpose of 
respirator selection is to specify a range of appropriate respiratory protection, and 
shall be carried out for both non-emergency and emergency use.  The respirator 
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selected in both instances may be the same, but respirators approved for escape 
only shall not be used for non-emergency applications. 

Air used in a self-contained breathing apparatus or an airline respirator must be of 
a quality that meets the requirements of CSA Standard Z94.4-02 Compressed 
Breathing Air and Systems and does not contain a substance in a concentration 
that exceeds 10% of its occupational exposure limits.  

IDLH Conditions  

Should Hazard Assessment and Control determine that breathing conditions at a 
work site are or may become IDLH, management/supervisor must ensure the 
individual wears a self-contained breathing apparatus or an airline respirator that: 

 Is of a type that will maintain positive pressure in the face piece. 

 Has a capacity of at least 30 minutes unless the Hazard Assessment and Control 
indicates the need for a greater capacity. 

 Provides full face protection in situations where contaminants may irritate or 
damage the eyes. 

 In the case of an air line respirator, is fitted with an auxiliary supply of respirable 
air of sufficient quantity to enable the individual to escape from the area in an 
emergency. 

 In the case of a self-contained breathing apparatus, has an alarm warning of low 
pressure. 

Change-Out Schedule 

A competent qualified person shall establish a change-out schedule for the 
replacement of air purifying elements of respirators before their useful service is 
ended. 

Individuals wearing an air-purifying respirator for protection against gases or 
vapours must change their cartridges when breakthrough is experienced via 
detection of the warning properties.  For contaminants with poor warning 
properties, an atmosphere-supplying respirator shall be selected, unless the 
selection of air-purifying respirators includes a change-out schedule calculated by 
a competent qualified person. 

Individuals wearing an air-purifying respirator for protection against particulates 
protection must change their filters/respirator when they experience increased 
breathing resistance. 

Removing Cartridges or Canisters  

 All cartridges and canisters will be replaced if they become damaged or 
unhygienic. 
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 Cartridges and canisters will be equipped with an end of service life indicator and 
replaced when the indicator indicates. 

 Not equipped with an end of service life indicator – will be taken out of service 
and replaced. 

 Contaminants with good warning properties can be detected at concentrations 
below the exposure limit; therefore, warning properties can be used as the basis 
for a change-out schedule. 

 For contaminants with poor warning properties – an atmosphere-supplying 
respirator will be selected unless the selection of air-purifying respirators includes 
a change-out schedule. 

Respirator Fit Testing 

The results of a fit test shall be used to select the specific model and size of face 
piece for individual users.  Items such as hair, beards, cloth, tissue, straps, 
jewellery or other PPE shall not pass between the face and the sealing surface of 
the face piece or interfere with the seal of the tight-fitting face piece to the face.  
The user of the respirator shall check the seal of the face piece immediately after 
donning the respirator and periodically during use.  No other respirator can be 
used unless a fit test has been completed. 

A fit test shall be carried out: 

 Prior to initial use and after completing the health surveillance evaluation. 

 On an annual basis (during the employee’s or contractor’s annual medical 
examination). 

 Whenever there is a change in respirator face piece. 

 Whenever changes to the user’s physical condition may affect the fit. 

The person conducting the fit test shall only perform a fit test on a clean-shaven 
user. Tight fitting respirator face pieces shall be tested only in the negative 
pressure mode regardless of the mode of operation in which the respirator is 
used. When other PPE is required to be worn, they shall be worn during the fit test 
to ensure compatibility. 

The person conducting the fit testing shall address the following topics with the 
user: 

 The procedure, the reasons it is required, and the importance of using a respirator 
that provides an effective, reproducible face-to-face piece seal. 

 The importance of the test to convince the user to cooperate fully. 

 Description of the challenge agent used and how to identify it (qualitative only). 

 Selection by the user of a properly fitting and comfortable respirator from those 
that is appropriate to the application. 



Respiratory Protective Equipment  

Effective Date: May 15, 2013 Page 5 of 8 

 
 

 The respirator being equipped with the appropriate filters and/or chemical 
cartridges for the challenge agent being used. 

 The necessity for the user to successfully complete the positive or negative 
pressure user seal check with the selected respirator before proceeding with the 
test. 

 Correct placement of the respirator in accordance with manufacturer 
instructions. 

 The necessity, during the test for the user to wear other PPE that may be required 
in the workplace and which may affect the face-to-face piece seal. 

 The test exercises and how to perform them during the test. 

 The importance of using in the workplace, the specific brand, model and size of 
face piece that was used to pass the test. 

 The necessity to always inspect a respirator before using it to ensure it is in proper 
working condition. 

A qualitative or quantitative fit test shall be used to determine the ability of a user 
to obtain a satisfactory fit and an effective seal when using a tight-fitting face 
piece.  Fit testing shall be conducted as per the protocols in the CSA Standard 
Z94.4-02, Selection, Use and Care of Respirators, Appendices B (qualitative) and C 
(quantitative), or another approved method. The air quality being provided must 
meet the requirements of Table 1 of CSA Standard Z180.1-00 (R2005) Compressed 
Breathing Air and Systems.  The air must not contain a concentrated substance 
that exceeds 10% of its occupational exposure limit. A user seal check shall not be 
used as a substitute for a qualitative or quantitative fit test.  Under no 
circumstances shall a person use a tight-fitting respirator until a satisfactory fit 
test has been achieved. 

Qualitative fit testing protocols are provided for: 

 Isoamyl acetate 

 Saccharin solution 

 Bitter aerosol 

 Irritant smoke 

Respirator Use 

Before assigning any task to personnel that requires the use of a respirator, the 
individual shall complete all the health screening, fit testing and training 
requirements of this program. 

Individuals must vacate the respirator use area for the following reasons: 

 If vapour or gas breakthrough is detected, 

 If there is a change in breathing resistance, 
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 If there is face piece leakage, or 

 To replace the respirator/filter or change the cartridge. 

Persons using positive pressure or negative pressure respirators must be clean-
shaven where the face piece seals to the skin. 

Corrective Eyewear 

Wearing contact lenses may be permitted after considering factors both inside 
and outside the respirator that could affect the eyes of the user. 

Side arms on eyeglasses must not pass between the face and the sealing surface 
of the face piece or interfere with the seal of the tight-fitting face piece to the 
face. 

Cleaning, Inspection, Maintenance, Repair and Storage 

Respirators shall be: 

 Properly maintained to retain its original effectiveness. 

 Respirators designed not to be cleaned shall be disposed of after use.   

 When a respirator is not assigned to a single individual, it must be cleaned and 
sanitized before its next use. 

 Cleaning is as follows: 

– Before every use with manufacturer cleaning wipes or mild dish 
detergent and warm water. 

- Per manufacturer cleaning procedures. 

 Sanitized/disinfected is as per manufacturer specifications. 

 Stored in a readily accessible location and in a manner that prevents its 
contamination. Respirators are to be protected from dust, ozone, sunlight, heat, 
extreme cold, excessive moisture, vermin, damaging chemicals, oils, grease or any 
other potential hazard.  They must also be stored in a manner that will prevent 
deformation of rubber or other elastomeric parts. 

 Chemical cartridges or canisters shall be stored in an airtight container. 

Personnel shall inspect their respirator before and after each use to ensure it is in 
satisfactory working condition.  Respirator inspection shall include the following, 
as applicable: 

 Condition of component parts including the face piece, helmet, hood, suit, head 
harness, valves, connecting tubes, harness assemblies, filters, cartridges, canisters 
and cylinders. 

 Tightness of connections. 

 End-of-service-life indicator. 
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 Shelf life dates 

 Proper functioning of regulators, alarms and other warning systems 

 Respiratory equipment that is not used routinely other than for emergency use 
will be inspected monthly by a competent qualified person to ensure that it is in 
good working condition in case of an emergency. 

Respirators must be serviced and used in accordance with manufacturer 
specifications. Only competent qualified persons shall complete repairs. 

Respirator Recordkeeping 

Appropriate records shall be kept of all Respiratory Protection Equipment program 
activities as required by applicable legislation and Safety First Muirhead’s Ltd.’s 
policy.  Records shall include: 

 List of individuals fulfilling the roles and responsibilities 

 Hazard Assessment and Control including periodic monitoring of the workplace 
atmosphere 

 Selection of the appropriate respirator 

 Respirator facial fit 

 Training 

 Cleaning, inspection, maintenance and storage of respirators 

 Health surveillance of respirator users 

 Program evaluation 

Records of Respiratory Fit Testing 

Fit test records shall be retained for respirator users until the next fit test is 
administered. These records shall consist of the following: 

 Name of the person tested 

 Date of fit test 

 Specific make, model and size of respirator 

 Type of fit test and test agent used 

 Pass/fail criteria and results of the fit test 

 List of additional PPE worn during the fit test 

 Comments on unusual facial features, dentures, corrective eyewear, facial 
jewellery, facial hair, cosmetics, or any particular fitting difficulties 

 Name of the person conducting the fit test 
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Records of Training 

Training and review of the user’s qualification records shall be maintained.  
Records shall be kept of the type of training each person has received and the 
dates on which the training occurred.  Training records shall be retained for a least 
the duration of employment of the person trained. 

Records of Health Surveillance 

Records confirming the user’s ability to use a respirator shall be retained.  All 
additional health information shall be treated as medically confidential. 

Records of Inspection, Maintenance and Storage 

Records shall be maintained as required by manufacturer instructions.  Records 
for repair and calibration of respirator maintenance tools shall also be retained. 



 

Effective Date: May 15, 2013 Page 1 of 1 

 
 

Air Trailer Operation 

Purpose 

This procedure is to ensure the proper operation of an Air Trailer to avoid injury 
and damage. 

Procedure: 

1. Rig in air equipment 

2. Pressure test 

– Ensure regulators are backed out 

– Ensure recharge line is closed 

– Open one cylinder and pressure up to regulators 

– Adjust regulator to indicate 100PSI on low side  

– Connect mainline to regulator 

– Allow systems to charge up to operating pressure 

– Pressure test system for 10 minutes 

– If no decrease in system pressure is observed, open air cylinder to 
operate 

OPERATING PRESSURE IS NOT TO EXCEED 105PSI OR SET ANY LOWER THAN 90PSI 

Before travelling with a trailer, ensure that both regulators are backed out to 
avoid damage to diaphragms. Ensure all cylinders are closed and pressure from 
the cylinder valves to the regulators are bled off completely through recharge line. 

Spotting the Air Trailer 

The Air Trailer must be spotted in a safe operating area. Usually a minimum of 25 
meters from well center. While planning the location ask yourself “In an 
emergency situation, would I feel comfortable operating the equipment from this 
point?” “Will it be in anyone else’s way at any time?” If unsure, ask the Client 
Representative for their opinion on trailer placement. Ensure trailer is parked 
parallel or at right angle to any other equipment it will be parked near. Ensure that 
you leave room to walk completely around the trailer. 
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ATV (All-Terrain Vehicle) 

Purpose 

This practice establishes the minimum requirements for safe operation of all-
terrain vehicles (ATVs). 

Application 

The following apply unless otherwise required by legislation or jurisdictional 
regulatory requirements: 

 All provincial legislation and jurisdictional rules apply to operating, using or 
occupying ATVs both on and off site. 

 Rules. 

 Keep the ATV operator’s manual in a secure place in the ATV or at another 
location readily accessible to the operator. 

 3 Wheeled ATV are prohibited from being used. 

 When being used to carry loads all weight requirements found in the manual 
must be met. 

 The Safe Work Practice and Procedure for sloped ground must be referred to 
when an ATV is being used on a slope. 

 Obey all laws and safety requirements for the jurisdiction in which you are 
traveling. 

 Pre-plan your trip in writing, and include departure and arrival times. 

 Avoid driving on roads. 

 Be watchful and aware of the potential for hazards at all times. 

 While the ATV is in motion, keep both hands on the handle bars and both feet on 
the foot pegs. 

 Never operate an ATV while under the influence of alcohol or drugs. 

 Do not carry passengers on the ATV. 

Personal Protective Equipment 

The following Personal Protective Equipment must be worn when you are 
operating the ATV: 

 Gloves or hand protection. 

 Adequate clothing and footwear. 

 Approved helmet with the chinstrap securely fastened.  Protective headwear 
must meet CSA Safety First Muirhead’s Ltd. ANSI Standards. 
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Chainsaw Operations 

Purpose 

This safe work practice highlights the potential hazards of operating chainsaws, 
and obstacles to be more aware of when handling this machinery.  

Required PPE 

 Gloves 

 Ear plugs, or earmuffs 

 Helmet 

 Face visor or safety goggles 

 Steel toed boots: 

– Safety boots that are at least 20cm (8 inches) in height. 

- Soles should be “corked” to provide safe footing in slippery conditions. 

 Trousers:  

– Chaps for leg protection are not acceptable on Safety First Muirhead’s 
Ltd. jobsites. 

– Chain saw safety pants must be kept in good condition and free from 
significant holes or tears. 

Hazards 

 Any worker with physical or mental impairment may create an undue risk. 

 Slip, trip or fall from walking up or down uneven sometimes very wet terrain. 

 Unstable ground.  

 Crossing fast running creeks. 

 Encountering dangerous wildlife. i.e., bears, wolves. 

 Weather conditions i.e., wind can create a hazard for falling operations. 

 Where dangerous trees pose a hazard to workers operations must stop, please 
refer to the safe work procedures for Dangerous Tree Control. 

 Death or severe injury due to working to close and not maintaining the minimum 
distance of two tree lengths spacing between faller and other ground personnel. 

 Logs or trees rolling or sliding. 

 Struck by tree due to improper cuts. 

 Struck by tree due to poor planning for escape 
route. 

 Injury due to improper chainsaw operation or 
maintenance.  
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 Cuts or abrasions to hands from filing chain without gloves. 

 Injury due to branches hitting face or eyes. 

 Injury due to carrying too much equipment. 

 Back injury due to improper lifting techniques.  
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Compressed Air Power Tools 

Purpose 

This practice provides guidelines for the safe use of all compressed air power 
tools. 

Air powered tools in construction range from stapling guns to jack hammers. If not 
used as per manufacturer’s specifications, these tools can cause extensive damage 
to the user.   

Operation 

 Before using a tool that requires a lot of movement, ensure the Hazard 
Assessment and Control has addressed the potential for injury to other personnel. 

 Do not use compressed air to blow debris or to clear dirt from any equipment, 
structure or worker clothing. 

 Ensure the air pressure has been turned off and the line pressure relieved before 
disconnecting the hose or changing tools. 

 For general shop use, keep air pressure at 30lb. 

 Ensure all hose connectors are of the quick disconnect pressure release type with 
a safety chain/cable. 

 Wear Personal Protective Equipment such as eye protection and face shields. 
Ensure other employees and contractors in the area are made aware of, or have 
restricted access to the hazard area. 

Inspection 

 Check hoses on a regular basis for cuts, bulges or other damage. Ensure that 
damaged or defective hoses are repaired or replaced. 

 Make sure a proper pressure regulator and relief device is in the system to ensure 
the desired pressures are correctly maintained. 

 Use only the correct air supply hoses for the tool or equipment being used. Follow 
the manufacturer’s general instructions such as the maintenance procedure and 
comply with legislated safety requirements. 

 Report all defective tools to the supervisor; all damaged equipment or tools will 
be tagged out of use and removed from service until repaired by a qualified 
competent person. 
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Coring and Core Recovery 

Purpose 

Coring programs are implemented for reservoir exploration, evaluation, 
evaluation development purposes. 

Core samples enable the oil company to evaluate a full section of reservoir in 
actuality rather than washed drilled cuttings. 

Procedure 

The core barrel will have an outside cutting bit which will allow a cylindrical 
section of the formation to be accommodated inside the core barrel. The inside of 
the barrel will contain a catcher or reverse slips to stop the core from falling out 
the bottom of the barrel while pulling out the hole.  

Prior to drilling the core a ball is dropped from surface to stop circulation through 
the core barrel once seated in the ball catcher above the core barrel. The fluid will 
then travel around the outside of the core barrel inside the tool to allow for 
circulation and lubrication of the bit. 

After the core section is drilled, the driller will pull up to break the cored section 
off and pull out of the hole with the core.  

Hazards 

 Gas at the surface is a potential H2S hazard 

 There is potential ignition hazards with venting exposed to core on surface 

 Crush points while sectioning core with breaker 

 Non-essential personnel 

Breathing Air Rig Up Procedure 

Air manifold rigged up on the floor, in an area that will allow safe entry and egress 
from the floor area. 

 Four 50 ft. air lines 

 One driller 

 One core hand 

 Two roughnecks 

Ensure that air lines are run to avoid possible pinch points and rotating equipment 
while allowing safe entry and exit from work area.  
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Drill Stem Test 

Purpose 

This procedure is performed to evaluate the production potential of isolated 
sections of a formation of formations while the drill string and test tool is 
positioned in the opened/uncased hole. When a D.S.T. is performed, the 
hydrostatic pressure is removed from the zone of interest enabling the well to 
flow up the drill pipe. 

Drill Stem Test Tool 

The D.S.T. tool consists of two sets of elements/packers with inflow valve ports 
positioned between the two sets of elements. This configuration allows the drill 
pipe and B.H.A. to be run in the hole dry with the ports in the closed position. 
Upon reaching the targeted depth, the tool/drill-string is rotated to inflate the 
elements, isolating the target area to be tested. The driller will attempt to hoist 
the drill-string to ensure the elements are set. If elements are set, the tool ports 
can then be opened allowing influx into the drill pipe. 

If a zone with potential for H2S presence is being tested, the drill-string may 
require the application of an inhibitor to help avoid embrittlement of the pipe 
through contact with H2S. 

Pipe embrittlement occurs when H2S contacts steel and causes a reduction in 
tensile strength and less resistance to breaking due to Hydrogen ions working 
their way between grain boundaries of the steel. The ions recombine into 
molecular hydrogen occupying more space and weakening the bonds between the 
grains. Formation of molecular Hydrogen may cause sudden failure when metal is 
subject to tensile stress. 

Inhibitor Application 

Inhibitor is normally applied to the drill string while tripping in the hold for a sour 
D.S.T. An inhibitor helps prevent Hydrogen sulphide embrittlement. 

Equipment required: 

 Fire retardant coveralls 

 Steel toed rubber boots 

 Hard hat 

 Rubber gloves 

 Safety goggles 

 Funnel 

 Water Hose 



Drill Stem Test 

Page 2 of 2 Effective Date: May 15, 2013 

 
 

Prior to beginning an inhibitor program, speak to the Client representative to 
determine if they have a particular application amount and interval determined. 

Generally, the program will consist of: 

 One pail poured after drill collars are run into the hole 

 One pail mixed 50/50 with water (mix with diesel if invert) after every 30 joints. 
(15 stands on a double, 10 stands on a triple) 

 Calculate the total of fluid to be poured and report to Client rep. And D.S.T. hands 

 Get ready to R.I.H., document application. 
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Electrical Safety 

Purpose 

This practice provides guidelines for protecting and educating personnel on 
electrical safe work procedures. 

Definitions 

Competent – Employee/contractor is qualified, suitably trained and either has 
enough experience to work safely without supervision or with only minimal 
supervision. Work that may pose a danger to the employee/contractor is to be 
completed by another employee/contractor who is more competent in that 
particular task. Training is to be continued until the employee/contractor meets 
the above definition of “competent”. Employees/contractors are not allowed to 
operate equipment unless they have been identified as being competent. 

Electrical Live Work  Work carried out on equipment and systems that are either 
energized, or in a situation where there is nothing to prevent them from being 
energized. Voltage may be present. 

Electrical Work  The installation, alteration, repair, testing and/or maintenance 
of electrical equipment or system. 

Flash Protection Boundary  The boundary around a piece of equipment beyond 
which electrical arc flash burns will be curable (80oC skin temperature). This 
boundary is determined by the system voltage, available fault level and the fault 
interrupting time. Depending on the system, the flash protection boundary may 
be inside or outside some or all of the approach boundaries. 

Grounding (safety)  Making a direct, low-impedance, physical connection 
between the normally energized, but presently isolated parts of devices or 
systems and the ground. Before grounding, it must be verified that the 
device/system is de-energized.  

Isolation (electrical)  Physically disconnecting a device or system from its energy 
source in such a way that it prevents accidental re-energization from occurring. 

Lockout (electrical)  Placing locks on power isolating devices in the de-energized 
position to prevent these or other devices or systems from being operated and 
energized. 

Low Risk Live Work  Electrical live work where there is minimal risk to the 
authorized person. Examples of low risk live work include checking energized 
control circuits in a motor starter, or performing infrared scanning on certain 
equipment. Generally, if an acceptable meter is used by a competent person on 
circuits below 750 V, the work is considered low risk; however, the use of tools is 
not low risk.  
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Minimum Safe Clearance  The minimum boundary for qualified electrical 
personnel around an exposed energized conductor is the innermost distance for 
shock hazard and the minimum air separation to avoid flashover between bare 
energized parts and adjacent grounded surfaces. It allows for reduced accidental 
movement. Crossing the minimum safe clearance is considered the same as 
making contact with the exposed energized conductors. This boundary shall not 
normally be crossed. To cross the minimum safe clearance, a qualified electrical 
person shall have a work plan and wear the appropriate personal protective 
equipment. 

Person in Charge  A qualified, certified electrical person who has been approved 
by the Chief Electrical Person to supervise specific work on electrical equipment 
and systems. Any work on a power system that operates at voltages above 750 V 
requires a Person in Charge and a work plan approved by the Chief Electrical 
Person. It is recommended that a Person in Charge be appointed for work on 
systems operating below 750 V, particularly if high arc flash energy is present. 

Qualified Electrical Person  A journeyman electrician who has proven technical 
knowledge, competency and experience to avoid danger in order to carry out 
operations in power systems and work on electrical equipment. 

Factors that shall determine qualification are: 

 The degree of general training in electrical work (i.e., journeyman electrician, 
power system electrician, technologist or engineer) and legal requirements. 

 Experience both in electrical work and on the present work site, first aid training 
and familiarity with and training on the particular equipment and system. 

Qualified Electrical Testing Person  A person who has sufficient technical 
knowledge, competency and experience to avoid danger when using the particular 
equipment for carrying out operations in power systems and work on electrical 
equipment, specifically for purposes of maintenance and testing.  

Racking Out/In  Physical movement of a circuit breaker or removable contactor 
from or to the connected position inside a switchgear cell. 

Safe Limit of Approach  The boundary around an exposed energized conductor 
representing the outermost shock hazard distance from the conductor and is the 
line that may be crossed only by qualified electrical persons. It encompasses the 
working clearances around the conductors and provides space for qualified 
electrical persons to position their bodies. 

Tag Out (electrical)  Attaching an identifying marker to a locking device that 
identifies the employee who attached the lock, the date and time of placing the 
lock, the purpose of the lock and a warning to other persons not to remove the 
lock. 
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Withdrawing/Inserting  Physical removal of a circuit breaker or removable 
contactor from a switchgear cell or replacement into a cell. 

Safety First Muirhead’s Ltd. Responsibilities 

Electrical Safety Systems 

Safety in electrical systems will have three different aspects depending on 
whether it is associated with: 

 Protection of life 

 Protection of Safety First Muirhead’s Ltd. property 

 Protection of uninterrupted productive input 

Limits of Approach 

Prior to any work being performed, Safety First Muirhead’s Ltd. will accurately 
determine the voltage of any energized electrical equipment or conductor and the 
required associated distance from it. 

The following minimum applicable distance must be maintained between 
exposed, energized high voltage electrical equipment and conductors and any 
person, work, tool, machine, equipment or material: 

Voltage Minimum Distance 

Phase to Phase Meters Feet 

Over 750V to 75kV 3 10 

Over 75kV to 250kV 4.5 15 

Over 250kV to 550 kV 6 20 

A qualified electrical worker may work closer than the above limits, provided the 
worker is authorized by the owner of the power system and uses acceptable 
procedures. 

Training and Competency 

All Safety First Muirhead’s Ltd. employees/contractors receive basic electrical 
training at orientation and then as required after that. Prior to being permitted to 
do work in proximity to energized electrical conductors or equipment, personnel 
are informed of the potential electrical hazard of a specific task through the 
Hazard Assessment and Control process. Employees should be provided training 
on working safely with electricity, recognition of electrical hazards, prevention of 
electrical shock and arc flash, and recognition of electrical shock and arc flash 
hazard labels. 
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All electricians must have the proper combination of experience, knowledge and 
education to perform the required work. Personnel must be competent when 
working with electricity. 

Safety First Muirhead’s Ltd. shall permit only competent, qualified electrical 
workers to construct, install, alter, repair, or maintain electrical equipment. Only 
qualified electrical workers may enter electrical rooms and enclosures containing 
live parts. 

Electrical Safety Guidelines 

 The design, construction, installation and inspection of electrical equipment shall 
meet the standards of the Canadian Electrical Code. 

 The operation and maintenance of electrical equipment will meet the standards 
of the Canadian Electrical Code. 

 Plans and specifications for new electrical facilities and major alterations will 
require client review and approval. 

 No personnel will install, modify, adjust, test or repair any electrical equipment 
unless the individual is a qualified electrician or an apprentice working under the 
direct supervision of a qualified electrician. 

 Electrical equipment that is capable of becoming live will be isolated, locked out, 
tagged and tested before work is performed on the equipment. Low voltage and 
high voltage electrical must be completely disconnected and locked out before 
starting any work on it.  

 When equipment cannot be locked out, a written Standard Operating Procedure 
(including tag out, testing and competent person standby) will be developed to 
provide a level of safety equivalent to that provided by a lockout procedure. 

 The locations of power lines and cables will be determined before digging or 
drilling work starts. 

 Energized parts of the electrical circuits and equipment will be guarded by 
approved cabinets or enclosures. 

 Before completing installation and after energizing low voltage and high voltage 
electrical equipment, signs visible to all persons must be placed close to the 
equipment stating “Danger, Energized Equipment". 

 Supervisors will appoint a safety watch when work must be done near live 
electrical equipment due to the nature of the work, the condition of the 
workplace or the location of the job. 

 Safety First Muirhead’s Ltd. will take measures to protect employees and 
contractors from injury when work must be performed near live electrical 
equipment. 
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 Electrical disconnect switches and circuit breakers will be labelled. Access to 
electrical switches, control devices and meters will be unobstructed for at least 1 
m. 

 Electrical equipment and appliances will be CSA approved. 

 Ground fault interrupters (GFCI) will be installed on temporary circuits at 
construction sites or temporary facilities. 

 Electrical tools and equipment used in damp or outdoor environments will be 
protected by GFCIs installed at the receptacle or panel. 

 Persons who work regularly around energized electrical equipment will be 
qualified in Cardio-Pulmonary Resuscitation (CPR). 

 All equipment will be used for the purpose it was designed for and will fit the 
specifications and rating suitable for that task. 

 Safety First Muirhead’s Ltd. will remove from service all equipment that has 
defective or damaged electrical parts that may cause it to be unsafe for use. 

Hazards Associated with Electrical Work 

 Electrocution 

 Fire and toxic smoke 

 Explosion – arc flash/extreme heat 

 Injury from tools 

 Injury from equipment 

 Falling 

 Slips/trips 

 Confined space 

 Noise from explosion or arc flash 

Hazard Boundaries 

Three significant hazards associated with working on or around energized 
electrical equipment are: 

1. Electrical shock, 

2. Electrical Arc Flash, and 

3. Electrical Arc Blast (Ref: NFPA 70E). 

Additional hazards arising out of arc flash may be pressure, noise, vaporized 
metals, shrapnel and various types of radiation. 

NFPA 70# - 2004 Section 110.8(B) Working on or Near Exposed Electrical 
Conductors or Circuits Parts that are or Might Become Energized, requires that an 
electrical Hazard Assessment and Control be conducted prior to individuals 
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working on or near exposed electrical conductors or circuit parts operating at 50 
V’s or more, which have not been de-energized. 

Personnel must be informed of the potential electrical hazards before being 
permitted to do any work in close proximity to energized electrical conductors or 
equipment. 

Electric Shock 

Even a very low value of current flowing through the human body can cause death 
or serious physical harm. There have been many studies performed in this area 
with different values of current causing different effects, as illustrated in the chart 
below: 

Current Effect 

1 mA Barely perceptible 

1-3 mA Perception threshold (most cases) 

3-9 mA Painful sensations 

9-25 mA Muscular contractions 

25-60 mA Respiratory paralysis 

60 mA or more Ventricular fibrillation 

4 A or more Heart paralysis 

5 A or more Tissue burning 

Electrical Arc Flash 

There are two different issues with this hazard – the arc temperature and the 
incident energy. The main concern with the arc temperature is the flash and 
ignition of clothing. At approximately 203oF, for one-tenth of a second (6 cycles), 
the skin is rendered incurable or third degree burns.  

The main concern with the incident energy is the onset of a second degree burn 
which occurs at approximately 1.2 cal/cm2. It does not take a very high 
temperature or very much energy to cause severe tissue damage, extreme pain 
and discomfort and possible disability or death to the individual. PPE 
requirements within the arc flash boundary shall be determined by completing an 
arc flash hazard analysis. PPE must cover the entire body when working within the 
arc flash boundary. This may include, but is not limited to, arc flash suit with face 
shield, safety glasses, non-conductive head protection, and leather gloves and 
footwear. Rubber insulating gloves shall be worn for protection from electric 
shock due to inadvertent contact with an energized electrical conductor or circuit 
parts. For more information, please refer to CSA Standard Z462.  
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Electric Arc Blast 

The pressures developed by an electrical arc can be extremely high. For example, 
copper expands at a factor of 67,000 times when vaporized, which acts similar to 
dynamite. Doors or covers must be securely latched before operating a switch or 
circuit breaker. Technicians must place their body in the safest position possible 
before operating the equipment. Electrical arc flash PPE will protect against the 
flash/flame and incident energy, but may not provide complete protection against 
the pressures of an arc blast.  

Electrical Safety Equipment 

Each piece of electrical equipment must have the following markings to identify 
the equipment and ensure it is suitable for the particular installation: 

 The maker’s name, trademark, or the recognized symbol of identification 

 The catalogue number or type 

 Voltage 

 Rate of load amperes 

 Watts, volts, amperes or horsepower 

 Whether AC, DC, or both 

 Number of phases 

 Frequency in hertz 

 Rated load speed in revolutions per minute 

 Designation of terminals 

 Whether for continuous or intermittent duty 

 Evidence of approval 

 Other markings necessary to ensure safe and proper operation 

At the time of installation, each service box shall be marked in a very visible, 
legible and permanent manner to indicate clearly the maximum rating of the over-
current device that may be used for this installation. 

At each distribution point, the adjacent circuit breakers, fuses and switches shall 
be marked in a very visible and legible manner to indicate clearly which 
installation or portion of installation that they protect or control and the 
maximum rating of over-current device that is permitted. 

The marking on electrical equipment shall not be added to or changed to indicate 
a use under the Canadian Electrical Code for which the equipment has been 
approved. 

Passageways and working space around electrical equipment must be kept clear 
of obstructions. The equipment should be set up so authorized persons can readily 
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access all parts requiring service or attention. The space around the electrical 
equipment must not be used for storage and flammable materials must not be 
stored or placed in close proximity to electrical equipment (electrical panels). 

Portable Electrical Equipment 

Portable electrical equipment having double insulation or equivalent protection 
does not need to be grounded, provided it is marked to that effect. All other 
portable electrical equipment (including those not permanently connected to the 
wiring system) must be effectively grounded using approved cords and polarized 
plugs inserted into the grounded polarized receptacles. 

When used outdoors or in a wet or damp location, portable electrical equipment, 
including temporary lighting, must be protected by an approved ground fault 
circuit interrupter of the Class A type installed at the receptacle or on a circuit at 
the panel, unless another acceptable means of protection is provided. A ground 
fault circuit interrupter must not be used in place of grounding, except as 
permitted by the Electrical Safety Act and its Regulations. 

Safety First Muirhead’s Ltd. shall ensure than an electrical extension or power 
supply cord used for supplying energy to any electrical equipment. 

 Is approved for the intended use and location of the electrical extension or power 
supply cord. 

 Is fitted with approved cord end attachment devices that are installed in an 
approved manner. 

 Is provided with a grounding conductor. 

 Is maintained and protected from physical or mechanical damage. 

 Is plugged into an approved GFCI plug adapter or GFCI receptacle (if used in a 
damp location). 
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Fall Protection and Prevention 

Purpose 

This practice provides guidelines for fall protection and prevention. 

All fall hazards should be identified at work sites that have the potential for 
elevated work. Once an elevated fall hazard has been recognized, an appropriate 
control measure must be selected. 

The first line of defense is to identify and eliminate the hazard. If a fall hazard 
cannot be eliminated, the workplace must be assessed and a process developed 
and implemented that is a permanent means of providing fall protection. 

If a fall hazard cannot be eliminated and changes to the workplace cannot 
adequately ensure the prevention of falls, the last line of defense should be to 
control the fall. 

Fall protection refers to the use of lifelines, harnesses, barricades, guardrails, 
scaffolding, anchors, lanyards and safety netting. One or more of these systems 
are required when working at elevations of 1.8 meters or more. 

Definitions 

Fall protection can be broken into “active” or “passive”. Both systems require 
employees/contractors to select equipment and use knowledge from training to 
build or develop a system that either prevents them from falling, or protects them 
if they fall. 

Active Fall Protection – A system that requires employees and contractors to take 
specific actions, including wearing (or otherwise using) personal fall protection 
equipment and following the prescribed procedures. Examples of active fall 
protection include travel restraint and fall arrest systems. 

Passive Fall Protection – A system that does not require employees/contractors to 
wear or otherwise use fall protection equipment, or to have any special 
knowledge or skills related to the system. Examples include a guardrail system and 
scaffolding. 

Fall Prevention 

Safety First Muirhead’s Ltd. will limit employee/contractor exposure to fall 
hazards by use of travel restraint systems. These travel restraint systems may 
include a control zone, barriers, guardrails, or safety belt and lifeline to restrict 
access to the area of a potential fall hazard. 
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Where employees/contractors are regularly exposed to a fall hazard at a more 
permanent work site, guardrails at a height of 1.2 meters (minimum) are required 
on all structures where a fall of 1.2 meters or more may occur. If these measures 
cannot fully protect employees/contractors, a fall arrest system connected to an 
approved anchor point shall be used. 

These fall arrest standards apply to any work where a fall of 1.8 meters or more 
may occur, or any work taking place at a lesser height that involves an unusual risk 
of injury, an opening in the work surface or the risk of falling on a hazardous 
substance or object. 

Fall Protection Plan 

A Fall Protection Plan (as required by occupational legislation and complete with 
appropriate controls) is required to be developed when employees/contractors 
are exposed to work activity where: 

 Work is to be completed at heights of 1.8 meters or greater 

 Work is to occur at 1.2 m without a guardrail 

The plan must be kept on the work site throughout the life of the work. A Hazard 
Assessment and Control will be conducted before work begins to identify those 
specific hazards associated with the work. 

The fall plan must specify: 

 Hazards at the work site 

 Fall Protection Plan to be used 

 Elevated Work Rescue Plan to be used if an employee or contractor is suspended 
by a personal 

 fall arrest system or safety net, and needs to be rescued 

 The anchors to be used 

 The clearance distances have been confirmed as sufficient 

 The procedures to be followed to inspect, assemble, maintain and disassemble 
the equipment 

To ensure their safety, employees and contractors shall complete the Fall 
Protection (Harness) Checklist before starting work by inspecting the protection 
equipment. 

Fall Protection Equipment 

A personal fall arrest system must consist of a full body harness and a lanyard 
equipped with a shock absorber or similar device. The fall arrest system must be 
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arranged so that a worker cannot hit the ground or an object which poses a 
possibility of injury on a level below the work area. 

All fall protection equipment must meet current CSA Standards which can be 
accessed in Part 9 Section 142-149 Alberta OHS Code. Additionally, equipment 
must be inspected prior to each use and must be kept free from conditions or 
substances that could contribute to the deterioration of the devices. Safety First 
Muirhead’s Ltd. will specify how often the equipment will be recertified by the 
manufacturer. 

Fall Protection Equipment will be removed from service if it is considered 
defective or has deteriorated from excessive wear.  Wear can be caused from 
excessive heat or chemical exposure which can corrode the surface and damage 
the fall protection system. 

When to Use a Fall Protection System 

Employees and contractors must use a fall protection system when: 

 An individual could fall 1.8 meters, or if an individual could fall less than 1.8 
meters and there is an unusual potential for injury 

 Work is to occur above or near a surface or condition that could cause injury to 
the person upon contact 

 Work takes place in an aerial lift platform 

 In confined spaces where an elevated hazard and/or difficult rescue may occur 

 If there is a water that poses a drowning threat 

Fall Arrest Anchor Points 

 Management must ensure employees/contractors connect lanyards so the 
maximum free fall is restricted to 1.2 meters. 

 Personal fall arrest system anchors must have a top load capacity of at least 16 
kilonewtons or double the maximum arresting force in any direction in which the 
load may be applied. 

 No more than one employee or contractor will be attached to a single anchor 
point unless the anchor point is manufactured and designed for more than one 
person. 

 Employees/contractors shall not attach their personal fall arrest system to an 
anchor that is used to support or suspend a platform. 

 Anchors for horizontal lifeline systems must be designed, installed and used in 
accordance with the manufacturer’s instructions, or specifications certified by a 
competent qualified engineer. 
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Fall Rescue 

When an employee/contractor falls and is restrained or suspended by the 
personal fall protection equipment or safety nets, the supervisor on the job site is 
to either be trained in rescue or have a designated competent trained personnel 
(assigned by the client) rescue the suspended employee/ contractor. If necessary, 
the supervisor or designated competent person will start first aid procedures and 
initiate the Emergency Response Plan. 

A fall arrest rescue plan must be developed before workers are permitted to use a 
fall arrest system at a work site. 

In case of rescue: 

 Lower the injured employee/contractor to the ground, where possible. 

 Use a secondary belay rescuer but make sure it does not interfere with the 
process of the rescue. 

 Employees/contractors must ensure their own protection and the protection of 
other employees/ contractors taking part in the rescue. 

 Ensure a physician examines the rescued employee/contractor before the person 
returns to work. 

Training 

Only adequately trained and competent employees/contractors are allowed to 
work in locations where they may be exposed to a fall hazard. Safety First 
Muirhead’s Ltd. shall comply with all safety requirements, including the use and 
inspection of required equipment and procedures. 

Fall protection training shall include: 

 Current provincial legislation 

 Description and identification of fall hazards involved in fall protection and safe 
work methods 

 Anchor selection and use 

 Proper techniques for connecting hardware 

 Physical effects to the body in the event of a fall, including: 

– Maximum arresting force 

– Shock and energy absorbers 

– Swing fall 

Free fall 

 Pre-use inspection 

 Emergency response procedures specific to the work site. 

 Practice in inspecting, fitting adjusting and connecting fall protection. 

All training will be given by an accredited trainer, which shall be documented and 
retained by Safety First Muirhead’s Ltd. 
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Fatigue Management 

Purpose 

The purpose of Fatigue Management is to inform workers of what it is and how to 
recognize it, as well as how to control it through work, personal habits and fatigue 
reporting. 

Definitions 

Fatigue - Feeling of extreme tiredness or exhaustion causing increased difficulty in 
performing mental or physical activities or tasks. 

Circadian Rhythm - The natural pattern of physiological and behavioural processes 
that are timed to a near 24-hour period.  It includes the body’s sleep-wake cycles, 
body temperature, blood pressure, and release of hormones. 

Employer Responsibilities 

Employers are responsible for: 

 Providing training to workers in fatigue management.  

 Enforcing fatigue management policy. 

 Setting work hour limitations. 

 Setting job rotation if required. 

 Considering rest periods between workdays, shifts or on-call time. Evaluating 
each task for fatigue hazards such as type of work, length of task, and workplace 
conditions to minimize fatigue. 

When creating a work schedule, Safety First Muirhead’s Ltd. will take into account 
the employee needs, industry requirements and competiveness. The schedule will 
be cost efficient, both directly (labour costs) and indirectly (absenteeism, 
turnover, incidents), effective in terms of how the employees adjust to their 
schedule, and it will appeal to the employee in terms of desirability of a work 
schedule, that is the extent to which a particular schedule matches employees’ 
needs and preferences. 

Supervisor Responsibilities 

Supervisors are responsible for: 

 Investigating reported fatigue cases by employees. 

 Understanding and being able to recognize fatigue and its symptoms through 
training provided. 
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Assessment of Fatigue 

Supervisors who suspect that an employee is too fatigued to perform their work 
safely will conduct a worker fatigue hazard assessment. Questions that will be 
asked to determine a worker’s level of fatigue could be: 

 How many hours did the employee work in the past week? 

 What is the pattern of hours worked in the past week? 

 Do environmental factors pose an additional work load? 

 Does the employee’s condition match the mental, physical, and emotional 
demands of the work? 

 What is the physical intensity of work? 

 Does the employee’s physical fitness match the work demands? 

 Is the employee required to work at a time out of sync with the waking cycle of 
the employee’s circadian rhythm? 

 Is the employee experiencing life stressors outside of work? 

 How well has the employee coped with stress in the past? Does the employee get 
support at work and at home? 

Have a standard procedure in place ensures that the assessment of fatigue 
remains consistent. 

Employee Responsibilities 

Employees of Safety First Muirhead’s Ltd. will be trained how to recognize fatigue 
and how to prevent it or counteract it. When an employee is feeling fatigued, they 
are: 

 Required to report it to their supervisor or manager, immediately. 

 Never to operate any vehicle or heavy equipment while experiencing fatigue 
related symptoms. 

Employees should understand their needs to prevent themselves from being 
fatigued. Determining how much sleep is needed to feel refreshed and healthy the 
next day. Employees should try and stay healthy by exercising regularly and eating 
properly, this will make employees more alert and will help with getting a better 
sleep. Exercise will aid in making the job less tiring and eating properly will help 
prevent employees getting tired throughout the day. 
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Training 

Recognizing Fatigue and Symptoms 

Acute Fatigue is caused by immediate episodes of sleep deprivation such as long 
periods of wakefulness from excessively long shifts or night shifts without 
adequate daytime rest. 

Ongoing sleep disruption can lead to sleep depth and chronic sleep deprivation 
which results in: 

 Unpleasant muscular weariness, 

 Tiredness in everyday activities, 

 Reduced coordination and alertness. 

Fatigue can also result in long term health problems such as: 

 Digestive problems 

 Heart disease 

 Stress 

 Mental illness 

Personal Limitations Caused by Fatigue: 

 Chance of incidents/accidents increase 

 Absent from work regularly 

 Work slower 

 Rely on others to get their tasks completed 

Hazards of Working While Fatigued 

 Inability to see properly. 

 Slower reflexes and reactions. 

 Microsleeps (up to 60 seconds where the brain goes to sleep and worker blacks 
out no matter what they are doing). 

 Automatic behaviour (where worker does routine tasks but is not having any 
conscious thoughts). 

 Inability to make good decisions or plans. 

 Inability to solve problems. 

 Inability to concentrate, including wandering thought. 

 Decreased alertness and watchfulness. 

 Inability to remember things just done, seen or heard. 

 Inability to notice things the worker usually would notice. 
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 More mistakes than usual. 

 Failure to respond to changes in surroundings or situation. 

 Poor logic and judgement, including taking risks the worker usually would not 
take. 

 Inability to respond quickly or correctly to changes. 

 Inability to communicate well. 

 Inability to handle stress. 

 Moodiness. 

Besides not getting the appropriate amount of sleep, fatigue can also be caused by 
workplace factors such as: 

 Work scheduling 

 Work task type and length 

 Worker health and stress 

 Workplace safety culture 

Shift Work 

Shift work is sometimes more favourable on certain job sites, but shift work also 
affects a person’s circadian rhythm which can disrupt their sleeping pattern 
resulting in fatigue.  

When making a schedule, Safety First Muirhead’s Ltd. will take into account 
strategies to try and help make shift work less intrusive into natural sleep habits 
and social activities. Some of these strategies include: 

 Have the shift end at a time when the shift worker can still get sleep during 
“normal” sleep time. (i.e., 10 am -6 pm; 6 pm – 2 am; 2 am – 10 am). 

 Stagger the length of the shift (i.e., Day shift 10 hours, Afternoon shift 8 hours, 
and night shift only 6 hours) 

 During a worker’s shift Safety First Muirhead’s Ltd. will provide sufficient breaks 
to allow for rest and recovery. 

 Get input from employees to determine what they find easier to adjust to. 

 Whether a long or short rotation is used, a clockwise direction is the easiest on 
the circadian rhythm. 
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Days Off 

It is important for employees to have quality time off, for that reason consecutive 
days off are ideal. Work schedules involving night shifts must design recovery time 
into the off-duty pattern so there is sufficient opportunity for rest and 
recuperation following the night shift. 

Incident Investigation 

When an incident happens, employers will: 

 Report fatigue assessments 

 Consider fatigue in investigations 

 Promote effective fatigue prevention techniques 

If fatigue could be a contributing factor of an incident, the investigator can 
examine additional fatigue related questions such as: 

 When did the worker last sleep? 

 Where did the worker last sleep? 

 How long did the worker sleep for the last time? 

 Did the worker have a restful sleep? 

 What was the time of the shift? 

 How many consecutive hours did the worker work? 

 What and when was the workers last break between shifts? 

 How many days had the worker worked in a row? 

 How many hours had the worker work on these days? 

If an investigator does such an in-depth investigation it should reveal if fatigue 
played a role in the incident and to what extent. 

Night Shift 
Afternoon 

Shift 

Day Shift 

Designated 
days off 

between shifts 

Night Shift 

Day Shift 
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Fire Protection 

Purpose 

This practice sets out the process for the company in taking the necessary steps 
regarding fire protection. 

Fire protection will be instituted at all workplace locations, and Safety First 
Muirhead’s Ltd. will provide the necessary equipment for protecting personnel 
and property from fire damage. These procedures are considered temporary 
control measures only; in all situations, the nearest fire department and/or 
Alberta Sustainable Resource Development (Forestry Division) must be notified 
immediately. 

Equipment – General 

 Selection of the appropriate fire extinguishers will be reviewed before starting 
work. 

 The location of firefighting equipment must be clearly visible, and open access to 
the equipment maintained at all times. 

 A qualified competent inspector must annually inspect all firefighting equipment. 
Monthly inspections will be conducted as part of the routine inspection process. 

 Personnel will be trained in the correct use of equipment as necessary based on 
their exposure. 

Know Your Fire Extinguisher 

 

EXTINGUISHER TYPE OF FIRE 

COLOR TYPE 

SOLIDS 
WOOD-PAPER-CLOTH 

FLAMMABLE LIQUIDS FLAMMABLE GASES 
ELECTRICAL 
EQUIPMENT 

COOKING  
OILS & FATS 

     

 

WATER 

     

 

FOAM 

     

 

DRY  
POWDER 

     

 

CARBON 
DIOXIDE 

(CO2)      

 

WET 
CHEMICAL 
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Portable Fire Extinguishers 

 A fire extinguisher, rated not less than 2a as indicated on manufacturer’s label, 
must be provided for each 278.7 m2 (3,000 square feet) of protected work area or 
warehouse. Travel distance from any point of the protected area to the nearest 
fire extinguisher must not be more than 304.8m (1,000 feet). 

 The type of fire extinguisher will be determined based on the specific risk. 

 A fire extinguisher, rated not less than 13.61kg (30lbs), will be located within 
15.2m (50 feet) of flammable/combustible liquids that total more than 22.7L (5 
gallons). 

 The supervisor or a designated qualified competent person will visually inspect 
fire extinguishers to ensure they are at full charge and there is no evidence of 
damage to any of the exterior parts. 

 Each extinguisher must have a tag attached to show the date of the last visual 
inspection, along with the initials of the person who conducted the inspection. 

Employees/contractors should know proper fire extinguisher operation as 
illustrated below: 

Fire Prevention Measures 

 Smoking is prohibited at or in the vicinity of operations that represent a fire 
hazard, and the area must be posted as “NO SMOKING AND NO OPEN FLAME”. 

 Internal combustion engine powered equipment must be located so the exhaust 
is well away from combustible material. 
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 Temporary buildings that are located within another building or structure must 
either be made of non-combustible materials or have a fire resistance of one hour 
or greater. 

 Open yard storage of combustible materials must be maintained for stability of 
the pile. In no case will the piles be higher than 6m (20 feet). 

 Storage areas must not: 

– Contain accumulated combustible materials 

– Be kept within 30m of an underground shaft 

 Be stored within the immediate vicinity of an air intake system of an internal 
combustion engine, fire box or furnace, or ventilation supply 

 Flammable substances must be kept in CSA approved containers. 

 Internal combustion engines in highly hazardous areas must: 

– Have a flame arresting device 

– Be located outside of the hazardous area 

Have all surfaces exposed to the hazardous area at a temperature lower than the 
ignition temperature or shielded in such a way as to prevent flammable substance 
in coming in contact with the surface heat. 

 Compressed gases and liquids: 

– Are kept in approved containers which are used, handled, stored and 
transported according to manufacturers’ specifications. 

– Are stored properly. For example, compressed flammable gas and 
compressed oxygen are not in the same room, unless in accordance with 
Alberta Fire Code. 

– Are protected from damage during transport, handling, filling and 
storage. 

– If kept in a cylinder with a means of attachment, the cylinder is equipped 
with a valve protection cap. 

– Oxygen distributing systems are kept free of oil and grease. 

Fire Protection of Company Structures  

 All exits must be clearly marked and never blocked. 

 Materials must be arranged to minimize the spread of flames and permit access 
for firefighting. 

 Clearance of at least 0.9m (36 inches) must be maintained between the top level 
of stored material and any sprinkler deflector. 
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Flammable and Combustible Substances 

Purpose 

The purpose of this practice is to provide guidelines for the safe use of 
combustible and flammable substances. 

Definition 

Competent – Employee/contractor who is qualified, suitably trained, and either 
has enough experience to work safely without supervision or with only minimal 
supervision. Work that may pose a danger to the employee/contractor is to be 
completed by another employee/contractor who is more competent in that 
particular task. Training is to be continued until the employee/contractor meets 
the above definition of “competent”.  

Risk Assessments  Used to evaluate the hazards of a work task that put 
employees and contractors at risk of injury or death. 

Fire and Explosion Hazards 

When a flammable gas or liquid is handled, used or stored, all sources of ignition 
shall be eliminated or adequately controlled (including open flame, spark 
producing mechanical equipment, welding and cutting processes, smoking, static 
discharge and any electrical equipment or installation). 

Flammable Gas or Vapour 

Atmospheric testing should occur prior to working in an area that would risk 
worker exposure. If Safety First Muirhead’s Ltd. encounters situations where the 
airborne concentration of a flammable gas is below the applicable exposure limit, 
the following conditions will apply: 

 When an emergency situation exists, only a minimum number of employees and 
contractors will be exposed. 

 Personnel exposed to situations below the applicable exposure limit will be 
trained and equipped to safely perform the required duties. 

 When an employee or contractor works in situations where the lower explosive 
limit (LEL) of the concentration exceeds 20%, the employee or contractor must be 
trained and wear the required personal protective equipment. 

 When an emergency situation develops where airborne concentrations of a 
flammable gas or vapour exceed 20% of the LEL, only competent, trained 
emergency personnel are allowed in to correct the unsafe condition, and every 
effort will be made to control the hazard. 
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Cleaning Solvents and Flammable Products 

Cleaning solvents are used daily to clean tools and equipment. Special care must 
be taken to protect employees and contractors from hazards that may be caused 
by using these liquids. Wherever possible, solvents should be non-flammable and 
non-toxic. 

Supervisors must be aware of all solvents and flammables used on the job, and 
ensure all employees/ contractors are aware of any hazard they pose. 

The following instructions or rules apply when solvents/flammables are used: 

 Use non-flammable solvents for general cleaning. 

 If flammable liquids are used, ensure that no hot work is permitted in the area. 

 Check toxic hazards Material Safety Data Sheets (MSDS) for all solvents before 
using them. 

 Provide adequate ventilation where solvents/flammables are used. 

 Use goggles or face shields to protect eyes and face from splashes or sprays. Use 
rubber gloves (chemical resistant) to protect hands. 

 Wear protective clothing to prevent contamination of clothing. 

 Use the proper respiratory protection where breathing hazards exist. 

 Never leave solvents in open tubs or vats; always return them to storage drums or 
tanks. 

 Ensure that proper containers are used for transportation, storage and field use of 
solvents/ flammables. 

 Where solvents are controlled products, ensure all employees/contractors using 
them or working near where they are used or stored, are trained and certified in 
WHMIS. 

 Ensure all WHMIS requirements are met. 

Using Janitorial Cleaning Products 

Cleaning products contain ingredients that are hazardous if not properly used.  
The ingredients that meet specific hazard criteria are considered to be controlled 
products and fall under WHMIS legislation. The following procedure provides 
guidelines on how to reduce any hazards associated with janitorial cleaning 
products: 

 Before using janitorial cleaning products, become familiar with the MSDS, supplier 
label, work site label or any other safety-related information sheet or label 
provided by the product’s supplier or manufacturer. 

 All cleaning products should be stored in their original containers. If they are to be 
transferred to another container, a WHMIS work site label must be attached to 
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the new container. Damaged labels will be replaced with another supplier label or 
a WHMIS work site label. 

 The recommended Personal Protective Equipment (PPE) specified on the MSDS, 
supplier label, work site label or on any other safety-related information sheet 
provided by the product supplier or manufacturer will be worn when using these 
products. 

Grounding or Bonding 

 Metallic or conductive containers used to transfer flammable liquids must be 
electrically bonded to each other or electrically grounded while their contents are 
being transferred from one container to another. 

Storage Procedures for Combustible Materials 

Only approved, rated containers and portable storage tanks meeting the following 
standards are to be used for storing flammable, combustible liquids: 

 CSA Standard B376‐M1980 (R2008), Portable Containers for Gasoline and Other 
Petroleum Fuels, 

 NFPA Standard 30, Flammable and Combustible Liquids Code, 2008 Edition, or 

 ULC Standard C30‐1995 containers, safety, if manufactured on or after July 1, 
2009. 

The following guidelines apply to the handling and storage process: 

 Flammable and combustible substances will not be stored in areas used for exits, 
stairways or normally used for the safe passage of people, and must be kept a 
minimum of 30m from an underground shaft. 

 Flammable and combustible substances must be stored away from the 
immediate vicinity of the air intake of a ventilation system or fire box of a 
furnace/heater. 

 No more than 113.6L (25 gallons) of flammable or combustible liquids can be 
stored in a room, unless it is stored within a CSA approved storage cabinet. 

 Ensure all aerosol containers are safely stored and kept away from direct flame. 

 Controlled products will be stored in a manner which confines to MSDS 
requirements. 

 Store flammables and solvents in special storage areas and in large quantities, 
store in approved storage cabinet. 

 Storage areas must be kept free of all accumulation of materials which constitute 
hazards such as tripping, fire, explosion or pests (rodents, etc.). 

 Materials must be stacked, racked or blocked, or otherwise secured to prevent 
sliding, tripping or collapse. 
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 Permanent aisles must be marked and kept unobstructed. 

 All storage platforms or upper floors inside the warehouse must be labelled to 
indicate the maximum load limit. This limit must never be exceeded. 

 Any storage platform above 1.2m (4 feet) must have a handrail. 

 Except for packaging used to contain flammable or combustible liquids, 
combustible shelves, racks and other materials are not permitted inside a 
flammable or combustible liquids storage room or storage cabinet unless 
required as part of a fire separation. 

 Maximum of 272.7L (60 gallons) of flammable or 545.5L (120 gallons) of 
combustible liquids may be stored in any one-storage cabinet. 

 Any storage of flammable liquids outside of the building will not exceed 5,000L 
(1,100 gallons) in any one pile or area. Groups of containers will be separated by a 
1.5m (5 feet) clearance. These storage containers must not be closer than 6m (20 
feet) to any building.  Outside storage areas must be kept free of weeds, debris 
and other combustible materials.  

 Materials must not be stored on scaffolds or similar work surfaces except those 
needed for immediate use. 

 Flammable substances can give off vapours under the right conditions. If 
flammable vapours enter an internal combustion engine, the engine runs faster, 
overheats and can explode. Whenever possible, based on the Hazard Assessment 
and Control process, Safety First Muirhead’s Ltd. will locate internal combustion 
engines outside of the hazardous area. 

 All diesel equipment operating within a live or hazardous area must be equipped 
with a positive air shut off as per client’s requirements. 

 If the work requires that the contents of metallic or conductive containers be 
transferred from one to another, Safety First Muirhead’s Ltd. will ensure that 
static electricity is controlled while the contents are being transferred. 

Contaminated Clothing and Skin 

Clothing contaminated with a flammable or combustible substance can be 
dangerous to the wearer.  A person wearing contaminated clothing must avoid 
any activity where a spark may be created.  Contaminated clothing must be 
removed as soon as possible and should not be used until they have been 
decontaminated. Flammable fabrics may burn if soaked with a flammable or 
combustible liquid. 

Flammable and combustible substances are often harmful to the skin. If skin 
contact is made, the employee/contractor will follow the MSDS guidelines for first 
aid and treatment procedures. Employees and contractors are responsible 
through the Hazard Assessment and Control process to address hazards and MSDS 
of flammable and combustible substances with respect to products being used. 
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Washing the affected area is the common prescribed method to remove 
flammable or combustible substances. 

Clothing contaminated must be cleaned properly to remove flammable or 
combustible substances before employees/contractors are permitted onto the 
work site, if a possible ignition source may be present. 
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Formulas for Hydrogen Sulphide (H2S) - Supervisors 

Purpose 

To ensure that supervisors understand what is on a stick diagram pertaining to 
formation pressure gradients, equivalent mud density.  

Definitions 

Hydrostatic Pressure – the amount of pressure exerted by a column of fluid at a 
specific depth. 

Balanced – the well is balanced when the hydrostatic pressure is equivalent to the 
formation pressure. 

Pressure Gradients – the hydrostatic pressure per meter of fluid. 

Bottoms up – bottoms up is the time that it takes for fluid at bit depth to reach 
surface. Remember that you can only circulate from bit depth to surface. Nothing 
below the bit will be circulated to the surface. 

Responsibility 

A supervisor should be able to look at a stick diagram and understand what is on it 
pertaining to formation pressure, gradients, equivalent mud density, MD/TVD and 
any special concerns. Also determine the formation tops for the highest to lowest 
potentially sour zones. 

Formulas 

𝐻. 𝑃. = 𝐶𝑢𝑟𝑟𝑒𝑛𝑡 𝑀𝑢𝑑 𝐷𝑒𝑛𝑠𝑖𝑡𝑦 × 𝑇𝑟𝑢𝑒 𝑉𝑒𝑟𝑡𝑖𝑐𝑎𝑙 𝐷𝑒𝑝𝑡ℎ
× 𝐶𝑜𝑛𝑠𝑡𝑎𝑛𝑡 𝐺𝑟𝑎𝑣𝑖𝑡𝑦 𝐹𝑎𝑐𝑡𝑜𝑟 (0.00981) 

𝐹𝑟𝑒𝑠ℎ 𝑊𝑎𝑡𝑒𝑟 = 1000 𝑘𝑔/𝑚3 

𝐷𝑒𝑝𝑡ℎ = 1200𝑚 

1000 × 1200 ×   0.00981 = 11,772 𝐾𝑝𝑎 𝑜𝑟 11.772 𝑀𝑝𝑎 

𝐺𝑟𝑎𝑑𝑖𝑒𝑛𝑡 = 𝐻. 𝑃./𝐷𝑒𝑝𝑡ℎ 

11,772 𝐾𝑝𝑎

1200 𝑚
= 9.81𝐾𝑝𝑎/𝑚 

Often a stick diagram will show pressure gradient versus formation pressure. 

If the gradient using the current mud density is greater than all gradients shown 
on the stick, you are or will be over-balanced at the current mud density. 
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The number one cause of well control situations is human error. 

Many times kicks are taken because the formation is drilled into without sufficient 
mud density. 

Mud density too high can also cause problems such as loss circulation. In some 
areas, especially the foothills, it is common to see a kick immediately after losing 
circulation. This is caused by the balance point of the column of fluid being passed 
because of velocity. The well then becomes temporarily under balanced and 
formation fluid enters the wellbore. 

𝐴𝑛𝑛𝑢𝑙𝑎𝑟 𝑉𝑜𝑙𝑢𝑚𝑒 = 𝐻𝑜𝑙𝑒 𝑉𝑜𝑙𝑢𝑚𝑒 – 𝐷𝑟𝑖𝑙𝑙 𝑃𝑖𝑝𝑒 𝑉𝑜𝑙𝑢𝑚𝑒 

You need to know volume pumped per minute. 

𝑀3

𝑀𝑖𝑛𝑢𝑡𝑒
= 𝑆𝑡𝑟𝑜𝑘𝑒𝑠 𝑝𝑒𝑟 𝑚𝑖𝑛𝑢𝑡𝑒 × 𝑆𝑡𝑟𝑜𝑘𝑒 𝐷𝑖𝑠𝑝𝑙𝑎𝑐𝑒𝑚𝑒𝑛𝑡 

𝐵𝑜𝑡𝑡𝑜𝑚𝑠 𝑢𝑝 = 𝐴𝑛𝑛𝑢𝑙𝑎𝑟 𝑉𝑜𝑙𝑢𝑚𝑒/(
𝑚3

min
) 

Going up to the floor to watch a bottom up after all of the pips is in the hole is not 
a good practice. 

First, determine the highest potential exposed sour zone. More often than not it 
will be higher than the total depth of the well. 

If the rig is going to break circulation prior to reaching bottom (reaming ect.) you 
should be on the floor at this point. Generally a bit is never stopped in porosity 
and or pay zone to pull out of the hole, therefore your potential to see a gas cut 
return from just above it. Also remember, gas migrates and while pulling off of 
bottom you may cause a swabbing effect and draw formation fluids into the 
wellbore, 

To determine the bottoms up point for the top of your first sour zone do this: 

Get Annular Volume, depth of first sour zone, depth of well. 

Divide:   
𝐷𝑒𝑝𝑡ℎ

𝐴𝑛𝑛𝑢𝑙𝑎𝑟 𝑉𝑜𝑙𝑢𝑚𝑒
 = 𝑀3/𝑚 

 

Multiply:  
𝑀3

𝑚
× 𝑑𝑒𝑝𝑡ℎ 𝑜𝑓 𝑠𝑜𝑢𝑟 𝑧𝑜𝑛𝑒 = 𝑁𝑒𝑤 𝐴𝑛𝑛𝑢𝑙𝑎𝑟 𝑣𝑜𝑙𝑢𝑚𝑒 𝑓𝑟𝑜𝑚 𝑢𝑝 ℎ𝑜𝑙𝑒 

Divide: 𝐴𝑛𝑛𝑢𝑙𝑎𝑟 𝑉𝑜𝑙𝑢𝑚𝑒/(
𝑚3

𝑚 𝑝𝑢𝑚𝑝𝑒𝑑) 
 = 𝐵𝑜𝑡𝑡𝑜𝑚𝑠 𝑢𝑝 
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If circulation is broken while running in the hole (below the first potential sour 
zone) and sufficient circulation time is not attained to circulate near bit fluids to 
surface, gas may be spotted in the fluid column. 

This may occur several times while circulating to bottom. As a result, any gas in 
the fluid column will come to surface earlier in the bottoms up circulation. Do not 
wait until the entire pipe is in the hole to start a bottoms up procedure, what is 
being looked for will be missed. 
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Grinder/Abrasive Wheels 

Purpose 

This practice provides guidelines for the safe use of grinder/abrasive wheels. Tools 
that are supplied by Safety First Muirhead Ltd. or the employee/contractor will be 
inspected and maintained in proper condition according to the manufacturer’s 
recommendations. 

Definitions 

Grinder – A mechanical tool that grinds and polishes metal. 

Abrasive Wheel – Non-metallic disc that is infused with an abrasive, such as 
carborundum and used in a power saw to cut masonry and metal. 

Operation 

 Ensure the Hazard Assessment and Control has addressed potential injury to 
others before using a tool that requires a lot of movement. 

 Only qualified employees/contractors may operate the owned or leased hand 
tools. 

 Wear safety glasses and a full-face shield when operating a grinder/abrasive 
wheel. 

 The shield and/or guards on the grinder must be in place before operation of the 
grinder. 

 Grinder/abrasive wheel work/rests will not be adjusted more than 1/8 inches 
(3mm) from the wheel periphery edge. 

 The work/tool will be positioned at the center of the grinder/abrasive wheel. 

 The largest guard opening will not exceed 90o. 

 The guard opening above the horizontal line will not exceed 65o. 

 Do not adjust the grinder while it is in operation. 

 Move the piece being worked on back and forth across the rotating 
grinder/abrasive wheel to minimize the potential for uneven wear. 

 Bench grinders are designed for peripheral grinding. Do not grind on the side of 
the wheel. 

 Do not operate grinders near flammable materials. 
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Inspection 

 Check the grinder/abrasive wheel for cracks, chips or uneven wear before using. If 
damaged, do not use the grinder or abrasive wheel until it is replaced or 
resurfaced. 

 Each time a grinding wheel is mounted, the maximum approved speed stamped 
on the wheel blade should be checked against the shaft rotation speed of the 
machine to ensure the safe peripheral speed is not exceeded. A grinding wheel 
must not be operated at a peripheral speed greater than the manufacturer’s 
recommendation. 

 The flanges supporting the grinding wheel should be a maximum of 1/3 the 
diameter of the wheel, and must fit the shaft rotating speed according to the 
manufacturer’s recommendation. 

 Machines designated for a fixed location must be securely anchored to prevent 
walking or other movement. 

 All defective tools must be reported to the supervisor so they may be removed 
for service. All damaged equipment or tools will be tagged out of use and 
removed from service until they are repaired by a qualified competent person. 

 Tools must be cleaned and inspected after use. 

Training 

Proper training and maintenance will be provided on all tools before using them. 
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Hand Power Tools 

Purpose 

This practice establishes guidelines for the use of hand power tools. 

Hand power tools will be used for the purpose in which they were designed  the 
right tool for the job. Safety First Muirhead’s Ltd. will not issue or permit the use 
of any tools that are defective and therefore unsafe. Tools supplied by Safety First 
Muirhead’s Ltd. or the employee/contractor will be inspected and maintained in 
proper condition according to manufacturer’s specifications. 

General Tool Requirements 

 Only qualified employees and contractors may operate hand tools. 

 All guards provided for power operating tools must remain in place during 
operation. Guards must be supplied for isolating belts, gears, shafts, flywheels, 
spindles, drums, chains and any other rotating or moving parts. 

 Personal protective equipment such as eye, face and hand protection must be 
provided if there is a possible hazard of flying or splashing objects. 

 Machines designated for a fixed location must be securely anchored to prevent 
them from walking or moving. 

 Proper training and maintenance will be provided on all tools before they are 
used. 

 Verify tools are in good condition before use. Tools with burrs, cracks, mushroom 
heads, and loose or damaged handles will not be used. Damaged or defective 
tools will be removed from service for repair or replacement. 

 Clean and inspect tools after use. 

 Store tools properly after use to minimize the potential for tools falling or striking 
personnel or for causing a slip/trip hazard. 

 Edged or pointed tools will be properly sheathed or otherwise stored correctly to 
minimize the potential for cuts and punctures when not in use. 

 Screwdriver tips will be maintained in good condition to avoid slipping. Use the 
appropriate screwdriver for the task.  

 Wrenches will not be altered by handle extensions. 

 Before using a tool which requires a lot of movement, ensure the Hazard 
Assessment and Control has addressed potential injury to others. 

To ensure safe use of hand tools, remember: 

 Never use a defective tool. 

 Double check all tools prior to use. 

 Ensure all defective tools are tagged out and repaired. 
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Tool Inspection 

All defective tools must be reported to the supervisor so it may be removed from 
service. All damaged equipment or tools will be tagged out of use and removed 
from service until repaired by a qualified competent person.  

Air, gasoline or electric power tools require skill and complete attention on the 
part of the user, even when they are in good condition. DO NOT use power tools if 
they are defective in any way. 

Be aware of problems such as: 

 Chisels and wedges with mushroomed heads. 

 Split or cracked handles. 

 Chipped or broken drill bits. 

 Spanners or wrenches with worn mouth jaws. 

 Incomplete tools, such as files without handles. 

 Broken or inoperative guards. 

 Insufficient or improper grounding due to damage on double insulated tools. 

 No ground wire on plug or cords of standard tools. 

 The on/off switch not in good working order. 

 Tool blade is cracked or chipped. 

 The wrong grinder wheel is being used. 

 Grinder disc cracked or chipped. 

 The guard has been wedged back on a power saw. 
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H2S Gas Monitoring Remote Systems 

Purpose 

This practice is to ensure workers on the job site do not suffer from inhalation of 
harmful gases. 

Procedure 

Most work sites in which H2S is present or has potential for the release of H2S into 
the atmosphere; use a remote H2S detection/alarm system. This system is used to 
detect H2S gas in critical areas. 

Generally the system consists of four monitors connected to sensors which are 
placed in the most probable areas of release or the areas that are most frequently 
occupied. The sensors detect gas in concentrations of 1 ppm or greater.  

Audible and visible alarms will sound when the sensors detect a concentration of 
H2S of 10 ppm or greater.  

Audible Alarms: 

 Electric siren 

 Air horns 

Visible Alarms 

 Electric Strobe Light (Red) 

 Light bar (Colored lights indicating location of detected gas alarm) 

*These systems are to be used as a second line of defence, and are not intended 
to be used as the primary or sole source of gas detection. 

All personnel providing H2S supervision must be proficient in the operation of 
these systems! These systems must be function test at the beginning of each shift.
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H2s for Gas Sampling 

Purpose 

To ensure workers know whether or not they need to use masks while on site to 
prevent the inhalation of H2S gas. 

Equipment 

Equipment required: 

 S.A.B.A. for gas tester 

 S.C.B.A. for backup/rescue man 

 Gloves 

 H2S detection tubes 

 Gastec piston type detector 

 Black tape/plastic bag to contain sample 

Procedure 

1. Donn S.A.B.A. and other required PPE 

2. Ensure back-up man is upwind, wearing S.C.B.A.  

3. If the atmosphere to be tested is under pressure, tape plastic bag 
around needle valve port. 

4. Break both ends of desired tube and insert into piston type detector 

5. Ensure arrow on tube indicating flow direction is pointed toward piston 
detector 

6. Poke a small hole in bag and slightly inflate using needle valve 

7. Purge gas from bag to remove any air 

8. Slowly open valve to attain desired gas flow 

9. Insert tube end, pull handle on detector to draw sample 

10. Wait for indicator to turn red to indicate end of sample 

11. Close valve, remove tube 

12. Deflate bag to eliminate trapped gas 

13. Test surrounding area with electronic gas monitor to ensure area is safe 
to remove mask. 
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Handling and Application of Aqueous Ammonia 
Procedures 

Purpose 

To ensure the safety of individuals when handling, transporting and use of 
aqueous ammonia. 

Transporting 

All ammonia containers should be sealed plastic jugs with a threaded cap. Plastic 
pails with lids are not acceptable due to an increased hazard of spillage. 

Ammonia is to be transported and secured in the box of the truck, NEVER inside a 
breathing air unit. Ammonia must be tied down securely to prevent spills. 

Ammonia must be included on your dangerous goods shipping documentation. 
UN#2672 packing Group 3. 

Handling 

Always wear proper Personal Protective Equipment while handling Ammonia. 
Refer to M.S.D.S. located in the air trailer for information pertaining to health, and 
safety concerns related to ammonia. 

If any personnel inhale, ingest or have any other injuries caused by the handling of 
ammonia, ensure that M.S.D.S. is transported with the injured party to the health 
care provider. 

Ammonia application requires the use of breathing apparatus, gauntlet style 
impermeable rubber gloves, rubber apron or impermeable rain suit, and rubber 
boots. These precautions are taken to prevent contact with skin and avoid 
inhalation of vapours. 

Application and Use of Ammonia 

Ammonia is commonly used to remove or absorb sulfur from H2S gas. It is 
commonly known as a scrubber or scavenger. Although it is very effective in 
neutralizing H2S present in fluids. 

It is most commonly used for the neutralization of gas in the tubing or drill pipe 
prior to tripping. The ammonia solution that we use has a PH of 14 and is 
considered spent or ineffective at a PH of 10. 

Specific application programs and methods can be found in the operational 
procedures sections: 

 Drill stem testing 
 Snubbing 
 Swabbing
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Ladders - Constructed 

Purpose 

This practice provides guidelines for selecting, setting up, maintaining and using 
ladders in a safe manner. 

Ladders are the most common type of access equipment and personnel have 
significant exposure to ladder hazards on a regular basis. Training alone will not 
yield a sufficient reduction in ladder-related accidents. Any significant reduction in 
the number of such accidents requires regular supervisory reinforcement of 
training as well as improved site control of operations involving ladders. 

Definition 

Constructed Ladders – Ladders constructed at a work site. 

Ladder Safety 

All employees and contractors shall make sure the following requirements are met 
when using ladders: 

 Personnel must not use a ladder if there is another safe and recognized way to 
enter or exit a raised/elevated work area. 

 Use each ladder only for the purpose it was designed, constructed and 
maintained to ensure safer function. 

 Check the condition of the ladder before use. Anything that might endanger 
personnel must be repaired/remedied before the ladder is used. Ladders to be 
repaired must be tagged Do Not Use or similar and taken out of service. Never use 
broken or damaged ladders.  

 If work cannot be done safely from a ladder, a work platform must be provided. 

 Personnel are not permitted to carry heavy or bulky objects up or down a ladder, 
or any other objects that could make the ascent/descent unsafe.  

 Preserve wooden ladders with a transparent protective coating – do not paint 
them. 

 When servicing energized or potentially energized electrical equipment, use 
ladders made of non-conductive materials. 

If there is a potential for personnel to fall 1.8m (6ft.) or more, an approved fall 
arrest system must be used. However, fall protection is not necessary under the 
following conditions: 

 While an individual moves up or down the ladder. 
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 Where it is not practical to use the fall arrest system (work must be light-duty and 
of short duration at each site). 

 Personnel do not extend any portion of their body except their arms beyond the 
side rails of the ladder (generally, one hand must be available to hold onto the 
ladder or other support). 

Constructed Ladder Criteria 

Constructed ladders must meet the following criteria: 

 Made of lumber that does not have loose knots or knotholes. 

 Do not construct ladders by fastening cleats across a single rail or post. Side rails 
of a ladder up to 5m (16ft.) in length are built of lumber measuring at least 38mm 
by 89mm. 

 Side rails of a ladder more than 5m (16ft.) in length are built of lumber measuring 
at least 38mm by 140mm. 

Rungs of a ladder are constructed of solid lumber measuring not less than 21mm 
by 89mm, and are uniformly spaced at 250mm to 300mm. 
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Ladders - Fixed 

Purpose 

This practice provides guidelines for selecting, setting up, maintaining and using 
ladders in a safe manner. 

Ladders are the most common type of access equipment and personnel have 
significant exposure to ladder hazards on a regular basis. Training alone will not 
yield a sufficient reduction in ladder-related accidents. Any significant reduction in 
the number of such accidents requires regular supervisory reinforcement of 
training as well as improved site control of operations involving ladders. 

Definition 

Fixed Ladder – A ladder fixed to a structure in a vertical position or at an angle 
between vertical and 25 degrees to the vertical. 

Ladder Safety 

All employees and contractors shall make sure the following requirements are met 
when using ladders: 

 Personnel must not use a ladder if there is another safe and recognized way to 
enter or exit a raised/elevated work area.  

 Use each ladder only for the purpose it was designed, constructed and 
maintained to ensure safer function.  

 Check the condition of the ladder before use. Anything that might endanger 
personnel must be repaired/remedied before the ladder is used. Ladders to be 
repaired must be tagged Do Not Use or similar and taken out of service. Never use 
broken or damaged ladders. 

 Preserve wooden ladders with a transparent protective coating – do not paint 
them. 

 When servicing energized or potentially energized electrical equipment, use 
ladders made of non-conductive materials. 

Fixed Ladder Criteria 

Cages are required on fixed ladders greater than 6m (20 ft.) to a maximum 
unbroken length of 9m (30 ft.).  The ladder length refers to the vertical distance 
between landings.  Cages are also required on fixed ladders less than 6m (20 ft.) in 
length where the ladder is located at an elevated platform that does not provide 
adequate fall protection.  Ladder safety devices may be used in lieu of the 
required cage protection.  Cages must meet the requirements of Process Industry 
Practices (PIP) Standard STF05501 August 2000, Fixed Ladders and Cages.
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Additional fixed ladder criteria include: 

 A safety gate or equally effective means, at the ladder-way floor opening and 
platforms. 

 Ladder is no more than 15 degrees from the vertical and does not lean back. 

 If there is a potential for personnel to fall 1.8m (6 ft.) or more, an approved fall 
arrest system must be used. However, fall protection is not necessary under the 
following conditions: 

 While an individual moves up or down the ladder. Where it is not practical to use 
the fall arrest system (work must be light-duty and of short duration at each site). 

Personnel do not extend any portion of their body except their arms beyond the 
side rails of the ladder (generally, one hand must be available to hold onto the 
ladder or other support). 
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Ladders – Portable/Step 

Purpose 

This practice provides guidelines for selecting, setting up, maintaining and using 
ladders in a safe manner. 

Ladders are the most common type of access equipment and personnel have 
significant exposure to ladder hazards on a regular basis. Training alone will not 
yield a sufficient reduction in ladder-related accidents. Any significant reduction in 
the number of such accidents requires regular supervisory reinforcement of 
training as well as improved site control of operations involving ladders. 

Definition 

Portable Ladders – Include any ladders not fixed in place, including stepladders 
and extension ladders.   

CSA defines a portable ladder as one that can be readily moved or carried, and 
usually consists of side rails joined at intervals by steps, rungs, cleats or rear 
braces. 

Ladder Safety 

All employees and contractors shall make sure the following requirements are met 
when using ladders: 

 Personnel must not use a ladder if there is another safe and recognized way to 
enter or exit a raise/elevated work area. 

 Use each ladder only for the purpose it was designed, constructed and 
maintained to ensure safer function.  

 Check the condition of the ladder before use. Anything that might endanger 
personnel must be repaired/remedied before the ladder is used. Ladders to be 
repaired must be tagged Do Not Use or similar and taken out of service. Never use 
broken or damaged ladders. 

 If work cannot be done safely from a ladder without, a work platform must be 
provided. 

 Preserve wooden ladders with a transparent protective coating – do not paint 
them. 

 When servicing energized or potentially energized electrical equipment, use 
ladders made of non-conductive materials. 
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Portable Ladders 

The CSA Standard for portable ladders specifies design and performance 
requirements and tests for common types of portable ladders. Portable ladders 
used by Safety First Muirhead’s Ltd. employees and contractors will meet the CSA 
Standard CAN3-Z11-M81 (R2005) or ANSI Standard A14.1-2007.   

The following procedures are to be followed when using portable ladders: 

 Set the ladder at the proper angle of one (1) horizontal to every four (4) vertical. 

 Ensure the base of an inclined ladder is no further from the base of the wall or 
structure than one quarter the length of the ladder. Measure from the point at 
which the ladder contacts the wall or structure. 

 Secure the ladder against movement and place it on a level and stable base. 
Always secure the ladder or assign a person to hold the ladder to prevent it from 
slipping or falling. 

 At a minimum, the side rails of portable ladders must extend at least 1m (3 ft.) 
above any platform. 

 The minimum overlap on an extension ladder should be 1m (3 ft.) or 3 rungs, 
unless the manufacturer specifies the overlap. 

 Always face the ladder when using it. Grip the side rails (not the rungs) firmly and 
use the three-point contact method when climbing or descending. Use a hand-
line to raise or lower objects. 

 Use a tool belt and pouch for holding small tools while working on a ladder. 

 Do not overreach while on the ladder; instead, climb down and move the ladder 
to a new position. 

Keep both metal and wooden ladders away from electrical sources: 

 Never splice short ladders together to make a longer ladder. 

 Never place ladders in front of doors that open toward the ladder. 

 Ensure only one person is on a ladder at a time. 

 Never work from either of the top two rungs of a ladder unless permitted to do so 
by the manufacturer’s specifications. 

If there is a potential for personnel to fall 1.8m (6 ft.) or more, an approved fall 
arrest system must be used. However, fall protection is not necessary under the 
following conditions: 

 While an individual moves up or down the ladder. 

 Where it is not practical to use the fall arrest system (work must be light-duty and 
of short duration at each site). 
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 Personnel do not extend any portion of their body except their arms beyond the 
side rails of the ladder (generally, one hand must be available to hold onto the 
ladder or other support). 

Step Ladders 

Step ladders are to be used only on clean and even surfaces. 

 Never work from either of the top two rungs of a ladder unless permitted to do so 
by the manufacturer’s specifications. 

 When in the open position ready for use, the incline of the front step section will 
be one (1) horizontal to six (6) vertical. 

 The step ladder is only to be used in the fully opened position with the spreader 
bars locked. 

 Step ladders are not to be used as a support for scaffolds. 

 Do not overreach while on the ladder; instead, climb down and move the ladder 
to a new position. 

 Only CSA-approved ladders will be used. 
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Lockout and Tag Out of Hazardous Energy 

Purpose 

This practice sets guidelines for preventing personal injury and/or property 
damage due to unexpected energization (movement of machinery during repair, 
maintenance or testing). It is important to isolate the energy source before work 
starts. A locking device performs the lock out and Danger – Do Not Operate tags 
identify the item. 

Safety First Muirhead’s Ltd. will ensure the work activity is performed safely.  
Work cannot be performed until the machinery, equipment or powered mobile 
equipment has come to a complete stop and all sources of hazardous energy have 
been isolated by the energy-isolating device which has been secured. 

There are three approaches to use when securing energy-isolating devices: 

1.- By individual workers 

2.- By a group 

3.- By a complex group process 

Appropriate procedures should be in place to ensure all communication 
requirements are fulfilled and safety precautions implemented for all instances 
requiring lock out and tagging. 

Definition 

Lockout/Tag Out – A safety procedure that is used to ensure dangerous machines 
are properly shut off and not started up again, before maintenance or servicing 
work is completed. It requires hazardous power sources to be "isolated and 
rendered inoperative" before any repair procedure is started.  "Lock and tag" 
works in conjunction with a lock, usually locking the device or power source and 
placing it in such a position that no hazardous power sources can be turned on.  A 
tag must be affixed to the locked device indicating that it should not be turned on. 

Communication and Notification 

Employees/contractors must have advance notice of equipment shut down. 
Notice to the affected persons must include: 

 Details of equipment and energy sources to be shut down. 

 Duration of time off-line. 

 Confirmation that locks and tags are applied. 

 Details of employees/contractors responsible for lockout/tag out. 

 A Toolbox Meeting before shutting down, and prior to lockout/tagging of affected 
equipment. 
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Competency and Training 

Employees and contractors servicing and conducting maintenance on equipment 
must have thorough training relating to these standards and the contractor’s 
equipment-specific procedures. 

Only trained, authorized and competent persons are to apply locks and tags and 
de-energize or isolate that particular equipment. Employees/contractors affected 
by the application of the lockout/tag out must be familiar with these standards, 
particularly the meaning of locks and tags on operational controls. These 
personnel are referred to as affected employees/contractors. 

Working on Equipment and Machinery 

If machinery, equipment or powered mobile equipment is to be serviced, 
repaired, tested or adjusted, employees/contractors must follow the lockout/tag 
out procedure to ensure that it is inoperative and the person is assured that it is 
inoperative.   

Rendering the equipment or machinery inoperative may involve removing vital 
parts, putting blocking in place, or pinning.  When this occurs, the method used 
must provide a level of employee/contractor protection equal to or greater than 
that provided by isolating and securing.  When isolation of the energy source has 
been completed, employees/contractors must be advised not to alter the control. 

If machinery or equipment is shut down for maintenance, no work may be done 
until: 

 All parts and attachments have been secured against unintentional movement. 

 Where the work will expose persons to energy sources, the hazard has been 
effectively controlled. 

 The energy isolating devices have been locked out as required. 

In some instances, it may be necessary to work on equipment while it is turned on 
(i.e., troubleshooting, minor adjustments, testing, etc.). This approach is justifiable 
only if it is required by the manufacturer. If there are no manufacturer’s 
specifications, Safety First Muirhead’s Ltd. will develop and implement written 
procedures for control of identified points of hazardous energy to ensure the work 
is performed safely. Employee/contractor involvement in establishing controls 
may be required. 

The application of a lock is not required if: 

 The energy isolating device is under the exclusive and immediate control of the 
person at all times while working on the machinery or equipment, or 
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 A tool, machine or piece of equipment that receives power through a readily 
disconnected supply, such as an electrical cord or quick release air or hydraulic 
line, is disconnected from its power supply and its connection point is kept under 
the immediate control of the person at all times while work is being done. 

Isolation Verification 

Before working on machinery, equipment or powered mobile equipment that has 
been de-energized (locked out) or rendered inoperative, it must be verified that it 
is in fact inoperative. The employee/contractor is required to try to activate the 
machinery, equipment or powered mobile equipment, to ensure it is inoperable. 

In a group lockout situation, the supervisor, foreman or operator may perform a 
bump test to ensure the machinery or equipment is locked out and de-energized. 
Employees/contractors must be satisfied the machinery, equipment or powered 
mobile equipment will not operate.  An employee/contractor can refuse to work 
on the equipment until the test is done and he/she is sure it is safe to proceed 
with the work. 

Lockout/Tag Out Procedure  

Before any repair, maintenance or testing of equipment or systems (where energy 
sources may cause unexpected energization, start-up, or movement), all 
authorized personnel will follow the minimum standards below: 

 When lockout of energy isolating devices is required, the devices must be secured 
in the safe position using locks in accordance with procedures that are made 
available to all persons who are required to work on the machinery or equipment. 

 Apply specific company procedures for lockout and tagging requirements.  All 
affected personnel of the lockout/tagging will be properly trained in its 
application. 

 Survey the job to determine appropriate isolation of energy sources before work 
starts on any equipment or system. 

 Notify supervisor of the requirement to isolate the energy source. 

 The supervisor must inform all affected employees/contractors of the necessary 
lockout/tagging, and of the meaning of the lockout device and tags on the 
operational controls. Conduct a Toolbox Meeting with all affected employees and 
contractors before work starts. 

 Remove the equipment or system from service in accordance with 
manufacturer’s specifications or safe operating procedures. 

 Before starting work, dissipate and verify any form of stored energy. Slowly 
release pressures through a bleed or vent valve and verify by checking a pressure 
gauge or physically disconnect lines between the isolation device and the 
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equipment. Consider all energy sources and ensure all are blocked, isolated or de-
energized. 

 Ensure appropriate details are posted at all lockout points.  Danger – Do Not 
Operate tag details should include: 

– Name and signature of employee/contractor(s) installing the lock and tag. 

– Current date. 

– Estimated completion time. 

- Name of the equipment to be serviced. 

 Install a proper lockout device to isolate all sources of energy in the inoperative 
position with the tag. Lock the reversing controls in both directions. 

 Ensure that no personnel are in danger. Then conduct a test-start to ensure the 
equipment will not energize. 

 Remove tools from the area and then remove the lockout device and tag. 

 Ensure personnel and tools are clear before testing or returning equipment or 
system to normal service.  Resume the energy source feed to the equipment, 
machinery or system.  Test-start the equipment as a final check. 

 The lock is to be marked or an identification tag put on that identifies to whom 
the lock is assigned.  While the lock is in place, the employee/contractor who 
placed the lock must be readily available during the time the equipment is locked 
out. 

Isolation Securement 

The employee/contractor who is involved in isolating an energy source is required 
to attach his/her own lock to render the machinery or equipment inoperable.  By 
placing the lock on the machinery, equipment or powered mobile equipment, the 
employee/contractor has verified that the energy source has been isolated and a 
bump test has been performed and documented. 

When multiple employees and/or contractors are involved or multiple energy 
isolating devices must be secured, a group process can be used. Safety First 
Muirhead’s Ltd. will ensure that a written procedure for group isolating is in place 
before working on energized equipment, machinery or powered mobile 
equipment. This written procedure shall be clearly posted at the place where the 
system is in use. 

The following steps will be followed: 

1.- Place a securing device on each energy-isolating device. 

2.- Put the key to each securing device in a lockable key securing device. 

3.- Complete, sign and post a list identifying the machinery or equipment that 
has been locked out or de-energized. 
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In some instances where there may be more than one employee/contractor 
working at the same isolation point, each employee/contractor must attach 
his/her own personal lockable securing device (typically a keyed padlock) to the 
energy isolating device. The first employee/contractor must verify that the energy 
source has been effectively isolated. Each person’s lock must be marked or tagged 
to identify the person applying it. Employees/contractors may lock out a 
secondary key securing system if two qualified persons lock out the primary key 
securing system, and place their keys in the secondary system.  On completion of 
his/her work, each employee/contractor must remove his/her personal lock from 
the key securing system.  Combination locks must not be used for lockout. 

At the beginning of each shift, if there is a personnel change, persons must 
transfer the control of the locked out energy isolation devices from the outgoing 
persons to the incoming persons. 

Returning Equipment, Machinery and Powered Mobile Equipment to 
Operation 

Upon returning to work, Safety First Muirhead’s Ltd. must ensure that if the 
person’s lock has been removed, the person will be informed that their isolating 
device has been removed. 

In most instances, only the employee/contractor who installed the lock is allowed 
to remove it.  This is intended to prevent other persons from removing the lock 
and unknowingly creating a safety hazard. 

Situations may arise in which the employee/contractor who installed the lock is 
unavailable (i.e., off shift, on holidays, in transit, etc.), and an emergency arises 
involving the equipment. In these situations, the matter must be referred to 
supervisor/management in charge (or a designated competent person). They will 
be responsible for its removal. Management must make every reasonable effort to 
contact the employee/contractor who installed the lock. Before removing the 
lock, ensure the machinery or equipment can be operated safely. 

Before all securing devices (locks) are removed: 

 Each employee/contractor involved in the work activity must be accounted for. 

 Any personal locks placed by employees/contractors must be removed, if they 
affect the operation of equipment, machinery or powered mobile equipment. 

 Before returning equipment to operation, it must be determined that other 
employees/contractors are not in danger. It may be necessary to personally 
contact employees and contractors in the area who might be at risk of injury in 
some circumstances, to let them know that the equipment, machinery or 
powered mobile equipment is being returned back to operation. 
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Work on Energized Equipment 

If it is not practical to shut down machinery or equipment for maintenance, only 
the parts that are vital to the process may remain energized. The work must only 
be performed by persons who: 

 Are competent and qualified to do the work. 

 Have been authorized by Safety First Muirhead’s Ltd. to do the work. 

 Have been provided with and follow written Safe Work Procedures. 

Pigging and Piping Operations 

Activities of the company may require procedures for pigging and piping. 
Employees/contractors must know the isolation requirements should they 
encounter such work activity.  They are to be aware that certain blanking and 
blinding, or double-block and bleed systems are in place and can be used to 
isolate pipes containing harmful substances under pressure. 

Where pigging and testing is being done, only employees/contractors directly 
involved with that operation are allowed to be in the immediate area. While the 
work is in progress, employees/contractors must not be in the immediate vicinity 
of a pressurized pig catcher or pipe end during pigging and testing. Pigs may only 
be removed after the pig catcher has been depressurized. 
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Maintenance of Equipment 

Purpose 

To ensure equipment is properly maintained so no equipment malfunctions while 
on a job site. 

Breathing Air Trailer 

The following is a list of necessary product and minimum pressure ratings for said 
equipment. 

Breathing Air Regulators 

Pressure rating – minimum of 1.5X greater than maximum working pressure.  

Approved manufacturers: 
 Gentec 
 Harris 
 Air Liquide 

Approved Type:  Oxygen or Breathing air specific. 

Approved Distributor: 

 Century Vallen 
 Air Liquide 
 Centrtech 

Maintenance: 
 Pressure test at 

– shop prior to leaving 

- job site prior to operating 

 Other: Ensure handle on regulators are completely backed out and depressurized 
prior to any travel to avoid damage. 

Breathing Air Line Couplers 

Pressure rating: minimum of 1.5X greater than maximum working pressure. 

Approved Type:  Only double action stainless steel couplers with Hanson fittings 
may be used. 

Approved Distributor: 

 Century Vallen 
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Maintenance: 

 Pressure test at: 

– shop prior to leaving  

– job site prior to operating 

 Other:  

– Check to ensure action moves freely and is free of any debris or 
obstruction. 

– Ensure O-rings are in place 

– When installing, ensure no obstructions in hose or air ports on coupler. 

Breathing air Manifolds 

Pressure Rating: Minimum of 1.5X working pressure 

Materials:  

 Stainless steel only 

 Including: Pipe, end caps, nipples, hanson, couplers, weld-olets. 

Approved Manufacturer: 

 Must be B-pressure welder certified to weld stainless steel. Must also be able to 
provide 5000 PSI hydro-test. 

Maintenance: 

 Pressure test at: 

–  shop prior to job 

- job site prior to use 

 Other: Check couplers to ensure no debris is present. Ensure locking couplers are 
functional. Leak test with dish soap and water solution in a spray bottle.  

Breathing Air Hoses 

Pressure rating: Minimum of 1.5X maximum working pressure. 

Hose must have raised lettering which identifies it as a breathing air hose, and a 
pressure rating.  

Approved Manufacturer: 

 Goodyear 

Approved Distributor: 

 Century Vallen 
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Maintenance: 

 Pressure Test at:  

– shop prior to job 

- job site prior to use 

 Other: Regularly inspect hoses for cracks, leaks and any nicks or damage. Ensure 
stainless locking couplers are functional and free of debris. Clean hose with wet 
soapy rag and rinse well. 

Self-Contained Breathing Apparatus 

 Approved Manufacturer:  Scott U.S.A/MSA 

 Type: Scott 2.2 Industrial/MSA 

 Approved Distributor: Century Vallen 

 Maintenance: As per manufacturer’s specification. 

 Approved Maintenance provider: Century Vallen 

 Cleaning: As per manufacturer’s specifications. 

Supplied Air Breathing Apparatus 

 Approved Manufacturer:  Scott U.S.A. 

 Type: Scott 2.2 

 Approved Distributor: Century Vallen 

 Maintenance:  As per manufacturer’s specification. 
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Manual Lifting and Carrying of Loads 

Purpose 

This practice provides guidelines for manual lifting/carrying. Most lifting 
incidents/injuries are due to improper lifting methods rather than heavy loads. 
Every employee or contractor who lifts or does other manual handling tasks is at 
some risk for musculoskeletal injury. Low back injury is the most likely kind of 
injury. Personnel can reduce the number and the severity of manual handling-
related injuries substantially by using Safe Work Practices. 

All personnel shall conduct a Hazard Assessment and Control before performing 
manual lifting. 

Manual Lifting Procedure 

All manual lifting should be planned and safe lifting practices followed.  The 
following guidelines should be considered before/during an attempt to lift: 

 Persons should know their physical limitations, the approximate weight of 
materials they are attempting to lift, the manner and times of which it will be 
done. 

 Obtain assistance in lifting heavy objects whenever the task may be more than 
can be handled safely. 

 Before any manual lifting is done, consider using power equipment or mechanical 
lifting devices such as dollies, trucks or similar devices where practical. 

 Carry bulky loads in such a way as to permit an unobstructed view ahead. 

 Ensure a good grip before lifting. 

 Lift gradually. Lift slowly, smoothly and without jerking. 

 Keep your back close to vertical or straight and lift with your leg muscles, which 
are stronger. Avoid unnecessary bending. If possible, do not place objects on the 
floor if they must be picked up again later. 

 Avoid unnecessary twisting. Turn your feet, not your hips or shoulders. Leave 
enough room to shift so as not to twist. 

 Avoid reaching out to pick up an object, and handle heavy objects close to the 
body.   

 Do not swing the load onto the deck or shelf by bending or twisting your back; 
this could result in serious injury. 

 Pipes, conduits, reinforcing rods and other conductive materials should not be 
carried on the shoulders when near exposed live electrical equipment or 
conductors.
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 When two or more persons carry a heavy object that is to be lowered or dropped, 
there should be a pre-arranged signal for releasing the load. 

 When two or more persons are carrying an object, each employee/contractor, if 
possible, should face the direction in which the object is being carried. 

 If an individual experiences a musculoskeletal injury (back injury or strain) when 
lifting, Safety First Muirhead’s Ltd. will review the activity of the individual to 
identify work-related causes of the symptoms and take corrective measures to 
avoid further injury (if the causes are work related). 

 Keep in good physical shape; get proper exercise and maintain a healthy diet. 

Training 

All Safety First Muirhead’s Ltd. employees and contractors shall be competently 
trained in the specific measures involved to eliminate or reduce the possibility of 
musculoskeletal injuries. These shall include: 

 Identification of factors that could lead to musculoskeletal injuries. 

 Early signs and symptoms of musculoskeletal injuries and their potential health 
effects. 

 The use of altered work procedures, mechanical lifting and personal protective 
equipment. 
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Material Handling, Storage and Disposal  

Purpose 

This practice provides guidelines for the hazard analysis process that identifies and 
prioritizes the potential for hazard occurrence as well as ranks the potential 
adverse result. This information is used to develop engineering controls, 
administrative controls and/or identify the appropriate Personal Protective 
Equipment (PPE) required to minimize the potential for incidents.  

Safety First Muirhead’s Ltd. will take all precautions to prevent injury or property 
damages caused by unsafe material handling and/or storage methods in 
accordance with occupational legislation. 

Safety First Muirhead’s Ltd. Responsibilities 

If an employee or contractor is or may be exposed to a harmful chemical or 
biological substance at the workplace or work site, which could cause an adverse 
health effect, Safety First Muirhead’s Ltd. will ensure that: 

 The identity of the substance, its possible effects on health and safety, and any 
precautions required for the health and safety of the person are clearly indicated 
by labels, MSDSs, placards, signs, tags or other similar means. 

 The content and meaning of the information required by the bullet above is 
clearly communicated to the employee or contractor. 

 Effective written procedures are prepared and implemented to prevent exposure 
by any route that could cause an adverse health effect, and to address emergency 
and cleanup procedures in the event of a spill or release of the substance. 

 The supervisor and employee/contractor are trained in and follow the established 
procedures for safely handling, using, storing and disposing of the substance, 
including emergency and spill cleanup procedures. 

 Safety First Muirhead’s Ltd. will provide personnel access to all hazardous 
information received from the supplier concerning that controlled product, as 
well as any additional hazardous information which concerns the use, storage and 
handling of any controlled product. 

Chemical, Biological Hazards and Harmful Substances 

Chemical, biological and hazardous materials are any materials covered under: 

 Workplace Hazardous Materials Information System (WHMIS) 

 Transportation of Dangerous Goods (TDG) 

 Occupational Health and Safety (OH&S) legislation 
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Materials that employees/contractors may be exposed to include, but are not 
limited to, the following: 

 All compressed gases and aerosols, including calibration gases. 

 All liquids, gels, emulsions, pastes and semi-liquids. 

 Process chemicals and additives. 

 Cleaners and solvents. 

 Lubricants. 

 Fuel, such as gasoline and diesel. 

 Paints. 

 Adhesives. 

 Hand cleaners and barriers. 

 Janitorial supplies. 

 Consumer products such as Javex, WD-40 and detergents. 

Controlled Products 

Safety First Muirhead’s Ltd. will ensure the following aspects of the workplace: 

 An inventory of all controlled products. 

 All controlled products labelled with risk details precautions to take, PPE required 
for handling and First Aid treatment procedures to review before entering the 
work site. 

 Material Safety Data Sheets (MSDS) to be made available for all individuals at the 
work site. 

Controlled products cover a wide range of chemicals, mixtures, gases and 
products found in the workplace, as well as various bio-hazardous infectious 
materials. Controlled products include: 

 Compressed gas 

 Flammable and oxidizing (combustible) material 

 Poisonous and infectious material 

 Corrosive material 

 Dangerously reactive material 

 Poisonous gas – hydrogen sulphide (H2S) 

Health Hazards to Chemical Exposure 

When employees/contractors at a work site have potential of being exposed to a 
harmful substance, a Hazard Assessment and Control must be completed, 
identifying the substance and the effect it can have.  The toxicity of the substance 
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– type of action, route of exposure and target organs must be known. Other 
factors relating to the degree of hazard are: 

 The nature of the process in which the material is used or generated. 

 Possibility of reaction with other physical or chemical agents. 

 Controls such as ventilation and enclosure. 

 Type and degree of toxic response. 

Exposure 

When the Hazard Assessment and Control identifies that personnel may be 
exposed to a harmful substance, atmospheric testing shall be conducted to 
control exposure levels before starting work. The following are required when 
individuals are/may be exposed to chemical and biological substances: 

 Exposure measured over any 15min period must not exceed the 15min OEL. 
Employee/contractor exposure to a substance measured over successive 15min 
periods at a concentration above its 8hr OEL, but at or below its 15min OEL, must 
not occur more than four times per day. 

 Safety First Muirhead’s Ltd. shall ensure that a person’s exposure to any 
chemical/biological substance as outlined in Schedule 1, Table 22 is kept as low as 
reasonably achievable (ALARA); exposure must never exceed these ceiling limits. 

Decontamination 

If an employee or contractor may be contaminated by a harmful substance at a 
work site, either the client or Safety First Muirhead’s Ltd. must provide facilities 
including showers for decontamination. Individuals exposed to the harmful 
substance will need to remove contaminated clothing. All personnel should be 
able to leave the work site without carrying away any amount of harmful 
substance. 

Emergency Baths, Showers and Eyewash Equipment 

Work sites where chemicals can be harmful to the eyes and skin, as identified 
through the Hazard Assessment and Control process, will require Safety First 
Muirhead’s Ltd. to make provisions to address the immediate treatment of the 
affected area by means of shower, eyewash station or eyewash bottle. 

To ensure they are effective when needed, emergency baths, showers, eyewash 
bottles or stations must be inspected and maintained according to the 
manufacturer specifications. 
                                                                        

 

2 Alberta Occupational Health and Safety Act, Regulation and Code effective July 2009 
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Emergency baths, showers, eyewash stations and similar equipment should be: 

 Located in the area or work process that creates the hazard. 

 Unobstructed at all times for quick access. 

 Marked with clear signage to indicate their location. 

Chemical Hazard Training 

Hazards of harmful chemicals will be identified by a designated competent person 
at the work site, and Safety First Muirhead’s Ltd. will take steps to eliminate or 
control the hazards. To eliminate the hazard, substitution of a less hazardous 
substance may be considered, including modification of equipment. The hierarchy 
of controls will be used to control or eliminate chemical/harmful substance 
hazards with Personal Protective Equipment (PPE) being the last consideration to 
control the hazard. 

Each employee/contractor will be trained in the proper methods of moving and 
storing materials in-shop and when operating in the field. Only persons trained on 
the WHMIS program may handle controlled products. No person may transport 
dangerous goods unless trained on the transportation of dangerous goods 
program. 

Employees or contractors who may be exposed to a harmful substance must 
receive training to minimize their exposure to the substance.   

Training will include: 

 Information describing the health hazards associated with the exposure of 
substance. 

 Training in practices and procedures to be used to reduce exposure. 

 PPE training on equipment being used. 

 WHMIS. 

WHMIS Training 

All employees and contractors will participate in general and company-specific 
training conducted by an accredited agency. 

Education includes all those activities that provide knowledge and skill to 
employees/contractors so they work safely with or near controlled products.  
WHMIS program will include training in the following areas: 

 Content required on supplier or work site labels. 

 Purpose and significance of information contained on label. 

 Content required on MSDS. 

 Purpose and significance of MSDS. 
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 Procedures for the identification of, safe use, storage and handling of controlled 
products at the work site. 

 Methods of identification used in the workplace. 

 Rights and responsibilities of Safety First Muirhead’s Ltd. and Safety First 
Muirhead’s Ltd.’s personnel. 

 Emergency procedures to be followed in the event of the release of a controlled 
product. 

WHMIS Label Procedure 

 All controlled products require a WHMIS label before entering the workplace. 

 Supplier labels are not to be removed, modified or defaced. 

 If a controlled product is a hazardous waste (generated at the work site), Safety 
First Muirhead’s Ltd. will ensure that personnel use appropriate means of 
identifying the product with labels, based on training provided for the safe 
handling of the hazardous waste. 

 Work site labels must be prepared and applied to containers.  If an existing 
supplier label becomes illegible or is accidentally removed and a replacement 
label is not available, a WHMIS label is required. 

 If a controlled product at the work site is poured into a container other than the 
container in which it was received from a supplier, Safety First Muirhead’s Ltd. will 
ensure that a work site label is applied to the new container. 

MSDS 

 All controlled products entering the workplace are required to have a MSDS 
before any individuals are permitted to use the product. 

 MSDS sheets shall be kept current (within 3 years) while the product is at the 
workplace. 

 MSDS must be readily available to all personnel at the work site in both, hard 
copies or electronic form (including mobile work sites). 

Containers and Storage 

 The container of a hazardous substance must be designed, constructed and 
maintained in good condition to securely contain the substance. 

 The amount of a hazardous substance in a work area must not exceed the 
quantity reasonably needed for work in progress – normally within one work 
shift. 

 Bulk or reserve quantities must be stored in a designated area separate from the 
work area. 

 Designated storage areas shall be: 
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 Designed and constructed in such a way as to allow safe containment of its 
contents. 

– Clearly identified by signs, placards or similar means. 

– Designed and maintained to provide safe movement for all persons, 
material and equipment. 

– Properly lit and ventilated. 

– Located in an area not usually occupied by personnel. Storage areas shall 
be situated away from: 

 Lunchrooms (eating areas), 

 Change rooms, and 

 Locker areas. 

 Storing hazardous substances in vehicles is strictly prohibited. 

 Hazardous substances shall be carefully stored to protect them from falling, 
becoming dislodged or suffering damage. They shall also be protected from 
extreme temperatures. 

 An area in which material may be dropped, dumped or spilled must be guarded to 
prevent accidental entry by personnel, or protected by adequate covers and 
guarding.  Material and equipment shall be placed, stacked or stored in a stable 
and secure manner.  Stacked material or containers must be stabilized as 
necessary by interlocking, strapping or other effective means of restraint to 
protect the safety of personnel. 

Material Disposal  

 Controlled products are to be disposed of as per MSDS and relevant legislation. 

 All scrap insulation; lumber, waste material and rubbish must be removed as the 
work progresses. Arrangement for this disposal should be made with waste 
management principles applied whenever practical. 

 All solvent waste, oily rags and flammable liquids will be kept in a fire resistant 
covered container until removed from the work site. 
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Mechanical Lifting (Cranes, Hoists and Lifting Devices) 
>2000kg Rating 

Purpose 

This practice provides guidelines for selecting and using mechanical lifting devices 
(cranes, hoists, etc.). 

Mechanical lifting includes equipment such as hydraulic jacks, cranes (mobile and 
overhead), as well as various lifting devices that include equipment designed to lift 
with proper rigging practices. 

Safety First Muirhead’s Ltd., in accordance with Part 14, Section 2083, will provide 
sufficient mechanical lifting devices (where reasonably practical and appropriate), 
for lifting, lowering or pushing, pulling, carrying, handling or transporting heavy 
loads. If the load is heavier or more awkward than anticipated, Safety First 
Muirhead’s Ltd. will assess alternative lifting methods as described in Part 14, 
Section 2094. 

In each configuration, style or type, the manufacturer specifications such as load 
rating capacity, must be legible on each device. The manufacturer specifications 
and guidelines must be followed. The crane used should be properly identified by 
the manufacturer’s name, model, year of manufacture and serial number. 

Definitions 

Critical Lifts (Note:  Before attempting lifts in this category, a documented 
procedure must be completed by a competent person. Critical lifts with mobile 
cranes can be extremely hazardous and require special care and attention.) 

 Any lift in excess of 80% of the machine’s maximum rated capacity at the 
maximum required radius. 

 Lifts requiring the coordination of multiple cranes working in unison. 

Engineered Lifts – Any lifts over 95% of the machines maximum rated capacity. 
Engineered lifts require a lifting procedure prepared by a registered professional 
engineer.

                                                                        

 

3 Alberta Occupational Health and Safety Act, Regulation and Code, effective July 1, 2009 
4 Alberta Occupational Health and Safety Act, Regulation and Code, effective July 1, 2009 
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Mechanical Lifting (Cranes, Hoists and Lifting 
Devices) >2000kg Rating 

Lifting Device Selection 

In choosing the most suitable crane for any operation, the size and characteristics 
of the crane should be considered in relation to: 

 The weights, dimensions and lift radii of the heaviest and largest loads to be lifted 
by that specific crane or lifting device. Mechanical lifting will be accomplished 
using the lifting equipment as per manufacturer instructions and within the 
equipment’s limitations. Rated load capacities, recommended operating speeds, 
and special hazard warnings or instructions will be posted. This information must 
be visible to the equipment operator at the controls. 

 The maximum lift height, the maximum lift radius, and the weight of the loads 
that must be handled at that height and radius. 

 The number of lifts that have to be made and how often. 

 The type of lifting to be done. For example, is the precise placement of the load or 
loads a critical factor in the operation. 

 The type of carrier required. This requirement will depend on the ground 
conditions and the capacity of the machine in its operating quadrants. The 
maximum capacity is normally over the rear of the carrier and decreases as the 
boom is swinging over the side. 

 Determine whether loads have to be walked or carried. 

 Will the load be suspended for lengthy periods of time? Will loads be lifted over 
people? 

 The site conditions include such factors as ground conditions (where the machine 
will be located), access roads and ramps that the crane will have to travel, and 
available space for erection, operation and dismantling of the crane (if applicable). 

 Load charts apply only to equipment in excellent condition, operating under ideal 
conditions. A substantial safety margin must be allowed for factors such as 
weather, wind speed, cross-sectional area of the load if operating in windy 
conditions, and the condition of the equipment. 

The following factors should be considered in reviewing and preparing a lift 
procedure: 

 Make, model and configuration of the boom and outriggers. 
 Size, weight and centre of gravity of the load to be lifted. 
 Size and weights of rigging, headache falls and extended wire rope. 
 Lift geometry, including position of crane, height of lift, load radius and boom 

length. 
 Levelness of the crane. 
 Ground conditions; soil-bearing capacities. 
 Wind effects and the cross-sectional area of both load and boom. 
 Environmental factors such as temperature. 
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Mechanical Lifting (Cranes, Hoists and Lifting 
Devices) >2000kg Rating 

Mechanical Lifting Procedure 

 Accessible areas within the swing radius will be barricaded to limit the potential 
for unauthorized entry. 

 One person will be assigned to direct the operator when powered equipment is 
used to raise or lower materials.  The crane operator will be directed to follow the 
signals from only that assigned person. The signal person will remain in visual 
contact with the operator while the load is being handled. The signal person will 
wear a high visibility vest that identifies him/her as the designated signal person. 
The operator must stop the operation of the equipment on receiving a stop signal 
from the signaller. 

 Signals used to direct crane/hoist/derrick operators will be those described by the 
applicable ANSI standard (U.S.) for the type of crane/hoist/derrick in use. An 
illustration of these signals will be posted at the jobsite. 

 Notify employees/contractors in the area before a crane or hoist is used to lift a 
load and if the crane/hoist will be moved from its current location. 

 Check load for loose objects or material to reduce the potential for items to fall 
while suspended. 

 Do not stand or walk under suspended loads. Maintain a safe distance from 
ropes, cables and chains that are under tension. Suspended loads will not be left 
unattended. Allow the operator to be aware of your presence. 

 Do not stand between the load swing and objects or equipment that present a 
potential crush hazard. 

 Inspect the area where the load will be placed for potential hazards (objects that 
may fly into the air, uneven surface, etc.) before the load is lifted. 

 Tag lines will be attached to loads before they are lifted to provide guidance and 
load control, as appropriate. 

 Place the load slowly and carefully to avoid injuring any assisting 
employees/contractors, and to allow adequate time for people to move out of 
the way if the load begins to roll. 

 Before use, cranes and hoists are required to be inspected by a designated 
competent person to verify that the equipment is at an acceptable operating 
condition and that it is constructed/ equipped within manufacturer standards. 
Additionally, lifting equipment is required to be periodically inspected as per 
manufacturer inspection recommendations. Damaged or defective equipment 
must be repaired before the equipment is returned to service. 

 Hoisting and lifting equipment must be equipped with load limit switches for 
vertical and horizontal travel. 

 The safe working load will be clearly marked on rigging, chains, slings, spreaders 
or other devices used for lifting loads. 

 Pinch points will be appropriately guarded.  Keep hands and fingers away from 
pinch points, impact areas and connections. 

 Personnel are forbidden to ride on lifting equipment. 



 

Page 4 of 5 Effective Date: May 15, 2013 

 
 

Mechanical Lifting (Cranes, Hoists and Lifting 
Devices) >2000kg Rating 

Responsibilities 

Supervisors are responsible to ensure that: 

 All cranes and lifting devices arrive on site with up-to-date crane certifications. 

 Cranes and lifting devices are in acceptable operating condition, with no defects 
that would limit the crane/lifting device capacity or affect safety of site personnel. 

The operator/rigger is responsible for ensuring them: 

 Are knowledgeable in rigging standards, practices and procedures for rigging 
safely and lifting loads. 

 Are competent to operate the assigned equipment and have been granted 
consent to operate it. 

 Operate in a safe manner and obey all safety/operating rules. 

 Obtain training as required by regulatory authority; certification may also be 
required. Operators of cranes must hold a current crane operator’s certificate. In 
a work site environment (where overhead, jib, gantry type of cranes are used), it 
is the operator’s responsibility to know the weights to be lifted as well as the safe 
operating procedures. 

 Test controls, brakes and hoisting ropes before use.  

 Do not move any equipment or load unless they are assured the task can be 
conducted safely without endangering any persons. 

 Are competent in using proper hand signals for lifting loads. 

 Keep the equipment clean, tidy and free of oil/grease build up. 

 Access the cab using the three-point contact system. 

 Avoid distractions and refrain from talking to others; concentrate on the job. 

 Do not move a load over the heads of individuals or over the cab of an occupied 
vehicle.  At no time are people permitted to stand or pass under suspended loads. 
If there is no alternative workers will be warned of the hazard.  

 Loads should be positioned as close to the ground as possible before unloading. 

Inspection, Repairs and Maintenance 

Each crane and hoist must be inspected and maintained at a frequency and to the 
extent required to ensure that every component is capable of carrying out its 
original design function with an adequate margin of safety. 

In order to ensure equipment is operating safely, reliably and efficiently, it is 
essential that maintenance be conducted on all lifting devices: 

 Repairs shall be performed before use. 
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Mechanical Lifting (Cranes, Hoists and Lifting 
Devices) >2000kg Rating 

 Defective equipment will not be operated. Defects found during inspection or use 
of a crane or hoist must be recorded in the logbook and reported immediately to 
the supervisor, who will then determine the course of action to be taken. 

 Repairs and maintenance will only be performed on equipment that is stopped 
and locked out. 

 All maintenance will be recorded in the equipment logbook. 

Mobile cranes and boom trucks must be inspected at least once every 12 months 
in accordance with good engineering practices, to ensure it meets: 

 The crane or boom truck manufacturer’s specifications. 

 The requirements of the applicable design or safety standard. 

 The requirements of the occupational regulations. 

A mobile crane or boom truck must not be used after an inspection unless a 
certified engineer certifies that it is safe for use on the basis of that inspection. 

Logbook and Records 

Operators assigned to operating cranes and lifting devices will maintain a logbook 
which must contain the following: 

 Equipment type 

 Name of equipment manufacturer 

 Equipment model 

 Equipment serial number 

 Year of original sale of manufacturer 

 Total weight of the unit, and ground bearing pressures on tracks, tires and 
outriggers 

 Weight of boom sections 

 A copy of load chart or reference of chart used for lift 

 Inspection and maintenance of lifting unit 

 Rigging specifications used 

 All entries must be dated and signed by the operator, mechanic and supervision. 
The logbook will remain with the equipment and be updated daily as per use. 
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Overhead Power Lines 

Purpose 

This practice is to increase awareness of the potential hazards and occupational 
legislation associated with working in areas where overhead power lines exist. 

Procedure 

Overhead lines shall be considered to be energized unless and until the owner of 
the line or the electrical authorities indicates the line is not energized and the line 
is visibly grounded. 

The procedure presented below will be followed when working near overhead 
power lines: 

 Safety First Muirhead’s Ltd. is required to contact the power utility 
operator/owner before work is done or equipment is operated within 7.0m of an 
energized overhead power line to: 

– Determine the operating voltage of the line and confirm the safe 
approach distance. 

– Establish the appropriate safe limit approach as per Schedule 4 of the 
Occupational Health and Safety (OH&S) Regulations5. 

– Perform power line marking. 

- Determine the support required when excavating near power poles. 
Request locations in case ground grids are buried at the base of the pole. 

 If the energized overhead power line is less than the safe limit of approach 
distance listed, Safety First Muirhead’s Ltd. will not allow work to continue until 
the utility owner has provided assistance in protecting persons involved. 

                                                                        

 

5 Alberta Occupational Health and Safety Act, Regulation and Code effective July, 2009 
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The approach distances are calculated as follows: 

Safe Limit of Approach to Power Lines 

Operating voltage between conductors of  
overhead power line 

Safe limit of approach distance for 
persons and equipment 

0-750 V - Insulated or polyethylene covered 

conductors6 
300 mm 

0-750 V - Bare, non-insulated 1.0 m 

Above 750 V - Insulated conductors7 1.0 m 

750 V-40 kV 3.0 m 

69 kV, 72 kV 3.5 m 

138 kV, 144 kV 4.0 m 

230 kV, 260 kV 5.0 m 

500 kV 7.0 m 

 

 When work is to be conducted in areas in excess of 7m: 

- Examine the work area to establish the safe limit of approach distances. 

 Calculate the required distance, taking into consideration booms, derricks or 
other extensions that have the potential to extend past the calculated distance 
(arcing). 

– Maintain an awareness of the current weather conditions. High humidity 
may require that the safe distance from the power line be increased. 

– Place hazard identification signs approximately 9m on either side of the 
overhead power line and in view of equipment travelling either direction 
under the power line. These signs shall use high visibility or reflective 
colours. 

- Do not place materials under the adjacent overhead power line if it 
reduces the clearance above ground, as required by occupational 
legislation. 

 If power lines cannot be de-energized, the lines must be masked or work in the 
area shall be moved to a safe distance. 

 Place a signaller to direct the movement of equipment capable of approaching 
distance restrictions when working near overhead power lines or other electrical 
equipment. Ensure the safe limit of approach is not violated and involved 

                                                                        

 

6 Conductors must be insulated or covered throughout their entire length to comply with this group 
7 Conductors must be manufactured to rated and tested insulation levels 
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personnel know the applicable limits of approach to overhead power lines for 
both persons and equipment. 

– Identify the signaller with a high-visibility fluorescent vest or similar 
clothing and equip the signaller with an air horn to sound if the operator 
comes inside the applicable distance restrictions. 

– The designated signaller shall not be assigned any other duties during the 
times when the equipment is near the limits of approach to the overhead 
utility line. 

– The equipment operator and the signaller should know all applicable 
hand signals. 

– Do not allow equipment or objects to approach the overhead power line 
closer than the safe limit of approach, as specified in the above chart. 

Transportation of Equipment 

Safety First Muirhead’s Ltd. does not transport equipment, loads or buildings that 
are in excess of 4.15m. However, safe limit approaches will be maintained as per 
Schedule 4 of the OH&S Regulations.8 

                                                                        

 

8 Alberta Occupational Health and Safety Act, Regulation and Code effective July 1, 2009 
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Powered Mobile Equipment 

Purpose 

This practice provides guidelines to ensure all employees/contractors whose work 
requires the operation of mobile equipment/tools, do so safely and are in 
compliance with all occupational legislation, company procedures and 
manufacturer’s recommended operating guidelines. It applies to employees and 
contractors operating equipment on Safety First Muirhead’s Ltd. work sites. 

Application 

Unless otherwise required in this practice which may exceed legislated or 
jurisdictional regulatory requirements (i.e., seat belt and cellular phone use), the 
following apply: 

 All jurisdictional provincial rules of the road shall apply to operating, using or 
occupying Safety First Muirhead’s Ltd. equipment both on and off site. 

 All slow moving equipment must comply with the Department of Transportation 
and provincial requirements. 

Safety First Muirhead’s Ltd. Responsibility 

Safety First Muirhead’s Ltd. is responsible for ensuring that all equipment/tools 
are maintained in good working condition, are safe to use and provide adequate 
strength for the task. All equipment and tools shall be used and operated in 
accordance with manufacturer’s instructions, Safe Work Practices and 
occupational legislation to ensure full control over the machinery. 

Employees and contractors are required to report defective or damaged 
equipment/tools to their supervisor. Upon notification of damaged or faulty 
equipment or tools, the supervisor must lock or tag out of service until repairs are 
carried out by a qualified competent person in accordance with manufacturer’s 
specifications. 

Operator Responsibilities 

 Mobile equipment shall only be driven and/or operated by those authorized with 
specialized licenses, certificates or have obtained training and demonstrated 
competency to operate the equipment. Such documentation must be made 
available upon request. The operator must be familiar with the equipment’s 
operating instructions and comply with the laws governing the operation of the 
equipment at all times. 

 Ensure three-point contact is used when mounting or dismounting equipment, 
and use the appropriate steps or ladder. Take time to ensure footwear is free 
from grease, mud, or snow before mounting or dismounting. 



Powered Mobile Equipment  

Page 2 of 7 Effective Date: May 15, 2013 

 
 

 If powered mobile equipment is manufactured with a seatbelt, use as per 
manufacturer’s specifications. Seat belts must be worn by the operator and 
passengers, who are permitted to ride the equipment only if it is an employee 
transportation vehicle. 

 Wear CSA approved helmets where required. 

 Always switch the equipment lights on during periods of darkness or restricted 
visibility. 

 Confirm powered mobile equipment is equipped with a back-up warning device. 
Ensure powered mobile equipment that may be in danger from protruding 
objects or flying debris, has a cab, screen, grill, shield, guard or other adequate 
protection for the operator. 

 Keep the cab, floor, and deck clear of tripping hazards or operation interference. 

 Operators are to report any conditions affecting the safe operation of the 
equipment to management. 

 Equipment must be operated in a safe manner at all times. 

 Confirm ground personnel are clear and door is secured when loading or 
unloading equipment. 

 Ensure safe limit restrictions are complied with for utilities, and signal people are 
in place. 

Obey all flag persons, posted signs and warnings when driving on public roads, 
public/private roads, property, sites or plants. 

 Never use powered mobile equipment where a hazard to individuals exists.  
Equipment must be snubbed to a sufficient anchor with an adequate cable if the 
grade or condition of the travel surface may cause operator to lose control of the 
breaks or be unable to break sufficiently.  

 Operators are never to leave equipment controls unless the equipment is secured 
against unintended movement such as by setting the parking brake, placing the 
transmission in the manufacturer’s specified park position and by chocking 
wheels where necessary. Control of equipment is to be maintained by the 
operator at all times. 

 Confirm suspended loads are either landed or secured in a safe position before 
equipment controls are left unattended. 

 The safe working load of load-rated equipment shall not be exceeded. 

Pre-Trip Inspection 

A pre-trip inspection and any repairs necessary should be performed to assure the 
safe operation of equipment before mobilizing.  Records shall be retained with the 
equipment. 
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The operator is responsible for completing a walk around prior to moving the 
equipment to verify that it is in safe operating condition and that no persons, 
including the operator, are at risk or endangered when the equipment is started 
or moved. 

Inspection 

Safety First Muirhead’s Ltd. will designate a competent person to inspect powered 
mobile equipment for defects and hazardous conditions in accordance with 
manufacturer specifications. If a hazardous condition does or may exist, Safety 
First Muirhead’s Ltd. will ensure that: 

 The person who may be exposed to a hazardous condition is protected 
immediately and the condition is corrected as soon as possible. 

 Any faulty or damaged parts or equipment reported to the supervisor are 
repaired.  No equipment in faulty condition will be operated if the fault creates an 
employee or public hazard. 

Safety First Muirhead’s Ltd. will ensure that when legislation requires a machine 
or piece of equipment to have an inspection and maintenance record, the 
following shall be implemented: 

 An effective written or other permanent recording system (or log) shall be 
immediately available to: 

– The equipment operator. 

– Any other person involved with inspection and maintenance of 
equipment. 

The recording system shall: 

 Identify the make, model and serial number of the equipment, and the name and 
address of the current owner. 

 Contain an entry for each shift, signed by the operator of the machine or 
equipment:  

– Report the result of each start of shift inspection and safety check.  

- Include any observed defect, operating difficulty or need for maintenance 
occurring on the shift. 

 Contain an entry signed by the person responsible for any test, inspection, 
modification, repair or maintenance performed on the equipment, summarizing: 

– The work done. 

– The status of the equipment or machine for further use. 

– When appropriate, noting where a detailed record of the test, inspection, 
modification, repair or maintenance shall be obtained. 
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Safety First Muirhead’s Ltd. will ensure that when legislation requires a machine 
or piece of equipment to have inspection and maintenance records, then detailed 
reports of inspection, maintenance, repairs and modifications shall be: 

 Kept for the duration of the service life of the machine or equipment. 

 Available to the workplace. 

 Made available upon request to the operator and anyone else involved in the 
operation, inspection, testing or maintenance of the equipment. 

Maintenance and Repairs 

 Conduct maintenance in accordance with manufacturer specifications and keep 
maintenance records. 

 Servicing, maintenance and repair of mobile equipment must not be done when 
the equipment is operating, unless continued operation is essential to the process 
and a safe means is provided. 

 Exposed moving parts on mobile equipment, which are a hazard to the operator 
or to other employees/contractors, must be guarded. If a part must be exposed 
for proper function, it must be guarded, as much as practical, consistent with the 
intended function of the component. 

 Prevent accidental movement of elevated equipment before carrying out repairs 
or maintenance.  Block all parts, disengage clutches and/or take additional safety 
measures. 

 Replace broken or cracked windows on powered mobile equipment that restrict 
the operator’s vision. 

 Use extreme caution, particularly giving attention to pinch points, when installing 
or removing dozer blades. 

 Safety First Muirhead’s Ltd. employees and contractors will not work beneath any 
equipment, between any two pieces of equipment, or between any equipment 
and any other object, unless all such equipment is properly secured. 

Modifications 

Any modifications of a tool, machine or piece of equipment must be carried out in 
accordance with: 

 Manufacturer's instructions 

 Safe Work Practices 

 Legislative requirements 

Persons must not intentionally remove, impair or render ineffective any 
safeguards or any tool or equipment used to protect persons from injury, unless 
removal is permitted under regulation. 
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Equipment and Machinery Start-up 

Before any equipment, machinery or work process is put into operation, the 
person responsible for doing so shall ensure that: 

 Safeguards and air containment controls required by legislation are in place and 
functioning. 

 No person shall be exposed to undue risk by putting the equipment, machinery or 
work process into operation. 

If machinery, equipment or a structure is dismantled in whole or in part and 
subsequently re-assembled, it must be checked by a qualified person and 
determined to be safe before operation or use. 

Rollover Protective Structures (ROPS) 

The following mobile equipment, in excess of 700kg, shall be supplied with ROPS 
and seat belts if required by the manufacturer: 

 Tracked (crawler) or wheeled bulldozers, loaders, tractors or skidders (other than 
those operating with side booms). 

 Backhoes with a limited horizontal swing of 180 degrees. 

 Motor graders. 

 Self-propelled wheeled scrapers. 

 Wheeled trenchers. 

If a rollover hazard has been identified, Safety First Muirhead’s Ltd. will: 

 Equip the powered mobile equipment with a ROPS that is either supplied by the 
manufacturer or certified by a professional engineer as being suited to that 
equipment, or 

 Institute Safe Work Procedures that eliminate the possibility of a rollover. 

Traffic Control 

From time to time, work to which Safety First Muirhead’s Ltd. may be involved 
requires protecting the employees and contractors from traffic hazards.  Examples 
of such work conditions include, but are not limited to: 

 Individuals at a construction site assisting with positioning, loading or unloading 
dump trucks. 

 Use of forklifts, or front-end loaders to move equipment or material. 

 Individuals at a road construction project where work takes place within an area 
protected from public traffic by barricades. 
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Determine the presence and degree of danger from traffic to employees and 
contractors through the Hazard Assessment and Control process, which identifies 
the speed of moving vehicles, and locating of individuals relative to powered 
mobile equipment. 

As the first line of defence, the risk of injury from traffic hazards should be 
controlled or eliminated through the use of engineering or administrative 
controls.   

Highly visible apparel such as traffic vests should be considered as a second line of 
defence.  Employees and contractors on foot and exposed to the hazards of 
moving vehicles are required to wear highly visible apparel that is clearly 
distinguishable.  Depending on conditions at the work site, highly visible apparel 
may be fluorescent, retro-reflective, or a combination. 

Keep ground personnel clear of the hazard zone surrounding powered mobile 
equipment until equipment is shut down and operator gives the signal to enter. 

Tools/Equipment/Machinery 

A Hazard Assessment and Control must be completed prior to working with 
equipment and tools, which will include, but is not limited to, the risk of 
individual’s clothing, jewellery, or hair being caught. 

Protection to decrease the risk of individuals being caught in machinery may 
include: 

 Wearing clothing that fits close to the body and cannot get caught on moving 
parts. 

 Avoiding loose cuffs, belts, ties or protruding buckles that are easily caught on 
equipment. 

 Where long sleeves or pant legs are worn, elasticized or closely buttoned cuffs, 
Velcro closures or ties should be used. 

 Wearing coveralls to contain or control clothing. 

 Wearing close fitting leather or insulated work gloves that are less likely to 
become caught than loose fitting hand wear.  In some circumstances, it may not 
be appropriate to wear gloves at all, if there is a risk of them getting caught in 
moving parts. 

 Ensuring boots are laced using all eyelets and tucking in bootlaces. 

 Tying back long hair and covering it with a hairnet that is snug to the head. 

 Covering a long beard with a net to contain it. 

 Not wearing jewellery and accessories such as chains or scarves with loose ends. 

 Removing rings if a hazard is present; rings can increase the damage to a finger or 
result in amputation when a hand is crushed. 

 Removing a fall protection lanyard rather than wearing it draped over a shoulder. 
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Personal and Portable Electronic Devices 

Personal electronic devices (i.e., iPod, etc.) that are used to listen to music 
through the installed sound system of equipment are allowed at the discretion of 
the company. However, the use of headphones and inserts into the ears to listen 
to music is prohibited. 

The use and/or operating of portable electronic devices is strictly prohibited while 
operating any Safety First Muirhead’s Ltd. equipment. 

Refuelling 

Fuel vapours can create an explosion hazard if an ignition source is present. 

While vehicles/equipment is being refuelled: 

 Ignition systems must be turned off. 

 No persons are permitted to smoke within 7.5m of the vehicle or equipment. 

Training 

Only authorized personnel are permitted to operate machinery or pieces of 
equipment.  Employees and contractors will not be authorized to operate a 
machine or piece of equipment until the individual: 

 Has been adequately instructed and trained. 

 Has demonstrated the ability to safely operate the equipment or machinery. 

All necessary measures will be taken to ensure the safe operation and 
maintenance of mechanized equipment. Supervisors must ensure personnel are 
trained in the safe operation of the functioning equipment and aware of the 
hazards and control measures required for safe operation. The training shall 
consist of the following as a minimum: 

 Mandatory certifications, when required. 

 Selection of appropriate equipment. 

 Equipment limitations. 

 Operator’s pre-use inspection. 

 Equipment use. 

 Operator skills required (as per the manufacturers’ equipment specifications). 

 Basic mechanical and maintenance requirements of equipment. 

 Loading and unloading the equipment (if job requirement). 

 Hazards specific to equipment operation at the work site. 
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Recharging Breathing Air Cylinders 

Purpose 

This practice provides guidelines to ensure equipment is safe and ready to use. 

Procedure 

1. Connect air cylinder to recharge line. 

2. Check cylinder pressure on supply side, always fill with lower pressure first, 
then top off with the head of a full cylinder to conserve cylinder head 
pressure. 

3. Ensure bleed off valve is closed. 

4. Open cylinder to be filled (pressure up to recharge isolation valve). 

5. SLOWLY open isolation valve until a slow pressure increase can be observed 
on the low cylinder’s pressure gauge. 

6. DO NOT FILL AT A RATE GREATER THAN 100P.S.I. PER MINUTE 

7. When low cylinder is full, shut cylinder and isolation valve. Bleed off trapped 
pressure through bleed valve. 
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Rig Map and Man Down Rescue Routes 

Purpose 

Rig maps are designed to be used in situations where the location of the missing 
person is unknown, or if the buddy system is not being used.  

Responsibilities 

All personnel that may be involved in a rescue must learn the rescue routes 
outlined on the Rig Map. 

Please ensure that all safety equipment locations are shown on the map including: 

 S.C.B.A. locations 

 Briefing areas 

 Sensor locations 

 Horn/siren locations 

 Fire extinguishers 

 Air trailer 

 Wind sock 

 Wind indicators 

Post the Maps: 

 In doghouse 

 Safety shack 

 Consultant shack 

 Save a copy for final paperwork 
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Safeguards 

Purpose 

This practice provides guidelines for the use of safeguards. 

Safety First Muirhead’s Ltd. shall provide safeguards that eliminate personnel 
from coming into contact with: 

 Any equipment, rotating motors, engines or electrical panels required to be 
worked on 

 Sharp edges for cutting, boring or shaping 

 Surfaces that may cause harm to skin by burning, freezing or blistering 

 Material, debris or objects being thrown from machinery 

 Machinery or equipment which poses a hazard  due to its operation 

A Hazard Assessment and Control shall be conducted prior to starting work. 

The design, installation, operation and maintenance of safeguards shall meet the 
requirements of CSA Standard Z432-04, Safeguarding of Machinery.  Fixed guards 
shall not be readily removable without using tools. 

Definition 

Safeguard – A precautionary measure to ward off impending danger, damage or 
injury. 

Work Activity Involving Mechanical Hazards 

Dangerous moving parts involve these three basic areas: 

1. The Point of Operation – The point where work such as cutting, shaping or 
boring is done to material. 

2. Power Transmission Apparatus – All components of the mechanical system 
that transmit energy to the part of the machine performing the work.  These 
components include flywheels, bull wheels, pulleys, belts, connecting rods, 
couplings, cams, spindles, chains, cranks, gears, etc. 

3. Other Moving Parts – All parts of the machine that move while the machine 
or equipment is working.  These can include reciprocating, rotating and 
transverse moving parts, as well as feed mechanisms. 

Removing Safeguards 

Before using tools/equipment/machinery, personnel must complete an inspection 
(prior to operation) of the tool or equipment to ensure that all guards are in place 
and functioning as designed. If safeguards have been removed, the equipment 
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must be locked out and tagged out of service.  Supervisor must be made aware 
that the guard has been removed, requiring the equipment to be rendered out of 
service. 

Employees and contractors are not to remove any guard or barrier until the 
machine or equipment has been locked out and tagged. At no time is a machine to 
be operated when a safeguard has been removed.  

An employee or contractor must not remove a safeguard or make it ineffective to 
perform maintenance, tests, repairs or adjustments on machinery or equipment 
while in operation. 

An employee or contractor who removes a safeguard or makes it ineffective must 
replace the safeguard or barrier once the work has been completed. 

Clothing 

If there is a danger of contact with moving parts of machinery: 

 The clothing of the worker must fit closely to the body 

 Dangling neckwear, bracelets, wristwatches, rings, or similar articles must not be 
worn except for medical alert bracelets which may be worn with transparent 
bands that hold the bracelets snugly to the skin 

 Cranial and facial hair must be confined, or worn at a length which will prevent it 
from being snagged or caught in the work process. 
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Transportation of Dangerous Goods (TDG) 

Purpose 

This practice provides guidelines for the Transportation of Dangerous Goods 
(TDG). 

The TDG and regulations are designed to protect the public through safe handling 
and containment of dangerous goods and to protect emergency response 
personnel with the information about hazards of dangerous goods in the event of 
an accident involving a spill or release. 
Where an accidental release of a dangerous good has occurred, the person in 
charge will manage or control the release as reasonably practicable and report the 
occurrence to the proper regulatory agencies. 

General Responsibilities 

The following standards will be followed in all Safety First Muirhead’s Ltd. 
operations with respect to TDG when applicable: 

Every container containing dangerous goods will be labelled by the consignor for 
proper classification before being transported. 

Vehicles transporting dangerous goods must display the applicable placards. 

Proper shipping documents and manifest must accompany every shipment. 

All personnel who handle, transport and/or ship dangerous goods must be trained 
and certified in the process, or working in the presence of and under direct 
supervision of a competent person trained and certified in TDG. 

A person must not handle, offer for transport, or transport dangerous goods 
unless the means of containment is designed, constructed, filled, closed, secured, 
maintained, and labelled including safety marks so that under normal conditions 
of transport, including handling, there will be no accidental release of dangerous 
goods that could endanger worker or public safety. 

A consignor must be able to produce a copy of any shipping document for up to 
two years after the date the shipping document (or electronic copy of it) was 
prepared or given to a carrier by the consignor; for dangerous goods imported 
into Canada, for a period of two years after the date the consignor ensured that 
the carrier, on entry into Canada, had an electronic copy which can be produced 
within 15 days upon receiving a written request from an inspector. 

Dangerous goods must be loaded and secured in a means of containment in such 
a way as to prevent (under normal conditions of transport) damage to the means 
of containment that could lead to an accidental release of dangerous goods. 
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Driver Responsibilities 

 Ensure the consignor/shipper has complied with their responsibilities. 

 Ensure the cargo is securely loaded, properly segregated and free of leaks prior to 
departure. 

 Obtain a bill of lading/manifest from the consignor/shipper and ensure it has 
been properly completed with all required information, including proper 
classification of the dangerous goods. 

 Display the appropriate safety marks (placards and labels) in the proper manner 
and at proper locations. 

 Replace any marks that are damaged or lost while in transport. 

 Refuse consignments of dangerous goods that are offered for transport that do 
not meet the requirements of the regulations. 

 Inspect for TDG compliance as a part of vehicle inspections. 

 Ensure that training certificates are valid and readily available when handling or 
transporting dangerous goods. 

 Report all dangerous goods spills/leaks or discharges to dispatch, supervisor 
and/or safety advisor. 

 Follow dangerous goods routes. 

 Provide consignee/receiver with the copy of the TDG bill of lading/manifest. 

 Supply copies of the TDG bills of lading/manifests for filing at the district offices 
for retention of up to two years. 

Dangerous Goods Reporting Requirements 

The immediate reporting requirements for spills, releases, loss, theft or 
misplacement of dangerous goods depend on the quantities or levels of the 
dangerous goods. 

The reporting requirements, as specified in legislation, vary according to the class 
of the goods spilled, released, lost, stolen or misplaced.  In most circumstances, 
the primary contact is the local police.  Safety First Muirhead’s Ltd. must submit a 
Dangerous Occurrence Report to Transport Canada within 30 days of a reportable 
occurrence. 

In the event of any of the following situations, immediately contact dispatch, 
supervisor and/or the safety advisor with respect to dangerous goods being lost, 
misplaced, stolen or spilled in the quantities equal to or greater than specified in 
the regulations: 

 Any damage to a bulk container. 

 Any accident involving Class 7 dangerous goods. 

 A fire or explosion involving dangerous goods. 



Transportation of Dangerous Goods (TDG) 

Effective Date: May 15, 2013 Page 3 of 4 

 
 

In the event of an accidental release of dangerous goods from a means of 
containment, a person who has possession of the dangerous goods at the time of 
the accidental release must make an immediate report to the appropriate 
provincial authority as well as the employer, the consignor of the goods and the 
owner of the vehicle if the accidental release consists of a quantity of dangerous 
goods or an emission of radiation that exceed quantities set out for each class of 
dangerous goods. 

In the event of the release of dangerous goods, a person in charge will take all 
reasonable emergency measures to reduce or eliminate any danger to public 
safety that results or may reasonably be expected to result from the release. 

Incident Reporting and Classification 

When a vehicle incident occurs, the incident must be classified as preventable or 
non-preventable. 

An incident is deemed preventable if the driver fails to exercise sound judgment in 
his driving practices or does not comply with all regulatory requirements and 
company policy and/or fails to do everything reasonably possible to prevent the 
incident. 

An incident is deemed non-preventable if a driver exhibits sound judgment in his 
driving practices, complies with all regulations and company policy, and does 
everything reasonable to prevent the incident. 

The primary objective of Safety First Muirhead’s Ltd. is to eliminate injury and 
reduce monetary loss through the prevention of incidents.  All vehicle damage is 
preventable. 

All incidents must be reported and investigated according to the requirements of 
Safety First Muirhead’s Ltd. Investigations Policy. 

A driver’s response following a vehicular incident should be to: 

 Stop the vehicle and shut off the engine. 

 Care for the injured and provide necessary first aid, if trained. 

 Protect the scene from further mishap by placing reflective triangles or reflectors 
30 m to the front and rear of the collision. If the collision occurs at night, the 
reflectors must be placed 75 m from the collision. 

 Ensure witness names, vehicle and insurance information and third party 
information is collected. 

 Ensure all information reported to Safety First Muirhead’s Ltd. and the 
investigating authorities are factual; do not offer an opinion. 
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Investigations and Follow-Up 

Sound investigations provide Safety First Muirhead’s Ltd. with the tools necessary 
to identify root causes of incidents and to implement appropriate corrective 
measures for prevention. 
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Thermal Exposure 

Purpose 

This practice provides guidelines for working in cold or hot temperatures. 

Cold Weather Safety 

Working in cold weather can be dangerous to personnel without adequate 
training and winter clothing. To cope with winter, stay active, dress warmly and 
follow safety rules. 

Cold Stress Assessment and Exposure Control Plan 

If personnel are, or may be exposed to thermal conditions that: 

 Could cause cold stress or injury, 

 Could cause a person’s core body temperature to fall below 36°C (96.8°F), or 

 Are below the levels classified as little danger to persons in the criteria for the 
cooling power of wind on exposed flesh described in the table under 
Maintenance of Cold Weather Apparel,  

Then Safety First Muirhead’s Ltd. will: 

 Conduct a cold stress assessment to determine the potential for hazardous 
exposure of workers, using measures and methods that are acceptable to the 
Board. 

 Develop and implement a cold exposure control plan. 

If this is not practical, Safety First Muirhead’s Ltd. will reduce the exposure hazard 
by providing: 

 Effective administrative controls, or 

 Personal Protective Equipment, if the equipment provides protection equally 
effective to the administrative controls. 

The Effects of Cold Weather 

 A cold environment takes away body heat. Too much heat loss can cause 
lowering of the inner body temperature to dangerously low levels causing 
hypothermia. 

 Exposed body parts may freeze in extreme cold, causing frostbite. 

 Loss of body heat (hypothermia) and frostbite (freezing of body tissue) can 
present serious danger to life and health. 

 Cold weather can increase pain from arthritis or rheumatism. 
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 Cold affects dexterity, affecting skill and ease of using the hands, and also mental 
skills and coordination. 

 Prolonged exposure to moderate cold and dampness can result in other types of 
injuries or illness. 

Working in cold environments increases the risk of back injuries and other 
musculoskeletal injuries.  Perform warm up stretching exercises before handling 
heavy equipment and material. 

Cold Hazards 

Wind makes air temperatures colder, and brisk winds and cold temperatures 
combine to make it dangerously cold. 

Exposed human flesh freezes within one minute at -29°C (-20.2°F) when wind 
speed is 8km/h (5mph).  When the wind speed increases to 32km/h (20mph), 
human flesh freezes at -12°C (10.4°F). These danger warnings for wind chill apply 
if your clothes and skin are dry.  When you are wet, cold injury can occur at less 
cold temperatures.  

Cold Weather Apparel 

 Wear cotton or polypropylene long underwear for all-over warmth. 

 Wear multiple layers of light, loose-fitting clothing.  Air between the layers 
provides warmth.  Outerwear should be waterproof Wear cold weather clothing 
or arctic clothing that is appropriate for the outdoor temperature range and the 
type of activity. 

 Wear mittens instead of gloves whenever possible, as mittens are warmer. 

 Wear a warm hat with ear protection to prevent heat loss from the head. As 
much as 40% of body heat can be lost from an uncovered head. 

 Use an appropriate hard hat liner to reduce heat loss. 

 Wear woollen socks to protect ankles and feet; carry an extra pair where 
moisture or sweat is likely and change when needed. 

 Keep an extra pair of safety shoes for inside work. 

 Protect your vision from UV rays or blowing ice crystals by wearing appropriate 
eye protection while working in snow and ice on a bright day. 

 Keep snow and water out of your footwear. 

 Use suspenders.  Tight belts can constrict blood circulation. 

 Wear a scarf or face mask while working in cold wind. 

 Do not wear dirty and oily clothing as such clothing has lost much of its insulation 
value.   

 Do not wear gloves or scarves that can get caught in moving parts of the 
machinery.  



Thermal Exposure  

Effective Date: May 15, 2013 Page 3 of 12 

 
 

Examples of Cold Weather Clothing 

Layers 

When personnel start working, they generally start sweating, and sweat 
dampened clothes lose their insulation value. The following sequence is suggested 
when removing layers of clothing to avoid sweating: 

1.- Remove gloves/mittens, unless protection from snow and ice is needed. 

2.- Remove headgear and neck wrapping. 

3.- Open jacket at the waist and sleeves. 

4.- Remove outer layers of clothing. 

5.- Replace clothing in the reverse sequence as soon as work is done.  Do not 
wait until you start feeling cold. Re-warming will take time. 

Maintenance of Cold Weather Apparel 

 Carry cold weather protective clothing with you at all times. 

 Shake feather/down garments when removing them from the duffel bag to 
increase their loft for insulation value. 

 Keep garments dry; brush off snow and frost before entering warm buildings or 
vehicles. 

 Follow manufacturer guidelines for cleaning clothing.  Incorrect cleaning and 
washing methods may cause harm to insulation, fur and leather parts. 

 Do not keep cold weather clothing stored or compressed in a duffel bag for long 
periods. 

 Do not store damp clothing in a duffel bag.  Hang it on a hanger for drying. 

 Do not leave rips or tears untended.  Temporary repairs can be made with 
electrical or duct tape. 

Clothing Type 

Long, dry underwear 
Wool or polypropylene 
Wool; cotton in dry conditions. 

Pants, Shirts, Sweaters, 
Turtleneck 

Wool, fleece or synthetic substitutes 

Headgear Wool, polyester or polyvinyl caps, scarves, face masks 

Gloves 
Loose fitting with wool liners, gloves inside heavy mittens 
for extremely cold conditions. 

Socks 
Two pairs – light or medium inner and heavy wool outer 
socks. 

Parka 
Loose fitting, filled with down or insulating Fiberfil, 
attached hood and outer layer of waterproof material. 
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Environment Canada Wind Chill Chart 
Actual Air Temperature T air (˚C) 

Where 

Tair= Actual Air Temperature In ˚C 
V10 m= Wind Speed at 10m in km/h (as reported in weather observations) 

Notes: 

1. For a given combination of temperature and wind speed, the wind chill 
index corresponds roughly to the temperature that one would feel in a very 
light wind. For example, a temperature of -25˚C and a wind speed of 
20km/h give a wind chill index of -37˚C. This means that, with a wind of  
20 km/h and a temperature of -25˚C, one would feel as if it were -37˚C in a 
very light wind. 

2. Wind chill does not affect objects and does not lower the actual 
temperature. If only describes how a human being would feel in the wind at 
the ambient temperature. 

Wind  
Speed 
V10 m 

(Km/h) 

5 0 -5 -10 -15 -20 -25 -30 -35 -40 -45 -50 

5 4 -2 -7 -13 -19 -24 -30 -36 -41 -47 -53 -58 

10 3 -3 -9 -15 -21 -27 -33 -39 -45 -51 -57 -63 

15 2 -4 -11 -17 -23 -29 -35 -41 -48 -54 -60 -66 

20 1 -5 -12 -18 -24 -30 -37 -43 -49 -56 -62 -68 

25 1 -6 -12 -19 -25 -32 -38 -44 -51 -57 -64 -70 

30 0 -6 -13 -20 -26 -33 -39 -46 -52 -59 -65 -72 

35 0 -7 -14 -20 -27 -33 -40 -47 -53 -60 -66 -73 

40 -1 -7 -14 -21 -27 -34 -41 -48 -54 -61 -68 -74 

45 -1 -8 -15 -21 -28 -35 -42 -48 -55 -62 -69 -75 

50 -1 -8 -15 -22 -29 -35 -42 -49 -56 -63 -69 -76 

55 -2 -8 -15 -22 -29 -36 -43 -50 -57 -63 -70 -77 

60 -2 -9 -16 -23 -30 -36 -43 -50 -57 -64 -71 -78 

65 -2 -9 -16 -23 -30 -37 -44 -51 -58 -65 -72 -79 

70 -2 -9 -16 -23 -30 -37 -44 -51 -58 -65 -72 -80 

75 -3 -10 -17 -24 -31 -38 -45 -52 -59 -66 -73 -80 

80 -3 -10 -17 -24 -31 -38 -45 -52 -60 -67 -74 -81 
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3. The wind chill index does not take into account the effect of sunshine. Bright 
sunshine may reduce the effect of wind chill (make it feel warmer) by 6 to 
10 units. 

Frostbite Guide 

Low risk of frostbite for most people 

Increasing risk of frostbite for most people within 30 minutes of exposure 

High risk for most people in 5 to 10 minutes of exposure 

High risk for most people in 2 to 5 minutes of exposure 

High risk for most people in 2 minutes of exposure or less 

Work Practices 

A schedule of regular rest breaks should be established to allow individuals to 
warm up. These breaks should be a minimum of 10min in length and should be 
taken in a heated area.  Outer clothing should be removed to prevent overheating 
and sweating when in the heated area.  Returning to cold work while damp or 
sweaty may result in rapid chilling. 

Work Practices for Continuous Cold Weather 

 Heated warming shelters (tents, cabins, rest rooms, etc.) should be provided.  
People should be encouraged to use these at regular intervals; the frequency of 
use depends upon the severity of environmental exposure. 

 When entering the heated shelter, outer and middle clothing layers (as necessary) 
should be removed to prevent overheating and to permit dampness to 
evaporate.  A change of dry clothing may be necessary.  

 Warm fluids should be consumed at the work site to provide energy, warmth and 
replace fluids lost during work.  Significant fluid loss can occur in the cold due to 
sensible and insensible sweating, breathing and the extra energy requirements of 
working in the cold.  Dehydration in the cold is a serious concern, increasing a 
person’s susceptibility to hypothermia. 

 The onset of severe shivering, the feeling of excessive fatigue, drowsiness, 
irritability or euphoria are indications for immediate return to the shelter. 

The following additional precautions apply at colder temperatures: 

 Individuals should be under constant protective observation by a buddy or 
supervision. 
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 Work rate should not be high enough to cause sweating.  If heavy work must be 
performed, rest periods in heated shelters and the opportunity to change into dry 
clothing should be provided. 

 New employees should not be required to work full-time in the cold during the 
first days of employment until they become accustomed to the working 
conditions and required protective clothing.  

 Weight and bulkiness of clothing should be included in estimating required work 
performance. 

 Work should be arranged to minimize periods of standing or sitting still. 

 Personnel should be appropriately trained. 

If an individual shows signs or symptoms of cold exposure/stress or injury, the 
individual shall be removed from further exposure and treated by a qualified first 
aider (if available), or by a physician. 

Hot Working Conditions 

High Temperature Health Hazards 

Hot working conditions are present throughout the year in a variety of industrial 
settings and at outdoor work sites for a relatively brief seasonal period.  These 
conditions expose individuals to thermal stress that can affect their health, safety 
and productivity. 

The human body functions most efficiently within a narrow temperature range.  
At 2°C (35.6°F) above or below the body’s normal temperature of 37°C (98.6°F), 
additional stress is placed on the body to regulate its temperature (i.e. perspiring 
to keep cool or shivering to keep warm).  

Evaporation of perspiration is the main way the body cools itself.  If fluid lost 
through perspiration is replaced at a rate similar to its rate of loss, few health 
effects are experienced.  A net loss of body fluid may lead to some individuals 
becoming dizzy, irritable and inattentive, making them more likely to have 
accidents or injuries. 

High humidity can reduce or altogether prevent perspiration from evaporating, 
compromising the body’s ability to cool itself. The combination of high 
temperature and high humidity may lead to more serious heat-related problems. 
The problem may be further aggravated when heavy or impermeable protective 
clothing is worn and physically demanding work activities are performed. 

Individuals who are obese, pregnant, abuse alcohol or have chronic diseases 
usually develop heat exposure problems more rapidly than do other people. 
Individuals who have recently suffered from heat stroke have an increased 
sensitivity to heat and should avoid exposure as much as possible.  The chart 
below summarizes those factors involved in heat stress. 
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Factors Involved in Heat Stress 

Environmental Personal Characteristics Other 

 Temperature  
 Humidity  
 Movement of air  
 Radiant heat given off by 

sources such as the sun, a 
furnace, smelter, etc.  

 Age  
 Weight  
 Fitness  
 Medical condition  
 Acclimatization to heat  

 Clothing  
 Physical activity  
 An individual’s use of 

medication(s)  

Sources of Heat Gain and Heat Loss 

Heat is gained or lost from the body in the following ways:  

Evaporation 
Evaporation of sweat from the skin cools the body. The rate at which the body 
sweats increases with increasing workload, humidity levels and environmental 
temperature.  At very high humidity levels, sweat does not evaporate as quickly, 
or may not evaporate at all.  Air movement and low levels of humidity increase 
evaporation. 

Convection 
Convection involves the exchange of body heat between the skin surface and the 
air or liquid surrounding it.  Air, which is cooler than body temperature, cools the 
body.  Warmer air increases body temperature. 

Radiation 
Radiation is heat exchange by non-ionizing electromagnetic radiation (i.e. radiant 
heat from a furnace, an oven or the sun). 

Conduction 
Conduction is heat exchange between the skin surface and a solid surface in direct 
contact with it.  In general, this is an almost insignificant source of heat when 
considering heat gained by the body. 

Metabolic Heat 
The body creates its own internal heat, generated by the breakdown of food to 
create energy.  Muscles are the principle source of metabolic heat and thus hard 
work in a hot environment contributes to the body’s overall heat load. 

Prevention of Heat Stress 

Safety First Muirhead’s Ltd. is responsible for ensuring that mechanisms are in 
place to identify, assess, control and monitor potential heat stress situations 
involving personnel. 

If an employee/contractor is, or may be exposed to heat stress, Safety First 
Muirhead’s Ltd. shall: 
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 Conduct a heat stress assessment to determine the potential for hazardous 
exposure to the individual, using measures and methods that are acceptable to 
the Board. 

 Develop and implement a heat stress exposure control plan with reference to the 
ACGIH Standards. 

The following are typical approaches to the prevention of heat stress at work sites. 

Engineering Controls 

An occupational health survey should be conducted to determine the measures to 
be taken to control exposure to severe heat.  These measures may include: 

 Control of the heat source through use of insulation and reflective barriers. 

 Isolating individuals from the heat (i.e., using an air conditioned booth or 
automating the process). 

 Using an exhaust system to pull hot air or steam out of the work area. 

 Using fans or air blowers to circulate air. 

 Reducing the humidity. 

 Reducing the physical demands of the work (i.e., using mechanical equipment). 

Administrative Controls 

Administrative controls that may be effective in reducing heat stress include: 

 Scheduling tasks to avoid heavy physical activity during the hottest period of the 
industrial process or day. 

 Working in the shade whenever possible, if outdoors. 

 Using additional people for the job. 

 Ensuring that all personnel/supervisors understand the signs and symptoms of 
heat stress. 

 Rotating personnel into tasks and areas which expose them to less heat load. 

 Reducing the pace of work. 

Personal Protective Equipment 

Where engineering or administrative controls are not feasible or practical, the use 
of Personal Protective Equipment may be necessary. 

Clothing  Should be light in weight and color; loose fitting where possible and 
made of cotton or a synthetic fabric that allows perspiration to be absorbed away 
from the skin and evaporate.  Some tasks may require individuals to wear 
protective clothing, goggles, gloves and boots to provide a barrier from the heat 
source. 



Thermal Exposure  

Effective Date: May 15, 2013 Page 9 of 12 

 
 

 Reflective clothing may be required for work near heat sources such as a hot 
furnace. 

 Insulated or cooled clothing such as cooling vests may be required for short-term 
exposure work such as maintenance. 

 Light-filtering eye protection may be required when work involves hot objects 
such as molten metals. 

 Outdoor employees should wear appropriate clothing and sunglasses to reduce 
sun exposure. 

Other – Additional measures include applying sunscreen lotion or cream to 
exposed skin.  When purchasing sunscreen lotion or cream, the SPF number on 
the label (Sun Protection Factor) indicates the level of protection provided. The 
higher the number, the greater the protection. 

Personal Measures 

Acclimatization 
This is the process by which the body becomes accustomed to heat.  
Acclimatization can be achieved by gradually increasing the duration of heat 
exposure over a period of 4-7 days.  Physically fit individuals adapt to heat more 
quickly than those who are not fit.  However, heat acclimatization is lost quickly; 
one week away from the hot conditions will require an individual to re-
acclimatize. 

Fluid Replacement 
People should be encouraged to drink at least 250ml (1 cup) of fluid 
approximately every 20min.  To encourage this consumption of fluid, potable 
water shall be located at or near where the work is being performed. 

The feeling of thirst alone should not be relied upon to ensure sufficient intake.  
While the preferred replacement fluid is water (cool - not cold), other 
recommended alternatives include diluted fruit juice, tea or lemon tea.  An 
electrolyte replacement drink, diluted to half strength with additional water may 
also be used.  Alcohol and drinks with high caffeine content (i.e., coffee, some 
energy drinks, colas or other carbonated drinks, should be avoided because they 
act as diuretics, increasing fluid loss at a time when fluid balance is essential. 

Signs of dehydration easily monitored by the employee or contractor include a 
decrease in the frequency and volume of urine produced. Individuals noting these 
signs should increase their fluid intake. The normal salt content of the individual’s 
diet, together with salt added to food as a seasoning is usually sufficient to replace 
salt lost through perspiration.  Salt tablets and salt supplementation are very 
rarely required. 
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Rest Breaks 
Increasing the frequency and duration of rest breaks can reduce overall heat 
exposure.  Rest breaks taken in a cooler area are an effective means of preventing 
heat-related health problems. Recommendations for these breaks are based on 
Wet-Bulb Globe Temperature (WBGT) readings, providing a measure of the 
combined effect of heat and humidity.  At a given temperature, the higher the 
humidity, the greater the heat stresses.  Recommended work/rest schedules are 
presented in the following chart. 

Threshold Limit Values (TLVs) for Heat Exposure 
Wet Bulb Globe Temperature (WBGT) Criterion Values for Work Rates that are: 

Hourly 
Activity 

Light Moderate Heavy Very Heavy 

U A U A U A U A 

100% Work 27.5 29.5 25.0 27.5 22.5 26.0 21.0 25.0 

75% Work 
25% Rest 

29.0 30.5 26.5 28.5 24.5 27.5 22.5 26.5 

50% Work 
50% Rest 

30.0 31.5 28.0 29.5 26.5 28.5 25.0 27.5 

25% Work 
75% Rest 

31.0 32.5 29.0 31.0 28.0 30.0 26.5 29.5 

 U = Un-acclimatized   A = Acclimatized Reference: ACGIH 1999; p.176 

Dry Bulb 
Temperature (oC) 

WBGT (oC) 

20% R.H. 30% R.H. 40% R.H. 50% R.H. 

29 20.0 21.5 23.0 24.0 

32 21.5 23.0 25.0 26.5 

35 24.0 26.0 27.5 29.5 

38 26.0 27.5 30.0 31.0 

Notes: 

WBGT values are expressed in degrees Celsius and are rounded to the nearest half 
degree.  The following is a conversion chart of dry bulb temperature to WBGT 
values, taking into consideration different relative humidity’s (RH). 

The Threshold Limit Values (TLVs) shown above are based on the assumption that 
persons exposed to heat stress conditions are: 

 Adequately hydrated 

 Un-medicated 

 In generally good health 

 Wearing lightweight summer clothing 
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These assumptions should be kept in mind when the TLVs are applied to situations 
in which the assumptions are not valid. 

Schedule 3 
Examples of Work Rate Activities 

Work Rate Example Activities 

Light 
(Up to 200 kcal/hr.) 

 Sitting with moderate arm and leg movements 
 Standing with light work at machine or bench while using mostly arms 
 Using a table saw 
 Standing with light or moderate work at machine or bench and some 

walking about 

Moderate 
(200-350 kcal/hr.) 

 Scrubbing in a standing position 
 Walking about with moderate lifting or pushing 
 Walking on level at 6 km/hr. (3.7 mph) while carrying a 3 kg (6.6 lb.) 

weight load 

Heavy 
(350-500 kcal/hr.) 

 Carpenter sawing by hand 
 Shovelling dry sand 
 Heavy assembly work on a non-continuous basis 
 Intermittent heavy lifting with pushing or pulling i.e., pick and shovel 

work 

Very Heavy 
(>500 kcal/hr.) 

 Shovelling wet sand 

Reference: ACGIH 1999; p.179 

Health Problems Arising from Heat Exposure 

Personnel exposure to heat is associated with a number of possible heat 
problems. The following chart summarizes these problems, including their 
treatment and prevention. If an individual shows signs or reports symptoms of 
heat stress or strain, the person shall be removed from the hot environment and 
treated by a qualified first aider (if available), or by a physician. 
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Health Problems Arising From Heat Exposure 

Conditions & Symptoms Treatment Prevention 

Heat Rash (prickly heat) 
Tingling and burning of the 
skin, red itchy rash.  Due to 
plugging of sweat gland ducts 
with prolonged exposure of 
skin to heat, humidity and 

sweat. 

 Thorough drying 
 Cool showers 
 Calamine lotion 

 Keep skin as dry as possible 
 Rest in cool places 
 Shower often 
 Change clothes frequently 
 Keep skin clean 

Heat Cramps 
Painful spasm of muscles that 
perform the hardest work 
(i.e. in the arms, legs, and 
abdomen).  Can occur during 
or after working hours. 

 Massage the muscle(s) 
 Eat salt-containing foods 

(unless not indicated for 
medical reasons) 

 Warm up muscles before 
heavy work 

 Take appropriate rest 
breaks 

 Eat a normal, healthy diet 

Fainting 
Increased blood flow to the 
skin to eliminate heat; 
reduced blood flow to the 
brain. 

 Lie down in a cool place 
 Drink cool fluids to lower 

body temperature 
 Consult a physician if 

fainting recurs 

 Drink plenty of fluids 
regularly 

 Avoid standing still in one 
position; move around 

Heat Exhaustion 
Tired, weak, dizzy, clammy 
skin, slow weak pulse.  Pale 
or flushed complexion.  
Elevated heart rate (160-180 
beats/min). 

 Lie down with knees raised 
 Drink cool – not cold – 

fluids 
 Contact a physician if 

condition does not improve 
rapidly 

 Acclimatization for 4-7 days 
 Drink cool fluids regularly, 

both before and during the 
time exposed to heat. 

 Take rest breaks in a cool 
place 

Heat Stroke 
Worker usually stops 
perspiring, body temperature 
is high 40o – 43oC (104o – 
109.4oF), skin is hot and dry.  
Worker experiences 
headache, dizziness, 
confusion, may lose 
consciousness or have fits.  
Fatal if treatment is delayed. 

 This is an emergency and 
the worker must be taken 
to a hospital as quickly as 
possible. 

 Move worker to a cool or 
shaded area, remove 
clothing, wrap in wet sheet, 
pour on chilled water and 
fan vigorously.  Avoid 
overcooling.  Treat for 
shock once temperature is 
lowered. 

 Cooling should begin 
immediately and continue 
while en route to hospital. 

 Acclimatization for 4-7 days 
 Take breaks in a cool place 
 Drink plenty of fluids 

regularly 
 Wear suitable clothing 
 Follow a work/rest 

schedule 
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Tiger Torches 

Purpose 

This practice provides guidelines for the use of tiger torches. Although valuable on 
the work site, tiger torches are sometimes misused in a manner that can make 
them dangerous. This practice provides guidelines for the safe use of tiger torches. 

Definition 

Tiger Torch – A tiger torch is a tool used to preheat piping systems prior to 
welding. 

Operation 

 Before using a tool that requires a lot of movement, ensure the Hazard 
Assessment and Control has addressed potential injury to others. 

 Tiger torches must only be used to preheat piping prior to welding. 

 When a torch is used, an appropriate fire extinguisher must be present. 

 Torches are not to be used for heating of work areas or thawing lines and 
equipment, etc. 

 Ensure that propane cylinders are properly shut off. 

 Fuel lines are to have regulators. 

 Propane cylinders are to be secured in an upright position. 

Inspection 

All defective tools must be reported to the supervisor so they may be removed 
from service.  All damaged equipment and tools shall be tagged out of use and 
removed from service until repairs are made by a qualified, competent person. 
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Vehicle Safety 

Purpose 

This practice provides guidelines to ensure safe and proper vehicle operation for 
when operating a vehicle and when occupants are using transportation provided 
by Safety First Muirhead’s Ltd. both on and off site. 

This applies to all personnel operating vehicles on Safety First Muirhead’s Ltd. 
work sites. 

Application 

Unless otherwise required in this rule which may exceed legislated or jurisdictional 
regulatory requirements (i.e., seat belt and cellular phone use), the following 
applies: 

 All provincial rules of the road shall apply to operating, using or occupying Safety 
First Muirhead’s Ltd. vehicles both on and off site. 

Rules 

 All licensed vehicles shall only be driven by authorized operators who have a valid 
driver’s license for that class of vehicle.  Employees and contractors have an 
obligation to declare their ineligibility to drive if their license to drive has been 
suspended or expired. All documents and abstracts will be viewed prior to a driver 
operating a Safety First Muirhead’s Ltd. vehicle. 

 All vehicle operators and occupants shall obey all laws and safety requirements in 
the jurisdiction they are traveling whether it is by air, ground or water. 

 Safety First Muirhead’s Ltd. vehicles are used only to transport Safety First 
Muirhead’s Ltd. personnel on company business and other people who are 
pertinent to an effective operation. 

 All posted speed limits and traffic signs will be observed, and the right of way 
yielded to pedestrians. 

 The maximum number of persons permitted in a motor vehicle will be one per 
seat belt available, and no passengers will be allowed to ride in a truck box.  Seat 
belts must be worn. 

 Headlights or running lights must be turned on when operating a vehicle on all 
roads.  Headlights (including tail lights), shall be turned on 1/2hr before dusk until 
1/2hr after sunrise and also during conditions of poor visibility; i.e., smoke, fog 
and rain. 

 A bus will not be passed when the four-way flashers are activated during 
passenger loading and unloading. 
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 Obey all flag persons, posted signs and warnings when driving on public roads, 
public/private roads, property, sites or plants. 

 All slow-moving vehicles must comply with the Department of Transportation and 
provincial requirements. 

 Back-up alarms are mandatory on all vehicles over five (5) tons. 

 Turn off the engine and set the parking brake in unattended vehicles. 

 Park vehicles away from congested work areas and within the defined work 
boundaries.  Always pull through or back vehicles into parking stalls. This allows 
for the vehicle to face outwards which provides a faster escape in case of an 
emergency. 

 As per the smoke free law, smoking is not be permitted in Safety First Muirhead’s 
Ltd. owned, leased or rented vehicles on or off site as such vehicles are 
considered a public work place. 

 Employees are strictly prohibited from operating Safety First Muirhead’s Ltd. 
vehicles while under the influence of alcohol or drugs. This includes a blood 
alcohol level at or above the legal limit, illegal drugs and prescription medications 
that cause drowsiness or other compromising conditions. 

 Safety First Muirhead’s Ltd. employees and contractors will not work beneath any 
vehicle, between any two vehicles, or between any vehicle and any other object, 
unless all such vehicles are properly secured. 

 The safe working load of load-rated equipment shall not be exceeded. 

Fluid levels must be checked at every fill-up.  This includes oil and water. 

 In case of a breakdown, vehicles should be parked with all wheels off the main 
roadway when possible. 

 Do not attempt to shift gears when descending a steep hill. 

 Personally owned or rented trailers used for personal reasons must not be 
attached to, or drawn by company vehicles. 

 Hitchhikers are not permitted to ride in vehicles. 

 All motor vehicles, operated on main plant roads, shall meet the Department of 
Transportation and jurisdictional certification standards. 

 The speed limit on pipeline ROW is 30km/h and 20km/h or less depending on 
conditions when passing persons.  Safety First Muirhead’s Ltd. may adjust speed 
limits on the ROW according to site conditions identified in the pre-job planning.  
Any exceptions will be communicated accordingly. 

 All cargo will be adequately stored and secured in a position that will prevent 
movement or hazards. 
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Cellular Phones and Hands Free Devices  

Hand held cell phones and/or hands free devices will not be used while operating 
any Safety First Muirhead’s Ltd. owned vehicle. 

Personal Electronic Devices 

Personal electronic devices (i.e., iPod, etc.) that are used to listen to music 
through the installed sound system of vehicles are allowed at the discretion of the 
company.  The use of headphones and inserts into the ears for listening to music is 
prohibited. 

The usage and/or operating of portable electronic devices, while operating any 
Safety First Muirhead’s Ltd. vehicle, are strictly prohibited. 

Enforcement 

Traffic violations that vary in severity are subject to progressive discipline up to 
and including termination of employment.  Supervisor/management is 
accountable to follow up and provide corrective feedback immediately upon being 
notified of the infraction. 

If more than one rule is violated during a single incident: 

 The most serious transgression will be dealt with via the disciplinary process (Non-
Compliance), which shall include corrective actions. 

 The incident will be treated as a single traffic violation. 

Corrective action will be administered as follows: 

 The employee/contractor’s immediate supervisor is responsible for administering 
the appropriate corrective action. 

 Safety First Muirhead’s Ltd. management is responsible for notifying all contract 
company management.  This notification must include the details of the violation 
and the required corrective action. 

Pre-Trip Inspection 

A pre-trip inspection and any repairs necessary should be performed to assure the 
safe operation of vehicles before departure.  Records shall be retained with the 
vehicle. 

The operator is responsible for completing a walk around prior to moving the 
vehicle to verify that it is in safe operating condition and that no persons are at 
risk or endangered when the vehicle is started or moved. 
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Any faulty or damaged parts or equipment will be reported to the supervisor and 
repaired.  No vehicle in faulty condition will be operated if the fault creates a 
personnel/public hazard. 

Vehicle Safety Equipment 

Safety First Muirhead’s Ltd. is responsible for providing the following safety 
equipment and ensuring that it is present and accessible prior to mobilizing any 
company vehicle: 

 Alberta No. 2 First Aid kits 

 Certified and up-to-date 20lb. fire extinguishers (back of vehicles, mounted in 
box) 

 Flare kits 

 2-way radios 

 Cellular phones 

 Identified First Aid for medical emergencies 

In case of an accident: 

 Pull off the road if possible. 

 Place warning reflectors where necessary. 

 Render First Aid if required. 

 Do not enter into any argument or discussion with other people involved. 

 Make no admission of liability or offer any statement of claim or opinion.  
Complete an Incident Investigation Report. 

 In the event of an incident, vehicle collision or traffic violation, the vehicle 
operator must ensure they notify the supervisor and participate fully in providing 
information necessary for insurance and investigation purposes. 

Traffic Control 

From time to time, work in which Safety First Muirhead’s Ltd. may be involved 
requires protecting employees from traffic hazards.  Examples of such work 
conditions include, but are not limited to: 

 Individuals at a construction site assisting with positioning, loading or unloading of 
dump trucks. 

 Persons at a road construction project where work takes place within an area 
protected from public traffic by barricades. 

Determine the presence and degree of danger from traffic to people through the 
Hazard Assessment and Control process, which identifies the speed of moving 
vehicles, and locating of individuals relative to vehicles. 
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To control risk of injury from traffic hazards, it should first be controlled or 
eliminated through the use of engineering or administrative controls. 

Highly visible apparel such as traffic vests should be considered as a second line of 
defence.  Individuals on foot and exposed to the hazards of moving vehicles are 
required to wear highly visible apparel that is clearly distinguishable.  Depending 
on conditions at the work site, highly visible apparel may be fluorescent, retro-
reflective or a combination of both. 

Vehicle Towing Practice 

The purpose of this practice is to prevent possible injury to persons, and damage 
to Safety First Muirhead’s Ltd. owned, leased or personal fleet vehicles through 
the proper use of towing techniques. 

All personnel will comply with the following: 

 Do not attempt to tow or pull any vehicle with a higher GVW than the tow 
vehicle.  A tow truck should be called. 

 Before attempting to pull any vehicle, both drivers must meet face-to-face to 
discuss the best method of towing.  Look for all hazards that may exist such as 
slope of the ditch, brush, trees, signs, ruts, other vehicles, uninvolved personnel, 
etc. 

 All persons involved must wear a reflective vest or have reflective striped 
coveralls. 

 To reduce the sling shot effect, a proper tow strap must be used.  Do not use a 
chain, towrope with metal eyes or hooks, or nylon tow ropes. 

 Ensure no slack is left in the tow strap before pulling the vehicle (do not back up 
bumper-to-bumper). 

 Hook tow straps directly to the frame either by the trailer hitches on the rear of 
the vehicle or engineered tow hooks on the front. 

 If the vehicle cannot be pulled out safely, a tow truck, winch truck, cat, etc., 
should be used. 

Refuelling 

Fuel vapours can create an explosion hazard if an ignition source is present. 

While vehicles are being refuelled: 

 Ignition systems must be turned off 

 No smoking 
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Training 

All necessary measures will be taken to ensure the safe operation and 
maintenance of mechanized equipment.  Safety First Muirhead’s Ltd. shall ensure 
that all employees and contractors are properly trained and aware of the hazards 
and control methods required to safely operate equipment. 

Supervisors must ensure that personnel are trained in the safe operation of the 
functioning equipment.  The training shall consist of the following as a minimum: 

 Mandatory certifications when required. 

 Selection of appropriate equipment. 

 Equipment limitations. 

 Operator’s pre-use inspection. 

 Equipment use. 

 Operator skills required (as per the manufacturers’ equipment specifications). 

 Basic mechanical and maintenance requirements of equipment. 

 Loading and unloading the equipment (if job requirement). 

 Hazards specific to equipment operation at the work site. 
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Welding 

Purpose 

This practice provides guidelines to protect and educate personnel on welding 
safety procedures in the workplace, and ensure the health and safety of personnel 
at the work site. 

Safety First Muirhead’s Ltd. Responsibility 

Safety First Muirhead’s Ltd. personnel shall ensure welding is done in a safe and 
efficient manner, regardless of the complexity of the job and potential time 
constraints. 

Requirements 

Hot work must not begin until: 

 A Welding and Hot Work Checklist is completed. 

 A hot work permit is issued that indicates: 

– The nature of the hazard, 

– The type and frequency of atmospheric testing required, 

– The safe work procedures and precautionary measures to be taken, and 

The protective equipment required. 

 The hot work location is: 

– Cleared of combustible materials, flammable materials, explosive, dust, 
gas or vapour, or 

- Suitably isolated from combustible materials. 

 Procedures are implemented to ensure continuous safe performance of the hot 
work. 

 Testing shows that the atmosphere does not contain: 

– A flammable substance, in a mixture with air, in an amount exceeding 
20% of that substance’s lower explosive limit for gas or vapours, or 

– The minimum ignitable concentration for dust. 

Welding, Cutting and Burning 

Work involving welding, cutting and burning can increase the fire and breathing 
hazard on any job. The following should occur prior to the start of work: 

 Compliance with the requirements of CSA Standard W117.2-06, Safety in 
Welding, Cutting and Allied Processes (or current version). 
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 Ensure that welding or allied process equipment is erected, installed, assembled, 
started, operated, used, handled, stored, stopped, inspected, serviced, tested, 
cleaned, adjusted, carried, maintained, repaired and dismantled in accordance 
with the manufacturer specifications. 

 Ensure that before a welding or allied process is started, the area surrounding the 
operation is inspected and: 

– All combustible, flammable or explosive material, dust, gas or vapour is 
removed, or 

- Alternate methods of rendering the area safe are implemented. 

 Ensure that adequate ventilation is supplied since hazardous fumes and gases can 
be created during welding, cutting or burning operations. 

 Have firefighting or prevention equipment on hand before starting welding, 
cutting or burning. 

 Where other personnel may also be exposed to the hazards created by welding, 
cutting and burning, they must be alerted to these hazards or protected from 
them by use of screens and general ventilation. 

 A welder should never work alone.  A fire or sparks watch should be maintained. 

 Check hoses and cables to protect them from slag or sparks. 

 Never weld or cut lines, drums, tanks, etc. that have been in service without 
making sure that all precautions have been carried out and permits obtained. 

 Never enter, weld or cut in a confined space without proper gas tests and the 
required safety lookout. 

 When working overhead, use fire resistant materials (blankets, tarps) to control or 
contain sparks, debris and other falling hazards, to protect employees below the 
operation. 

Oxygen and Fuel Gas 

Because of the exceedingly hot fumes they produce, oxygen and acetylene are 
used in welding and cutting metals.  (Propane may, in some cases, be substituted 
for fuel gas.) 

Acetylene 

A colourless gas with a slight garlic-like odour.  Flammable gas combining with air 
over a wide range forms explosive mixtures.  Flammable limits are 2.5% and 100%.  
Minimum ignition temperature is 571oF.  It is lighter than air with a vapour density 
of 0.9.  Distribution through hose and piping should be maintained at less than 
15psi.  It forms explosive compounds with copper, silver and mercury.  Keep 
acetylene cylinders away from heat sources and the surrounding temperature 
should be kept below 54oC (130oF). 
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Oxygen 

Oil, grease or similar materials should never be allowed to come in contact with 
any valve, fitting, regulator or gauge of oxygen cylinders because of the 
spontaneous explosive hazard. 

Oxy-Fuel Gas Equipment Precautions 

 Supply hoses must be protected from traffic. 

 Open all cylinder valves slowly.  The spanner/wrench used for opening the 
cylinder valves should always be kept on the valve spindle when the cylinder is in 
use. 

 Employees should never force connections that do not fit, nor shall they tamper 
with the safety relief devices of cylinder valves. 

 Pressure regulators, required by provincial regulations, shall be in place and used 
on all compressed gas cylinders.  Back flash prevention devices shall be installed 
at the regulator end of all fuel/oxygen supply lines. 

 Do not use regulators, hoses or torches unless they are working properly. 

 Use only a spark lighter to ignite torches.  Never use matches or cigarette lighters 
or carry butane lighters. 

 Oxygen or acetylene torches must not be used to blow dust from work surfaces, 
clothing or skin.  Valves should not be opened (cracked) to clear debris from the 
threads. 

 In case of a fire, protect adjacent property.  Keep the cylinder cool and let the fire 
burn out. 

 Personnel using an oxy-acetylene cutting torch must wear goggles with the 
proper shade of lenses and also use leather gauntlet gloves. 

Portable Arc Welders 

 Portable arc welders are a piece of equipment that is to be treated like a vehicle.  
Do not operate them indoors. 

 Be sure the machine is securely attached to the transporting unit. 

 Check all fluid levels, water, oil and gas to be sure they are at acceptable levels for 
operation. 

 When fuelling, do not “top off” the gas tank. Gasoline expands as the outside 
temperature rises, which may result in weeping and an ensuing fire. 

 Do not fuel the machine while it is running. 

 Be sure the radiator and gas caps are in proper working order and securely 
attached. 

 Do a “walk around” to check for damage and obvious leaks. 

 Qualified mechanics or technicians should do any repairs. 
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 Make sure all cables are wound securely when transporting. 

 Ensure that side covers are kept closed to protect the machine from any damage 
from external objects and outside weather, as well as to protect the operator and 
others from moving parts of the machine. 

Storage and Handling 

 Protect cylinders, piping and fittings against physical damage during handling, 
filling, transportation and storage. 

 Cylinders should be properly secured and always used, transported or stored in 
accordance with manufacturer specifications. 

 Store cylinders in a cool, well-ventilated and non-combustible place away from all 
possible sources of ignition.  Outside storage is preferred with overhead 
protection from the weather. 

 Cylinders of compressed flammable gas are not to be stored in the same room as 
a cylinder of compressed oxygen, unless the storage arrangements are in 
accordance with Part 3 of the Alberta Fire Code (1997). 

 Cylinders should not be stored where materials or equipment can strike, fall on or 
knock them over. 

 Cylinders should be protected against lightning, static electricity, sparks, flames, 
contact with energized electrical equipment, or being inadvertently struck by a 
welding rod. 

 Cylinders should have the valve protection cap or other approved protective 
device in place at all times, except when secured in position for actual use. 

 Cylinders should not be rolled and lifted by the valve or valve caps.  A suitable 
cradle or other approved device should be used or otherwise chained or secured 
so they cannot fall or be upset. 

 Close the valves before moving the cylinders. 

 A leaking gas cylinder must be shut off and removed to an outdoor location away 
from ignition sources and marked so it is readily identifiable.  The supplier should 
be notified about the defective cylinder. 
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Working Alone 

Purpose 

This practice provides guidelines for working alone.  

Working alone is considered a hazardous task. Safety First Muirhead’s Ltd. shall 
ensure that when personnel are working alone or in isolation, and assistance is 
not readily available in the event of an emergency (including injury or illness), a 
personnel check system will be in force to provide an appropriate means of 
communication and assistance in order to protect the safety of the individual.9   

Safety First Muirhead’s Ltd. will take all reasonably practicable steps to eliminate 
or reduce the hazards associated with the conditions and circumstances of the 
employee/contractor’s work or the isolation of the work site. 

Definition 

Working Alone – The individual is working by him or herself and in circumstances 
or areas where assistance is not readily available in the event of an injury, illness 
or emergency.   

Administration 

The supervisor is responsible for ensuring: 

 The risks arising from work and circumstances are identified through the Hazard 
Assessment and Control process, before work starts. 

 A written procedure for checking in/out is implemented based on the risks 
associated with the job. 

 The procedure and system for checking an individual’s well-being is reviewed at 
least annually or more frequently if there is a change in work arrangements. 

 The site establishes minimum training or experience, or other standards of 
competency associated with the identified hazards. 

 An effective communication system is used based on the hazards identified. 

                                                                        

 

9 Alberta Occupational Health and Safety Act, Regulation and Code effective July 1, 2009, Part 28, Section 
393 - 394. 
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Hazard Assessment 

In consultation with the individuals involved, identify the hazards arising from the 
conditions and circumstances of the individual’s work or the isolated place of 
employment.  The following process should be used to identify and assess the 
hazards and develop appropriate controls to reduce the risks: 

 Develop a task list for specified work locations. 

 Rank the tasks using the Risk Assessment Matrix. 

 Develop appropriate controls such as written procedures for high-risk tasks. 

Communication Procedures 

Safety First Muirhead’s Ltd. will ensure that a proper communication system is 
followed by management, supervisors and personnel when it has been 
determined that a working alone situation exists on the work site or work site 
isolation exists. 

Communication procedures will include, as a minimum:  

 The time interval between checks and the procedure to follow in case the 
individual working alone cannot be contacted; including provision for emergency 
rescue.  High risk activities require shorter time intervals between checks.  This 
communication must be performed at a minimum of once every two (2) hr. 
depending on the nature of the hazard associated with the individual’s work. 
Should electronic communication not be practical, Safety First Muirhead’s Ltd. will 
either assign a competent person to check the well-being of the individual 
working alone at appropriate time intervals, or instruct the individual working 
alone to maintain contact at designated intervals depending on the associated 
hazards.  The procedure for checking the personnel’s well-being, including time 
intervals between the check, shall be developed in consultation with the joint 
committee or the worker health and safety representative, as applicable. 

 An effective method of communicating with an individual such as radio, 
telephone or cellular phone. 

 Any other means of electronic communication in view of the risk involved. 

 On an ongoing basis, management/supervisors will review Safety First Muirhead’s 
Ltd.’s working alone requirements on various work sites and make findings known 
to the president and personnel directly involved with the work site location. 

 Personnel and supervisors will complete the Working Alone Checklist when a 
working alone condition exists. 

Employee/Contractor 

 Personnel will check in with the supervisor before leaving home base, and will 
give the supervisor an estimated time of arrival. 
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 After arriving on location, personnel will again check in with the supervisor to 
advise they are on location.  They will check in with the supervisor every two 
hours while on location. 

 Before leaving the location, the person is required to notify the supervisor that 
the job is complete and they are leaving the location, and give their estimated 
time en route. 

 Any changes to the trip itinerary must be reported immediately to the supervisor. 

 Employees are to notify dispatch when arriving back at home base. 

Note:  If you forget to check in when required, immediately contact the 
supervisor. 

Management/Supervision 

 Record all information of the person checking in, including: 

– Employee/contractor’s name 

– Current task or activity 

– Intended destination 

– Estimated travel time and duration 

- Cellular phone number 

 If the person has not called by the expected check in time, initiate a follow-up by 
calling the person’s phone number or the truck phone number. 

 If there is no contact, determine whether there is cell coverage in the area where 
the person is working to find out if it is possible for the person to call out. 

 Contact the last known and next party the worker was scheduled to visit. 

 Refer to the GPS tracking system if the vehicle is so equipped, and locate the 
position of the truck and determine if it is moving. 

 Initiate a search as directed by management/safety coordinator. 

The decision for initiating a search will be based on: 

 The degree of hazard associated with the job or task the employee was 
undertaking. 

 Changing conditions that can make a search more critical include weather, 
darkness, etc. 
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Training 

Any individual required to work in these circumstances must be made aware of 
the hazards and trained in proper procedures and practices to reduce the 
potential risks.  It is imperative that the individual understand the requirements 
when working alone and follow reporting requirements. 

Any person assigned to check on an individual working alone must be competently 
trained in the practices and procedures as well. 
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