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GUELPH FAMILY HEALTH TEAM

JOINT HEALTH & SAFETY COMMITTEE
1.0
INTRODUCTION

1.1
The following Occupational Health & Safety policies are for employees of the Guelph Family Health Team.

1.2
Employees have the responsibility to determine safety and evacuation plans for each work place location and to regularly review these.

1.3
All employees have the right to a safe environment in which to work.
1.4
All employees have the responsibility to report in a timely manner any incidents, hazards and/or safety issues that arise.

1.5
If an employee determines that a task assigned to them is unsafe to perform, they must inform their leader.  Employees have the right to refuse to perform any unsafe task and to take appropriate action.
2.0 TERMS OF REFERENCE – JH&S Committee
2.1 Goals

2.1.1 To assist all employees in the prevention of accidents and the promotion of occupational health and safety in the workplace

2.1.2 To develop and implement policies, procedures and practices that will allow us to meet legislative requirements regarding workplace safety

2.2 Functions of the Committee

2.2.1 To identify, evaluate and recommend a resolution to all matters pertaining to occupational health and safety.

2.2.2 To ensure adequate education and training so that all employees are knowledgeable in their rights, restrictions, responsibilities and duties under the Occupational Health and Safety Act.

2.2.3 To address matters related to all Regulations under the Act, including WHMIS and Designated Substances where applicable, and to receive copies of all reports as they relate to health and safety issues.

2.2.4 To deal with any occupational health and safety matter that the Committee deems appropriate.
2.3 Membership
2.3.1 A minimum of two staff and two management employees with a majority representation of staff is required.

2.3.2 Staff members are chosen by the staff and management members are chosen by the management team.

2.3.3 Minimum length of office is 1 year, May to April, with the option to be re-elected after that year.

2.3.4 If any member is unable to participate for an extended length of time, their position will be temporarily filled until they are able to return to the committee or reassignment occurs.

2.3.5 Guidance and training will be provided by experts as required.
2.4 Co-Chairs
2.4.1 Elected by the committee membership for 1 year term with the option to be re-elected after 1 year.

2.4.2 The roles of the co-chairs are to:

2.4.2.1 Schedule regular meetings of the committee and to ensure minutes are completed and posted;
2.4.2.2 Share the role of chair in the committee meetings;
2.4.2.3 Ensure there are at least 2 certified members on the committee, 1 worker and 1 manager member;
2.4.2.4 Ensure at least half of the committee membership is comprised of both staff and management;

2.4.2.5 Enforce monthly workplace inspections are completed and posted and any concerns are brought to the committee or management if immediate or early action is required.
2.5 Meetings

2.5.1 Attendance:  Meetings will be held no less than once quarterly and will require at least 2 staff and 1 management member present.

2.5.2 Minutes:  Meeting minutes will be taken at each meeting and will be posted within 1 week on the JH&S board and the intranet.
2.6 Workplace Inspections

2.6.1 To be done every month by representatives (1 staff and 1 management), documented on workplace inspection forms, signed by those employees and posted on the JH&S board.

2.6.2 The JH&S Committee will address and follow up on any concerns noted.
2.6.3 Should the Ministry of Labour Inspector arrive onsite for a scheduled or impromptu inspection, a Committee Co-chair or member of the Committee (or designate HR representative) will accompany the Inspector for the walk-through.
2.7 Accidents

2.7.1 The Committee will designate members and/or alternates to investigate all serious workplace accidents.
2.7.2 Any workplace accident must be reported to management, regardless of severity.
2.8 Recommendations of the Committee

2.8.1 The employer shall respond within 21 days with regard to written Committee recommendations. 
2.8.2 The response will indicate the employer’s assessment of the recommendation and indicate what actions will or will not be implemented.

2.9 Decision Making

2.9.1 Decision-making will be undertaken with the goals of reaching consensus and ensuring that members feel that they have been heard.  In the event that consensus is not possible, quorum will be one-half of committee representative, plus one member with a staff majority.  
2.10 Committee Members Entitlement

2.10.1 All committee members shall be given adequate release time from their job duties to participate in the activities of this committee.

2.11 Review

2.11.1 Terms of Reference for the committee will be reviewed annually.

3.0 STATEMENT OF RESPONSIBILITY

3.1 Each employee has a right to refuse to perform work at any clinic site where he or she feels reasonable grounds to believe that the particular work is dangerous to his / her safety or health.

3.2 The Employer shall:

3.2.1 Educate employees of risks of working alone and work to take steps to prevent, reduce or eliminate potential risks;
3.2.2 Assess the conditions and/or circumstances in which an employee is required to work alone;
3.2.3 Assess hazards by examining and identifying safety hazards in the workplace, document the hazards and work to eliminate, reduce or control hazards;
3.2.4 Take practical steps to eliminate hazards identified and/or implement procedures to control hazards;

3.2.5 Establish communication systems for employees to contact other people who can respond to the employee safety needs as appropriate;
3.3 The Employee shall:

3.3.1 Inform their manager as soon as possible of any situations that they consider unsafe;
3.3.2
Ensure they have a safety plan in place if they are working alone and that their manager has approved the plan and the circumstances in which they are working alone;

3.3.3 Document any actual or potential hazardous workplace situation and submit to his / her supervisor who will respond and follow up appropriately;
3.3.4 Inform clinic manager and supervisor at Hamilton Family Health Team of any safety incidents via phone or email within 24 hours of the incident occurring;
3.3.5 Participate in the resolution of any unsafe conditions.

4.0
ADMINISTRATIVE PROCEDURES + MINISTRY INSPECTIONS
4.1
Located in the staff room of Suite #212 is a bulletin board containing Joint Health & Safety Committee members, meeting minutes and inspection reports.  Also on this board are copies of forms needed for WSIB reporting of incidents.
4.2
These documents are also contained on SharePoint.
4.3
It is the responsibility of each employee to familiarize themselves with the contents of the J H & S board.
4.4
An inspection of the workplace at Suite #212 is conducted every month.  
4.5
It is the responsibility of each employee to report to their manager anything they deem unsafe for themselves and/or other workers.
4.6
It is the responsibility of each employee to report to their manager any injury or illness immediately so that the proper WSIB reporting can be completed in a timely manner and preventive steps can be initiated.
4.7
Anyone visiting the office at Suite #212 must sign in and out at reception. 
4.8
If at any time an employee feels unsafe, they must take appropriate action.  This could be to alert others, report to management, call 911 or Security. 

4.9
In case of a Ministry of Labour inspection, the employee at reception shall:

4.9.1 Welcome the inspector and have them sign in like any other guest;

4.9.2 Have them wait in the waiting area and contact one of the worker members of the Joint Health & Safety Committee.  The committee members are all listed on the Health & Safety board in the lunch room.
5.0
REFUSAL TO WORK

5.1
The Occupational Health and Safety Act provides legislative authority to workers to refuse work that they believe is dangerous to either their own health and safety or that of another worker.

5.2
The Guelph Family Health Team is committed to a safe work environment for all employees.  It is the responsibility of all employees to be active in addressing any safety concerns.

5.3 In all cases where a worker is concerned about unsafe conditions they should raise their concerns to a Lead or any member of the Joint Health and Safety Committee for review and resolution.
6.0
FIRE SAFETY

6.1
It is the responsibility of each employee to familiarize themselves with the location of fire extinguishers and pull stations at their worksite.
6.2
The JH&S committee will identify fire wardens and communicate evacuation procedures.
6.3
Each employee is required to review the Fire Safety Plan for the location in which they work.
6.4       In the event of a fire or smoke, call 911.

7.0
FIRST AID
7.1
Employees trained in First Aid and CPR are identified on a list of First Aid Responders on SharePoint and on the communication board in the Staff Room in Suite #212.  It is the responsibility of each employee to familiarize themselves with who these people are.
7.2
It is the responsibility of these trained employees to notify the JH&S committee if their certification expires and they have to be renewed.
7.3
There is a first aid kit located in the staff room in Suite #212.
7.3.1
It is the responsibility of any employee who observes a stock depletion to notify a member of the JH&S committee when something needs to be restocked.
7.4 In the event of an accident, first aid will be administered by a certified first aider.  If the injury is severe, call 911.
8.0 WORKPLACE ANTI-DISCRIMINATION, ANTI-HARASSMENT AND ANTI-ABUSE

8.1
The Guelph Family Health Team will not tolerate any form of physical, sexual, emotional, verbal, psychological abuse nor any form of neglect or harassment.  Legislation informing this policy includes:  Ontario Human Rights Code, Criminal Code of Canada, Occupational Health & Safety Act, and Employment Standards Act.

8.2
This policy includes all employees and extends to all professional relationships resulting from Guelph Family Health Team business.  This policy also extends to all employee / patient relationships while the employee is representing the Guelph Family Health Team.
8.3
The Guelph Family Health Team recognizes the dignity of every person and their right to work in an environment free of discrimination, harassment or abuse.  According to the Ontario Human Rights Code, every employee has a right to freedom from discrimination on the grounds of:
· race

· ancestry

· place of origin

· colour

· ethnic origin

· citizenship

· creed (religion)

· age

· record of offences

· marital status

· family status

· disability

· physical or mental disability

· gender

· sexual orientation

8.4
Harassment is defined as treating individuals without respect or in a discriminatory manner, causing offense, humiliation or stress.   Harassment has taken place when a person has been made aware that their words or actions are unwelcome, or where it is reasonably known that such words or actions are unwelcome, and where the offending behaviour continues.
8.5
Sexual harassment is defined as any unwelcome sexual comment or conduct that intimidates, demeans or offends an individual.  Sexual harassment may occur between members of the opposite sex or the same sex.  It is not confined to situations in which there is a reporting relationship.  

8.5.1
Sexual harassment may include but is not limited to:

· unwelcome sexual innuendo

· unwelcome sexual advances

· inappropriate body contact

· request for sexual favours

· display of exploitative material
8.6
Physical Abuse is defined as but not limited to the use of intentional force that can result in physical harm or injury to an individual. It can take the form of slapping, hitting, punching, shaking, pulling, throwing, kicking, biting, choking, strangling or the abusive use of restraints.

8.7
Emotional Abuse is defined as but not limited to a chronic attack on an individual’s self-esteem. It can take the form of name calling, threatening, ridiculing, berating, intimidating, isolating, hazing, habitual scapegoat, blaming.

8.8
Verbal Abuse is defined as but not limited to humiliating remarks, name calling, swearing at, taunting, teasing, continual put downs.

8.9
Psychological Abuse is defined as but not limited to communication of an abusive nature, sarcasm, exploitive behaviour, intimidation, manipulation, and insensitivity to race, sexual preference or family dynamics.

8.10
Neglect is defined as but not limited to any behaviour that leads to a failure to provide services which are necessary such as withdrawing basic necessities as forms of punishment, failing to assess and respond to changes in health status and refusing or withdrawing physical or emotional support.
8.11
Reporting a Complaint

If you feel you are being harassed, discriminated against or abused, report the incident or incident(s) to the HR Manager immediately.  You also have the right to contact the Ontario Human Rights Commission and/or the Guelph Police Service.  These procedures can be followed without any fear of reprisal and with the assurance that all matters discussed will be kept confidential.

8.11.1
Any management staff member who witnesses or becomes aware of an allegation of harassment or abuse must immediately contact the Human Resources Manager so that the procedure for filing a complaint can begin.  Any person witnessing an incident is encouraged to have a bias for action and to make a third party complaint.

8.11.2
Untrue and malicious allegations of harassment under this policy will be subject to disciplinary action.

8.12
Investigation Procedures

The Human Resources Manager will meet with the complainant as soon as possible following the complaint to review the circumstances and discuss the options.

8.13
Anonymous Complaint: An anonymous complaint typically identifies the offender but not the complainant.  In this situation the information will be kept on record but no investigation will be undertaken.  Should additional complaints (anonymous or otherwise) be received naming the same offender, the Guelph Family Health Team will determine the most appropriate next steps based upon the information provided.  Records of anonymous complaints will be maintained for statistical purposes.

8.14
Formal Complaint: A formal complaint is submitted in writing and will immediately trigger an investigation.  An informal complaint including a verbal review of a situation will also be investigated.  In either case the complainant will be provided appropriate supports throughout the investigation.  

8.14.1
The Human Resources Manager will formally advise the alleged harasser(s) and her/his manager of the complaint and give the alleged harasser an opportunity to reply to the allegations.

8.14.2
At the request of either party, and with the mutual agreement of both parties, a face-to-face meeting will be arranged.  The Human Resources Manager will attend the meeting.  Either party can choose to be accompanied to the meeting by a member of the Guelph Family Health Team staff.

8.14.3
If appropriate, the alleged harasser may be suspended, with pay, pending the outcome of the investigation.  If a suspension is not applied every measure will be taken to ensure the protection of privacy and the safety and well- being of both parties.

8.14.4
Where the investigation results in a finding of discrimination, harassment or abuse, the offending party will be subject to disciplinary action ranging from a formal written reprimand to termination of employment.  Specific disciplinary action will be determined by the Executive Director in consultation with the Human Resources Manager and, where appropriate, expert resources.

8.14.5
The complainant will be notified of the outcome of the investigation normally within 15 days, including what, if any, disciplinary action has been or will be taken.  If the outcome of this investigative procedure is not satisfactory to the complainant, and if the complainant has not previously brought this matter to the attention of the Human Rights Commission, the Human Resources Manager will direct the complainant to the Human Rights Commission or other appropriate services.  Additionally, the Guelph Family Health Team, through the Human Resources Manager, will conduct a review to safeguard the organization and its employees from similar situations.  Appropriate supports will also be provided to the complainant to ensure his/her capacity to continue successful performance of his/her job duties.  This could include counseling, reassignment to another worksite, etc.

8.15
All employees of the Guelph Family Health Team are required to know and to abide by this policy.  A signature page attached to this policy must be signed by the employee, witnessed and filed on the Guelph Family Health Team Human Resources file.

8.16 All media inquiries are the responsibility of the Executive Director.
9.0 MOTOR VEHICLE SAFETY

9.1 Employees who drive their own vehicle in the course of their work for the GFHT are required to ensure that they:

9.1.1 Drive a vehicle is adequately maintained and roadworthy;

9.1.2 Carry the required business travel insurance;
9.1.3 Hold a valid driver’s license;

9.1.4 Exercise proper control of their vehicle and obey the rules of the road;
9.1.5 Do not use their cellular phone or device or other distracting media in their vehicle.
10.0
WORKING ALONE

10.1
It is the responsibility of staff and managers to consult with their manager if they are in a situation of working alone.  
10.2
It is the responsibility of staff and managers to assess the conditions under which that work takes place and to develop a plan tailored to the individual situation, outlining steps to ensure their safety and review with their manager and others involved.
10.3
The plan must include:
10.3.1  location of the workplace;

10.3.2  nature of the work being done there;

10.3.3  identification of the possible risks to each worker;

10.3.4  control measures that will minimize each risk;

10.3.5  details of how workers can get help if they are in situations that could endanger their safety or in the event that they are injured.
10.4
Anyone working alone at Suite #212 must not open the locked doors to anyone knocking, unless pre-arranged.  If it is an employee, they will know how to enter.  No one else should have access.
10.4.1   Stay out of the line of sight from hallway doorways to avoid attracting attention.
11.0
AFTER HOURS BUILDING ACCESS

11.1
The office at Suite #212 is accessible after regular work hours.  Should a need for unusual working hours prevail, the Lead must pre-approve.
11.2
Access can only be gained by use of a pass card.  

11.4
Employees who require access to the building after hours must make prior arrangements with their manager.
12.0 SEVERE WEATHER CONDITIONS

12.1
The Guelph Family Health Team recognizes the diversity of weather conditions that can exist across the City of Guelph, as well as the severity with which weather conditions can strike in the area.  It is incumbent upon each employee to ensure a reasoned decision in determining whether or not travel to and from work can occur safely, taking into consideration road conditions, traffic, distance and weather forecast.
13.0
OFFICE ERGONOMICS


Attached as Appendix 2
14.0
WHMIS

Attached as Appendix 3
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