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"There is a strong connection between the health and 
well-being of people and their work environments.

When people feel valued, respected and satisfied in 
their jobs and work in safe, healthy environments, 
they are more likely to be more productive and 
committed to their work.

When the workplace is unsafe, stressful or unhealthy, 
ultimately both the organization and the employees 
are hurt. Everyone can benefit from a healthy 
workplace.“

Excerpt from http://www.ccohs.ca/healthyworkplaces/
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“Part of the overall management of the 
organization that addresses OHS hazards and 
risks associated with its activities” (CSA Z1000)

“Part of an organization’s management system 
used to develop and implement its OH&S policy 
and manage its OH&S risks” (OHSAS 18001-2007)

What is an OHSMS?
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Easy to use web-based service 
designed to help organizations:

Manage and improve their 
occupational health and safety 
programs
Implement an OHS management 
system
Plan, Do, Check and Act on key 
OHS activities and requirements
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In the OSH Works service, there are 2 views 
Administration
Staff

The first part of this presentation will provide more 
information on the Administration view of the 
service



www.ccohs.ca
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OSH Works service will help organizations meet 
the requirements of OHS Management System 
(OHSMS) standards such as OHSAS 18001 and 
CSA Z1000 

Plan – Organize
Do – Assign
Check – Confirm
Act - Improve
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Administration View 

Workplace administrators can:
easily set up and assign health and safety tasks to 
individual staff members, departments or committees
generate reports to see how everyone is progressing 
towards meeting the OHS objectives and targets
learn more about the requirements of the OHS 
management system standards (OHSAS 18001, CSA 
Z1000)
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Information contained in the Staff View is 
generated from the Administration View of the 
OSH Works service, including:

Tasks to be completed
Training
Policies, procedures
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Navigation

Using the tabs that appear at the top of all pages 
in the Administration view, organizations can 
quickly access information on the key OHSMS 
activities in OSH Works
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Track Progress

When administrators log into system, they can 
quickly identify whether tasks assigned to 
staff are:

Overdue
Due
Completed



Heather Reichheld
Heather@ccohs.ca
1-800-668-4284 x4542    www.ccohs.ca

Canadian Centre for Occupational Health and Safety

OSH Works
Health and Safety Management System

October 2007



Heather Reichheld
Heather@ccohs.ca
1-800-668-4284 x4542    www.ccohs.ca

Canadian Centre for Occupational Health and Safety

OSH Works
Health and Safety Management System

October 2007

Understand OHSMS Requirements

Top level pages in the Administration view of 
the OSH Works includes:

an explanation of the OHSMS element
what an organization needs to do to meet 
the requirements of the standards
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Tools and Resources

Access to tools and resources, including:

CCOHS information resources 
Sample procedures
Checklists
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Compliance
Upload or link to the documents required for 
compliance, including:

Acts
Regulations
Collective Agreements
By-Laws
Guidelines
Standards
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Assign Tasks
Default template of tasks that need to be 
completed to meet the requirements of the 
OHSMS standards

Assign responsibility for completing tasks to:
Groups
Departments
Individual staff
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Assign Tasks
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Documentation

Link or upload files to provide access to:

Documents
Records
Reports
Policies
Procedures
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Communicate

Communicate OHS information to all staff, 
including:

OHS Policy
Implementation of the OHSMS
Health and safety initiatives
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Audits
Two types of audits included:

OHSMS Audit

Ongoing Audit
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Audits

Use OHSMS Audit to 
Help track the progress towards meeting the 
requirements of the OHSMS standards
Generate reports on elements and tasks that 
need to be completed
Produce a Scorecard
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Audits

Perform Ongoing Audits to track tasks that are
Overdue
Due
Completed
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Staff View
OSH Works benefits the whole organization by:

keeping health and safety in the mind of all 
employees
reminding them specifically about their upcoming 
tasks and responsibilities
ensuring critical policies, programs and procedures 
are always right at hand
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Information contained in the Staff View is 
generated from the Administration View of the 
OSH Works service, including:

Tasks to be completed
Training
Policies, procedures
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Track Progress

When staff log into system, they can quickly 
identify items that are:

Overdue
Due
Completed
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Navigation

Using the tabs that appear at the top of all pages 
for the Staff view, employees can quickly access 
key relevant OHS information
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Links

Provide quick access to:
Forms
Emergency procedures
Ask a Question
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Communicate

Through the "What's Happening @“ feature, staff 
can view

Reminders
Key OHS information
Links to external web sites
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Communicate

Through the news forum 
"What's Happening @", Staff 
can view

Reminders
Key OHS information
Links to external web sites
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Policies & Procedures

Access to:
Relevant OHS Policies and Procedures
Checklists

Staff indicate when they have reviewed the 
documents
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Tasks

Review assigned tasks that have been assigned to
Departments
Groups
Individual Staff members

Staff indicate when they have completed the task
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Legislation

Provide access to the legal and other 
documents that staff need to be aware of, 
including:

Guidelines
Legislation
Collective Agreements
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Training

Identify assigned training, including:

Web-based courses
Classroom courses

Staff indicate when course has been completed
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Minutes & Records

Provide access to:

Committee Minutes
Workplace Inspection Reports
Relevant records
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Thank you for your time!

For more information on the OSH Works service, 
please contact

Heather Reichheld
Account Manager

CCOHS
heather@ccohs.ca

905-572-2981 ext. 4542

mailto:heather@ccohs.ca?subject=OSH Works - Administration View
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