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SSH Works

"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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SSH Works

What 1s an OHSMS?

» “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)
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@SH Works

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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@SH Works

In the OSH Works service, there are 2 views
» Administration
) Staff

The first part of this presentation will provide more
iInformation on the Administration view of the
service
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Taking your Health and Safety Programs to the next level

Administration View

CCOHS ".CCHST

Canadian Cartre for Occupationsl Health and Safaty * Centre canadlen d'hyghine st de sécurité au travall

WWW.ccohs.ca



@SH Works

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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SSH Works

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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@SH Works

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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@SH Works
Adminiztration View

et tasks

Indicate who iz to complete the tazk
=et date to be completed

l[dentify Legizlation

A=z=ign training

pload policies and procedures
Upload records/minutes

Staff View

Take training

Fead policies and procedures

Fead recardzs/minutes

Access Legizslation and other documents
Fead tazks to be completed
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SSH Works

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

oSH Works CCOHS

Taking your Health and Safety Programs to the next level 2ot sginsios imcaasd

HOME Leadershipi PLAN | DO ‘ CHECK I ACT site Map | Help | Contactus [TSEKIIE
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@SH Works

Track Progress

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

» Overdue
» Due
» Completed
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@SH Works

*’ Bulletin Board

Overdue Done v

Review and confirm tasks in: Tasks have been completed
Prevent Ergonomic Injuries in:

Audits There are no tasks that are Communicate

. due Investigate Incidents
Communicate Health and Safety
Competence Committees

Contract
Document Control
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SSH Works

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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The PLAN process in an Occupational Health and Safety Management System is an
ongoing and recurring process, linked to all of the other OHSMS activities
(implementation, checking and corrective action, management review, etc.)

» Legal Requirements | Navigate through Plan.Do Check Act to develop and complete your continuous
» Identify Hazards/Risks | improvement process.

» Objectives & Targets | During the planning process, you should identify and prioritize OHSMS issues within
. your organization, including hazards, risks, management system deficiencies and
opportunities for improvement. This process also helps you to establish objectives
and targets that are appropriate for your organization and its commitment to
continuous improvement.

Information to gather and assess during the PLAN process includes:

Existing OHS programs and procedures
Previous OHS assessments
Processes for:
o Communication and Awareness
o Procurement and contracting processes
o Incident Investigation
o OHS training and education
Assignment of resources (human, financial and technical) to the OHS
processes and programs
Other relevant management systems already in place
« Related activities
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@SH Works

Tools and Resources

Access to tools and resources, including:

» CCOHS information resources
» Sample procedures
» Checklists
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@SH Works

Tools and Resources:

+ GuUide to Wri‘ting an OHS Pﬂlit‘-}r’ Statement - OSH Answers ¥
« Sample OHS Policy Statements T4
« OHS Policy Checklist T4
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@SH Works

Compliance

Upload or link to the documents required for
compliance, including:

» Acts

» Regulations

» Collective Agreements
» By-Laws

» Guidelines

» Standards
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@

Guidelines

Title of Document

Last Amendment

Date Reviewed

Reviewed By

Manager's Handbook Canada Labour Code
Part Il

May 1, 2002

2004-06-12

L Zenderson

Part Il of the Canada Labour Code (the Code).

Legislation - Federal

Title of Document

Last Amendment

Date Reviewed

Reviewed By

Mote=:Thiz Handbook was developed to azsist Public Service managers in interpreting and implementing the requirements of

Canada Labour Code, Part Il (RSC 1985, c. L-2)

RSC 2005, c. 34

2007-08-31

L Zenderson

MNotes:

Canada Occupational Health and Safety
Regulations (SOR/86-304)

SOR/2005-401

2007-08-31

L Zenderson

Motez SORZ005-401 adds new Part X[¥ - Hazard Prevention Program Regulations

Qafetv and Health Cammittess and
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SSH Works

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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@SH Works

Assign Tasks

Legal Requirements | Add New Task v

Tazk Responsibility Due Date Completed

Develop a procedure to identify all legal and other

requirements for the organization and its operations H&S Manager 2007-04-30

Provide access to the applicable legal and other

: OHSMS Team 2007-04-30
requirements to all employees

Develop and maintain a procedure to review and track

changes to the law and other requirements H&S Manager 2007-04-30

Evaluate compliance with legal and other requirements on

- : H&S Manager 2007-04-30
a periodic basis

Review and incorporate legal and other requirements into

the OHSMS, as required OHSMS Team 2007-04-30
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@SH Works

Documentation

Link or upload files to provide access to:

» Documents
» Records

» Reports

» Policies

» Procedures
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Workplace Inspection
Title of Document | Reference # Rev Status | Date Reviewed | Approved By | Expiry Date Type

Sample [ | inspect_general | Active 2007-12-31 | B Whitehall | 2008-12-30 | Checkhst
General

Inspection
Checklist

MNotes:

Sample Checklist
Inspection
Checklist -
Manufacturing

=

MNotes:
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@SH Works

Communicate

Communicate OHS information to all staff,
Including:

» OHS Policy
» Implementation of the OHSMS
» Health and safety initiatives
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Archived Headlines

Headline Description Date Posted

Company |Fun fo be had by all! 2007-09-03
Picnic
Healthy To promote health and wellness for XYZ Company employees, |2007-09-24
Workplace |the Wellness Committee will be holding Yoga Classes on
Week - October 22-28, 2007 in the main Conference Room from
Yoga 11:00 - 11:30. Be sure to wear comfortable clothing! For more
Classes information on the Healthy Workplace Week, please go to
hitp/iww_healthyworkplaceweek.calindex.php

Heather Reichheld

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

x Canadian Centre for Occupational Health and Safet October 2007
CCORS = Y



@SH Works

Audits

Two types of audits included:

» OHSMS Audit

» Ongoing Audit
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SSH Works

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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SH Works

@

OHSMS Audit Audit Rating System

3 = Fully developed & implemented
2 = Substantially developed

1 = Partially developed

0 = Not developed

The Audit form below will help track your progress towards
meeting the requirements of the OHSMS standards.

Leadership

Management Commitment

Management has committed to establish, promote and maintain the OHSMS

Management has provided the resources (financial, human and organizational)
required to establish and maintain the OHSMS

Management has defined roles, assigned responsibilities, established
accountability and delegated authority for the implementation of the OHSMS

Management has established and implemented an OHS policy and
measurable objectives

Management has ensured that workers and worker representatives are
consulted during the development and implementation of the OHSMS

Management has provided the means for workers and worker representatives
to actively participate in establishing and maintaining the OHSMS

Management Representatives

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

Canadian Centre for Occupational Health and Safety

October 2007




OHSMS Audit Score

3 = Fully developed & implemented
2 = Substantially developed

1= Partially developed

0= Not developed

Mote: the % complete is based on the number 3 rating

Leadership 3 0

Management Representatives | 0 1

Management Commitment B

0
2

Worker Participation 0o|1/(1
OHS Policy 0(1]|10] 1

Total % Gl R s1y] =)
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@SH Works

Audits

Perform Ongoing Audits to track tasks that are
» Overdue
» Due
» Completed
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@SH Wor

Ongoing Audits

To track the status of tasks in OSH Works, please see the reports below

Leadership

Leadership

OHS Policy

Category

Task

Responsibility

Date Due

Management
Commitment

Assign respansibility for OHSMS to a Senior
Management representative (OHSMS
Leader)

Senior
Management

2008-05-25

Management
Commitment

Provide the resources (human, financial and
organizational) required to establish and
maintain the OHSMS

Seniar
Management

2008-05-25

Management
Commitment

Clearly define and document the
responsibilities, accountability and
delegating authority of the OHSMS Leader

Senior
Management

2008-05-25

Management
Commitment

Consult workers and worker representatives
during the development and implementation
of the OHS Management System

Senior
Management

2008-05-25

Management

Ensure workers and worker representatives

Senior

2008-05-25

Heather Reichheld

n Heather@ccohs.ca
ALY 1-300-668-4284 x4542 www.ccohs.ca

x Canadian Centre for Occupational Health and Safet
CCORS = Y

October 2007




#SH Works

Taking your Health and Safety Programs to the next level

Staff View

CCOHS ".CCHST

Canadian Cartre for Occupationsl Health and Safaty * Centre canadlen d'hyghine st de sécurité au travall

WWW.ccohs.ca



SSH Works

Staff View
OSH Works benefits the whole organization by:

» keeping health and safety in the mind of alll
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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@SH Works

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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@SH Works
Adminiztration View

et tasks

Indicate who iz to complete the tazk
=et date to be completed

l[dentify Legizlation

A=z=ign training

pload policies and procedures
Upload records/minutes

Staff View

Take training

Fead policies and procedures

Fead recardzs/minutes

Access Legizslation and other documents
Fead tazks to be completed

Heather Reichheld

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

x Canadian Centre for Occupational Health and Safet October 2007
CCORS = Y




@SH Works

Track Progress

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

» Overdue
» Due
» Completed
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SH Works

@

*' Bulletin Board

Review and confirm Tasks have been
tasks in: completed in:
Emergency Plans There are no tasks Hazardous Incident
that are due Report
Audits
Office EFQDFIDTTHES
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SSH Works

Navigation

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

«SH Works CCOHS "

n Cerrtre for Dooupstional Health I'!dS-If\I“h-'

Taking your Health and Safety Programs to the next level

Policies & Procedures Legislation Training | Minutes & Records
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@SH Works

Links

Provide quick access to: Report Forms
Accident Report
» Forms

Hazardous Incident

» Emergency procedures
}ASk a QueStiOn Medical Emergencies

Fire

Bomb Threat

Emergency Procedures

Evacuation

Ask a Question
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@SH Works

Communicate

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

» Reminders
» Key OHS information
» Links to external web sites
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@SH Works

Communicate

Through the news forum

"What's H ing @", Staff
can S?esvv “PPERTS “ JIJ’

Company Limitea’

HEE'Th‘}' Wcrkplace Weak
» Reminders “Yoga Classes

» Key OHS information Company Picnic
» Links to external web sites

Archive of topics
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@SH Works

Policies & Procedures

Access to:
P Relevant OHS Policies and Procedures
P Checklists

Staff indicate when they have reviewed the
documents
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@SH Works

Policies & Procedures

You need to be aware of the following
Policies and Procedures

Incident Investigation

Date
Rev.
Incident Investigation 2003-05- Checklist ]
Checklist 13
Notes: [more detail___]
Date

Rev,

; s : 2005-09- Paoli
Incident Investigation Policy 13 g F

Notes: [more detail ]

Title of Document Type |Reviewed

Title of Document Type |Reviewed
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@SH Works

Tasks

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

Staff indicate when they have completed the task
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Within the OSH Works, there are tasks and responsibilities that
have been assigned to individual staff members, groups or
departments. The tasks are organized under the headings of the
OHSMS Objectives that CCOHS has set as part of their
commitment to OHS in the workplace.

Your Tasks and Responsibilities include:

Investigate Incidents g

Task Date Due | Completed

Ensure actions to reduce the impact of incidents are 2007-03-01 | M overdue
outlined

Ensure investigation results are communicated to external | 2297230 | [Joverdue
OHS departments as required

| Ensure investigation results are communicated to the 2007-03-01 | 2007-03-12
Health and Safety Committee and to those people
required to undertake new Actions within the OHSMS
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@SH Works

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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Below is the listing of the OHS Legislation and other documents that you need
fo be aware of.

You need to be aware of the following Legislation:

Guidelines

Title of Document Last Amendment | Date Reviewed

Manager's Handbook Canada Labour Code Part May 1, 2002 2004-06-12

Motes: This Handbook was developed to assist Public Senice managers in interpreting and
implementing the requirements of Part Il of the Canada Labour Code (the Code).

Legislation - Federal

Title of Document Last Amendment | Date Reviewed

Canada Labour Code, Part Il (RSC 1985, c. L-2) RSC 2005, c. 34 | 2007-08-31

Motes:

Canada Occupational Health and Safety Regulations SOR/2005-401 2007-08-31
(SORJB6-304)

Motes: SOR/2005-401 adds new Part XIX - Hazard Prevention Program Regulations

Safety and Health Committees and Representatives SOR/M5-438 2007-07-27
Renulatinne ( SORTAR_INAY

Heather Reichheld

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

x Canadian Centre for Occupational Health and Safet October 2007
CCORS = Y




@SH Works

Training

Identify assigned training, including:

» Web-based courses
» Classroom courses

Staff indicate when course has been completed
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@SH Works

Training & Education

Below is your customized listing of OHS anline and
classroom courses

You need to complete the following Training:

To access an online course, click onthefitle ofthe course. After
completing the course, you can then take the associated test When you
have successfully completed a course, and passed the test, your training
recards will be automatically updated. An email will also be sentto your
Manager and the Manager, Human Resources.

Online Courses v

Diate

Course Title Cue Diate Completed Completed

2007-03-01 07-03-07 L
2007030 20070 o

Office Ergonomics 0T-02-07

L This icon represents the successful completion of a course
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@SH Works

Minutes & Records

Provide access to:

» Committee Minutes
» Workplace Inspection Reports
» Relevant records
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Use the list below to access records related to the XYZ Company Limited. Print
versions of the records are also available from the Manager, Human
Fesources.

You may access the following Minutes & Records:
view |All

Hazard/Risk Assessments

Title of Document Filed Date | Storage | Filename Reference | Privacy level | Destroy date

Sample Job Safety 2007-10-10 Low
Analysis Worksheet

MNotes:

OHS Training

Title of Document Filed Date | Storage | Filename Reference | Privacy level | Destroy date

Sample Training Plan 2007-06-07 Low

MNotes:
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@SH Works

Thank you for your time!

For more information on the OSH Works service,
please contact

Heather Reichheld
Account Manager
CCOHS
heather@ccohs.ca
005-572-2981 ext. 4542
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