[image: image2.png]I * Gouvernement Government
du Canada of Canada





Occupational Health and Safety Awareness Workshop

HRSDC– Quebec Region

Facilitators’ Guide – Workshop Format


Occupational Health and Safety Awareness Workshop

Facilitators’ Guide – Workshop Format 

[image: image1.wmf]
Joint Training Prepared by the Labour/Management Occupational Health and Safety Committee of HRSDC 

Quebec Region

March 2011
Human Resources and Skills Development Canada

	Schedule/ Tasks
	Content
	Methodology/Notes
	Facilitators/

Responsibilities

	Preparation


	
	Before the presentation:

· Group of 15–20 people

· Length: approximately 2 to 2.25 hours

· Equipment required: computer + projector for the PowerPoint presentation

· Two flip charts and markers

Supporting documents for facilitators:

· PowerPoint presentation (attached to the e-mail)

· OHSC training manual 

· Canada Labour Code

· Information booklets from the Labour Directorate (2A and 6B) for parts 3 and 4 of the workshop (included at the end of this document in Word format – Appendices B and C).

· Visit the intranet site of the Regional Joint Occupational Health and Safety Committee (RJOHSC):

http://forum.qc.prv/com/html/fr/crcsst/index.html#reference
· Adjust the format based on the time available. There is more material than needed. You can forego the exercises if they take up too much time.

· It is very important to prepare Part 6 because it addresses your role in the workplace.

· Divvy up tasks.
	

	Length of introduction: 15 minutes

Slides 1 and 2


	( INTRODUCTION

- The facilitators introduce themselves – Role on the local OHS committee

- Opening remarks

- Workshop co-organized with union representatives, as OHS committees consist of both labour and management representatives.

Advantage of preparing the workshop together (
Inform participants of administrative details (if necessary):

- Length + break

- Training report 

(HRB2791)

Training code for occupational health and safety training: 25374
- Ask them to sign the attendance list, if necessary

What are your OHS experiences? What are your expectations?

- Go over participants’ expectations listed on the flip chart 


	Write the facilitators’ names on the flip chart

· Ensures a clear, common message

· Same objectives, through prevention, ensure employees’ well-being

· No confrontation – greater employee involvement

· Joint committee projects

- Go around the table:

-Involve participants by asking them the question in the opposite column (some feedback)

- Your expectations as facilitators = your participation

- Mandatory workshop: We will see why over the course of the workshop


	Together or by taking turns

One facilitator lists expectations on the flip chart

The other goes around the table asking participants questions

	Slide 3


	Training objectives
	· Listed on the slide—if not, write it on the flip chart; draw a connection between participants’ expectations and the objectives listed on Slide 3.
	

	Slide 4
	Move on with the personal costs (notes page of Slide 4) Prevention is the key—that is the purpose of today’s workshop
	See other comments also – Slide 4
	

	Group Facilitation


	- Ask participants the following questions (one at a time):

a) Have you ever had an accident (at home or at work)?

b) Who do you think is (was) responsible?

c) Discuss prevention

Take-home message: responsibility (accountability) lies with the employer

Sec 124 of the CLC
“Key” section of the Canada Labour Code (CLC): Every employer shall ensure that the health and safety at work of every person employed by the employer is protected.
Underlying principle

The employer manages the workplace and all activities carried out there. Therefore, responsibility lies with the employer. Later on, we’ll see how responsibility has to be shared with employees and the occupational health and safety committee.
	- Write down the examples on the flip chart* (two to four examples not related to the work or home environment)

*See Appendix A
1) Jot down a few examples given by participants. Have participants identify the person responsible for the incident and explain how the indicident could have been prevented.

If time permits,

2) Repeat the exercise for real work accidents participants know about.

3) Conclude with the message of responsibility.


	

	Length of Part 1: 20 minutes

Slide 5
	Part 1

- The legislative framework
	See notes page of Slide 5

1. Departmental policies: HRSDC have a departmental policy statement

2. TB and NJC directives: govern departments and some agencies

3. Base of the pyramid: the Act in question is the Canada Labour Code (CLC), Part II

-The CLC regulates all businesses under federal jurisdiction (eg, banks, transport and communications companies, federal Public Service organizations)
	

	Slide 6


	- Canada Labour Code (CLC), Part II

(Occupational Health and Safety)
	- Introduced to prevent work accidents and occupational diseases

-Sets out the obligations of each party

-Sets out the rights of employees

-Sets out what is involved in establishing committees and appointing representatives

-Defines the authority of Labour Directorate health and safety officers

-Provides for federal regulations regarding occupational health and safety

-Sets out violations and fines

See notes page of Slide 6
	

	Facilitation
	Ask participants the following question:

“Do you know what your rights are in terms of occupational health and safety?”


	 Do the exercise if you have time

- Write participants’ answers on the flip chart

- Go over their answers
- Have participants define the correct answers by classifying them according to the three fundamental rights. Then move on to:
	One of the facilitators takes note of the answers

The other writes them down

	Length of Part 2: 15 minutes
Slide 7


	Part 2

Employees’ three fundamental rights
1. The right to know

2. The right to participate

[Comments: OHS is not possible without the participation of employees]
	Show Slide 7 and the notes page
Know: Everything about occupational health and safety in your workplace

Eg: 
minutes from meetings


training


Acts, directives, etc


workplace hazards

Participate: serve on various committees

Eg, appointed by union members and/or employees; share your concerns; help implement changes.
	

	Slide 8

Slide 8 (cont)

Slide 8 (cont)

Slide 8 (cont)


	3. The right to refuse dangerous work
(Sec 128 and subsequent sections of the CLC)

The right to refuse dangerous work (CONT)

Optional: Go into detail in the pages that follow, depending on the time available

Steps to take when exercising the right to refuse dangerous work:

· What to do

· If you maintain your refusal

· If the officer finds there is a danger

· If the officer finds there is no danger
	Characteristics of the right to refuse:

· Without prejudice

· The employee is paid

· Is exercised with judgment 

· Employees cannot refuse to work if the matter concerns a condition of employment

· It is an individual, not a collective, right (cannot be a pressure tactic); however, if many employees refuse to work, they may appoint someone among them to represent them

· Fundamental right, but rarely exercised in our work environment (office work)

· Should not put another person’s life or safety in danger

See notes page of Slide 8
What is a “danger”?

The Code defines “danger” as follows.

Subsection 122(1): “Danger” means any existing or potential hazard or condition or any current or future activity that could reasonably be expected to cause injury or illness to a person exposed to it before the hazard or condition can be corrected, or the activity altered, whether or not the injury or illness occurs immediately after the exposure to the hazard, condition or activity, and includes any exposure to a hazardous substance that is likely to result in a chronic illness, in disease or in damage to the reproductive system. 

· What to do

First, notify your supervisor and an employee member of the occupational health and safety committee at your workplace or the health and safety representative. If no employee member of the occupational health and safety committee or representative is available, you may ask another employee to accompany you to act as a witness.

Your employer must immediately look into the matter with you and an employee member of the occupational health and safety committee or representative. You will try to find a solution to the problem together.

If your employer solves the problem to your satisfaction, no further action is needed.

However, if your employer finds that there is no danger or if the situation is not resolved to your satisfaction, you may maintain your refusal to work.

· If you maintain your refusal to work

Your employer has the right to ask you to:

(
Stay in a safe place nearby or

(
Do another task

Your employer does not have the right to ask anyone else to do the work you refused to do.
The safety officer will want to know whether your employer tried to solve the problem. It is therefore important that you follow each step.  

The safety officer will conduct an investigation and decide whether the situation is dangerous.

· If the safety officer finds that there is no danger
The safety officer will give the employer written instructions to correct the situation.

· If the safety officer finds that there is no danger
You have to return to work. You may, however, ask the safety officer to appeal the decision to the Appeal Panel. While the decision is under appeal, you have to return to work.

Employees who at this point choose not to return to work are no longer protected under the Canada Labour Code.

Next steps:

At this point, you can combine a short break with the exercise that follows. Give participants instructions for the exercise before they take their break.

	

	Length of Parts 3 and 4: 30 minutes

Exercise
	Part 3

Employers’ obligations

Employees’ obligations

Part 4: The role and responsibilities of the local OHS committee or OHS representatives
	Have workshop participants carry on with Parts 3 and 4 themselves:

· Divide the group into smaller groups to have participants discuss the three issues

· Each group has to summarize one of the three issues, namely employers’ obligations, employees’ obligations, and the role and responsibilities of OHS committees

· Use booklets 2A and 6B published by the Labour Directorate on each of the issues. They are provided in Word format in Appendices B and C at the end of the guide or click on the link given in the Preparation section at the beginning of the guide.

NB:

The “Employers’ obligations and the Role and responsibilities of OHS committees and representatives” parts take a lot of time to complete. Ask participants to stick to the basics.

· Go over each group’s answers, then move on to the slides.

	

	Slides 9, 10 and 11


	ANSWERS

Employers’ obligations (sec. 124 and 125 and subsequent sections of the CLC)

· Ensure the occupational health and safety of employees

· Investigate, record and report all work accidents and occupational diseases

· Provide first-aid services

· Provide safety materials, equipment and clothing

· Comply with standards relating to fire safety and emergency measures

· Provide each employee with the information, training and supervision necessary

· Inform each employee of the known or foreseeable health or safety hazards in their workplace

· Post Acts, directives, meeting minutes, the Code, etc

· Provide training for OHS representatives

· Consult and co-operate with OHS committees

· Prevent and protect against violence in the workplace
	Use the notes pages together with the slides (excerpts of relevant sections of the Code), if any

Kits, nursing station, first-aid attendants

Ergonomics (the Code refers to ergonomics, but no regulations are currently in effect) 

Fire drill, contingency plan

Materials handling, enclosed space

WHMIS (Workplace Hazardous Materials Information System: Do we have one? Are there any material safety data sheets? (photocopier fluid)

· Electronically and on paper

· Managers, committees

· Awareness workshop

· Training on harassment and violence in the workplace (although no regulations on this matter are in effect, the employer is still required to ensure the safety of its employees)


	

	Slides 9–10 and 11


	Employees’ obligations (sec. 126 of the CLC and subsequent sections)

· Use safety equipment and clothing

· Take all precautions to ensure one’s safety and that of one’s colleagues

· Comply with the employer’s instructions

· Co-operate with the OHS committee or representative

· Report any danger or hazard

· Report all incidents


	HRSDC and SDC employees working at the warehouse of regional headquarters are required to wear safety boots. Labour Directorate inspectors also need to wear equipment appropriate for the environment they are inspecting.

Open drawer, loose wires 

During an emergency evacuation

Ergonomics

During an accident, inspection

Notify the manager and OHS committee
	

	Slide 12

Length of Part 5: 15 minutes

Slide 13
	Part 4

Role and responsibilities of OHS committees and representatives: Sec. 135 and subsequent sections of the CLC

-Participate in investigations, studies and inspections

-Hold monthly meetings

-Participate in the development of a prevention program

-Participate in the implementation of changes

-Have full access to the employer’s occupational health and safety studies

Part 5

Internal complaint resolution process (sec. 127 and subsequent sections of the CLC)

· New since 2000

· Complaints have to be dealt with internally in accordance with a mechanism defined by the employer

· Three steps

1- Manager

2- Local OHS committee

         3- Labour     

             Directorate
	Workplace inspection process

· Monthly (explain what is currently being done)

Occupational injury investigation process

· Investigation conducted by the supervisor, an OHS committee member (employee) and the OHS advisor to speak with the employee

Equal labour/management representation

Training, inspection

Eg, blitz, materials handling, stress

Office refit

New work process

Complaint resolution process (looked at in detail in the next part of the workshop):
· Informally resolved with the supervisor

· Referred to the OHS committee for investigation, if unresolved. 

More theoretical presentation

Objective to make the parties (employer, employees) accountable for problems in the workplace.

· Labour Directorate officers do not intervene in complaints that were not dealt with internally by the employer according to a complaint resolution process.

· Key element of the concept of internal responsibility.

What is a complaint?

· The employee feels that he/she or another employee is at risk; or

· The employee feels that a situation in the workplace violates Part II of the CLC.

Step 1: The immediate supervisor and employee in question first try to find a solution to the problem together.


	

	Slide 13 (cont)
Slide 13 (cont)

	
	Step 2: The role of the local OHS committee
· The employee or immediate supervisor has to forward the complaint to one of the co-chairs of the local OHS committee.

· The complaint will be jointly investigated (by one employer member and one employee member of the local OHS committee appointed by the co-chairs, or, if there is no local OHS committee, then by the employees’ representative and a representative appointed by the employer)

· Following the investigation, a written report—submitted to the employee and manager/director in charge of the premises—will explain whether the complaint is justified, setting out recommendations on the corrective action deemed necessary, if any.

· The manager/director has to inform the investigators in writing within 30 days of the corrective action to be taken and the dates on which the action will be taken.

Step 3: The Labour Directorate

If there is dissatisfaction because:

· The employer disagrees with the findings of the joint investigation,

· The investigators feel that the complaint is not justified or cannot agree on the merits of the complaint, or

· The employer does not inform investigators of how and when the situation will be resolved or fails to take corrective action within the time prescribed,

The parties can ask a health and safety officer with the Labour Directorate to intervene.


	

	Length of Part 6: 20 minutes

Slide 14


	Part 6
Occupational health and safety in my workplace
· Local OHS committee members

· Bulletin board

· Complaint processing procedures
· First-aid attendants

· Ergonomics?

· Evacuation procedures?
	Tailor it to your needs:

· List their names

· What should be posted?

· Part II of the CLC

· Members of the local OHS committee

· First-aid stations

· Meeting minutes

· Existent and known

· Known

· If active

Other subjects you deem to be relevant
	

	Slide 15
	Questions? 


	Review the expectations and objectives
	

	Conclusion (approximately five minutes) – Thank participants 

Complete the training report (HRB2791, Training code: 25374)




Appendix A

Examples – Introduction Exercise (page 4)

	PLACE
	CASE
	RESPONSIBLE
	PREVENTION

(DISCUSS)

	HOME
	Trip on the stairs, on my daughter’s boots
	Owner or tenant
	

	HOME
	Burn my hand on steam from the kettle
	Owner or tenant
	

	HOME
	Inhalation of fumes – cleaning the carpet by hand – my daughter
	Parents
	

	HOME
	My son hurt himself playing with my tools


	Parents
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