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Guide to Completing Workplace Committee Report (LAB1058)
This report must be completed for all worksites with a workplace health and safety committee (WHSC) each calendar year (ending December 31st).

Note: WHSCs are required at each of our sites where there are 20 or more employees normally employed.

Signed copies of the report are to be submitted to the Regional OHS Advisor by February 1st of each year for review and submission to the Labour Program by the legislated deadline of March 1st. The report must also be posted in a location accessible to all employees in your workplace for a period of 2 months (i.e. Bulletin Board).

	Sections of the Report
	What the Canada Labour Code Says…
	Tips/Clarification
	Resources for Committee

	Meetings:

Each month document how many regular and special meetings the committee held for the calendar year, adding up each row in the total column.
	s. 135(10) A work place committee shall meet during regular working hours at least nine times a year at regular intervals and, if other meetings are required as a result of an emergency or other special circumstances, the committee shall meet as required during regular working hours or outside those hours.



	Special meetings are counted as above and beyond the required 9 meetings as per Code and can include fire plan meetings, educational sessions arranged with a guest, etc.  

They would not necessarily follow the dynamic of a regular meeting (i.e. they may not have quorum, review complaints, review LAB 1070s, etc).


	· Meeting Minutes

· Meeting Schedule

	Complaints:

Indicate the number of health and safety complaints the committee received, and which were resolved and left unresolved for each month of the calendar year, adding up each row in the total column. 
	s.135(7)(a) WHSC shall consider and expeditiously dispose of complaints relating to the health and safety of employees 




	Review meeting minutes for the calendar year for documentation of complaints that have been raised to the committee through the Internal Complaint Resolution Process:

· Record only the number received or identified during a given month.  Do not add up those numbers from month to month.
· Record only the numbers which have been resolved for a given month. Do not add up those numbers from month to month.
· Add up month to month which remain unresolved, until they become resolved.
	· Meeting Minutes

	Refusals to Work due to danger:

Each month, indicate the number of work refusal investigations the Committee was involved in or were notified.
	s.128. (1) … an employee may refuse to use or operate a machine or thing, to work in a place or to perform an activity, if the employee while at work has reasonable cause to believe that:

(a) the use or operation of the machine or thing constitutes a danger to the employee or to another employee;

(b) a condition exists in the place that constitutes a danger to the employee; or

(c) the performance of the activity constitutes a danger to the employee or to another employee.
	The WHSCs should be notified of all refusals in the workplace. Where they are unresolved, the committee will participate in the subsequent investigations. Details of the refusal should be included in the WHSCs meeting minutes.

· Record only the number received or identified during a given month.  Do not add up those numbers from month to month.
· Record only the numbers which have been resolved for a given month. Do not add up those numbers from month to month.
· Add up month to month which remain unresolved during a given month.
	· Meeting Minutes

	Inquiries, Investigations, and Inspections:

Each month, document the number of inquiries, investigations and inspections that committee was involved or conducted in the workplace.
	s.135(7)(e) Shall participate in all of the inquiries, investigations, studies and inspections pertaining to the health and safety of employees, including any consultations that may be necessary with persons who are professionally or technically qualified to advise the committee on those matters;

s. 135(7)(k) A Workplace H&S Committee shall inspect each month all or part of the work place, so that every part of the work place is inspected at least once each year.


	WHSC should document in meeting minutes any participation in inquiries, investigations, and inspections in workplace. These include but are not limited to:

Investigations: activities that include incident investigations, Hazard Assessment investigations, refusal to work, Internal Complaint Resolution Process, indoor air quality, any investigation cases that the committee was asked to participate in by Labour Program.

The expression “inquiries and investigations” should be interpreted as an entity which would mean “an investigation”.

Inspections include the WHSC monthly workplace inspections, and any inspections that the Committee was asked to participate in by Labour Program.
	· Meeting Minutes

· LAB 1070 Records
· Inspection Reports

· Inspection Schedules

	Programs, measures and procedures monitored:

Each month, indicate the number of employees’ health and safety education programs, measures and procedures that were established or monitored.
	s.135(7)(c) Where the hazard prevention program does not cover certain hazards unique to the work place, shall participate in the development, implementation and monitoring of a program for the prevention of those hazards that also provides for the education of employees in health and safety matters related to those hazards;

s. 135(7)(f) Shall participate in the implementation and monitoring of a program for the provision of personal protective equipment, clothing, devices or materials and, where there is no policy committee, shall participate in the development of the program;
	The Code specifically requires that WHSCs play a role in supporting the implementation and monitoring of Personal Protective Equipment Programs, and Hazard Prevention Programs.

For example, employees working in warehouses and print shops will be required to wear Personal Protective Equipment as per Departmental Protective Footwear Guideline.

Where WHSCs have participated in these activities, this information should be documented in meeting minutes. Indicate on the form each month the committee was engaged in these activities (where applicable).
	· Meeting Minutes

· Hazard Assessments

	Hazards Identified: 

Each month, record the number of existing and potential hazards with respect to materials, processes, or equipment in the workplace which the committee identified
	s.135(7)(j) Shall assist the employer in investigating and assessing the exposure of employees to hazardous substances;

s. 135(7)(k) A Workplace H&S Committee shall inspect each month all or part of the work place, so that every part of the work place is inspected at least once each year.


	Using meeting minutes and previous inspection reports, the WHSC should note on the WCR the number of hazards they identified for each month during their inspection, or those raised to them by site employees

Examples could include:

Tripping hazards, electrical hazards, falling object hazards, struck by an object hazards, etc.

· Record only the number received or identified during a given month.  Do not add up those numbers from month to month.
· Record only the numbers which have been resolved for a given month. Do not add up those numbers from month to month.
· Add up month to month which remain unresolved during a given month.
	· Meeting Minutes

· Inspection Reports

· Inspection Schedules

	Injuries: 

Each month, indicate the number of disabling or minor injuries the committee has reviewed via LAB 1070 records. 

Lost time (if known) should be reported in work days.
	Minor Injury
An employment injury or an occupational disease for which medical treatment is provided and excludes a disabling injury.
Example:
An employee cut himself and is required to go to the clinic or the hospital to get stitches. The employee is back to work the same day or the following day.

Disabling Injury
An employment injury or an occupational disease that:

1) Prevents an employee from reporting for work or from effectively performing all the duties connected with the employee's regular work on any day subsequent to the day on which the injury or disease occurred, whether or not that subsequent day is a working day for that employee;

2) Results in the loss by an employee of a body member or part thereof or in the complete loss of the usefulness of a body member or part thereof; or

3) Results in the permanent impairment of a body function of an employee.

Example:
An employee cut himself and is required to go to the clinic or the hospital to get stitches. The employee is not back at work the following day.
	Review LAB 1070 records for the calendar year for minor and disabling injury types OR review meeting minutes if they have been accounted for in these documents.

Where it is included in the LAB 1070 records, note the amount of lost time in days.
	· Meeting Minutes

· LAB 1070 records
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