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1 INTRODUCTION 
 
This handbook summarizes what Chippewas of Rama First Nation (CRFN) 
employees need to know about occupational health and safety (OHS).  It is not 
meant as a replacement for training or as a synopsis for all CRFN OHS policies 
and procedures.  The CRFN Department Manual should be read in its entirety for 
a complete understanding of CRFN’s OHS system.  

1.1 HS POLICY 
CRFN’s HS Policy outlines a commitment to HS.  It is posted in every 
facility and the policy is revised, re-signed and reposted every year.  It is 
signed off by our First Nation Manager and adopted by motion by Chief 
and Council every year.   

1.2 LEGISLATION, POLICIES AND PROCEDURES 
 
Corporate and legal requirements state that employees and contractors 
must abide by the provisions under the Canada Labour Code Part II (CLC 
Part II) and Occupational Health and Safety Act (OHSA).  If conflict exists 
between the federal and provincial legislation the more 
stringent law for the purposes of health and safety and the 
protection of assets shall apply.  CRFN may choose to 
adopt a policy or procedure that is more stringent than 

existing federal or provincial legislation and may take into account standards, 
published guidelines and best practices to do so. 

1.3 THE INTERNAL RESPONSIBILITY SYSTEM  
 
The CLC Part II and the OHSA are pieces of legislation that protect employees against health 
and safety hazards in the workplace.  The whole point of OHS legislation is to keep employees 
from getting hurt or sick on the job.  The legislation specifically states that employers, 

employees, and supervisors must work together in creating a healthy 
safe work environment.  This is known as the internal responsibility 
system. 

 
The internal responsibility system (IRS) was developed on the 
foundation that the three workplace parties (employer, employee, and 
supervisors) share the responsibility for safety in the workplace.  The 
internal responsibility system gives each of the three workplace parties’ 

duties.  These duties are connected to the level of 
authority each person has in the workplace.  
Ultimately, the onus is placed on the employer to 
comply with legislation, however, all three workplace 
parties are required to identify hazards and develop 
and follow policies and procedures in the creation of 
a healthy, safe work environment.  The internal 
responsibility system is the cornerstone of health and 

safety legislation in Canada. 

The IRS is like a 3 legged 

stool.  Each leg 

representing a workplace 

party.  All 3 legs must be 

in place and functioning to 

hold up the seat of OHS. 

file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Department%20Manuals
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/HS%20Legislation/Canada%20Labour%20Code%20Part%20II.docx
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/HS%20Legislation/Canada%20Labour%20Code%20Part%20II.docx
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/HS%20Legislation/Occupational%20Health%20and%20Safety%20Act%20Regs.pdf
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/HS%20Legislation/Canada%20Labour%20Code%20Part%20II.docx
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/HS%20Legislation/Occupational%20Health%20and%20Safety%20Act%20Regs.pdf
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2 HEALTH & SAFETY DUTIES AND RESPONSIBILITIES  
 
The complete set of OHS duties and responsibilities for the employer: Chief and 
Council and all levels of supervision including directors, managers and supervisors 
are outlined in Responsibilities of Chief and Council, Directors, Managers & 
Supervisors.  In addition, the complete duties and responsibilities for employees are 
outlined in Responsibilities of Employees.  The following consists of annotated lists 
from the complete policies. 

2.1 DUTIES OF CHIEF AND COUNCIL 
 
a. Provide information, instruction and supervision to all employees. 
b. Make sure employees know about hazards and dangers in the workplace and how to work 

safely. 
c. Make sure every supervisor is competent. 
d. Make sure everyone knows and follows the health and safety procedures. 
e. Allocate all necessary and reasonable OHS resources including the provision and 

maintenance of equipment, materials and protective devices. 
f. Ensure that all buildings and facilities are sufficiently sound and maintained. 
g. Do everything reasonable to keep employees and contractors from getting hurt or sick on 

the job. 
h. Review the corporate OHS policy annually and ensure it is 

posted. 

2.2 DUTIES OF DIRECTORS, MANAGERS AND SUPERVISORS 
 
a. Tell employees about hazards and dangers in the workplace 

and show them how to work safely. 
b. Promote awareness of OHS. 
c. Create and enforce OHS policies and procedures for the 

workplace. 
d. Make sure employees wear and use the right protective 

equipment. 
e. Do everything reasonable to keep employees from getting hurt or sick on the job. 
f. Investigate incidents and resolve work refusals. 

2.3 DUTIES OF EMPLOYEES 
 

a. Follow OHS laws and workplace health 
and safety policies and procedures. 

b. Wear or use protective equipment that the employer requires. 
c. Do everything reasonable to work and act in a way that won’t hurt 

them or any other worker. 
d. Report all incidents, hazards or concerns to their supervisor or 

Workplace Health and Safety Committee member. 

Employees have 

the least amount 

of responsibilities 

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/001%20Responsibilities%20of%20Chief%20and%20Council,%20Directors,%20Managers%20&%20Supervisors.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/001%20Responsibilities%20of%20Chief%20and%20Council,%20Directors,%20Managers%20&%20Supervisors.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/002%20Responsibilities%20of%20Employees.pdf
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/000%20Corporate%20HS%20Policy.pdf
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3 EMPLOYEE RIGHTS 
 
Every employee across Canada has three basic rights regarding workplace health 
and safety.  Further, all three of these rights may be exercised without fear of 
reprisal by the employer. 

3.1 THE RIGHT TO KNOW (OF POTENTIAL WORKPLACE HAZARDS) 
 
Employees have a right to know about any potential hazards that 
they might be exposed to without employer reprisals.  Employees 
also have the right to be trained and receive information regarding 
any machinery, equipment, working condition, process, or 
hazardous substances.  

3.2 THE RIGHT TO PARTICIPATE (IN OHS POLICIES AND 

PROCEDURES) 
 
Employees have the right to participate in the process of identifying hazards and resolving 
workplace health and safety concerns without employer reprisals.  The right to participate can 
be expressed by reporting hazards and unsafe acts or conditions to management, following 
safety policies, procedures, and practices, or becoming an elected employee safety 
representative.  The right to participate can also be expressed through the Workplace Health 
and Safety Committee.   

3.3 THE RIGHT TO REFUSE DANGEROUS WORK  
 
Employees have the right to refuse work which they 
believe is dangerous to their safety and health or to the 
safety and health of another employee.  An employee must 
have a reason to believe that the machinery, equipment, 
device, thing they are using, or physical condition of the 
workplace is such that it is likely to endanger themselves 
or other employees.   
 
If any employee feels that their safety, or the safety of 
another employee is in jeopardy, their concerns must be 
reported to a supervisor immediately.  If the hazard is 
corrected by the supervisor, and the Committee Employee 
Representative has approved the remedy, the employee 
shall return to work.    Further details are outlined in Work 
Refusal. 
 
It is prohibited to exercise work refusals as leverage 
against management.  Work refusals cannot be exercised 
if the employee is not satisfied with departmental policy, 
dislikes management, dislikes current job duties, dislikes 

peers, rebuttals, etc. An employee may not refuse to operate a machine, thing, or work in a 
place, or perform an activity if the refusal places the life, health, or safety of another person 
directly in danger, or if the danger is a normal condition of employment.    

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/008%20Work%20Refusal.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/008%20Work%20Refusal.pdf
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4 KAWAABANDIZWIN COMMITTEE 
 
The Workplace Health and Safety, or Kwaabandizwin 
Committee (Committee), is a consultative body which 
advocates OHS awareness in the workplace.  The 
Committee must conduct regular inspections of the 
workplace and hold regular meetings in dealing with 
workplace health and safety.  “Kwaabandizwin” translates 
as “Looking out for everyone and everything.” 
 
CRFN is fortunate to have 4 Committees.  The Committee 
fosters a commitment between employees and 
management to work together in achieving a hazard free 
work environment.   
 
The Committee plays a vital role in ensuring that the 
functions of the internal responsibility system are fulfilled.  
This includes: exposing hazards in the workplace, 
providing recommendations to management to improve 
OHS in the workplace, conducting workplace inspections, 
and stimulating OHS awareness among employees in the 
workplace. 
 
The complete responsibilities of the Committee are 
outlined in Workplace Health and Safety Committees.  
The right is an annotated list from the complete policy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A current list of members is displayed on the OHS Bulletin Board in your department.  Take 
an opportunity to meet your department’s Committee member.  Committee members are a 
resource for you to discuss OHS issues and concerns that may affect you in your department.  
 
*Note: All health and safety concerns and issues MUST be brought forward to your supervisor 
first.  If your supervisor does not address the issue in a reasonable amount of time then the 
concern may be forwarded to a Committee member. 

Administration Committee: Administration, Chief and Council, 

Communications, Culture, ECE, ECU, Education, Finance, Health, Health 

and Safety, Human Resources, IS, Library, MKES, Recreation, Seniors, 

Social Services 

Emergency Services Committee: Fire Rescue, Paramedic Services, 

Police 

Operations Committee: Facilities, Grounds, Grounds Gardening, 

Landfill, MASK, Public Works, Security, Water/Wastewater 

Retail Committee: Ojibway Bay Marina, RCM,  

The Gathering Place, Warehouse 

 

Which Committee 

represents your 

department? 

a. Immediately address 

complaints relating to 

workplace OHS. 

b. Expose situations to 

management that may be 

dangerous or hazardous to 

employees. 

c. Make recommendations in 

written form to senior 

management for the 

purposes of improving 

employee workplace 

OHS. 

d. Participate in the Internal 

Complaint Resolution 

Process and work refusal 

process as required. 

 

3.1 RESPONSIBILITIES 

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/003%20Workplace%20Health%20and%20Safety%20Committees.pdf
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5 OHS ORGANIZATIONS & 

RESOURCES 
 
The following 3 OHS organizations are in place to monitor and correct, if necessary, 
the normally self-monitored internal responsibility system through education, 
enforcement, inspections and auditing. 

5.1 EMPLOYMENT AND SOCIAL DEVELOPMENT 

CANADA (ESDC) 
 
The Government of Canada protects workplace safety through legislation, programs and 
services designed to prevent accidents and injuries on the job. The Labour Program works 
proactively with employers to reduce occupational injuries and illnesses in federally regulated 
workplaces by providing information on improving health and safety in their organizations. 
www.labour.gc.ca/eng/health_safety/index.shtml    1-800-641-4049 

5.2 MINISTRY OF LABOUR 
 
The Government of Ontario develops, communicates and 
enforces occupational OHS requirements and employment 
standards. They also develop, coordinate and implement strategies to prevent workplace 
injuries and illnesses and can set standards for OHS training in provincially regulated 
workplaces. 
www.labour.gov.on.ca       1-877-202-0008 

5.3 WORKPLACE SAFETY AND INSURANCE BOARD (WSIB) 
 
The WSIB provides no-fault collective liability insurance and 
access to industry-specific health and safety information to 
employers in Ontario.  They also provide loss of earnings 
benefits and health care coverage to employees.  Additionally, both employees and employers 
benefit from the WSIB’s help and support when it’s time to go back to work after an injury. 
www.wsib.on.ca        1-800-387-0750 

5.4 ADDITIONAL RESOURCES 

5.4.1 Health and Safety Ontario 
An organization made up of four health and safety 
associations that provide sector specific consulting, training, 
products and services. 
www.healthandsafetyontario.ca 

5.4.2 Canadian Centre for Occupational Health and Safety 
(CCOHS) 

An organization that can provide a wealth of information on 
OHS including fact sheets and a question answering service. 
www.ccohs.ca         1-800-668-4284

Have a question 

about safety? 

http://www.labour.gc.ca/eng/health_safety/index.shtml
http://www.labour.gov.on.ca/
http://www.wsib.on.ca/
http://www.healthandsafetyontario.ca/
http://www.ccohs.ca/
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6 HAZARDS 
 
A “hazard” is a potential source of harm.  Further details regarding hazards are 
outlined in Hazards Risks and Controls.  What follows is a summary and teaching 
tool for this policy. 

An Incident Investigation Report Form must be 
completed and reviewed by the area supervisor if 
a hazard (with a risk of 5 or more) goes 
unresolved, or an injury or damage occurs.   
 
If the supervisor can immediately correct the 
hazard, the report is not required to be filled out.   

 

6.1 COMMON 

WORKPLACE HAZARDS 
 
a. Vehicles/driving - Even employees who do not have 

driving tasks as part of their job are exposed to vehicle 
and driving hazards at the start and end of each day 
in workplace parking lots.  Be aware of surroundings 
at all times in parking lots and practice defensive 
driving techniques. 

 
b. Slips, Trips, and Falls - This is CRFN and Canada’s 

most common incident.  There are 3 simple steps to 
prevention: Keep eyes on path / mind on task, 
wear footwear appropriate to the conditions, and 
ensure there are good housekeeping practices. 

 
c. Musculoskeletal Disorders (MSDs) - This is the 

WSIB’s most common claim.  To prevent, ensure 
that the task performed is as comfortable as 
possible.  

 
d. Equipment / machinery - Employees using 

equipment and/or machinery should know and 
follow departmental procedures, training and 
technique. 

 

Remember, by promptly reporting 

and controlling ALL hazards, 

ALL incidents can be prevented. 

 

Is each department and position 

exposed to all of these hazards? 

 

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/004%20Hazards%20Risks%20and%20Controls.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Audits%20and%20Forms/FORMS/Incident%20Investigation%20Report%20Form.pdf
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6.2 WORKPLACE VIOLENCE 
CRFN is committed to providing a safe, healthy 
and violence free workplace and has a zero 
tolerance policy in effect.  CRFN will take 
whatever steps are reasonable to protect our 
employees from workplace violence from all 
sources, as outlined in Workplace Violence. 

6.2.1 Definition  
 
a. Physical force by a person against a worker that causes or could cause injury; 
b. An attempt to exercise physical force against a worker that causes or could cause injury; 
c. A statement or behaviour that is reasonable for a worker to interpret as a threat to exercise 

force against a worker that causes or could cause injury. 

6.2.2 Reporting Procedure 
 
File a complaint with:  
a. Supervisor or Manager; 
b. Committee Rep;  
c. Health and Safety; or  
d. Human Resources 
 
All complaints will be jointly investigated by Human Resources and Health and Safety, and 
Safety Plans will be implemented if necessary. 

6.2.3 Right to Refuse 
If an employee believes their health and safety is at risk for reasons due to workplace violence; 
they may exercise their right to refuse unsafe work by notifying their supervisor 
and following the normal work refusal protocol. 

6.3 RECOGNIZING AND REPORTING HAZARDS 
 
Upon recognition of a hazard, you shall take steps to control it where practicable.  
If you are unable to do so, immediately inform your supervisor of the hazard and 
any necessary details.  If your supervisor does not address the hazard in a 
reasonable amount of time, you may notify your department Committee member. 

6.4 ASSESSING HAZARDS (CRFN RISK CALCULATOR) 
CRFN uses a Risk Calculator to objectively assess all hazards (see following 
page).  This tool allows for the assessment of the likelihood of an incident 
occurring from a hazard and the severity of that incident should it occur.  Both of 
these inputs reveal a quantifiable risk level and result actions. 
 
A formal risk assessment requires input from a minimum of 2 employees and 1 supervisor 
that are familiar with the task and/or hazard being assessed. 
 

You can tell 

any of these 

people. 

 

file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/009%20Workplace%20Violence.pdf
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Hazards%20and%20Risk/Risk%20Calculator.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Hazards%20and%20Risk/Risk%20Calculator.pdf
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6.5 HIERARCHY OF CONTROLS 
 
There are many ways that you can be protected from workplace hazards.  CRFN attempts to 
eliminate, reduce and control hazards through the reasonable application of the following 

hierarchy: 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ELIMINATION: The best means of protection is eliminating the 
hazard completely. A good example is discarding a toxic cleaning 

chemical that is no longer used.

SUBSTITUTION: Finding a safer substitute to the source 
of harm.  Such as using vinegar over windex.

ENGINEERING CONTROLS: If the hazard can’t 
be eliminated, exposure can still be reduced by 

building something into the pathway. An example of 
this is turning up the ventilation system in a factory, 

or putting a barrier around a dangerous piece of 
equipment.

AWARENESS CONTROLS: Some 
means of calling attention to a known 
hazard.  Examples include signage, 

posters or buzzers and flashing lights.

ADMINISTRATIVE 
CONTROLS: Another way to 

reduce hazards is to reduce 
how long or how often you 

come in contact with the 
hazard. This can be done by 

arranging the work differently 
so that you are not exposed as 

long.

PPE: If the hazard 
still exists you may 
need to wear or use 

protective equipment 
and/or protective 

devices.

Personal Protective 

Equipment is the last 

resort. 
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6.6 EVALUATION OF CONTROLS 
 
CRFN maintains a Risk Registry, which is an inventory of all hazards, controls and subsequent 
risks for every departmental task, activity and/or equipment.  The Risk Registry is reviewed 
annually by all managers and employees. 
 

7 STANDARD SAFE WORK PROCEDURES 
 
CRFN requires all employees to comply with all applicable legislation, regulations, 
standards, departmental policy, procedures, or practices provided to them to ensure 
that tasks are performed in a healthy, safe manner.   

 
Safe work practices and procedures must also be followed at all times.  These practices or 
procedures may be directives developed by your department or by the manufacturer of a 
particular machine or equipment.   
 
In addition, you must not remove or render a safety device inoperable.  For example, you are 
forbidden to remove machine guarding or override safety stop mechanisms.   

7.1 PROTECTIVE EQUIPMENT 
An employee may be required to use or wear certain personal protective equipment, such as, 
chemical goggles, safety footwear, hard hats, safety vests, hearing protection, or gloves.   
 
a. Safety Footwear – Certain departments require employees to wear 

safety footwear.  This is considered to be a part of your uniform; 
therefore, you will not work without it. 

 
b. Clothing – All clothing that is required to be worn is per departmental 

policy.  If you are subjected to moving parts, shafts, gears, or other 
sources of entanglement, you shall ensure that your clothing is snug fitting.  The same 
applies for employees who have long hair; it must be suitably confined to prevent 

entanglement with moving equipment.  Rings, necklaces, and other jewellery 
are not permitted to be worn near any source of entanglement.  Confirm with 

your supervisor if you are required to comply with this section.  
 
c. Gloves – Gloves are required if you use chemicals or handle 

material such as, wood, metal, machinery, tools, or other 
abrasive equipment.      

 
d. Safety Goggles – Safety goggles are required when you are 

using chemicals or if there is a probability of a foreign object 
projected into the eyes.  For example, safety goggles are 
required when using wood working equipment.   

 
e. Hearing Protection – Certain departments 

require the use of hearing protection, such as, ear plugs or ear 
encapsulation equipment.   

 

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Hazards%20and%20Risk/Risk%20Registry.xlsx
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Hazards%20and%20Risk/Risk%20Registry.xlsx
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/012%20Protective%20Equipment.pdf
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f. Head Protection – Employees are required to wear 
head protection such as a hard hat.  Head protection 
is required when an employee is exposed to a 
hazard that could cause a head injury.  

 
g. Leg Protection – All employees who operate quick cut saws such as 

but not limited to, chain saws and cement saws, shall wear chaps or other 
protective pants that are made from protective material such as “Kevlar”.  
Employees are prohibited from operating equipment of this nature without 
successfully completing certification programs such as the Professional 
Chainsaw Operation course.   

 

7.2 SMOKING 
Employees are permitted to smoke in designated areas only. 

7.3 ELECTRICAL PANELS & SERVICE ROOMS 
Do not block or obstruct access (1 metre of clearance) to an 
electrical panel or access to an electrical or service room at any 
time. 

7.4 LADDERS 
Only approved equipment shall be used 
for reaching a height.  Standing on chairs, 
boxes, etc. is not permitted.  Ladders shall 

be inspected before each use, ensuring that the non-slip safety feet 
are in place and no other defects exist.  Work shall not be conducted 
on the top step of a step ladder or the top three rungs of a straight 
ladder. Further procedures are outlined in Ladder Safety. 

 

7.5 INDUSTRIAL HYGIENE 
Employees are required to maintain hygiene standards to prevent 
illness and disease.  For example, employees should lather hands 
for 30 seconds when washing them.  In addition, employees must 
know and comply with Infectious Disease Exposure. 

7.6 ZERO ENERGY STATE (ZES) / LOCK OUT PROCEDURES 
CRFN ZES procedures must be complied with regardless of 
circumstance.  Employees are strictly forbidden to remove any tag 
or lock that may have been installed by another employee.  Confirm 
with your supervisor if you require training, information, and 
instruction on ZES. 

7.7 SHOWERS & EYE WASH STATIONS 
Employees are required to know the location of safety showers and eye wash stations.  These 
stations are for immediate first aid in case of accidental exposure to corrosive, toxic, or 
offensive materials.  These stations are required to be kept accessible at all times. Further 
procedures are outlined in Eyewash Stations and Safety Shower Procedures. 

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/014%20Ladder%20Safety.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/017%20Infectious%20Disease%20Exposure.pdf
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/Facilities/04%20ZES%20-LOTO%20Policy.pdf
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/018%20Eyewash%20Station%20and%20Safety%20Shower%20Procedures.pdf
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7.8 HOUSEKEEPING 
All employees are required to maintain 
their work area, equipment, and tools, and 
keep them free from debris, obstructions, 
and hazards, prior to, during and upon 
completion of their shift.   
 
 
 
 
 
 
 
 
 

8 MANUAL MATERIAL HANDLING 
Employees are required to move objects, articles, or things in a safe manner as 
outlined in Manual Material Handling.  For example, employees are required to lift 
with their legs and not their back.  Carts and trolleys are to be loaded in such a 
manner that will not pose a risk of injury to the operator or other people in the area.  
Carts are to be loaded no higher than the operators’ chest height.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Safe Lifting Techniques: 

1. Feet shoulder width apart, load between feet. 
2. Get a firm “whole-hand” grip on object. 
3. Bend with knees, keep upper body straight. 
4. Lift smoothly. 
5. Do not obstruct your vision with the load. 
6. Keep the load close to your body. 

file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/013%20Manual%20Material%20Handling.pdf
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7. Avoid twisting while carrying the object; instead pivot on your feet. 
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9 FIRST AID & INCIDENT REPORTING 
 
Minor injuries, such as a small scrape, cut, or bruise, can be 
treated within your department from the First Aid Kit (the “Kit”).  
Treatment must be administered by an employee who is trained 
in First Aid.  First Aid trained employees are posted beside the Kit in all 
departments.  All information regarding the minor injury such as, name, date, injury 
type, and supplies that are used must be recorded on the log sheet inside the Kit 
to ensure that it is kept fully stocked.  An Incident Investigation Report Form must 
also be completed.  Further details on First Aid are outlined in First Aid. 

 
CRFN employees are required to report all workplace injuries immediately to their supervisor 
or Committee member, regardless of how minor the injury may be.   
 
If there is any doubt regarding the severity of the injury, it should be reported to your supervisor 
and you should seek Medical Attention.    

9.1 INCIDENT REPORTING PROTOCOL 
 
1. If required, seek First Aid treatment from an 

employee certified in First Aid.  If a Kit is 
used, complete the log sheet inside the kit. 

2. Notify your supervisor and/or Committee 
rep. 

3. If it is decided that the injury requires 
medical attention, phone 911 or request 
provision of transportation to a Healthcare 
Provider. 

4. Attain an Injured Worker Package from 
your supervisor or Health and Safety 
Bulletin Board and bring it to your 
Healthcare Provider. 

5. Prior to leaving the Healthcare Provider; 
ensure the FAF within the Injured Worker 
Package is filled out completely. 

6. Complete an Incident Investigation Report 
Form and immediately notify the Health 
and Safety Department. 

7. Participate in the Early and Safe Return to 
Work (ESRTW) program as outlined.  OR, 

8. Submit documentation to the Health and 
Safety Department explaining why you cannot 
be accommodated. (i.e. a doctor's note) 

9.2 EMPLOYEE FOLLOW UP 
 
There may be follow-up interviews, investigations 
and meetings to determine the cause of your 
injury and to determine preventative measures to prevent this accident from re-occurring. 

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Audits%20and%20Forms/FORMS/Incident%20Investigation%20Report%20Form.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/005%20First%20Aid.pdf
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Admin/Internal%20Forms/Injured%20Worker%20Pkg.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Audits%20and%20Forms/FORMS/Injured%20Worker%20Pkg.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Audits%20and%20Forms/FORMS/Injured%20Worker%20Pkg.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Audits%20and%20Forms/FORMS/Incident%20Investigation%20Report%20Form.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Audits%20and%20Forms/FORMS/Incident%20Investigation%20Report%20Form.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/007%20Early%20and%20Safe%20Return%20to%20Work.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/007%20Early%20and%20Safe%20Return%20to%20Work.pdf
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10  WORK REINTEGRATION 
 
CRFN has a program to ensure that all employees with occupational injuries are 
accommodated.  Suitable and meaningful modified work is available for every 
employee unable to perform their regular pre-injury duties.  You and your 
supervisor will create a modified work agreement that accommodates your injury.  
You must participate in Work Reintegration, but you have a say in how you will 
participate. 

CRFN is able to 

accommodate 

virtually all injuries. 

 

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/007%20Early%20and%20Safe%20Return%20to%20Work.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/007%20Early%20and%20Safe%20Return%20to%20Work.pdf
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11   EMERGENCY EVACUATION & FIRE SAFETY   
 
CRFN is committed to ensuring that every reasonable precaution will be taken to 
protect the health and safety of its employees, community members, and the 
general public.  

11.1 EMPLOYEES GENERAL DUTIES 
 

a. Be familiar with their Fire Safety Plan and evacuation procedure for the building(s) they 
work in or out of, as outlined in Emergency and Evacuation. 

b. Exercise emergency evacuation procedures and other departmental procedures as 
required.  

c. Participate in all Fire Drills and mock evacuations. 
d. Participate in all fire safety training. 

11.2 WORKING ALONE 
 
Working alone is defined as: any employee working 
on their own; when they cannot be seen or heard 
by another person; and, they cannot expect a visit 
from another worker.  This is a brief overview of 
Working Alone. 
 
If an employee will be working alone, they shall: 
1. Upon arrival, check in with Security at (705) 

325-3611 extension 1400, and inform them of 
their name, location and planned time of 
departure.  Employees may leave a message if necessary. 

2. Upon departure, Call Security and inform that you are leaving. 

11.3 SIGN IN PROCEDURES 
 
CRFN uses Sign In Procedures for all departments and buildings to 
ensure accountability in emergency situations.  Employees shall 
utilize their respective magnetic In/Out Boards when entering and 
exiting their building.  All guests including employees that do not 
regularly work in or out 
of a particular building 
shall utilize the Sign In 
Book when entering 
and exiting the building. 
 

Communication with reception shall be 
maintained at all times.  Reception should be 
kept informed of circumstances such as vacation, 
schedules, or an employee leaving their 
workplace for breaks, meetings, workshops, etc.  

file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Department%20Manuals/04.%20Fire%20Safety%20Plans
file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/023%20Emergency%20and%20Evacuation.pdf
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Approved%20Policies/015%20Working%20Alone.pdf
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11.4 EMERGENCY PROCEDURES 
 
In the event of an emergency situation such as a fire, natural gas leak, or chemical spill, 
employees must adhere to the following procedures outlined in Emergency and Evacuation. 

 
 
 
 
 

1 Remain calm.

2 Immediately report to 

your supervisor, fire 
warden or designate that 
there is an emergency (i.e. 
fire, chemical spill, natural 
gas leak, etc.) and inform 
workplace personnel who 
are in proximity to you.

3 Sound the alarm and call 

911, disclose the location 
and type of the emergency 
to the dispatcher – (Do  not 
call Fire Rescue via 
internal telephone 
directory)

4 DO NOT use any 

elevators.

5 Close all doors behind 

you as you evacuate.

6 Mentally establish your 

position within the 
building in comparison to 
your primary and 
secondary exits. 

7 Exit the building via the 

closest emergency exit in a 
calm, yet swift manner. 
Ensure that you are aware 
of your assembly area 
outside the building and 
that you meet at this 
location upon your exit.

8 Evaluate the need to 

provide assistance to a 
physically restricted 
employee or person should 
the building need to be 
evacuated.

9 Ensure that all 

emergency exits are clear 
and free from obstructions.

10 Follow all directions 

of your Fire Warden, 
Supervisor, Department 
Manager or the Fire 
Department upon your 
evacuation of the building.

11 If you cannot 

evacuate, close the doors 
and block the cracks with 
damp towels.

12 Stay low to the floor 

and position yourself near 
a window.

file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/023%20Emergency%20and%20Evacuation.pdf
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11.5 FIRE PREVENTION  
 

The best way to fight a fire is to prevent it from starting.  
All employees are required to follow safe work 
practices and procedures including, but not limited to 
the following: 
 
 

a. Do not use an extension cord as a fixed power supply 
device. 

b. Do not use defective electrical equipment with frayed cords.  
c. Do not overload plug outlets.  
d. Do not store flammable materials near sources of heat or 

sparks.  
e. Shut off or unplug electrical equipment such as, hot plates, 

coffee makers, and other powered equipment when it is not 
in use.   

f. Smoke in designated areas only.   

11.6 FIRE CODE VIOLATIONS  
 
CRFN employees are required to report Fire Code violations to their supervisor or manager 
immediately.  Fire Code violations include, but are not limited to the following: 
 
a. Blocked emergency exits.  
b. Fire extinguishers, which are not inspected monthly.  
c. Articles stored closer than 18 inches from the vertical plane of a sprinkler head.    
d. Blocked fire extinguishers.  
e. Fire route access around the perimeter of the building is impeded at any time.   
f. Emergency exit signs are not illuminated.  
g. Holes in a fire separation wall.   
h. Blocked fire alarm pull stations.  
i. Obstructed fire suppression system activation switches.   
 
Report any Fire Code violations to your supervisor or manager. 
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12 ENVIRONMENTAL REPORTING PROTOCOL 
 
In the event of an Environmental Incident (i.e. any type of spill) employees are 
required to adhere to Spills and Environmental Protection. 

 
A spill can be defined as any discharge or leak of a contaminant into the air, water (including 
a sewer), or land of any solid, liquid, or gas.  A contaminant also includes sound, odour, heat, 
vibration, radiation, or a combination of any of them. 
 

12.1 REPORTING 
Immediately report the spill to: 

1. the fire department by contacting #911, if the spill or 
leak may cause fire, explosion, or the substance may 
have an adverse effect on the environment or human 
health.   

 
2. their supervisor as soon as they are aware of it, or in anticipation of a spill or accidental 

release.          
 
3. the Health and Safety Department by contacting (705) 325-3611 extension 1296, or 

(705) 330-9779 and The Director of Facilities and Operations by contacting (705) 325-
3611 extension 1540.      

 
Ensure that you have the following information (if practicable): 
a. Product Name 
b. Immediate Hazards (i.e. ignitable, corrosive, immediately toxic, etc.) 
c. Exact Location of Incident 
d. Number of employees involved 
e. Nature of the Incident (i.e. spill, chemical exposure, fire, etc.) 
f. How the incident may have happened 

file://///XDS@rfnxerox/DocuShare/Health%20and%20Safety/Approved%20Policies/010%20Spills%20and%20Environmental%20Protection.pdf
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13 WORKPLACE HAZARDOUS MATERIAL 

INFORMATION SYSTEM (WHMIS) 
 
CRFN employees are required to be competent in the 
use of the Workplace Hazardous Material Information 
System (WHMIS).  As such, all employees are required 
to attend and successfully complete WHMIS training.  
WHMIS is a program that supplies employees with 

information and knowledge on how to safely use, handle, and 
store controlled products in the workplace.   

 
CRFN requires all new hire employees to attend WHMIS 
training and existing employees must maintain their WHMIS 
training annually. 

13.1 SUPPLIER WHMIS RESPONSIBILITIES 
 
Provide current labels and Safety Data Sheets (SDSs) for all 
supplied products. 

13.2 EMPLOYER WHMIS RESPONSIBILITIES 
 
a. Provide general training all employees that may be in 

proximity to a WHMIS product. 
 
b. Provide specific training to all employees that handle and 

use WHMIS products. 
 
c. Keep SDSs for all WHMIS products. 
 
d. Ensure all WHMIS products are properly labelled. 

13.3 EMPLOYEES WHMIS RESPONSIBILITIES 
 
a. Ensure that all controlled or harmful chemicals or products have clear, legible workplace 

labels that consist of a chemical name, precautionary measures, and a reference to a 
SDS.  In the event that a workplace label is missing or illegible, do not use the product 
and immediately report it to your supervisor.    

 
b. Read and interpret the hazards defined on the corresponding SDS and know where the 

MSDSs and SDSs are located.  If the SDS has expired, report it to your supervisor so a 
current SDS can be retained.  

 
c. Adhere to all preventive measures as required by the SDS in addition to all corporate and 

departmental policies, procedures, and practices.  
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13.4 WHMIS 2015 PICTOGRAMS 
 

a. Physical Grouping 

 

 
 
Compressed Gas 
 
 
 
Flammable including self-reactive materials, pyrophoric materials, self-

heating materials, and materials that emit flammable gas. 
 
 
 
Oxidizing products make a fire burn hotter and difficult to extinguish. 
 
 
 
Corrosive including materials that are corrosive to metals. 

b. Health Grouping 

 

 
Corrosive including materials that can cause severe eye damage, skin 

corrosion and lung damage. 
 
 
 
Acute Toxicity 
 
 
 
Health Hazard including materials that are carcinogenic, respiratory 

sensitizers, have reproductive toxicity, target organ toxicity, 
mutagenicity, and aspiration toxicity. 

 
 
Irritant including dermal sensitizers, materials with narcotic effects and 

materials that can cause respiratory irritation. 
 
 
Biohazardous Infectious Material 
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13.5 LABELS 
 
All WHMIS Products must contain an appropriate label that includes: 

a. The name of the product; 
b. All pictograms associated with the product; 
c. A signal word (Danger, Warning) or no signal word depending on the degree of risk; 
d. Hazard statements that explain the pictograms; 
e. Safety Precautions including information for safe handling and first aid measures; and 
f. Supplier contact information. 

13.6 SAFETY DATA SHEETS SDSS) 
 
Important sections on an SDS include: 2) Hazards, 4) First Aid Measures, and 8) Personal 
Protective Equipment.  SDSs are available in hardcopy form in every CRFN facility.  In 
addition, they are electronically maintained and can be searched and accessed here:  
 
https://go.sitehawk.com/Ledger/Site/SdsLedger.aspx 
 
 

14 DEPARTMENT MANUALS 
 
All employees are required to review all of the material in their Department Manual 
including corporate and departmental policies and procedures at the 
commencement of their employment and on an annual basis thereafter.  
Acknowledgement forms must be signed annually and submitted to the Health and 
Safety Department. 

 

https://go.sitehawk.com/Ledger/Site/SdsLedger.aspx
file://///rfndata/groupshare/Hyperlinks/Health%20and%20Safety/Department%20Manuals
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15 HEALTH AND SAFETY DEPARTMENT 
 
If you have any questions or concerns regarding the contents of this Handbook or 
any other health and/or safety related items please contact: 

 
Drew Douglas, CRSP 
Health and Safety Supervisor 
(705) 325-3611 extension 1296 
(705) 330-9779 
drewd@ramafirstnation.ca 
 
Alysha Sawyer 
Health and Safety Administrative Assistant 
(705) 325-3611 extension 1282 
alyshas@ramafirstnation.ca 

 

mailto:drewd@ramafirstnation.ca
mailto:alyshas@ramafirstnation.ca
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16 NOTES 
 
 


