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	Energy Safety Canada Certificate of Recognition Health & Safety Audit
[bookmark: _GoBack]Directive Documents Required for Review ESC COR Audit Protocol 2018 v.3.1 November 2020

	The auditor is required to review the following information to confirm the directive documents are in place and to determine if the documents meet the audit requirements. Directive documents can include policies, standards, procedures, etc.  Specifications the auditor is required to verify are included in the Energy Safety Canada Certificate of Recognition Health and Safety Audit Protocol.  The more prepared and organized these documents are for the audit and auditor the more efficient the audit will be.

	A.1 Company Health and Safety Policy

	A.1.a
	Review the company's written health and safety policy for the specified criteria as listed in the question.

	A.2 Safety Responsibilities 

	A.2.a
	Definition: Company Levels
For this audit, levels within a company are defined as senior management, middle management, supervisor, and worker. 
DOCUMENTATION
Review policies and procedures to determine that all employee levels have their specific health and safety responsibilities developed. These documented responsibilities must be described above and beyond the health and safety policy.
[bookmark: _Hlk516468006]Note: Not all levels may be applicable to all companies, however, be aware of multi-roles (e.g., where managers may also be supervisors). Confirm applicable levels by checking the company’s organization chart.

	A.2.c
	Review policies and procedures to verify if the company has an accountability system, which measures, and tracks assigned health and safety goals and/or targets to verify implementation. The system must provide feedback or follow-up on the implementation, for example processes to ensure: 
· Performance appraisals with safety related measures
· Documented observations/inspections with follow up
· Behaviour-based safety (BBS) observations with feedback
· Safety-related participation tracking (e.g., safety meeting attendance, inspections conducted, etc.)
· Safety awards, bonus, other incentives based on meeting health and safety goals or targets (could be individual or group)
Note: A discipline policy alone does not meet the intent of this question.




	A.3 Management Communications 

	A.3.b
	Definition: Frontline Supervisor
A frontline supervisor is a supervisor that oversees workers involved in field or shop operations or dispatched workers (e.g. truck driver, service technician, etc.) from a fixed location. 
Note: If the company does not have employees with designated supervisor titles, the auditor should verify and justify which level of management carries out the duties of frontline supervisors. 
Definition: Work site tours
A work site tour is a visit to any site where work is conducted to observe employee compliance with health and safety standards and practices, and to conduct two-way communication with employees. Tours should act as an outlet for positive reinforcement or behavior changing opportunities. A work site tour is generally human-oriented and is not a substitute for safety audits and routine inspections, which are more technical in nature.
DOCUMENTATION
Confirm the presence of policies or procedures outlining the requirement for work site tours, including pre-determined frequencies for senior managers, middle managers and frontline supervisors (as applicable to the company).
Note: Regular site/equipment Inspections, do not meet the intent of this question.

	B.1 Formal Hazard Assessment System 

	B.1.a
	Definition: Formal Hazard Assessment 
For the purposes of this protocol, a formal hazard assessment system uses a written process to identify, assess and prioritize position/discipline task-based hazards. It may be known by several different terms, but it is not to be confused with a field level or site-specific hazard assessment. 
A formal hazard assessment involves a detailed look at an organization’s overall operations. It’s meant to identify hazards, measure risk (to help prioritize hazards), and develop, implement and monitor related controls. The end goal is to prevent work-related injuries and illnesses. (pg. 7, Hazard Assessment and Control: a handbook for Alberta Employers and Workers)
DOCUMENTATION
Confirm the presence of policies or procedures, which direct the company to assess position/discipline task-based hazards to identify, assess, and prioritize hazards.

	B.1.f
	Review company policies or procedures to determine if the company has a policy or procedure that requires the creation, review and revision of the FHAs for the 4 criteria listed in the question.
Note: indicating a review at regular intervals does not meet the requirement of a pre-determined frequency.




	B.2 Site-Specific Hazard Identification and Reporting 

	B.2.a
	Definition: Site-Specific Hazard Identification System
A site-specific hazard identification system is a documented process to identify hazards that may arise in dynamic operations when work locations, processes, conditions, or equipment change, and hazards arise that cannot be anticipated in the formal hazard assessment system. The nature of a company’s operation will dictate what type of site-specific hazard identification system is appropriate for their operations. Employers with static, predictable operations in fixed locations or shops and/or those with comprehensive formal hazard assessment systems may have a minimal site-specific system.
Note: A temporary or mobile worksite is where an employee goes to only perform a task of limited duration of for a temporary purpose. At a work site such as a drilling rig, highway paving operation, tree planting operation, etc, employees and equipment function as a mobile work site that deploys to a location, does the work then moves to the next location.
Review company policies or procedures to determine their site-specific hazard identification system requirements. 
Verify that the system will address the criteria listed, prior to work starting the day of the job.

	
B.3 Hazard Reporting 

	B.3.a
	Definition: Hazard Reporting System
Hazard reporting is an immediate process that allows employees to report hazardous conditions or practices as they notice them. This allows for prompt reporting and corrective action without waiting for next round of inspections, a field level hazard assessment to be completed, or for a near miss to occur.
Review policies or procedures to verify a company has a system for reporting unsafe conditions and work practices. Examples include:
· Hazard Concern Reports
· Real Time Hazard Reports
· STOP cards
· Hazard ID form (sometimes combined with Near Miss Reporting)
· Document outlining how and who to report hazards to.





	
C.1 Health and Safety Hazard Control System 

	C.1.a
	Definitions:
Engineering Controls – Preferred method of hazard control if elimination is not possible; physical controls are implemented at the design installation, or engineering stagers (e.g. guards, auto shutoff, etc.)
Administrative Controls – Processes developed by the employer to control hazards not eliminated by engineering controls (e.g. safe work practices, policies, and procedures, job scheduling or rotation, etc.)
Personal Protective Equipment (PPE) – Equipment used, or clothing worn by a person for protection from health and safety hazards associates with conditions at a work site (e.g. gloves, safety glasses, fall protection, etc.) Used when engineering or administrative methods cannot fully control the hazard.
Verify the company has a policy or procedure that guides the application of controls for both health and safety hazards for formal hazard assessment purposes. 

	C.3 Preventive Maintenance 

	C.3.a
	Review the company's preventive maintenance program (PM program) to determine if all four criteria are met.

	C.4 Hazardous Materials 

	C.4.a
	Review company documentation to determine if they have a program that meets current WHMIS 2015 legislation. This includes a process for employee training, labelling, and current safety data sheets (SDS). 

	C.4.e
	Determine which of the hazards are applicable to the company and the corresponding plans to manage those hazards. For example, the company’s hazards may require the following types of documented plans, procedures, or practices:
· Spill Prevention and Control, First Responder
· Handling Hazardous Materials (ammonia, asbestos, etc.) 
· Exposure to Bio-Hazards (blood, virus, bacteria)
· Radioactive Hazards 
Where applicable, procedures must meet legislative requirements. Consider provincial OHS requirements (e.g., Code of Practice [AB], Exposure Control Plans [BC], or equivalent program requirements). The auditor may also consider other company policies or procedures to deal with biological hazards, for example, a first aid policy or procedure that addresses managing the hazard presented by blood.

	C.5 Violence and Harassment Prevention 

	C.5.a
	Review the company's Violence Prevention Policy to verify it meets the legislated requirements for the jurisdictions in which the company operates.
https://www.worksafebc.com/en/health-safety/hazards-exposures/violence
https://www.worksafebc.com/en/health-safety/hazards-exposures/bullying-harassment
https://www.alberta.ca/workplace-harassment-violence.aspx
http://www.qp.gov.sk.ca/documents/english/regulations/regulations/o1-1r1.pdf

*n/a may be applied for SK companies not included in Section 37(2) of the OHS Regs

	C.5.b
	Review the company's Violence Prevention Procedures to verify it meets the legislated requirements for the jurisdictions in which the company operates.
*n/a should be applied for SK companies.

	C.5.d
	Review the company's Harassment Prevention Policy to verify it meets the legislated requirements for the jurisdictions in which the company operates.

	C.5.e
	Review the company's Harassment Prevention Procedure to verify it meets the legislated requirements for the jurisdictions in which the company operates.
*n/a should be applied for SK companies.

	C.5.g
	Review company policies or procedures to determine if the company has a written requirement for the review and revision of the Violence and Harassment Prevention Policies and Procedures for the 3 criteria listed in the question.
(Alberta and Saskatchewan require a review at least every 3 years)

	D.1 Inspections 

	D.1.a
	Review the company's inspection policy and determine if the purpose of inspections is stated.

	D.1.b
	Review the company’s inspection program for evidence within inspection policy, procedures or forms that dictate or encourage inspections that address each of the four criteria (work activities, equipment, materials, and work areas). Evidence can be gathered across the program, an individual type of inspection may only account for one or another of these.

	D.1.c
	Definition: Formal Inspections
Regularly scheduled examinations of the workplace completed with the aid of a checklist and inspection report.
Review the company’s inspection program for evidence within inspection policy, procedures, schedule or forms that dictate a set frequency or trigger for various types of inspections (daily, weekly, shift change, pre-use, hours of operation, etc.). Where possible and applicable, include inspection types that are mandated by legislation, for example elevators, cranes, CVIP, etc. 
Count any inspection type that has a frequency or trigger assigned and any legislated inspection that meets legislated requirements as a positive indicator.

	D.1.d
	Review the company’s inspection program for evidence within inspection policy, procedures, schedule or forms to determine if formal inspections have been assigned to each applicable employee level. 
Note: not all inspection types require all levels of involvement, however all levels must participate in formal inspections.

	D.1.e
	Verify all five criteria listed are captured within the inspection program by reviewing the following sorts of documents:
· Inspection instructions
· Inspection forms or checklists
· Behaviour-Based observation forms (may cover inspections on work activities)




	E.1 Health and Safety Orientation 

	E.1.a
	Review the company's orientation policy and/or orientation package to determine if their orientation program meets the 11 criteria. 
1. health and safety policies and procedures,
2. health and safety responsibilities,
3. workers rights (right to refuse, right to know, right to participate)
4. task specific hazards and controls,
5. WHMIS 2015 information,
6. applicable regulatory requirements (e.g., OHS legislation, WCB, NSC, etc.),
7. discipline/enforcement policies,
8. emergency response procedures (including alert/alarm systems), and
9. hazard reporting.
10. incident and near miss reporting.
11. sign off by the employee and person conducting the orientation.

	E.1.g
	Review the site-specific orientation policy and/or materials to determine if site-specific orientations contain the listed criteria. 
· emergency response procedures (including alarm systems)
· hazard reporting, and
· applicable health and safety policies and procedures.
Some examples of applicable policies and procedures may include:
· site rules/smoking restrictions
· incident and near miss reporting
· PPE requirements
· site-specific hazard assessments/permits

	E.1.h
	Review the orientation policy and/or records to determine if there is a process for ensuring or confirming site-specific orientations are conducted. The company itself or another party on the work site may conduct site-specific orientations. 
If a process to ensure site-specific orientation exists, confirm:
· If the nature of the company’s work site(s) require orientations for employees when arriving at a work site for the first time. 
· Includes verification that the orientations are being completed prior to commencing any work activities.

	E.2 Job Specific Training 

	E.2.a
	Definition: Qualifications
Qualifications are skills or attributes a person must have before they are hired by the company to do the job. The audit is concerned with qualifications that are essential or required by law for a new hire to do their job safely.
Review a sample of HR records such as:
· Recruitment ads or job postings; or
· Job descriptions
Determine if applicable qualifications are listed.

	E.2.c
	Review policies or procedures to confirm job-specific training ensures job-specific hazards and controls, required work procedures are covered, and a practical demonstration to confirm workers have acquired the knowledge or skill related to the subject matter. Job-specific training should be appropriate to the nature of the positions and tasks.

	E.2.f
	Review the company’s orientation and/or training program, specific to any supervisory role, to verify the 5 listed criteria are covered: 
1. job responsibilities,
2. regulations and legislative requirements,
3. policies and procedures,
4. supervisory skills (e.g., coaching, evaluative skills, mentorship, conflict management, etc.), and
5. emergency procedures.
Note that supervisory-specific training would be applicable to anyone assigned responsibility to oversee workers regardless of whether they hold the supervisor designation. 

	E.2.h
	Definition:  Competency
Competency is the combined knowledge, skills, and sufficient experience required to successfully perform a work task with little or no supervision. A given discipline or position may require multiple competencies.
Review a sample of positions or disciplines to determine if competency requirements have been identified. These may be found in:
· Job descriptions
· Industry standards
· Job task inventory
Note: Competencies are not the same as qualifications or general training. The company should have a system in place for supervisors/managers to observe workers completing specific job tasks and sign off when they have been deemed "competent".



	F.1 Emergency Response Plans 

	F.1.b
	Create a list of potential emergency scenarios based on:
· the company’s operations and activities, and
· legislative requirements.
Possible sources of information for creating the potential emergency scenarios list include:
· Hazard assessments (formal and field)
· Company profile
· Equipment used
· Hazardous materials or chemicals handled
· Safe work practices or procedures
Take the list of potential scenarios generated and compare it against the company’s Emergency Response Plan (ERP) to determine how many are covered by the ERP.

	F.1.c
	Review the company’s ERP to determine if the four criteria have been outlined.

	F.1.d
	Review the ERP or related emergency planning processes. Determine if appropriate equipment and supplies have been identified for non-medical emergencies.
Supply lists must meet requirements for the company’s operations and regulations (e.g., fire extinguishers, spill kit, supplied air or self-contained breathing apparatuses (SABA/SCBA), etc.).

	F.2 Medical Emergencies 

	F.2.a
	Review the ERP or other system documents that address first aid to determine if all 3 criteria are addressed.

	F.3 Responsibilities and Training 

	F.3.a
	Review the ERP and confirm responsibilities have been assigned as appropriate, to positions, levels or individuals (e.g., evacuate self, conduct roll call, call 911, etc.). Responsibilities could be outlined within individual scenarios or within the ERP generally.

	F.4 Drills and Evaluations 

	F.4.a
	Review policies or procedures to establish if the company has a process and schedule for testing the ERP that meets all 3 required criteria.


	G.1 Incident Reporting 

	G.1.a
	Review policies or procedures on incident reporting. Determine if the 3 criteria are met.

	G.2 Incident Investigation Standards 

	G.2.a
	Review policies or procedures to determine if the 9 criteria listed are documented.
1. the intent/purpose of investigating incidents,
2. a definition of roles and responsibilities in the investigation process,
3. the requirement to include an employee competent in the task related to the incident,
4. the requirement to initiate investigations immediately,
5. an outline of the types of incidents that need to be investigated, including work refusals,
6. identification of contributing and underlying factors,
7. an analysis of investigation findings, 
8. follow-up on corrective actions, and
9. senior management review and sign-off.

	G.2.d
	Review the investigation system or any records that track corrective actions arising from investigation recommendations. Verify there is a process or template provided that ensures these corrective actions are documented and some form of tracking or management is applied to ensure completion (e.g., assigned to an individual or group, date of completion captured, etc.).



	H.1 Safety Communication 

	H.1.a
	Review policies or procedures to establish if the company mandates frequencies for regular two-way communication regarding health and safety issues. All employee levels must be included.

	H.3 Health and Safety Management System Evaluation 

	H.3.a
	Review policies or procedures to establish if the company mandates continuous improvement of the Occupational Health and Safety Management System (OHSMS). This could include regular COR audits, or audit options such as PASE or Action Plans.


	I.1 Other Affected Parties 

	I.1.b
	Review policies or other documents that may contain health and safety responsibilities for other employers and self-employed persons and visitors, for example:
· Safety manuals 
· Brochures or handouts 
· Orientation checklists
· Presentations before entering workplace 

	I.1.c
	Review policies/procedures, etc. to verify the company has a written directive in place to address the protection of other workers not under the employer’s direction, visitors and other persons (the general public, mail carriers, etc.) in the vicinity of work that is being carried out.

	I.1.d
	Review documentation to verify if criteria have been established for selecting, monitoring and evaluating other employers and self-employed persons, which meet the question criteria.
1. OH&S selection criteria for contracted employers;
2. A contract that includes identification of health and safety responsibilities for the contracted employers;
3. A process to monitor health and safety performance for contracted employers during the period of contracted services to correct identified deficiencies;
4. A process to address non-compliance and evaluate any improvement opportunities for future contracts.
All employers are required to meet the responsibilities of the health and safety legislation. The nature of the contracted work may provide different levels of risk, which may result in not all the criteria listed being required.  

	I.1.e
	Review the orientation policy and/or records to determine if there is a process for ensuring or confirming site-specific orientations are conducted for visitors and other employers and self-employed persons. The company itself or another party on the work site may conduct site-specific orientations. 
If a process to ensure site-specific orientation exists, confirm:
· If the nature of the company’s work site(s) require orientations for employees when arriving at a work site for the first time, or for newly arriving other employers and self-employed persons, and visitors. 
· Includes verification that the orientations are being completed prior to commencing any work activities.




	J.1 Design of the Health and Safety Committee 
NOTE: If the company has 1-4 employees, and has not otherwise been ordered to establish representation or a committee, N/A may be applied to the entire Element.

	J.1.a
	Verify if the company has a written policy or procedure outlining the requirements of the health and safety (HS) representative(s) which includes:
· Requirement to designate a representative(s)
· Reporting to management
· Term in office
Apply n/a where the company has not met the requirements to have a HS representative in place.

	J.1.b
	Review the health and safety committee (HSC) terms of reference. Determine if the terms of reference meet the legislated requirements for the jurisdictions in which it operates. Terms of Reference must include:
· Membership requirements
· Meeting frequencies
· Meeting quorum
· Reporting to management
· Term of office

	J.1.c
	Review the health and safety committee terms of reference or meeting minutes to establish the company has health and safety representation appropriate for the size of its workforce.  

	J.1.e
	Verify if the company has a written policy or procedure in place for the HSC or HS representative(s) to address employee concerns and complaints related to the health and safety system.

	J.2 Implementation of the Health and Safety Committee 

	J.2.b
	Verify if the company has written duties for the HSC and/or HS representative(s) which includes all the required criteria outlined in the legislation for the jurisdictions in which they are operating. 

	K.1 Injury Management, Return to Work (RTW)
NOTE: Element K is an optional element in British Columbia.  Currently, element I is not applicable to companies outside of British Columbia, or to those not currently in the program.

	K.1.a
	A corporate policy, statement or letter of intent outlining the company's commitment to the Injury Management/RTW Program that details the programs objectives.

	K.1.b
	A written Injury Management/ RTW Program.

	K.2 Resources, Education and Training

	K.2.a
	The duties of an Injury Management/ RTW Coordinator are assigned and outlined to assign the authority to establish and implement RTW plans.

	K.2.d
	Policies and/or procedures in place regarding retention of records. (e.g. Return to Work and Stay at Work)

	K.3 Stay at Work and Return to Work

	K.3.a
	A written process (series of steps) for dealing with all Injury Management/ RTW cases and is this posted.

	K.3.b
	A "Stay at Work" initiative as part of their Injury Management/ RTW program.

	K.3.c
	Alternate duties identified in writing, (meaningful/productive duties) Process to ensure supervisors aware that they can offer modified duties when required.

	K.3.e
	A guideline in place outlining when contact is first made with the injured worker, or in some circumstances their emergency contact, who is absent from work and evidence that this guideline is being followed.

	K.3.f
	A process to monitor return to work plans and evidence the process being followed.

	K.3.j
	Policies and/or procedures that support a coordinated approach to Injury Management/ RTW?

	K.4 Communication

	K.4.d
	A written process to communicate with medical practitioners outlining the company's Injury Management/RTW initiatives the ability to accommodate injured workers.
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