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1. INTRODUCTION

At Freshco Retail Maintenance, we value your 
health and safety.  We have prepared this manual 
to take all possible steps to ensure the health, 

safety and welfare of all employees, other persons that 
Freshco engages to work on their behalf and any third 
parties who come into contact with our business at 
Freshco’s offices and on our work sites. 

This manual documents the health and safety policies 
and procedures established at Freshco.  Its purpose is 
to assist in the identification, control and handling of 
any foreseeable workplace hazards, which may result in 
accidents, personal injury or illness or property damage, 
to promote a safe and healthy environment for all 
representatives of the Freshco brand.

All management activities will comply with company 
safety requirements as they relate to planning, operation 
and maintenance of our facilities, work sites and 
equipment.  We recognize that a safe work environment 
can be established and sustained only through a united 
effort by all employees and subcontractors and that the 
assistance of each person is required.  Your support and 
cooperation in promoting health and safety will assist in 
making our company a great, safe place to work, and will 
contribute to our growth and combined success.

The policies and procedures documented have been 
developed specifically for Freshco in accordance with 
applicable legislation and good safety practices.  Further 
information and resources are available on-line through 
the Ontario Ministry of Labour at http://www.labour.gov.
on.ca/english/hs/.  Comments and questions relating to this 
manual should be directed to Jamie Masson.
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2. HEATH & SAFETY RESPONSIBILITIES

2.1 GENERAL 2.2 COMPANY MANAGEMENT

Strong safety performance, like any other company 
objective, can only be achieved by setting specific 
goals, planning, organizing, implementing and 

developing feedback or control methods to periodically 
review our performance.  Freshco Retail Maintenance 
is firmly committed to our employees’ safety and 
implementing a safety program.
Freshco has nominated a safety officer who has 
overall responsibility to review the policy and make 
recommendations on all matters relating to health and 
safety.  The safety officer is __________________.

All current members of staff will receive a copy of this 
safety policy and will be required to sign to state that they 
have read and understood it.  New members of staff will 
be required to read and sign a copy of this safety policy 
before they start work.  The safety officer will confirm that 
all employees have read and understood the policy and 
work with staff to ensure day-to-day safety.  The safety 
officer will also ensure that:

 · All persons employed by the company receive adequate 
health and safety training to enable them to undertake 
their work in a safe manner

 · All facilities and equipment are suitable for their 
intended purpose and that they are maintained in a safe 
condition at all times

 · All persons, whether or not they are employees of the 
company, are adequately notified of all known hazards 
and protective measures

 · Safety documentation and risk assessments are provided 
to the appropriate parties

 · All employees comply with health and safety legislation 
and co-operate with the company’s management to allow 
it to comply with legal requirements for health and safety

 · Individual members of staff who have any safety 
concerns for themselves or a third party take 
responsibility for reporting it to the safety officer

a. Prepare a health and safety policy that is posted in the 
workplace and reviewed annually

b. Develop a program to implement the health and 
safety policy and ensure it is known throughout the 
organization

c. Ensure that training is provided to the workforce, 
either internally or externally, to safely complete the 
work and deal with potential hazards

d. Ensure that training is current and regularly reviewed

e. Be aware of applicable legislation and ensure 
compliance

f. Appoint competent supervision

g. Ensure that the workforce understands their health and 
safety responsibilities

h. Ensure that equipment, materials and protective 
devices are provided and maintained in good condition

i. Provide resources so supervisors and workers can 
carry out safe and healthy work

j. Delegate authority and responsibility and hold 
employees and subcontractors accountable for the 
authority and responsibility delegated to them

k. Ensure that there is an effective mechanism for 
co-operative problem solving amongst workers, 
supervisors and contractors

l. Review accident/incident reports and ensure corrective 
actions, if required, are taken

m. Be visibly committed to making health and safety 
work and inspiring others to make it work
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HEATH & SAFETY RESPONSIBILITIES [CONTINUED]

a. Work safely in accordance with the company’s or the 
client’s health and safety policy and program, and with 
the Occupational Health and Safety Act and applicable 
regulations

b. Use or wear the equipment, protective devices or 
clothing that the company requires

c. Not remove, displace or interfere with the use of any 
safeguards

d. Report unsafe conditions to the supervisor, after taking 
appropriate immediate action

e. Report all accidents, injuries and near-misses 
immediately to the supervisor

f. Work in a way that will not endanger yourself or 
others

g. Advise other workers of unsafe conditions or work 
practices

h. Participate in solving health and safety problems

i. Provide recommendations to the supervisor to improve 
health and safety

2.3 SUPERVISORS 2.4 EMPLOYEES AND CONTRACTORS

a. Ensure that workers comply with the Occupational 
Health and Safety Act, applicable regulations and the 
company’s policy and program

b. Establish procedures and practices to ensure that 
workers can carry out safe and healthy work

c. Ensure that workers receive appropriate training to use 
or wear the equipment, protective devices or clothing 
that the company requires

d. Ensure that workers use or wear the equipment, 
protective devices or clothing that the company 
requires to be used or worn and that it is in good 
condition

e. Ensure that workers are aware of potential hazards and 
have dealt with, or are dealing with, the actual hazards 
in the workplace

f. Plan and communicate work assignments to enable 
workers to produce safely

g. Involve workers in work planning and problem solving

h. Provide orientation to new crew members

i. Review safety aspects of each task with crew

j. Conduct accident or incident investigations

k. Encourage workers to report health and safety 
problems

l. Respond quickly and appropriately to worker 
concerns, cooperate in their correction and report to 
company management as required

m. Report safety problems to company management

n. Be aware of the applicable legislation and company 
procedures

o. Set an example by being consistently safety conscious, 
and insisting on the safe performance of work

p. Supervise, advise and coach workers as required

q. Observe the work in progress and provide positive 
input to the workers
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3. CORPORATE HEALTH & SAFETY RULES

3.1 GENERAL 3.2 PERSONAL PROTECTIVE EQUIPMENT

3.3 PROTECTIVE CLOTHING

3.4 HEAD AND FOOT PROTECTION

3.5 SKIN PROTECTION

3.1.1 Perform all work following safe work practices and 
job procedures

3.1.2 Report all substandard acts, conditions, and  
near-miss incidents

3.1.3 Report all injury or damage 
incidents/accidents immediately

3.1.4 Maintain good housekeeping in your work area and 
on work sites

3.1.5 Operate all vehicles and mobile equipment in 
accordance with site rules and 
applicable legislation

3.1.6 Employees using prescription or over-the-counter 
medication which can affect their own or others’ 
health and safety must inform their 
immediate supervisor

3.1.7 Non-prescription drugs or alcohol will not be 
allowed on the job and any employee found to 
be in the possession of, or under the influence of, 
drugs or alcohol, will not be allowed to work and 
may be subject to disciplinary action

3.1.8 Arriving or remaining at work when your ability 
to perform the job safely is impaired may result in 
disciplinary action

3.1.9 Weapons of any kind are prohibited from the 
company offices and all work sites

3.1.10 Do not engage in any prank, contest, feat of 
strength, unnecessary running or 
boisterous conduct

3.1.11 Theft or vandalism will result in disciplinary action 
and may result in legal action

3.1.12 Damaging, disabling or otherwise interfering 
with safety, fire-fighting or first-aid equipment is 
prohibited and will result in disciplinary action

3.2.1 All workers must wear personal protective 
equipment (PPE) such as foot, head, skin and eye 
protection when required by our safety policy or 
Ontario’s Occupational Health and Safety Act 
and Regulations

3.2.2 PPE in the form of gloves is a significant method 
of protection from cutting or material handling and 
must be used by all workers when performing 
these tasks

3.2.3 Any damaged PPE must be immediately reported 
to your supervisor

Protective clothing must be worn as required by our safety 
policy.  Workers are not allowed to wear loose clothing or 
cuffs, greasy/oily clothing, gloves or boots, torn or ragged 
clothing, finger rings, bracelets or neck chains

3.4.1 CSA-approved class “B” hardhats should be worn 
on work sites where there is danger of 
falling debris

3.4.2 CSA-approved footwear with toe and sole 
protection must be worn at all work sites

Appropriate work clothing must be worn when handling 
and using tools and materials which may cause injury to 
your skin
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3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.6 EYE AND FACE PROTECTION 3.7 MANUAL LIFTING

Face shields, goggles or glasses must be worn by workers 
and must be of a design to afford suitable eye and face 
protection when:

 · Welding, burning or cutting with torches

 · Using abrasive wheels, portable grinders or files

 · Chipping concrete, stone or metal

 · Working with hazardous materials

 · Drilling or working under dusty conditions

 · Sand or water blasting

 · Waterproofing

 · Using explosive actuated fastenings or nailing tools

 · Working with compressed air or other gases

 · Working near any of the operations listed above

Lifting and moving goods by hand is the biggest cause of 
injury in the work place.  Lifting should be carried out in 
accordance with the following guidelines:

 · If a load is awkward or beyond your capability you must 
get help

 · Check all packaging and articles for sharp edges and 
projections before lifting

 · Ensure that there are no obstructions in your path before 
lifting any article

 · Ensure that you can see around a load when lifting it

 · Ensure that there is adequate room to put down a load 
when you have moved it

 · When lifting, stand close to the load with your feet 
slightly apart and, keeping your chin in, bend your knees 
and keep your back straight at all times, straightening 
your knees using your thigh muscles

 · Always lift in stages (e.g. floor to knee, knee to carrying 
position)

 · Always use your entire body weight in a controlled 
manner when pushing a load

Heavy goods are to be lifted in accordance with the 
Company assessments for manual handling. Do not use 
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3.8 LADDER USE

3.8.1 Ladders should be set up on a firm level surface. If 
the base is to rest on soft, uncompacted or rough 
soil, a mud sill should be used

3.8.2 Straight ladders should be secured top and bottom 
to prevent movement

3.8.3 When a task must be done while standing on an 
extension ladder, the length of the ladder should 
be such that the worker stands on a rung no higher 
than the second rung from the top

3.8.4 When climbing up or down, workers should always 
face the ladder

3.8.5 Ladders should not be erected on boxes, carts, 
tables, scaffold or man lift platforms or on vehicles

3.8.6 Depending on the length, straight ladders should be 
set up at an angle such that the horizontal distance 
between the top support and the base is not less 
than one quarter or greater than one third the 
vertical distances between these points

3.8.7 Metal ladders or ladders with wire reinforcing must 
be used near energized electrical conductors

3.8.8 All ladders erected between levels must be securely 
fastened, top and bottom, to prevent movement, 
extend 3 feet above the top landing and afford clear 
access at the top and bottom

3.8.9 Ladders with weakened, broken, bent or missing 
steps, broken or bent side rails, broken, damaged or 
missing bases or otherwise defective must not be 
used and should be tagged and removed from the 
work site

3.8.10 Ladders should not be used horizontally as 
substitutes for scaffold planks, runways or any 
other service for which they have not 
been designed

3.8.11 Workers should not straddle between the ladder 
and another object

3.8.12 Three points of contact should always be 
maintained when climbing up or down a ladder 
(two feet and one hand or one foot and two hands

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.8.13 If work to be performed on a ladder will cause 
heavy exertion by the worker or the worker to 
overextend to the sides, it is best to utilize a 
scaffold platform

3.8.14 Under no circumstances should a worker attempt to 
hand carry material or equipment while climbing or 
descending a ladder.  Use a rope or hoist to lower 
or raise items from one level to another

3.8.15 According to regulatory requirements, there must 
be a minimum clearance of six inches between the 
ladder rungs and any surface to ensure the worker 
obtains firm footing
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3.9.1 Only trained personnel may use machinery 
provided in the work place

3.9.2 Workers who have not received proper training 
should under no circumstances attempt to operate 
machinery

3.9.3 Workers requiring authorization to operate 
machinery are subject to a competency assessment

3.9.4 Workers operating machinery who begin to feel 
unwell must immediately stop what they are doing 
and report to your supervisor

3.9.5 Workers must not speak with other members of 
staff or contractors while operating machinery 

3.9.6 Workers operating machinery must not be 
distracted by other members of staff or contractors

3.9.7 Grinders and cutoff saws can cause serious 
injury.  Proper storage, use and maintenance of 
these wheels must be observed by following these 
guidelines:

 · Familiarize yourself with the manufacturer’s 
operation manual before using the tool

 · Ensure proper guards are in place and that all 
necessary personal protective equipment is used 
for your personal safety

 · Never exceed the maximum wheel speed – 
check the marked speed and compare it with the 
speed of the grinder

 · When mounting the wheels, check them for 
cracks and defects and ensure that the mounting 
flanges are clean and that mounting blotters are 
used – do not ever tighten the mounting nut

 · Before grinding, run newly mounted wheels 
at operating speed to check for vibrations, as 
a vibrating or defective wheel can explode, 
causing injury

3.9.8 Work involving welding, torch cutting or burning 
can increase the fire and breathing hazards on any 
job and these guidelines must be followed prior to 
starting work:

 · Always ensure that there is adequate 
ventilation, natural or mechanical, since 
hazardous fumes can cause respiratory injury

 · Always use the necessary personal protective 
equipment for your protection such as 
respirators, cutting goggles and protective 
clothing

 · Ensure there is fire extinguishing equipment 
nearby for immediate use

 · Check cables and hoses to protect them from 
slag and sparks

 · Check the work area for combustible material 
and possible flammable vapours before starting 
work and, if these materials or sensitive 
equipment cannot be removed, maintain fire 
blanket protection or a fire watch

 · Never weld or cut lines, drums, tanks, etc. 
that have been in service without first making 
sure that all flushing, ventilating and purging 
precautions have been taken and permits 
obtained

 · Never enter, weld or cut in a confined space 
without first conducting proper air tests and all 
other necessary confined space procedures and 
required lockout and tagging

 · When working overhead, cordon off your work 
zone below, post signs warning other workers 
to stay clear and use fire resistant material (fire 
blankets, tarps, etc.) to control or contain slag 
or sparks

 · Contact lenses should never be worn when 
working near welding operations

3.9 TOOL AND MACHINERY USE

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]
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3.9.9 Work platforms should be a minimum 18 inches 
wide and be designed and constructed to support 
and resist at least four times the anticipated load.  
Do not use spools or ladders to support planking, 
poorly constructed benches and inadequate 
materials as a work platform.  All platforms must 
be suitable cross-braced to provide stability

3.9.10 Air powered tools in construction range from 
stapling guns to jack hammers and, if they are not 
treated with respect, these tools can cause serious 
harm:

 · Prior to use, all hoses should be physically 
inspected for defects such as cuts, abrasions, 
bulging and other damage and any defective 
hoses should be taken out of service for repair 
or replacement after first ensuring that their 
connections are securely wired

 · Wear personal protective equipment such as 
eye protection and face shields and ensure other 
workers in the area are made aware of, or have 
restricted access to, the hazard area

 · A proper pressure regulator and relief device 
must be in the system to ensure that correct 
desired pressures are maintained

 · The equipment must be properly inspected 
and maintained in accordance with the 
manufacturer’s requirements

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.9 TOOL AND MACHINERY USE [CONTINUED]

3.9.11 Use of hand-held electrical power saws should 
follow the manufacturer’s safe operational 
instruction and the following guidelines:

 · Always unplug the saw from its power source 
before attempting to change its blade and 
always keep the blade sharp

 · Before the saw is set down, always ensure the 
retracting blade guard has fully returned to its 
down position

 · Ensure all cords are clear of the cutting area 
before starting to cut

 · Before cutting, check the stack for foreign 
objects or any other obstruction which could 
cause the saw to kick back

 · When ripping, make sure the stock is held 
securely in place

 · Where harmful vapours or dust is created, 
approved breathing protection is to be used

 · When using this or other electrical tools 
outdoors or in wet locations, ground fault 
circuit breaker interrupter devices must be used 
either at the power panel or at the cord

 · Avoid wearing gloves or other loose fitting 
clothing that could get caught in the blade
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3.9.12 If a tool is defective in some way, DO NOT 
USE IT.  Inspect all tools prior to use and ensure 
defective tools are repaired – watch for problems 
including:

 · Broken or inoperative guards

 · Insufficient or improper grounding due to 
damage of double insulated tools, such as 
cracked casings

 · No ground wire (broken ground post) on the 
plug or frayed cords

 · On/Off switch is not in good working order

 · Improper grinding wheel speeds or chipped or 
cracked blades

3.9.13 Keep all tools and materials at least six feet back 
from edges and openings, as these items could fall 
onto someone below

3.9.14 Please follow these guidelines when using a floor 
buffer:

 · You must be trained in the use of a floor buffer 
and should have reviewed the manufacturer’s 
instructions prior to using the equipment

 · You must be trained in the use and proper mix 
ratio of floor maintenance chemicals and must 
use splash goggles

 · You must wear proper safety equipment, 
including comfortable, slip-resistant shoes or 
boots, long pants, gloves and safety glasses

 · Floor maintenance should be conducted when 
there are few people present; early mornings, 
late evenings and weekends are good times

 · Caution signs should be used to warn others of 
the slippery floor

 · Cords should be checked for cuts or exposed 
wires

 · Cleaning pads or brushes should be applied 
only when the machine is unplugged and tilted 
back

 · Test the machine to ensure that the parts are 
locked in place, it operates properly and the 
auto-stop safety feature is working

 · Avoid hitting people, glass windows and doors 
or falling down stairs or inclines

 · Hold any cords over the handle to avoid 
damaging it or getting it tangled in the pads – 
do not wrap the cord around the handle as this 
can disable the auto-off safety feature

 · Machines which are not in good working order 
should be turned off, unplugged and reported to 
your supervisor

3.9 TOOL AND MACHINERY USE [CONTINUED]

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]
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3.9.15 Please follow these guidelines when using a 
floor waxer:

 · Clear the area of as much traffic or debris 
as possible

 · Floor maintenance should be conducted when 
there are few people present; early mornings, 
late evenings and weekends are good times

 · The area being waxed should be closed off to 
the public wherever possible – if this is not 
possible, post clear signs and safety cones to let 
people know that the work area is not safe

 · Consider wearing a safety vest to make others 
aware of your presence

The protection of employees from any fall hazard is one of 
the objectives of our health and safety program.

If a task requires fall protection, Freshco will provide each 
employee with his or her own personal CSA approved and 
up-to-date fall arrest equipment.  This will include a safety 
harness, lifeline, lanyard and rope grab.

No worker should be exposed to heights greater than three 
meters when near an unguarded edge to a floor, roof, 
platform, opening or on a ladder without first providing 
travel restraint, fall arrest or guardrail protection.

Fall protection is also required if a worker may fall into 
operating machinery, into water or other liquids, into or 
onto hazardous substances or objects regardless of the 
minimum three meter ruling.

The fall arrest system must be inspected and maintained 
after each and every use to make sure there are no cuts or 
frayed areas in this equipment.  Maintenance instructions 
will be included with your equipment.  If a fall occurs, all 
components of the fall arrest system should be removed 
from service.

3.9 TOOL AND MACHINERY USE [CONTINUED]

3.9 FALL PROTECTION

3.10 FALL PROTECTION [CONTINUED]

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

The fall arrest system consists of a lanyard or lifeline/
lanyard set-up where the wearer is allowed some 
movement at an exposed edge to perform his/her work 
and, if he/she should trip or lose his/her balance, he could 
possible fall over the edge. 

This fall protection system must be adjusted to limit the 
wearer’s fall to within 1.5 metres from where he stands or 
sits and only full body safety harnesses should be allowed 
for his/her protection.

Equipment standards and set-up is as follows:
 ·

 · All safety belts, full body harnesses and lanyards must 
be CSA certified and carry a CSA label

 · Safety harnesses and belts are to be snug-fitting and 
worn with all hardware and straps intact and properly 
fastened

 · Lanyards will comply with CSA standards

 · The D-rings on the safety belts should be centered on the 
person’s back

 · The lanyard or lifeline and lanyard combination must 
be secured to a rigid support capable of resisting the 
peak arrest forces of 1,800 lbs. minimum for fall arrest 
protection purposes, and its length should be adjusted so 
that the wearer will be prevented from falling no greater 
than 1.5 meters from where he stands

 · When the lifeline consists of wire rope, or the connecting 
lanyard consists of nylon webbing, a shock-absorbing 
lanyard shall be used

 ·
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3.10 FALL PROTECTION [CONTINUED]

3.11 HAZARDOUS SUBSTANCE CONTROL

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

Lifelines and their set-up is as follows:
 ·

 · Lifelines must comply with CSA standards

 · Lifelines must be used by only one worker at a time

 · Lifelines must be free of any cuts, abrasions, other 
defects and protected against chafing

 · Lifelines must be long enough to reach the ground or be 
knotted at the end

 · Lifelines must be connected at right angles to the 
worker’s position

 · Lifelines must be provided with a rope grab (cam lever) 
device for lanyard attachment

For more information about fall protection, please refer to 
the Occupational Health and Safety Act and Regulations 
for Construction Projects and CSA Standard CAN/CSA-
Z195-M.92: Protective Footwear

Freshco is required by law to control the use, disposal and 
transportation of all hazardous materials.

An assessment of materials used by Freshco is available 
from the safety officer and should be reviewed by 
any parties coming in contact with these materials.  
Employees are not permitted to purchase or bring to work 
substances which are not included on this list.

Any disposal of chemical products must only be carried 
out on the direct instruction of the safety officer.

It is a strict requirement of the company that any person 
handling a chemical substance not mix it with any other 
chemical product, as the mixing of chemicals can lead to 
personal or third party injury.
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3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

It is Freshco’s policy to assist any Freshco employee in 
dealing with substance abuse.  We recognize the inherent 
danger to other workers who have to work with a worker 
who is impaired through substance abuse, as well as the 
personal problems associated with the substance abuser.  
Workers suspected of being impaired will not be allowed 
to continue working, but rather be interviewed by a 
member of management and, if necessary, escorted home 
for their personal safety.  Staff members who believe they 
have a substance abuse problem which they seek help with 
will be dealt with sympathetically by the Company and 
support will be given where possible.  Help can also be 
obtained by contacting:

 · Addiction Research Foundation 
1-866-531-2600

 · Ont. Drug & Alcohol Registry of Treatment/Helpline 
1-800-565-8603

3.12 NON-PRESCRIPTION DRUGS OR ALCOHOL

Freshco takes its responsibilities seriously to provide, as 
far as is reasonably practicable, a safe and healthy work 
environment, and recognizes that this can be put at risk by 
those who misuse alcohol or drugs to such an extent that it 
may affect their health, performance, conduct and safety, 
or the safety of others while in the workplace.

All employees, regardless of status, are expected to adhere 
to, and observe, current and future legislation, and both 
Freshco and customer policies and rules regarding the 
consumption of alcohol and/or drugs while on, or reporting 
for, duty or while on company or client premises.

The consumption of alcohol on Freshco premises is 
not allowed except at authorized company functions or 
with the prior consent of management.  Any employees, 
regardless of status, found consuming either drugs or 
unauthorized alcohol on company premises, or thought 
unfit to carry out their normal duties through the 
unauthorized consumption of such, may be subject to 
disciplinary action.

Freshco reserves the right to remove from site and suspend 
from work any employee suspected to be in breach of this 
policy through misuse of alcohol or drugs, pending further 
investigation.  Any employee found to be in breach of 
legislation and/or either company or client policy or rules 
may be subject to disciplinary action for gross misconduct 
that may lead to summary dismissal.
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3.15 ELECTRICAL SAFETY

Ensure that all electrical equipment in use is in good 
working order. Any electrical equipment which does not 
appear to be in good working order should not be used and 
must be reported to your supervisor immediately.

Changes to the electrical system (including new plugs) 
should only be undertaken by qualified personnel.

General safety requirements for electrical systems 

 · Switch off all electrical equipment after use

 · Do not overload sockets

 · Do not allow wires to project into the walkways where 
they may present a tripping hazard

 · Use a residual circuit breaker when operating a portable 
hand tool

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.14 FIRE SAFETY

Freshco will provide all necessary fire-fighting equipment 
in accordance with the requirements of the local Fire 
authority.  Existing fire-fighting equipment and alarms will 
be inspected at regular intervals.

Fire exits must be kept clear at all times and no fire door 
to or from an occupied room may be locked, and no doors 
are to be wedged or propped open in any way.  Smoking is 
only permitted in designated areas.

Employees should ensure that they know which 
extinguishers are available in their immediate place of 
work.  In particular, employees are responsible to make 
sure that combustible materials do not accumulate in their 
work space.  Flammable materials must never be exposed 
to hot surfaces or direct heat sources.

In the event of a gas leak, switch off all equipment, 
evacuate the premises immediately and call 911 once 
you are safely outside.  In the event of a fire, evacuate the 
premises immediately and call 911 only after evacuation.
 
Fire extinguishers should only be removed from their 
wall brackets in an emergency.  The removal of fire 
extinguishers in other cases without good reason will result 
in disciplinary action.

3.13 SMOKING

Smoking is strictly forbidden in Freshco offices and 
customer work sites and any other locations where it is 
prohibited through local by-laws.
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3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

Any injuries incurred by an employee, however, slight, 
must be reported to your manager.  The injury must 
be recorded and you will be required to provide a full 
explanation of the events surrounding the accident.  If a 
serious accident occurs, an ambulance will be summoned 
immediately.

If chemicals come into contact with your skin or eyes or if 
they are ingested or inhaled, you must seek immediate 
first aid.

3.16 FIRST AID

The goal of first aid is to give a sick or injured worker the 
best possible care before professional medical attention 
can be provided.  This care is designed to prevent further 
injury or illness, promote recovery, and reduce severity by 
providing an immediate and effective response.

 ·

First aid training is recognized as having a positive impact 
on a firm’s health and safety performance.  It can reduce 
the number of accidents by promoting a greater awareness 
of hazards and their consequences.

First aid facilities, training, records, and reporting are all 
required by law (Regulation 1101 - First Aid Requirements, 
under the Workplace Safety and Insurance Act).

This Regulation requires that:

 · There is at least one person trained in first aid

 · That someone trained in first aid is available at all times

 · A copy of Form 82 “Poster” be posted in the workplace

 · Injuries are recorded and reported

 ·

Freshco will ensure that:

 · First aid kits are located within quick and easy access for 
all employees

 · First aid kits are adequately stocked with supplies

 · First aid kits are regularly inspected

 · First aid treatment records are kept

 · First aid certificates are posted
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3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.17 TRAINING 3.19 OFFICE EQUIPMENT

3.18 CLEANLINESS

Health and Safety training is the responsibility of 
management.  While general training will be provided for 
all members of staff in-house, specialized WHMIS and 
Fall Protection training will be provided externally for 
staff members whose role includes tasks which may put 
you into contact with these potential hazards.

Management will plan health and safety training, but it 
is the responsibility of each employee to maintain any 
certification(s) required to carry out their duties.  Any 
member of staff who feels that he/she could benefit from 
safety training in addition to that which has been assessed 
as relevant by the Company should discuss the specific 
course(s) with their manager.

Good housekeeping in all areas is an essential feature of 
safety and the prevention of accidents.  To ensure that 
good housekeeping is observed in all areas, please:
 

 · Ensure that loose and worn flooring is reported to your 
supervisor

 · Ensure all entrances, corridors, walkways and exit doors 
are kept clear of obstructions at all times

 · Close all cabinets, cupboards and drawers after use

 · Do not overload shelving or store heavy items above head 
height except on load bearing, purpose built racking systems

 · Do not leave a lit cigarette unattended in the designated 
smoking area

 · Clear away any dangerous substance or spillage 
immediately.  Dangerous substances are marked and 
are defined as toxic, harmful, irritant, flammable or 
oxidizing

 · Attempt to avoid inhaling dust and fumes.  If dust or fumes 
are produced by any activity then cease the task immediately 
until protective measures have been put into place

 · Do not leave any equipment where it can present a 
tripping hazard

Minimizing health and safety risks includes the 
assessment of your existing furniture, equipment, work 
environment and job design.  Any risks that are identified 
will be rectified as soon as reasonably practicable.  The 
primary purpose of this section is to ensure that you have 
equipment, furniture and surroundings that enable you to 
work in comfort.

The following are basic guidelines for standard office 
items:

3.19.1 Screen

 · Your computer screen must be able to tilt and swivel 
easily so that you can adjust the viewing angle.  
Reflections or glare can usually be avoided by slightly 
changing the angle or position of the screen on the desk.  
Window blinds and/or an anti-glare filter may also be 
necessary.  If this mechanism is not working, please 
report it for servicing

 · All computer screens should have contrast or brightness 
controls and should be cleaned regularly with cleaning 
materials formulated for screen use

 · The screen should be separate from the keyboard, and 
should be capable of being placed at a height that is 
comfortable for you (except in the case of laptops)

3.19.2 Keyboard 

 · Keyboards should be height adjustable

 · Keyboard cables must be long enough for it to be used 
comfortably

 · Keys should be legible and function correctly
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3.19.3 Desks

 · Each desk should be large enough to place the screen 
and keyboard directly in front of each user, with the 
distance from the front to back at least 5 cm between the 
front of the keyboard and desk edge to enable you to rest 
your hands between keying tasks

 · Each desk must allow for variable positioning of the 
viewing distance of the screen

 · Where the desk has built-in drawers, screens and 
keyboards should not be placed above them

 · Ensure that there is adequate leg room under the work 
surface and avoid storing materials beneath the desk

 · The position of the viewing distance of the screen should 
be variable

 · If you have a newer desk with mobile pedestal drawer 
units, place it in a position that does not obstruct free 
access to the part of the desk which houses the keyboard

 · The desk surface should not cause a reflection of 
overhead lights

 · If you have an “L”-shaped desk, arrange the layout so 
that the area used for writing tasks is on the right for 
right-handed persons and left for left-handed persons

3.19.4 Chairs

 · Chairs should be height and tilt adjustable

 · Chairs should be stable and able to vary position without 
much effort

 · Ensure that if your chair has arms, they do not prevent 
you from pulling yourself close to the work surface

 · If you have a medical condition that requires a special 
chair, please make sure this information is disclosed to 
your manager

3.19.5 Accessories

Document Holders:
 · Document holders should enable you to position the 
document at the same height and angle as the screen to 
reduce awkward neck movements

 · Where a document holder would benefit you, please 
request one from your manager

Footrests:
 · Footrests should be stable and enable you to place your 
feet flat upon it

 · If you require a footrest, please request one from your 
manager

Mouse:
 · Where your job requires the use of a mouse, or some other 
input device, there must be adequate space for safe use

 · Mouse pads should be placed on your preferred side and 
be unobstructed

Wrist Rest:
 · Wrist rests are recommended when the keyboard is of 
a very thick construction or where you have a medical 
issue such as carpal tunnel syndrome

Telephone:
 · Telephones should be placed on your preferred side of the 
desk, using a longer cable if the present one does not reach

 · Avoid cradling the receiver between your head and 
shoulder during conversations, as this is a common cause 
of neck and shoulder pains

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.19 OFFICE EQUIPMENT [CONTINUED]



17FRESHCO RETAIL MAINTENANCE  |  HEALTH & SAFETY POLICY MANUAL

Work Breaks and Job Design:
 · Work should be organized so that time spent using your 
computer screen is regularly broken by periods of non-
screen activity

Eyes and Eyesight:
 · Working correctly with a display screen will not cause 
deterioration in your eyesight, but may identify an 
existing defect  and could cause visual fatigue after 
prolonged periods of concentration

 · Take regular eye-breaks by looking away and relaxing 
the eye muscles

 · Sore eyes can also result from working in a dry 
environment, which is often associated with modern 
buildings that have self-contained environments.  You 
can help yourself by taking a few simple steps:

 · Clean your screen regularly

 · Adjust the position of your screen to avoid 
reflections and glare

 · Pause regularly to relax your eyes and refocus 
on a distant object

 

 Lighting:
 · Lighting at the workstation can be artificial, from 
windows or, more usually, a combination of both, with 
the amount needed to operate a display screen a little 
less than for general paperwork tasks

 · Where the general light level is low, it is recommended 
that you have task lighting in the form of a desk lamp

 · Where desk lamps are used, please ensure that their 
placement will not affect people nearby

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.19 OFFICE EQUIPMENT [CONTINUED]

Temperature:
 · It is rarely possible to reach agreement on a comfortable 
working temperature, as different people have different 
preferences.  Several factors have a bearing on this 
including work rate, clothing and individual health

 · Freshco has a general duty to maintain a reasonable 
working temperature and any concerns should be 
reported to your manager

Noise:
 · Workstation equipment should not be so loud that you 
are distracted or cannot hear a normal conversation

 · Printers, a common cause of noise, should, where 
possible, be moved further away from workstations or 
fitted with acoustic hoods
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Freshco has banned the use of handheld cell phones and 
other wireless devices when driving to reduce distractions, 
allow you to concentrate 100% on the safe operation of the 
vehicle and avoid accidents.

Cell phones and other wireless voice devices may be used 
for voice calls only with the use of a hands-free headset 
or Bluetooth-enabled speaker.  Texting, in keeping with 
Ontario legislation, is banned and any tickets received 
for texting activity are the responsibility of the employee.  
This applies to:

 · All vehicles operated by workers while on duty, whether 
owned by the company or the individual

 · All wireless devices, whether owned by the company or 
individual

 · All conversations, whether personal or business-related

If your phone rings and you don’t have a hands-free 
device, don’t answer it unless and until you pull over in a 
safe spot (or let a passenger or voicemail answer the call).  
If it’s urgent, you may accept or return the call, provided 
that you remain parked off the roadway and do not resume 
driving until your conversation ends.

All visitors and contractors must report to the main 
reception.  Contractors carrying out work at the premises 
may be required to provide the following details to the 
safety officer in advance of the work commencing: 

 · Health and Safety

 · Policy Risk Assessments

 · Chemical Safety Assessments

 · Liability Insurance Cover. 

Contractors carrying out electrical, gas or hot works will 
be issued with a permit to work prior to commencement.  
A permit to work will also be required for persons working 
at height or in confined spaces. 

All contractors working for the company are required to 
comply with this safety policy and with all other written 
safety instructions..

All injuries and accidents/incidents, no matter how minor 
they appear to be, must be reported immediately to your 
supervisor.  The supervisor will conduct an investigation 
and prepare a report to management.

Any Freshco employee who notices an unsafe practice 
or condition on the job is obliged by law and Freshco to 
report the situation immediately to your supervisor so that 
corrective action can be taken.

3. CORPORATE HEALTH & SAFETY RULES [CONTINUED]

3.20 CELL PHONE USE 3.21 VISITORS AND CONTRACTORS

3.22 REPORTING INJURIES 
AND ACCIDENTS/INCIDENTS

3.22 REPORTING UNSAFE PRACTICES 
AND CONDITIONS
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4. WHMIS AND OCCUPATIONAL HEALTH

Occupational health programs are primarily 
concerned with the recognition, evaluation, and 
control of work-related health hazards that may 

cause sickness, compromised well-being, or discomfort. 
The effects of exposure to health hazards may be serious 
and immediate or cause long-term problems.

Occupational health hazards include:
 · Chemicals (solids, liquids, gases and aerosols such as 
dust, mist, vapour, liquid, smoke or fume

 · Physical hazards (heat, cold, noise, vibration, radiation)

 · Biological agents (moulds, viruses, bee stings)

 · Ergonomic hazards (improper lifting, poor tool design, 
repetitive motion)

Occupational health has received increasing attention 
in recent years as the result of mounting concerns over 
exposure to carcinogens in the workplace.  The health 
effects of many new substances are not fully known.

Freshco wants to ensure that our employees find it easy 
to readily identify hazards, or potential hazards, that fall 
under the WHMIS designation.  They are:

Freshco will ensure that, where applicable, workers 
and supervisors have received WHMIS training and 
identification indicating completion of WHMIS training.  
For workers without WHMIS training, the supervisor will 
provide instruction in specific identified hazards prior to 
work with or near these materials.  Trade contractors are 
expected to provide proof of WHMIS training upon request.

WHMIS training requirements will be reassessed on an 
annual basis to address the needs of employees and current 
legislation and arrange retraining if necessary.

CLASS D – Materials Causing Other Serious Toxic Effects

CLASS A – Compressed Gas

CLASS B – Flammable & Combustible Material

CLASS C – Oxidizing Material

CLASS D – Materials Causing Immediate & Toxic Effect

CLASS D – Biohazardous infectious Materials

CLASS E – Corrosive Material

CLASS F – Dangerously Reactive Material
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5. HAZARD ASSESEMENT, 
ANALYSIS AND CONTROL

All staff and third parties are encouraged to work 
together to create a healthy and safe working 
environment.  Hazards must be identified and 

suitable steps taken to prevent injury or ill health to Freshco 
staff or third parties who may include contractors or visitors.

Hazards are generally divided into two categories: safety 
hazards and health hazards.  Tasks that may expose 
workers to a high degree of personal risk require planning 
by the Safety Officer.  An effective hazard assessment, 
analysis and control system includes:

 · Monitoring of the workplace for hazards or 
potential hazards

 · Employee requirement to report hazards

 · Implementation of appropriate controls

 · Ensuring that corrective action is taken

Freshco will assess hazards which can potentially face 
our workforce, whether Freshco employees or contract 
personnel and identify the control measures in place or to 
be used to minimize the hazard.  These assessments are 
available through the Safety Officer.

6. TOOLS, EQUIPMENT 
AND VEHICLES MAINTENANCE 
PROGRAM

It is Freshco’s policy that all tools, equipment and 
vehicles are well maintained in order to reduce the risk 
of accidents or injuries.

a. Only properly trained workers are to use tools, 
equipment and vehicles

b. All tools, equipment and vehicles should be inspected 
before using

c. To reduce the risk of an electrical hazard, power tools 
should be checked for cut or exposed wires and, in the 
case of battery or gas-powered tools, ensure that the 
battery is fully charged or that the gas tank is full

d. Vehicles should be inspected by doing a circle check

e. If applicable, maintenance schedules for all tools, 
equipment and vehicles are to be respected

f. Each jobsite supervisor will conduct a bi-weekly 
inspection of all tools, equipment and vehicles on the 
site and record the results using an 
Inspection Checklist

g. If at any time a worker judges that a tool, equipment 
or vehicle is unsafe for use, they must inform 
supervisor immediately

h. Tools, equipment or vehicles that are deemed unsafe 
shall be either repaired or replaced

i. Tools, equipment and vehicles should be kept in good 
condition and kept in a safe place
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7. TRAINING, ORIENTATION AND COMMUNICATIONS

Health and safety training is the foundation of a 
successful health and safety program.  Such training 
gives management, supervisors and workers an 

appreciation of their personal responsibilities for health 
and safety within the framework of the minimum standards 
outlined by Federal and Provincial legislation.

Freshco has systems in place to ensure that all levels of staff 
are adequately trained and have received proper orientation 
so that they may perform their duties in an efficient and safe 
manner.  In addition to the transfer of knowledge and skills, 
training promotes positive attitudes and a culture in which 
all parties within a company collaborate to establish and 
maintain worksite health and safety.

Management and supervision need training in such topics 
as health and safety program planning and accident 
investigation. Workers need training in specific health and 
safety topics such as PPE, ladders, scaffolding, and work 
practices that protect both themselves and those around them.

The most common types of training are WHMIS 
(Workplace Hazardous Materials Information System) and 
Fall Protection.  In addition, courses are offered in first aid, 
CPR and, where required, specialized tool and equipment 
instruction.  In some cases, the training may be part of a 
worker’s trade background, while in other cases, there may 
be requirements for workers to be trained in the procedures 
used by the Freshco.

Freshco is responsible for ensuring records of all completed 
training courses are maintained.  Regular reviews of these 
records will take place at management/supervisor meetings 
and will be provided to the Safety Officer.

It is assumed that all contractors representing the Freshco 
brand have received the appropriate levels of training prior 
to beginning work.
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8. EMERGENCY PREPAREDNESS

Freshco will ensure that all staff understand our 
emergency procedures, at our own facility, customer 
work sites and travel between these locations, and their 

actions in the event of an emergency.  Emergency procedures 
will be reviewed annually and updated where necessary.

All organizations need a practical emergency plan to 
minimize injuries and property damage that may result 
from accidents and emergencies, including personal 
injuries, fire, explosion, toxic chemical spills, gas leaks 
and natural disasters.  Emergency plans are based on the 
best available information about possible emergencies 
and their potential for personal injury and property 
damage.  This information serves as the basis for drafting 
procedures, assigning responsibilities, acquiring necessary 
equipment, and providing the training needed to respond 
effectively and quickly to any emergency.

A quick and efficient response to an emergency will:

 · Prevent the present situation from getting worse

 · Protect workers and the public from further danger 
and injury

 · Provide first aid to injured workers

 · Protect material and equipment from further damage

 · Isolate and secure the area to ensure that nothing 
is disturbed

In a critical emergency such as an uncontrollable fire, the 
emergency plan will be as follows:

 · Evacuate the site and/or building

 · Meet in a designated gathering zone as far from the 
hazard as necessary so a head count can be taken

 · Notify adjoining neighbours

 · Notify the appropriate authorities such as Fire 
Department, Police, Ambulance, etc.

For hazardous spills, the emergency plan will be as follows:

 · Ensure there is no danger to personnel and evacuate 
personnel from the spill site

 · Assess the situation and notify a supervisor and/or the 
Safety Officer

 · For spills which require containment and removal, the 
Supervisor or Safety Officer will contact the Spills 
Action Centre (an arm of the government)

Emergency Numbers

AMBULANCE 911

POLICE 911

FIRE DEPARTMENT 911

MUNICIPAL WATER DEPARTMENT

MUNICIPAL ELECTRICAL DEPARTMENT

OCCUPATIONAL HEALTH AND SAFETY 1.877.202.0088

SPILLS ACTION CENTRE 1.800.268.6060

FRESHCO SAFETY OFFICE

OTHER
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9. FIRST AID 10. RETURN TO WORK

The goal of first aid is to give a sick or injured worker 
the best possible care before professional medical 
attention can be provided.  This care is designed to 

prevent further injury or illness, promote recovery, and reduce 
severity by providing an immediate and effective response.

First aid training is recognized as having a positive impact 
on a firm’s health and safety performance.  It can reduce 
the number of accidents by promoting a greater awareness 
of hazards and their consequences. Studies have shown 
that people trained in first aid are injured less frequently 
and less severely than those who are not trained in first aid. 

Freshco is committed to:
 · Ensuring that there is at least one person trained in First 
Aid/CPR through St. John’s Ambulance

 · Putting up and keeping current a first aid poster, where 
all employees can see it

 · Recording and reporting (where necessary) all 
workplace injuries

 · Providing well-stocked first aid kits

First Aid Procedures

1. The supervisor shall ensure compliance with all 
applicable Health and Safety Legislation and Workers 
Compensation or Insurance Board requirements regarding 
first aid in all work places under their supervision

2. Should an injury occur, first aid must be administered 
immediately, followed by proper medical treatment 
if necessary

3. A certified first aider will ensure that an injury 
treatment record has been completed

4. Transportation of an injured worker to a hospital, 
doctor’s office or worker’s home will be provided 
when necessary

Preventing workplace injuries and illness is the 
responsibility of everyone at the workplace. When 
injuries and illness do occur however, it is important 

to minimize the human and financial impacts by focusing on 
getting the worker back to safe and productive work as soon 
as medically possible.

Return to work is the process or strategy of safely 
returning employees to the workplace in a timely manner.  
The goal is to return the worker to their pre-injury position 
through the complete cooperation of employee 
and employer.

Most injured workers can return to some type of work 
even while they are still recovering. Returning to daily 
work and life activities can actually help in the recovery 
process.  In fact, research shows that the longer a worker is 
off work due to injury or illness, the less likelihood there is 
of that person returning to work.

Communication is important for a successful return to 
work.  Health care providers may not understand the work 
that is available so it is important for them to speak with 
employers to advise them of the kinds of work that the 
company has available for injured workers.
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10. RETURN TO WORK [CONTINUED]

In the event that an employee is injured, Freshco will:
 · Contact the injured worker as soon as possible and stay 
in regular contact

 · Provide WSIB information as required

 · Provide workers with guidance on information required 
from their medical practitioner

 · Assess each individual’s situation according to any 
practitioner’s report and recommendations and provide 
some kind of modified work to suit the degree of injury

 · Ensure that workers understand the return to 
work program

 · Set specific time frames with the worker for a return 
to work

 · Assist in the employee’s active recovery and encourage 
the worker to return to work to their pre-accident job, 
wherever possible

 · Identify jobs that are suitable for accommodating injured 
workers on a temporary basis in order to facilitate the 
early and safe return to work program and limit any loss 
of their earnings

 · Review the worker’s progress regularly

 · Pay full wages and benefits for the day or shift on which 
the injury occurred

 · Ensure that workers understand their obligations

 · In the event that you are injured, you are expected to:

 · Contact your supervisor immediately and, if they are not 
available, phone the office

 · Stay in regular contact

 · Help identify and co-operate in suitable work arrangements

 · Provide WSIB information as required

 · Co-operate with Freshco to develop a plan for an early 
and safe return to work

Job Accommodations
A job accommodation is a change or modification to the 
job or workplace so that the work is within the injured or 
ill person’s functional capabilities and the risk of injur 
is reduced. 

Types of accommodations include:
 · Reduced hours

 · Graduated return to work hours

 · Modified duties, based on these principles:
 · The work must be productive and the result 
must have a value to the company

 · The work provided must not aggravate the 
employee’s disability

 · The employees’ disability must not constitute 
an additional hazard to the employee or fellow 
employee(s) while performing the assigned 
duties

 · The work must assist the employee to return to 
their original position if possible

 · The duration of the modified duty will be 
determined at the commencement of the 
modified duty position

 · Prior to the start of the modified duty position, 
the employee and Freshco will sign an 
agreement outlining the position, hours of work 
and reporting requirements

 · The employee’s physician statement and 
requirements of Freshco will be reviewed for 
the modified duty position

 · The employee will schedule appointments and 
therapy at reasonable times that do not conflict 
with Freshco’s timetable

 · The employee will supply medical progress 
reports at a minimum every 2 weeks
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10. RETURN TO WORK [CONTINUED] 11. ACCIDENT INVESTIGATION

Job Accommodations - Types [CONTINUED]

 · Job restructuring

 · More frequent rest breaks

 · Mini stretch breaks (10-15 minutes)

 · Chair with back support

 · Anti-vibration tools

 · Making heavy tools available at waist height

 · Light work or general clean-up

 · Pickup or delivery of plans

 · Training in your selected field

 · Computer training in safety prevention, if available

 · Increase of awareness of health and safety concerns

The prime objective of accident investigation is 
prevention.  Finding the causes of an accident and 
taking steps to control or eliminate it can help 

prevent similar accidents from happening in the future.  
Accidents can rarely be attributed to a single cause.  Work 
environment, job constraints, and supervisory or worker 
experience can all play a part. These factors must be 
examined to determine what role each had in causing the 
accident.

Once the causes are established, precautions must be 
identified and implemented to prevent a recurrence.  
Investigators must always keep in mind that effective 
accident investigation means fact-finding, not fault-finding.

To explain why and how an accident happened, 
investigators must collect information on the events that 
took place before and during the event.  Investigators 
can then determine accident conditions by examining 
physical evidence and interviewing witnesses.  Both of 
these steps are of equal importance and will be done as 
soon as possible to ensure complete accident investigation.  
Equally important is the need to document the steps that 
were taken immediately after the accident to deal with the 
emergency and to begin the investigation.

In order for an investigation to be a valuable tool in 
accident prevention, three things must take place: 

1. The information gathered must be analyzed

2. Corrective action must be taken

3. The action must be monitored for effectiveness
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11. ACCIDENT INVESTIGATION [CONTINUED]

Reportable accidents
In addition to accidents that result in injury, there are legal 
requirements to report accidents to the Ministry of Labour.  
These include fatalities, critical injuries, occupational 
illness and the following prescribed incidents: 

 · A worker falling a vertical distance of three metres or more

 · A worker falling and having the fall arrested by a fall 
arrest system other than a fall restricting system

 · A worker becoming unconscious for any reason

 · Accidental contact by a worker or by a worker’s tool 
or equipment with energized electrical equipment, 
installations or conductors

 · Accidental contact by a crane, similar hoisting device, 
backhoe, power shovel or other vehicle or equipment or 
its load with an energized electrical conductor rated at 
more than 750 volts.  Structural failure of all or part of 
falsework designed by, or required by this Regulation to 
be designed by, a professional engineer

 · Structural failure of a principal supporting member, 
including a column, beam, wall or truss, of a structure

 · Failure of all or part of the structural supports of a scaffold

There is a legal requirement to not only report what 
happened, but also the steps taken to prevent a recurrence.  
These events, should they occur, will be investigated 
to see if they were a result of unforeseen, isolated 
circumstances or if they resulted from a breakdown or 
oversight in Freshco’s health and safety program.

Investigations involve:
 · A report completed by the supervisor

 · A statement from the employee(s) involved

 · Witness statements where applicable

 · A report issued by Freshco to applicable agencies, 
including WSIB and the Ministry of Labour, 
where required

 · A review of Freshco’s health and safety procedures

 · Recommendations for corrective action

 · Corrective action implementation

 · Following an investigation, training or retraining may 
be offered and/or changes to processes and procedures 
contained in Freshco’s health and safety policy manual 
to prevent future incidents.
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12. EMPLOYEE ACKNOWLEDGEMENT

I, have read,  understood and received a copy of the Freshco 
Retail Maintenance Health and Safety Policy Manual.

I agree to the terms and conditions as outlined in the Freshco Retail Maintenance Health and Safety Policy Manual and 
acknowledge the disciplinary procedures should I be found to be in non-compliance.

Date Name

Signature

Note:  This copy will be kept by Freshco Retail Maintenance
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NOTES
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NOTES
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