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Below you will find information on Health and Safety related to your new job in the public sector. Please review and familiarize yourself with all of the information found in the following files:Health & Safety Documentation

Roles & Responsibilities of Health Canada Employees:
LINK: Roles and Responsibilities | Health Canada PHAC Intranet (hc-sc.gc.ca)
Summary of Part II of the Canada Labour Code:
LINK: Summary of part 2 of the Canada Labour Code - Canada.ca
Health Canada Policy on Occupational Health:


Mass Notification System Login Instructions:
LINK: Login Instructions - Mass Notification System (MNS) | Health Canada PHAC Intranet (hc-sc.gc.ca)
Mass Notification System Q&A:
LINK: Mass Notification System | Health Canada PHAC Intranet (hc-sc.gc.ca)
Employee’s Guide to Emergencies and Evacuations:
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Health Canada Policy on Occupational Health and Safety



· POLICY#: 11.1 (HC)

· EFFECTIVE: 01 October 2015

· REVIEW FREQUENCY: 3 years (Medium Risk)

· REVISION #: 16.04.01

· OPI: The Corporate Occupational Health and Safety Program

1. Effective Date

This policy takes effect on 1 October 2015.

The Health Canada (HC) Occupational Health and Safety (OHS) Policy will be reviewed at minimum every three (3) years to ensure its effectiveness and responsiveness to requirements and to ensure that its objectives are being met. Additional reviews may occur as a result of any significant changes to the work place or relevant legislation.

2. Authority

The Deputy Minister of Health Canada has the ultimate right and authority to approve, amend, modify, or rescind all internal policy instruments.

The Director General, Human Resources Services Directorate has been delegated the authority to renew and make administrative changes to this policy instrument, contingent on the objective, expected result, and monitoring and reporting requirements not changing.

3. Application/Scope

The HC Occupational Health and Safety Policy is applicable to all employees (defined under the Canada Labour Code, Part II as, “a person employed by an employer”) as well as visitors, contractors, students, authorized personnel and all persons granted access at HC work places.







4. Context

As part of the Shared Services Partnership established between Health Canada and the Public Health Agency of Canada, Human Resources and Services Directorate will be providing ongoing program management, administration and support of the Corporate Occupational Health and Safety Program.

HC is committed to providing a healthy and safe working environment for all its employees, and those granted access, regardless of tenure or status, promoting OHS as an integral part of its corporate culture.

The policy, principles and responsibilities that follow are in compliance with Part II of the Canada Labour Code and its Regulations, Treasury Board Secretariat's Occupational Safety and Health Policy, and the National Joint Council OHS Directive.

a) Guiding Principles

The following principles will guide this policy and all related occupational health and safety policies, standards, directives and guidelines:

· health and safety are the responsibility of all employees;

· accidents are preventable;

· hazardous conditions shall be identified and corrected;

· a network comprised of a national health and safety policy committee, Work place Health and Safety Committees and Health and Safety Representatives shall be a fundamental part of this policy;

· occupational health and safety policies, directives, procedures and guidelines shall be established by management in cooperation with the unions;

· management at all levels shall be held accountable for the occupational health and safety performance of their organization and the safety, health and well-being of their employees; and

· employees shall be trained in health and safety matters relative to their occupational needs and shall be provided with the proper equipment and procedures. Employees shall in turn be responsible for complying and working in a manner that safeguards themselves, their co-workers and those granted access.

By implementing this policy, HC is positioned to achieve the legislative requirements of Part II, Canada Labour Code, and its Regulations.

5. Definitions

All definitions, including abbreviations, may be found in the Glossary.

6. Policy Statement

b) 6.1 Objective

The objective of the HC Occupational Health and Safety Policy is to provide employees and those granted access with a healthy and safe working environment; prevent hazards, reduce risks and work place injuries and illnesses and their associated costs; and improve OHS performance through better management of OHS issues.

c) 6.2 Policy requirements

The Department will:

· implement the requirements of the Canada Labour Code (CLC), Part II, its Regulations, Treasury Board Secretariat’s Occupational Safety and Health Policy and the National Joint Council OHS Directive;

· establish and maintain effective OHS prevention programs pertinent to its operations and consistent with Treasury Board Secretariat policies, standards and procedures and with the National Joint Council OHS Directive;

· ensure an OHS policy committee is established for the Department and participates in the development and monitoring of OHS prevention programs by providing recommendations from a national level perspective;

· ensure a consultative approach to OHS by establishing a network of Work place Health and Safety Committees and Health and Safety Representatives;

· ensure that safe work practices are developed and included in work procedures;

· provide the Corporate Occupational Health and Safety Program information, instruction and related up-to-date training to all employees, supervisors, managers, national policy committee members, Work place Health and Safety Committee members and Health and Safety Representatives; and

· disseminate this policy using a variety of methods, including, but not limited to, postings in a place or places accessible to all employees, electronic mail and posting on the HC intranet.

7. Responsibilities and Accountabilities

d) 7.1 The Deputy Minister has the overall responsibility and accountability for:

· establishing an occupational health and safety program for the Department, including a governance structure with clear accountabilities;

· ensuring the implementation of the OHS Policy in each HC work place; and

· appointing a management representative who has delegated authority to make decisions on behalf of the Department (at the Director General level or above) to the Departmental Occupational Health and Safety (DOHS) Policy Committee.

The Deputy Minister is also responsible for ensuring that:

· HC activities comply with federal statutes, regulations and government-wide policies and directives related to OHS;

· managers integrate OHS management requirements into plans, programs, activities and services;

· when significant issues arise regarding policy compliance, they are investigated, acted upon and reported to the appropriate authority/Department and appropriate remedial action is taken; and

· periodic evaluations are conducted, and reports completed on the state of effectiveness of the Department’s operations and services with regard to occupational health and safety.

e) 7.2 The Assistant Deputy Ministers are responsible for:

· directing the implementation of the Department's OHS policy and ensuring the effective management of OHS issues in their respective jurisdictions;

· designating a senior headquarters representative to serve on the Departmental Occupational Health and Safety Policy Committee;

· ensuring that Work place Health and Safety committees are established , and Health and Safety Representatives are appointed, in their respective jurisdictions;

· ensuring that OHS program information, instruction and related OHS training is provided to all employees; and

· ensuring that safe work practices and procedures are developed in all organizational units, with special emphasis on the operating facilities and services unique to a branch, program or Department.

f) 7.3 The Assistant Deputy Minister Corporate Services Branch is responsible for:

· the continued development, coordination and administration of the Department’s OHS Program, including maintaining the effectiveness of this policy.

g) 7.4 The Director General, Human Resources Services Directorate is responsible for:

· evaluating the effectiveness and general application of the HC OHS Policy and relevant programs in consultation with the Departmental Occupational Health and Safety (DOHS) Policy Committee.

h) 7.5 The Executive Director, Workforce Development and Well-Being, Human Resources Services Directorate, is responsible for:

· overseeing the development, promulgation, and implementation of national-level OHS policies, procedures education and training programs and promotional campaigns based on the Departmental Occupational Health and Safety Policy Committee recommendations;

· providing advice, guidance or clarification on OHS matters to managers, supervisors, Work place Health and Safety Committees, and Health and Safety Representatives, and ensuring a uniform approach to OHS matters across the Department;

· and monitoring OHS programs and performance on behalf of management; and

· liaising with regulatory bodies, central agencies, other departments and employee representatives concerning OHS matters.

The Executive Director, in consultation with the Departmental Occupational Health and Safety Policy Committee, is responsible for:

· directing the development, publication and distribution of the Department’s OHS policies, guidelines, directives and procedures; and

· monitoring the effectiveness of the Department’s OHS program by reviewing hazardous occurrence investigation reports, statistical reports, work place inspection reports, minutes of work place health and safety committees and audit and evaluation reports.

i) 7.6 The Corporate Occupational Health Safety Program is responsible for:

· ensuring compliance through monitoring, reporting, developing and implementing an occupational health and safety program according to the requirements under the Canada Labour Code, Part II and its Regulations;

· overseeing the development, promulgation and implementation of the Department’s OHS policies, directives, guidelines and procedures based on the Departmental Occupational Health and Safety (DOHS) Policy Committee recommendations;

· providing functional direction, guidance, clarification to managers and employees on OHS related matters;

· monitoring and assisting all HC Departmental Occupational Health and Safety Policy Committee, Work place Health and Safety Committees and Health and Safety Representatives;

· administering all workers’ compensation claims;

· ensuring that systems are established to monitor, record, report and evaluate occupational health and safety activities;

· monitoring the effectiveness of the Department’s OHS program by reviewing hazardous occurrence investigation reports, statistical reports, work place inspection reports, minutes of work place health and safety committees and audit and evaluation reports;

· developing and coordinating the Department’s OHS training programs and promotional campaigns;

· providing advice to Senior Management through the DOHS Policy Committee; and

· providing secretariat support to the DOHS Policy Committee.

j) 7.7 The Responsible Building Authority (RBA) is responsible for:

The RBA is the most senior ranking official across Federal Departments/Agencies having the largest number of employees at that location. That person must be located at that building.

· providing of designated personnel to take on the role of Alternate RBA;

· preparing, renewing and administrating building emergency evacuation plans;

· establishing the Building Emergency Evacuation Team (BEET), appointing a Chief Building Emergency Officer, and appointing Floor Emergency Evacuation Officers and their Deputies;

· liaising with other Federal Departments/Agencies, Security and Facilities as required for the establishment of the BEET;

· ordering the evacuation or closure of a building in consultation with BEET, Work place Health and Safety Committees, Health and Safety Representatives, Security, Facilities, Corporate OHS Program or any other expert advisors;

· assuming all costs associated with BEET such as BEET identification and training or Fire Safety Plan ; and

· promptly evacuating the building during fires and other emergencies.

k) 7.8 The Most Senior Official (MSO) is responsible for:

The MSO is the Highest Ranking HC Employee, formerly known as the Health Canada Senior Official (HCSO), who is the highest ranking HC official in the building, and must be located at that building.

· establishing a Work place Health and Safety Committee for their respective building, or appointing a Health and Safety Representative;

· assuming all costs associated with OHS such as First Aid Kit replenishing;

· appointing first aid attendants for the work place;

· promptly evacuationg their employees in a non-alarmed or emergency situation;

· cooperating and collaborating with the RBA in building emergency evacuation team;

· liaising with the RBA in all building evacuations; and

· ensuring all HC employees at that site are informed of what to do in an emergency evacuation.

l) 7.9 Managers and Supervisors are responsible for:

· ensuring that the OHS Policy is effectively implemented within their area of jurisdiction and employees are aware of the policy;

· taking any mandatory OHS training for managers / supervisors;

· ensuring participation as management representative on Work place Health and Safety Committees;

· ensuring that employees are provided with the information, instruction and training necessary to ensure their health and safety in the performance of their duties;

· ensuring that employees are provided with protective clothing, equipment and devices, where required, including any necessary information or training regarding its use, and ensuring they are used and maintained in good condition;

· investigating hazardous occurrences, ensuring that applicable reports are submitted in accordance with established procedures and taking corrective action to prevent a recurrence;

· inspecting the work place on a regular basis and taking corrective action to eliminate potential health and safety related problems;

· ensuring that each employee is made aware of every known or foreseeable health or safety hazard in the work place;

· ensuring that contractors and visitors comply with health and safety policies and procedures of the Department; and

· protecting the health and safety of employees through the implementation and enforcement of applicable and prescribed health and safety legislation, standards and procedures.

m) 7.10 Employees are responsible for:

· following prescribed health and safety procedures;

· using in the prescribed manner, safety materials, equipment, devices and clothing provided for their protection;

· complying with the Department’s instructions concerning health and safety of employees;

· taking all reasonable and necessary precautions to ensure their health and safety and that of other employees and any persons granted access to the work place;

· cooperating with the Departmental Occupational Health and Safety Policy Committee, Work place Health and Safety Committees and Health and Safety Representatives; and

· reporting to the supervisor all hazardous occurrences or situations likely to be hazardous to their health or safety, or that of other persons in the work place.

n) 7.11 The Departmental Occupational Health and Safety Policy Committee shall:

· provide strategic advice and direction for the Corporate OHS Program, including the planning, development and implementation of relevant national-level policies, directives and procedures;

· participate in the development and monitoring of a program for the prevention of hazards in the work place, including the provision of education/awareness to employees on prevention;

· make recommendations for changes to the Corporate OHS Program;

· monitor OHS performance at the Corporate level; and

· monitor data on work accident/incidents and the effectiveness of OHS policies.

o) 7.12 The Work place Health and Safety Committee in respect of the work place for which it is established shall:

· provide managers/supervisors with information and advice to ensure compliance with relevant legislation, regulations, policies and directives;

· consider and expeditiously dispose of complaints relating to the health and safety of employees;

· refer to the DOHS Policy Committee any complaints or other OHS issues that cannot be resolved within three (3) meetings, or issues that would be of national scope or systemic in nature;

· establish and promote health and safety programs for the education and protection of the employees;

· participate in all inquiries, investigations, studies and inspections pertaining to occupational health and safety including such consultations as may be necessary with persons who are professionally or technically qualified to advise the committee on those matters;

· regularly monitor OHS programs and procedures;

· ensure that adequate records are kept on hazardous occurrences, injuries and health hazards and regularly monitor data relating to those hazardous occurrences, injuries and hazards;

· cooperate with the Minister of the Labour Program, Employment and Social Development Canada (formerly Human Resources and Skills Development Canada);

· conduct work place inspections each month so that there is a minimum of twelve (12) inspection reports in a year; those twelve (12) inspection reports must demonstrate that the entire work place is inspected at least once each year; and

· support the employer in the development and promulgation of OHS policies and procedures.

p) 7.13 The Health and Safety Representative in respect of the work place for which the representative is appointed shall:

· consider and expeditiously dispose of complaints relating to the health and safety of employees;

· ensure that adequate records are maintained pertaining to work accidents, injuries, health hazards and the disposition of complaints related to the health and safety of employees and regularly monitor data relating to those accidents, injuries, hazards and complaints;

· meet with the employer as necessary to address health and safety matters;

· participate in all of the inquiries, investigations, studies and inspections pertaining to the health and safety of employees, including any consultations that may be necessary with persons who are professionally or technically qualified to advise the representative on those matters;

· cooperate with the Minister of the Labour Program,Employment and Social Development Canada (formerly Human Resources and Skills Development Canada);

· participate in the implementation of changes that may affect occupational health and safety, including work processes and procedures;

· conduct work place inspections each month so that there is a minimum of twelve (12) inspection reports in a year; those twelve (12) inspection reports must demonstrate that the entire work place is inspected at least once each year; and

· support the employer in the development and promulgation of OHS policies and procedures.

q) 7.14 Branch, Laboratory and Regional OHS Officers are responsible for:

· providing managers, supervisors, Work place Health and Safety Committees and Health and Safety Representatives with information and advice to ensure compliance with pertinent legislation, regulations, policies and directives;

· promoting and coordinating instruction and OHS training where necessary;

· monitoring and auditing OHS programs on behalf of management;

· consulting with the Manager, Corporate OHS Program to ensure that OHS measures implemented in their area of responsibility are consistent with other OHS measures across the Department; and

· supporting the employer in the development and promulgation of OHS policies and procedures.

r) 7.15 Contractors and Visitors shall:

· comply with the health and safety policies and procedures of the Department; and

· take all reasonable and necessary precautions to ensure their health and safety and that of other persons in the work place.

8. Monitoring and Reporting Requirements

Occupational health and safety is a shared responsibility. The Department’s managers are accountable for the implementation of this policy, for monitoring compliance with all aspects of this policy and for the health and safety of their employees. Employees are accountable for observing and following prescribed safe practices and procedures to ensure their own health and safety as well as that of fellow employees.

The Executive Director, Workforce Development and Well-Being, Corporate Services Branch, in consultation with the Departmental Occupational Health and Safety Policy Committee will monitor the Corporate OHS Program by reviewing hazardous occurrence investigation reports, statistical reports, work place inspection reports, minutes of health and safety committees and audit reports.

Health Canada employees may raise issues and concerns with the Occupational Health and Safety Policy through their Work place Health and Safety Committee or Health and Safety Representative.

The Manager, Corporate Occupational Health and Safety Program will recommend changes to the HC Occupational Health and Safety Policy for approval through the appropriate governance committees.

9. References

The Policy here is complementary to:

· Canada Labour Code - Part II - Occupational Health and Safety

· Canada Occupational Health and Safety Regulations

· Safety and Health Committees and Representatives Regulations

· Treasury Board Secretariat Policy on Occupational Safety and Health

· National Joint Council Occupational Health and Safety Directive

10. Enquiries

Enquiries concerning this policy should be addressed to the Manager, Corporate Occupational Health and Safety Program, Human Resources Services Directorate, Corporate Services Branch.
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