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The first step to success...

As a business owner you invest a great deal
of time, effort and money into your employees
through hiring and training. This training helps
the business succeed. By making health and
safety everyone’s top priority you protect
that investment.

Although your business may not appear to
be particularly hazardous, every business has
some potential hazards - lifting, cleaning flu-
ids, trailing wires, or electrical equipment for
example. Developing a health and safety policy
and program is a very important aspect of
committing to a healthy and safe environment.

An effective health and safety program
shows your employees that they are valued.
This raises the level of trust, cooperation and
commitment in the workplace and that
improves customer service and satisfaction.
This quick reference tool is designed to help
you develop a health and safety policy. This is
the first step in developing a successful
health and safety system. A health and safety
policy is also a legal requirement under the
OH&S Act.

Protecting

your Investment...

Making Health and Safety
—— Everyne’s TopyPriority

Where do | start?

Before you begin to write your policy,
you may want ask yourself the
following questions. Use the back of
this sheet to record your answers.

> What are the business’s values
and why? Values are things that
you or your organization believe
in, or principles that you live by.
They are powerful motivators.
Depending on what is happening
in your organizations these values
may be driven by important
business issues. Some examples
of values or business issues
include: costs, teamwork and
collaboration, quality, profit,
ethics of health and safety.

> What are the workplace goals or
objectives in regards to health
and safety? An example of this
might be to have fewer injuries
and illness.

> What resources are available?
How does the company deal
with conflicting priorities or
resources?

> What experience and ideas can
my employees offer? Remember
that as the person who completes
the required tasks every day, they
have a unique perspective on
their roles in the company.

The answers to these questions will
make writing the policy easier.
Once you have a list of the answers
you can start to write the policy.

What should | include
in my policy?

Your policy should be simple and easy
to read and only a few paragraphs
long.You should include:

> Your vision and commitment to
workplace health and safety,

> Your health and safety goals,

> Your commitment to complying
with the law (The Occupational
Health and Safety Act),

> Workplace roles and responsibilities
for health and safety, both
employee and employer,

> Your commitment to making
health and safety as high a priority
as production,

> Your dedication to identifying
and resolving potential workplace
problems or issues as soon as
possible.

How can | make the
policy effective?

To be effective, the policy should
reflect your unique workplace. It
should not simply be copied from
another company. Your policy will
also be more effective if the employees,
or an employee representative, can
help write it.

Once the policy is complete it
should be posted in a place where
all employees can see it. You should
also give each employee a copy.
The policy should be reviewed and
updated annually, and signed and
dated by the owner, or management.

For more information contact OSSA 1 888 4786772 or www.0ossa.com




Taking Notes... A Good
Place to Start

Use this space to make notes to the ques-
tions from the Where do | Start section of
this brochure. Once you have finished your
notes try writing your policy using the
checklist below.

What are my business values and
why?

What are the workplace goals and
objectives in regards to a health and
safety program?

What resources are available?
How does the company deal with
conflicting priorities or resources?
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What experiences and ideas can my
employees offer?

Checking your progress...
A Health and Safety
Policy Checklist

Now that you have made some important
notes about your company, use this check-
list to help guide the development of your
health and safety policy. Each of these
checklist points could be a sentence or
paragraph in the finished policy.

This health and safety policy:

States my commitment to workplace
health and safety.

States my goals and objectives
around health and safety.

States my commitment to complying
with the law, and making health and
safety a priority in the workplace.

States that all employees have roles
and responsibilities for health and
safety.

States that the owner/employer/
manager has roles and responsibilities
for health and safety.

States my company’s dedication to
identifying and resolving potential
workplace problems or issues as
soon as possible.

For more information contact OSSA 1 888 4786772 or wWww.0ssa.com

OSSA Products

You may find that the following products
help you protect the investment you have
made in hiring and training your staff.

Introduction to a Basic
Occupational Health and Safety
System

Product Code: 100-008-001-P-GE

Using a step-by-step process this guide
outlines a framework for building a health
and safety system that suits individual
business profiles, management styles and
workplace needs.

Safe Work Guidelines
Product Codes:
Marina’s 740-001-013-E-VS

Car and Truck
Maintenance 740-001-013-E-VS

Auto Recycling 740-002-008-E-VS
Retail/Wholesale 760-002-001-K-RW

Restaurant and
Food Services 430-002-001-K-RF

The colourful, plain language tools make an
excellent resource for orienting new workers,
training existing employees and assisting
joint health and safety committees or reps to
conduct workplace inspections. They are also
good for posting on bulletin boards for a
quick and accurate health and safety
reminder.

You can order these products and many
others from our website at www.ossa.com
or by calling our client services line at
1-888-478-6772.



