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Corporate Occupational Health & Safety Policy Statement

Version: 1.0
Created: June 2008
Revised: July 2011

ACFN Business Group is committed to protecting the health and safety of our
employees, clients, contractors, visitors and all those affected by our activities.
We will work collaboratively with our workforce to implement appropriate
measures to minimize losses involving people, equipment, materials and the
environment. Our corporate goals are:

1. Lost Time Injury Rate of Zero (LTIR)
2. Total Recordable Injury Frequency of Zero (TRIF)
3. Total Injury Frequency of Zero (TIF)

In addition to complying with all governing legislation and regulations, we will
strictly adhere to performance standards set by ourselves in order to provide, and
continually enhance safe and healthy working conditions and to eliminate
hazards. We recognize that all employees have a right to work in a safe and
healthy environment. The implementation of corporate policy relating to health
and safety standards reduces risk to people, the environment, equipment, and
production.

All managers, supervisors, and workers of ACFN Business Group are committed
to and accountable for the minimization of health and safety risks through the
systematic application of Loss Management practices in the operation of projects
of ACFN Business Group.

Our goal is to have an effective Health and Safety program that results in a
reduction of injuries and ilinesses to our employees, and for our organization to

~ be the benchmark for others within our industry to follow.

Chief Executive Officer G‘én'e’réi'Manager of Health and Safety
ety 13, 202/ Sl (5] 20\)
Date Date 4 /
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Element 0 — Manual Introduction

0.1.1 SUMMARY

This manual is a tool to clearly communicate all of the Health, Safety and Environmental
rules and policies that must be followed by all ACFN Business Group employees.

0.1.2 OBJECTIVES
The main objectives of this manual are:

1. To provide consistent application of the Health, Safety and Environment
Program.

2. To promote an understanding of the Company’s Health, Safety and
Environment Program.

3. To provide relevant sources of reference material.

0.2 MAINTAINING THIS MANUAL
0.2.1 RESPONSIBILITY

The responsibility for this manual rests with the CEO of the ACFN Business
Group.

0.2.2 FREQUENCY OF MANUAL CHANGES

Revisions will be issued as required.

0.2.3 MANUAL CHANGE NOTICE

Each revision shall be numbered and added to this manual. The HSE Manager is
responsible for keeping this manual complete and up-to-date as changes or
additions are issued.

0.2.4 REVIEW

The manual will be reviewed on an annual basis.
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0.3 HOW TO USE THIS MANUAL 9
0.3.1 TABLE OF CONTENTS

The table of contents lists elements and subjects in the order they appear
in the manual. The overall content of this manual can be observed by
reviewing the table of contents.

0.3.2 MANUAL DISTRIBUTION

1. The Manual will be available via electronic file or hard copy. -

2. Access and/or copies of the HSE Manual will be provided by
the HSE Department. :

3. The HSE Department prepares and distributes manuals to
management.

4, Management ensures all worksites have a copy of manual for
the employees.

cﬁ@ | 0
M7 = | - Q)
Garry Flett
CEO, VP
ACFN Business Group

Revised and Approved: July, 2011
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BUSINESS GROUP

Element 1 - Health Safety and Environment Responsibilities
1.1 Management

The Managers of the Business Group are ultimately responsible and accountable for
the development, coordination, administration, and auditing of the Health, Safety and
Environmental Program.

Management is responsible for:

e Development and continual review of the Health, Safety and Environmental
Program that reflects the direction of the company’s vision pertaining to safety.

e [Establishing annual Safety and Loss Control objectives and identifying to senior
members of line management their specific Safety and Loss Control
responsibilities.

e Publication of an Occupational Health and Safety (OH&S) policy statement that
reflects an organizational commitment and establishes specific expectation levels
to be achieved throughout the organization.

e  Maintains ultimate responsibility for ensuring that all aspects of the HSE Program
 comply with, as a minimum, OH&S Regulations, applicable Codes and Best
Practices. ‘

e Liaise with senior government, client and union officials to foster an environment
complementary to the promotion of safety and loss control.

e Participate in major incident investigations that result in actual or potentially fatal
injuries, permanently disabling injuries and all major losses.

e Ensures that the HSE Management Program is administered and implemented
throughout all levels of the organization.

e Ensures that field personnel, contractors are aware of and implement the OH&S
 policies and procedures outlined within the HSE Manual.

e  Complete formal inspections of the workplace to actively and visually
demonstrate leadership, commitment and ownership of the HSE Management
Program.

e Communicate directly with client management personnel with respect to major
safety issues and concerns

1.2 Operations Manager

e The Operations Manager is accountable for all the established Health, Safety and
Environment policies and programs, which include implementation,
administration and enforcement in all areas.

ACFN Business Group HSE Manual Element 1 — Safety Roles and Responsibilities
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e Ensure that all field operations personnel are aware of and effectively implement
the policies and procedures set out in the Health, Safety and Environment
Management Program.

e Communicate directly with client management personnel with respect to major
safety issues and concerns.

e Review site workplace inspection reports and make recommendations as required.

o Physically participate in field safety meetings and attend a least one weekly
meeting a month.

e Co-ordinates and expedites any specialized safety equipment that may be required
on the job site. ‘

e Schedules pre-job safety meeting with subcontractors, company personnel and
client representatives.

¢ Ensure the maintenance of the highest standards of performance with respect to
the Safety Program on their respective job sites. They are also accountable for the
safe performance of personnel and equipment on their projects.

e Implement a site specific HSE Program and develop a clear understanding of
safety responsibilities and specific duties for each General Foreman, Foreman or
Supervisor. The Operations Manager / Superintendent must be knowledgeable of
and be responsible for complying with all regulations, laws and codes.

e Will work in conjunction with the HSE/HR Management in the development of
company training programs.

e Ensure that sub trades and Foremen conduct weekly safety meetings.

e Arrange for the recording of minutes of safety meetings and forward copies to the
HSE administrator for filing.

o Make daily observations of safety activities on the different work sites and
conduct formal inspections with assistance of supervision and employees.

e A formal inspection of one of the work site locations must be conducted monthly.
The operations manager should coordinate the site location to be inspected with
site supervision and the HSE coordinator. -

e Accompany government OH & S Inspectors during project inspection. If he/she is
not available, the Operations Manager will assign another Supervisor for the
inspection.

e Discuss any corrective action required with OH & S Inspectors and ensure
necessary corrections are done immediately.

e Participate in the development of an orientation program plan for new or
transferred employees, which include specific job instruction, issuance of
protective equipment and appropriate company literature. Upon review of
pertinent sections of the company HSE Manual the superintendent will designate
a supervisor or foreman to remain with the new employee to observe the workers
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performance. The foreman or supervisor will remain with the new employee until
the workers competence is assured.

e Reports near miss, serious and fatal accidents to corporate office.

e Coordinate with the Corporate HSE Manager in the investigation of all reportable
incidents to government agencies (serious medical aids, work site deaths,
explosions, fires, collapse of a build, failure of a hoist or crane)

e The Operations Manager will be notified and ensure the completion of all incident
reports that include: first aids, work injuries, equipment damage and near miss
incidents. These reports will include the determined basic and root cause and
actions to correct these incidents.

¢ Ensures that the immediate supervisor completes incident reports. This will insure
that the incident is investigated and corrective action is taken to prevent re-
occurrence in the future. One copy is to be kept on the project file and one sent to
corporate office. A copy should also be sent to the client, if required.

e Ensures that the modified work program is made available to any worker who has
sustained a minor injury, and has received physician’s approval to participate in
the modified work program.

e Reviews the incident summary reports to keep informed of the project safety
performance and take appropriate action when incident trends are unfavorable.

e Instills by action, example and training, a sincere safety attitude through all
supervisory personnel and employees.

e Ensures that formal hazard assessment is completed prior to the commencement
of each project and before the introduction of new job scope. Assist supervision in
completing all hazard assessments and 31gns off after ensuring all hazardous
conditions have been eliminated.

e Ensures all company vehicles at all work locations are maintained in safe working
order.

1.3 Corporélte HSE Manager

e Develops implements and maintains the Health, Safety and Environment
Management Program.

e Recommends policy and procedural changes designed to enhance the safety
program,

e [Establishes line responsibilities within the HSE department and conducts
- performance appraisals for applicable employees.

e Participates in project/site inspections for each division.

e Develops incident prevention training programs.
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o [Establishes incident prevention performance standards and establishes
accountability and controls to ensure standards are being met.

e Promotes acceptance of sound safety practices and encourages full participation
of corporate management and project personnel.

e Develops and maintains a continual educational and safety promotional program
for all levels of management and employees.

¢ - Aids in the development and implementation of safe work procedures. Develops
and circulates required rules and regulations.

e Maintains an effective system for measuring supervisory safety performance.
¢ Develops and implements a comprehensive system for incident reporting,

e Makes thorough analysis of statistical data, locates problems and recommends
solutions.

e Develops a system of planned inspections of projects, equipment, materials and
operation to determine existence of unsafe conditions and practices and assists
supervisory staff with the implementation of corrective measures.

e Accompanies government O.H. & S. Inspectors on mspeotlon of various site
locations.

e Investigates and formally reports all fatal and unusually serious incidents, as well
as significant first aid, medical aid cases and near misses to respective Operations
Managers and management. :

e Coordinates employee claims with the Workers Compensation Board.

e Reports the status of all active claims until closure to the respective Operation
Managers and the Management.

‘o Coordinates and submits monthly statistical and active claims report to
Management and all Operations Managers.

e Participates in committees and associations related to construction incident
prevention.

» On projects where a safety coordinator has not been assigned the HSE Manager
will assume those duties.

1.5 HSE Coordinator

e Post all Safety Bulletins, Safety Posters and Safety Rules and Regulations.

e Assist area Operations Managers in incident investigations, analysis and
preparation of incident reports and summaries.

e Line supervision is responsible for compiling incident findings into legible
incident reports. It is the duty of the Safety Coordinator to oversee this process
from a quality assurance/quality control point of view.
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Assist management to develop and implement a practical and effective inspection
program to be carried out on a day-to-day basis.

Perform monthly safety inspections to audit the effectiveness and compliance of
the Safety program.

Receive and follow up immediately on all reported near misses and FLRA safety
concerns.

Maintain a close working relationship with all company clients to address any
issues or safety concerns.

Advise employees on health and safety matters.

Monitor Subcontractors and/or major projects groups for Health and Safety
compliance.

Represent the company in client meetings; ensuring company policy is being
presented and not personal opinions.

Maintain a log of corrective actions and under the direction of the operations
managers, follow-up to ensure supervision/management complete the actions as
delegated. Updates will generate from the HSE administrator.

Conduct research on special problems.
Attend health and safety meetings as a resource person.
Ensure.that pertinent client HSE reports are submitted as required.

Compile and maintain a rolling action log of identified unsafe conditions
(summalized from formal and informal walk around inspection reports by
supervision, safety, employees, etc) and the steps taken to correct these
conditions.

Ensure that corrective action is taken by front line supervision whenever
deficiencies are identified. When the action is not complete they must inform the
operations manager of the deficiency.

Assist with safety seminars and training. This may or may not include new hire
orientation training.

Maintain current knowledge of OH & S literature, regulations and codes of
practice. Review the incident reports to keep informed about the project and
company safety performance.

Inspect all work areas to ensure equipment, materials, and processes do not
present a safety or health hazard.

Investigate OHS complaints, as well as situations where a worker has refused to
work.

Encourage managers and employees to patticipate in safety programs.
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e Investigate workplace incidents and ensures all documentation is provided to the m
HSE dept. -
o Assist in the necessary audits for the managements systems, whether internal or
external.

1.6 Health, Safety and Environment Administrator

e Input all health and safety related information into the database system.

e Enter all FLRA’s and loss control reports into the database system.

e Provide new employee orientation.

e Inform management of employee requirements for courses and training,

e Agsist in the managing of the monthly Loss Management Performance Report.

e Maintain a log of corrective actions and distribute these action logs to the
appropriate operations managers and the CEO.

e As actions are completed or added to the log the administrator will send out in
updated log on an as needed basis (daily, weekly, monthly).

e Retain a hardcopy of employees training certificates and courses.
e Assist in the coordination of all WCB reporting.

e Perform other HSE related duties as required by the Corporate Loss Control Q
Safety Manager.

1.7 Supervisors/Foremen

e Acquire a thorough knowledge of the company’s policies and safety manual.
e Implement and enforce all established safety regulations and work methods.

¢ Ensure that appropriate disciplinary action is implemented to ensure compliance
with the HSE Manual.

e Impart to each employee an understanding that violation of established safety
rules will not be tolerated.

¢ Provide instructions to workers in safe work procedures. As part of the routine
duties, the Supervisor shall require employees to use personal protective
equipment as appropriate, e.g., hard hats, goggles, masks, respirators, safety
glasses or other items deemed necessary.

e Correct physical conditions, which are liable to cause or have caused incidents.

e Provide positive reinforcement for employees by leading, directing and
performing work in a safe manner.

e Conduct regular informal inspections for unsafe practices and conditions and -
ensure prompt corrective action to eliminate causes of incidents. ( ) :
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e Conduct formal monthly inspections of site locations. The supervisor will
coordinate these inspections with the operations manager and HSE coordinator.

e Undertake the investigation of types of incidents (injuries, damage and near
misses) to determine the underlying causes, and ensure prompt corrective actions
to prevent reoccurrence.

o The incident report must be completed in detail and submitted to the
Operations Manager within a twenty-four (24) hour period.

e It is the supervisor’s responsibility to ensure that prompt incident
investigations are conducted. They have the responsibility for initiating the
investigation, completing the incident report, implementing corrective
actions and forwarding the incident report to their immediate supervisor.

e Work in co-operation with other supervisory personnel in determining safe
practices, enforcing their observance, and developing procedures for dealing with
- violations and developing other general safety and incident prevention.

¢ Provide each employee with information about the hazards on the job and how to
avoid them.

e Maintain housekeeping standard and assign definite responsibilities to individuals
for good housekeeping. If needed a formal system should be implemented.

¢ Hold weekly Safety meetings with the crew and record minutes on the prescribed
form., ‘

e DParticipate in daily toolbox talks with their employees.

e Observe/Mentor new hire employees closely until confident of workers ability to
perform assigned duties.

e Make certain that all injured persons (regardless of how minor) are referred to the
appropriate first aid or medical facilities.

e Provide assistance in the site-specific orientations of new or transferred workers.

e Complete formal workplace inspections of the worksite on a minimum monthly
basis. . ~

e TForward all copies of the inspection reports and other safety related reports to the
HSE coordinator before they are given to the Operations Manager for review and
sign-off.

1.8 Employees

The employee must help the management team make the work environment safer by
understanding and following the below responsibilities:

e Read, understand, and comply with the established Health, Safety and
Environment Management Program.
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Employees must think and use common sense before they perform any work task
that may be unsafe or outside of their assigned work duties.

Carry out their work in a manner that will not create a hazard to their own safety
and health or the safety and health of other employees.

Assist site supervision and ACFN Business Group management in the reduction
and controlling of incident producing conditions and unsafe acts on the work site.

Immediately report all unsafe or hazardous conditions to their supervisors.
Immediately report any incidents, near misses and/or injuries to their supervisor.

Follow safety rules and regulations as published in the Corporate HSE Manual,
Occupational Health & Safety Regulations and as recommended by the
manufacturer specifications for all tools and equipment, provided by the
company.

In the event of a job related injury that requires medical attention the employee is
entitled to modified work and shall inform the attending physician of the same.
(For clarification see Element 20 Modified work.)

When, following an injury, an employee is treated by a physician he shall report
any anticipated loss of working time to his supervisor as soon as possible.

To ensure prompt payment of medical expenses and/or compensation benefits the
employee must submit a copy of the worker’s report to the Worker Compensation
Board as soon as possible. Failure to do so may result in denial of the claim. The
employee must also assist in the completion of an incident report for the corporate
files

1.9 First Aid Personnel

The Operations Manager will appoint adequate person(s) to provide First Aid
services as may be required given the nature of the job site and government
regulations. - ‘

- The person(s) appointed to administer first aid shall possess a current Certificate

in First Aid in accordance with the relevant Occupational Health and Safety
regulations and must be available to administer first aid.

First aid personnel are responsible for:

e Maintaining a first aid log, requisitioning all first aid supplies and
equipment.

e Maintaining relations with physicians, WCB, ambulance services and
hospitals.

e Coordinating the transportation of injured employees to a physician's
- office or Hospital.

e Assisting the Safety Coordinator and Supervision, when necessary.
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e Providing health education materials or instruction to all on-site
O employees as required.

1.10 Visitor’s Responsibilities

Visitors must;

e Follow the instructions of the site supervisor or personal escort
e Wear the personal protective equipment assigned to them
¢ Never walk around the worksite unescorted

Note: In the event that a position describes above is vacant within the business structure
the immediate supervisor to that position assumes that positions rolls and responsibilities.

References:
Canada Labour Code Part Il

Occupational Health and Safety, section 125 (1)(z.12)

1.11 Applicable Forms

All applicable forms are located in the “ACFN Business Group Forms and Reports
Manual”. :

L=

7
Garry Flett
CEO, VP
ACFN Business Group
Revised and Approved: July, 2011

O
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Element 2 — Management of Change
2.1 Applicability

This policy addresses how approved change requests progress through each
ACFN Business Group division or department in relation to the Health, Safety and
Environment Program. The change management principles outlined in the policy apply to
all workplace changes relating to Health, Safety and Environment. However, the scale
and nature of the change requests determine how these principles are applied and the
application of relevant procedures.

The management of change process must be applied to changes involving the following
systems:

2.2.1 Health and Safety Administrative Changes

All changes which may be initiated either internally or externally that will result
in a direct impact to legislative codes or regulations, corporate strategies and plans or
Business and Corporate Affairs standards, policies, procedures, practices or guidelines
and safety.

All Job Hazard Analyses (JHA’s) that are written, reviewed or revised must
have involvement and be signed off by a Manager, Supervisor, HSE Representative
and Worker Representative.

2.2.2 Emergency Changes

Any emergency changes must follow the Management of Change process.

The first 'step in planning for change is to assess the significance of the change. The
following chart provides an overview of how to do this based on the scope of change.

SCOPE : SIGNIFICANCE ASSESSMENT

Single Person Affected | Low Simple — Informal Assessment
Job Site Affected Medium Job Hazard Analysis (JHA)
Company Performance High JHA & Procedure Development

The significance of change, as indicated in the above table, will determine the
type of risk/hazard assessment, which must be conducted. Changes in the high category
require a formal (group) hazard/risk analysis, while an informal (simple) risk/hazard
analysis will generally suffice for changes in the low and medium significance category.
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If individuals are unable to answer the prompts in the simple risk assessment process, a
formal hazard/risk analysis may be required.

Categories

1. Low: Move directly to the implementation stage.
2. Medium: Simple or formal assessment, thorough communication and implementation.
3. High: Formal hazard/risk analysis, formal approval process, reviews with affected

personnel and implementation.

Communication is the key to ensuring all personnel are aware of changes in the
workplace.
2.3 Health and Safety Manual Change Process

The following steps are to be followed and documented to ensure the manual change
process is followed.

Process Steps

Electronic Manual Change:

u—

The first step in planning for change is to assess the significance of the change.

2. Proposal of change submitted to ACFN Business Group HSE Department (HSE
Manager) by emailing a Manual Change Request Form detailing desired changes.

3. HSE Manager Review and then forwards request to the CEO who
approves/denies the change.

4. The ACFN Business Group HSE Department will update the electronic Corporate
HSE Manual

5. HSE department will issue the change using the Safety Manual Revision Form.

a. [Each revision shall be numbered (ex: Rév 01-2007)

6. A change notification will be sent via email to all affected parties

7. The expired documentations will be archived as obsolete documents on the
Intranet.

8. The Manager/Supervisor who receives acknowledgement of the revision is

responsible for having a communications meeting with all affected employees to

communicate the new changes.
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Element 3 — Health, Safety and Environment Communication Policy Statement

Communication of health, safety and environment information is an ongoing
process that is crucial to the success of any safety and loss control program. Effective
communication is a required skill for success in any endeavor. The way information is
communicated within the organization is integral for its success. ACFN Business Group
is committed to communicating Safety and Loss Control issues in a clear and concise
manner.

Effective communication is an important aspect of the Health, Safety and
Environment Management System. To be effective, communication must flow through
the organization in both directions, from management to the employees and back again,
This is called performance feedback.

An important component of effective communication is trust. Employees must
believe that their comments and observations will be taken seriously or they will not
openly communicate. To maintain credibility, Supervisors and Health, Safety and
Environment personnel must take action on legitimate concerns raised by employees as
well as provide direct feedback on issues that do not require any action.

Group meetings will be held to create a cooperative and participative work
environment, encourage and foster a team approach, and communicate vital health and
safety and environment information.

By maintaining open communications at all levels within the AFCN Business
Group structure, we will be able to continually improve the way we work and how work
is completed.

Garry Flett

CEO, VP

ACFN Business Group

Revised and Approved: July, 2011
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