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	ELEMENT
	QUESTIONS
	· What is needed for a “Yes” answer
	Yes

√
	No

(

	Leadership

SWAP

MODULE 2


	2.1 Do you have a Health & Safety Policy for your workplace?
	Your policy should be current (dated within 1 year) and posted in the workplace. See SWAP Module 2 for sample.
	
	

	
	2.2 Has the Health & Safety Policy been communicated to all employees?
	If asked, all employees could locate the policy and understand its purpose.
	
	

	
	2.3 Have you identified Health & Safety goals for your firm and developed an Action Plan to meet the goals?
	A written Action Plan that has responsibility for completion, target date for completion & follow up person assigned.  See Resource Sheet 1 if your answer is “no”.
	
	

	
	2.4 Has the Health & Safety Action Plan/Goals been communicated to all employees?
	Action plan should be posted in the workplace where all employees will see it.  It should be reviewed with all employees regularly. 
	
	

	Organization

SWAP

MODULE 3
	3.1  Have you posted a copy of the Occupational Health & Safety Act and applicable regulations in your work place?
	The Occupational Health & Safety Act & applicable regulations should be posted in a location accessible to all employees.
	
	

	
	3.2 Have roles and responsibilities for Employer, Supervisor and Worker been identified in writing?
	Could be included in employee handbook, job descriptions, posted on safety bulletin board. See SWAP module 3 for sample.
	
	

	
	3.3 Have the roles & responsibilities been communicated to all employees?
	This may be accomplished by training sessions with groups of employees or during performance reviews.  Don’t forget to document training.
	
	

	
	3.4 Have you established a Joint Health & Safety Committee or have your workers selected a Health & 
Safety Representative?
	Your H&S Rep. should be completing monthly workplace inspections and acting as a communication link between employees & employer regarding health & safety concerns.

Your JHSC should be meeting at least 4 times per year and recording minutes of the meetings in addition to the above.
	
	

	
	3.5 If you require a Joint Health & Safety Committee, have your members received certification training as required by the Occupational Health & Safety Act?
	One management JHSC member & one worker JHSC member must receive certification training.
	
	

	
	3.6 Are all employees aware of the roles & responsibilities of          the Joint Health & Safety Committee (JHSC) or Health & Safety Representatives?
	Roles & responsibilities should be communicated during new employee orientation and/or through group meetings.  You should post the name of your H&S Rep. or JHSC members in a location accessible to all employees.
	
	

	
	3.7  Do you have a Terms of Reference for your JHSC?
	Terms of Reference should be in writing.  See SWAP module 3 for sample.
	
	

	
	
	
	
	

	ELEMENT
	QUESTIONS
	· What is needed for a “Yes” answer
	Yes

√
	No

(

	Hazard Recognition

And Assessment

SWAP

MODULE 4
	4.1 Do you know what hazards or possible risks may be present at your workplace?
	A documented assessment of the hazards in your workplace should be complete and reviewed as necessary to identify new hazards.  Use Resource Sheet 2 to complete an assessment if your answer is “no”.
	
	

	
	4.2  Have you provided WHMIS training for any chemical hazards that may be present in your workplace?
	Generic and workplace specific WHMIS training is necessary.  You should be able to provide up to date WHMIS training records.  Consult the WHMIS Regulations for more details.
	
	

	
	4.2 Do you carry out regular inspections of your workplace to make sure all the protective measures are in place and working, and to identify new hazards?
	Your inspections must be completed and documented monthly by your Health & Safety Rep. or Joint Health & Safety Committee.  See SWAP Module 4 for sample.
	
	

	
	4.3 Has the purpose of the workplace inspections been communicated to all employees?


	Workers should be made aware of the purpose of inspections through group meetings, employee newsletters, new employee orientation.
	
	

	
	4.4 Do you have a procedure for reporting and conducting Accident and Near Miss investigations?
	Your Accident and Near Miss reporting and investigation procedure should be documented.  Employees should understand the reporting & investigation procedures.

See SWAP Module 4 for sample.
	
	

	
	4.5 Is there a procedure for reporting worker health & safety concerns?
	Your procedure should be documented and all employees should know how to report health & safety concerns.

See SWAP Module 4 for sample.
	
	

	Control Activities

SWAP

MODULE 5
	5.1 Do you have an Emergency Response Plan?
	Your emergency plan should be in writing and updated regularly.  See SWAP Module 4 for sample checklist.
	
	

	
	5.2 Has the Emergency Response Plan been communicated to all employees?
	All employees should know your emergency response procedures.  Include in new employee orientation, group meetings.
	
	

	
	5.3 Do you have emergency drills?
	Regular drills should be scheduled with all employees in order to ensure appropriate response and to determine areas for improvement.
	
	

	
	5.4 Do you have an adequate number of first aid trained workers, and first aid kits as required by the Workplace Safety & Insurance Regulation 1101?
	First aid certificates should be posted and maintained current.  First aid kits must be available as required by Regulation 1101.  See Reg. 1101.
	
	

	
	5.5 Do you inspect your first aid kit(s) as required by the Workplace Safety & Insurance Regulation 1101?
	First Aid kits must be inspected at least quarterly.  Inspection tag must be attached.  See SWAP Module 5 for sample inspection form.
	
	

	Return to Work

SWAP

MODULE 6
	6.1 Do you encourage workers to return to work at the earliest time that it is medically safe for them to do so?
	Your Return to Work Program should be in writing.  See SWAP Module 6 for sample.
	
	

	
	6.2 Has the Return to Work Program been communicated to all employees?
	Employees should know the requirements of the RTW program.
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	Health and Safety Goals/Action Plan
	
	Module 2

Resource Sheet 3:  Goal Template

	
	Period:  January 1, _______ – December 31, ________
	
	

	
	Item
	Target Date
	Responsibility
	Follow Up
	Comments/

Resources
	Complete

(Date)
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	







Completed by:    ___________________________________	Date completed: ___________________________________
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