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Teleworking is the term used for people who perform
office duties from outside the traditional office, usually
at home. Teleworkers maintain contact with work and
perform their job tasks through telephone, e-mail, the
Internet and/or a private network.

Objectives

“Telecommuting” or “teleworking” means a work
agreement in which a supervisor directs or permits
employees to perform their usual job duties away from
their central workplace, in accordance with work
agreements.
This guide is intended to provide practical information
for teleworkers and home-based office workers to:
❚
❚

❚

❚

Scope

Integrate health and safety into everyday activities
Ensure compliance with health and safety
legislation and due diligence

Help manage a telework position so it works best
for both the employee and employer

Understand the importance of ergonomics
(workstation, desk, chair, etc.), work organization
(pace of work, maintaining contact, etc), and
other safety and security needs that may be
unique to a “working at home” environment.

The guide covers all aspects of implementing a
comprehensive health and safety program for
teleworkers and home-based workers. The main focus
is integrating health and safety in home-based office
work through telework agreements and the actual set
up of the office.

The guide is intended for home-based office workers
and related professionals, whether as an employee or
self-employed. Managers and supervisors, as well as
health and safety and human resources professionals,
will find this guide a useful reference in developing
management policies and practices.

Target Audience
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Section I

Planning Telework
1. Introduction
2. Advantages and Disadvantages
of Teleworking
3. Before You Start
4. Managing or Supervising Telework

Introduction
Telework involves an arrangement
where the employee performs
some or all of their duties in an
alternative location, usually the
person’s home. Home-based office
workers (whether self employed,
consultant, employee, etc.) would
also have a similar arrangement in
terms of office equipment, health
and safety requirements, security needs, pace of
work, etc.

The purpose of this guide is to offer guidelines, tips
and suggestions for maintaining a safe home office
work environment. The guide will focus on
administration and management of the telework
position, ergonomics (workstation, desk, chair, etc.),
work organization (pace of work, maintaining contact,
etc.), and other safety and security needs that may be
unique to a “working at home” environment.

Advantages and Disadvantages of Teleworking
There are both advantages and disadvantages to
working at home.
Employee benefits:
❚
❚
❚

❚
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Travel cost savings, parking fees, etc.
Less or no commuting time

More flexibility and improved quality of life
(working in a quieter environment with less
interruptions)
Higher morale

❚

If work hours are also flexible, ability to
capitalize on personal peak productivity periods

Increased control in terms of work scheduling,
child/elder care, etc.
Employer benefits:
❚

❚
❚
❚

❚
❚

❚
❚

Increased productivity
Reduced absenteeism

Less disruptions during bad weather or other
emergencies
Improved recruitment and retention options

Provides more options when accommodating
employees with disabilities
Potential savings in facility costs

Ability for business to function in an emergency
via remote locations (business continuity)

Community benefits:
❚
❚

❚

❚

Less commuter traffic and less traffic congestion
Lower levels of pollution and vehicle emissions;
energy conservation
Provides more opportunities to employ or
accommodate employees with disabilities

Better neighbourhood security with more people
at home during the day

Disadvantages include:
Employee:
❚

❚

Isolation, reduced face-to-face interaction, and
loss of social networking

Increased potential to “overwork”; feeling that
they must “do it all”
3

❚

❚

Potential for increase to home costs
(more heating or cooling during peak periods)
Not all jobs are suitable for telework
arrangements

Employer:
❚

❚
❚

❚

Possible decrease in direct management of
employees
Concerns about public perception

Potential for feelings of “unfairness” among
other employees if their job is not suitable for
home-based work
Potential for distraction leading to decline in
work output

Community:
❚

Possible reduction of people present in city core
areas (less business for restaurants, stores,
parking lots, etc.)

Before You Start

If you are considering a teleworking arrangement,
always assess the impact on the job, the individual,
and the organization as a whole. Be sure to evaluate the
feasibility of teleworking, the nature of the work itself,
cost-effectiveness of the arrangement, and the impact on
colleagues and the organization. The employee’s
demonstrated work habits may also be a factor.
Telework can be arranged on a full-time basis or for
specific days only (e.g. one day a week or more).
The arrangement can be on a short or long term basis.
For example, a short-term telework arrangement may
help complete a specific project. In addition,
teleworking may or may not include flexible working
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hours. Each request should be examined on an
individual basis and take into consideration what work
needs to be done, and how that individual performs
their duties.
Before you start, know that working at home is NOT
the same as working at the office. Working at home
often means there is less interaction with other people
such as co-workers and supervisors. While this fact
can decrease the number of distractions, it also
decreases the amount of feedback and collaboration
that may occur naturally in an office environment.
Many teleworkers find they miss this interaction.
To avoid any potential misunderstandings, develop a
clear policy that outlines the scope of the work to be
done when teleworking, hours of work, availability
(by phone, e-mail, etc.), how often the individual will
report to the main office (by phone, e-mail or in
person), etc.
In terms of health and safety, employers are still
responsible for the employee and should inspect the
proposed home office to carry out a risk assessment
and make sure it is safe, healthy and ergonomically
sound. Alternative arrangements to inspections may
include submitting photographs of the workstation,
or training and education of the teleworker in how to
select and install an appropriate workstation and
equipment.

The following table lists some common office activities
and related health and safety concerns. The list is not
complete. You should customize this list by adding
additional items relevant to your work and work
environment.
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Table 1: Examples of common office activities that
the employer and the employee should consider when
creating a telework arrangement. Please add your
organizational activities or concerns to the list.
Office Programs /
Activities / Issues

Objectives of telework program
Applicable health and safety acts,
regulations, standards, etc.
Communication between direct
Supervisor and employee
Job demands, job design and
job organization
Work flow between teleworker and
staff in office
How teleworker will maintain other
types of contact with organization,
involvement in projects, feedback, etc.
Office area health and safety concerns
Home office ergonomics, layout
and design
Inspection and maintenance of
home office
Other possible office issues or hazards
Travel policies
Providing education and training
Evaluation (e.g., audits and continuous
improvements)
Other
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Details related to the
specific telework
arrangement under
consideration

Managing or supervising telework

If staff are working at home but employed by an
organization, managers and supervisors are still
responsible for ensuring an employee’s productivity
as well as their health and safety. The manager or
supervisor must be satisfied that the employee can
work safely in his/her home, both in terms of what
is done and how it is done.

Many organizations have developed formal guidelines
for teleworkers. Such guidelines include:
❚
❚

❚

❚

❚

❚

An overall teleworking policy

Formal agreement between the employer and the
teleworker
Supervision and performance monitoring
(determine how the manager or supervisor will
know if the employee is present, and how/when
the work is accomplished)

Procedures for communication and coordination
(what form of communication is best – telephone,
e-mail, web conference, etc.)
An agreement regarding communication
equipment, office equipment and furniture

Administrative details such as hours of work
(rigid vs. flexible, set pattern, etc.)

In a telework situation, the employer
does not necessarily control
the workplace environment,
Telework
but has control over the
Policy
work. Therefore, teleworkers
and the employer should
agree to ensure safe and
healthy working conditions.

7

The following are some issues that can apply when
working from the employee’s home:
❚

❚

❚

❚

❚
❚

Legal rights to privacy in the home (in terms of
workplace inspections, visitors, meetings, etc.)

Specific arrangements to ensure compliance with
the health and safety standards the employee
would benefit from if working in the traditional
office such as workstation design, ventilation,
lighting, temperature, noise, equipment safety, etc.
Space in the home that allows for good
workstation design

Access to support from co-workers, supervisors,
management or other staff
Adequate materials and supplies

Telework agreements that are developed within
provisions of any relevant collective agreements

Occupational accidents are often harder to define
when they occur in the home. Lack of regulations
and isolation may expose teleworkers to long working
hours and unknown stresses. It is essential to outline
what information needs to be exchanged, and how
often. Clear and regular communication with a
home-based worker is key.
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Section II

Overview of Roles
and Responsibilities
Under Health and
Safety Legislation
1. Basic Principles of Health and Safety
Legislation
a. Background: Health and Safety Legislation
in Canada
b. Responsibilities Under Health and
Safety Legislation
i. Employer Responsibilities
ii. Supervisor Responsibilities
iii. Employee Responsibilities
iv. Employee Rights
v. Health and Safety Committee Responsibilities

2. Enforcement and Penalties for
Non-compliance (general)
3. Criminalization of Occupational Health
and Safety Offences

1. Basic Principles of Health and Safety
Legislation in Canada

This section provides information about important
aspects of health and safety legislation that every
organization should know. Some legislation may
directly affect policies and practices concerning teleworkers, but often there is little specific information
about teleworking written in legislation.
In general, if the teleworker remains as an employee
of the organization, the employer is accountable for
their health and safety.

a. Background: Health and Safety Legislation
in Canada

Act

In Canada, there are 14 independent jurisdictions for
health and safety legislation — federal (1), provincial
(10), and territorial (3). In each jurisdiction, legislation has three main components: the Act, Regulations
and Standards.
The Occupational Health and Safety Act in each
jurisdiction sets out general requirements to ensure
that workplace conditions are safe and do not pose
a danger of injury or illness. A general duty clause
serves as a blanket statement that employers are
accountable for the health and safety of employees.

Regulations

Regulations set requirements for specific workplace
conditions and work practices that must be met in
order to ensure compliance with the legislation.
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Standards

Standards are produced by voluntary organizations,
such as the Canadian Standards Association (CSA), the
American National Standards Institute (ANSI) and the
International Organization for Standardization (ISO).

Standards do not have the power of law.
However, if these standards are adopted
by a particular legislation, then they
become part of the law and are
enforceable. For example, if the
regulations require workers to use CSA
approved footwear, then the CSA standard on footwear
has the power of law. Use of footwear that is not CSA
approved will be considered non-compliance.

Municipal By-Laws

Many municipalities have their own laws or by-laws
that may regulate what types of businesses can run
from a residential home. To be sure you are following
any local regulations, contact your city hall or
municipal office for more details.

Basic Principles

The health and safety legislation in all of the Canadian
jurisdictions is based on the Internal Responsibility
System (also referred to as the joint responsibility
system). Following are the key provisions of the
Internal Responsibility System (IRS):
❚

❚

❚

Workplace parties (employer and workers)
work together to promote health and safety
in the workplace.

Each party has defined duties and roles under
the Act.

Health and Safety Committees, and their activities,
are a vehicle for developing and nurturing an
effective IRS.
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The basic premise of the IRS is that employers, supervisors, and employees are to work together to ensure
the health and safety of their workplace. Health and
safety committees facilitate the IRS and make recommendations to ensure safe working conditions.

b. Responsibilities Under Health and Safety
Legislation

The responsibilities set out in the health and safety legislation are summarized below. For specific provisions,
please consult the health and safety act applicable to
your workplace. A contact list is located on page 121
of this guide.

i. Employer Responsibilities
General Duty Clause

Employers have an overall responsibility to provide a
safe and healthy workplace. This duty is often referred
to as the "General Duty Clause". Most health and
safety acts have a general duty clause. For example:
The Ontario Occupational Health and Safety Act
states:

“An employer shall take every precaution reasonable
in the circumstances for the protection of a worker;”
[sec. 25(2) (h)].
Canada Labour Code Part II states:

“Every employer shall ensure that the health and safety
at work of every person employed by the employer is
protected.” [sec. 124].
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The general duty clause makes employers responsible
for ensuring that all working conditions and work
practices are safe and do not pose a risk of injury or
illness. For some working conditions, there may not
be specific regulations. For such cases, employers
must demonstrate that the working conditions are safe
as compared to other applicable standards.
Specific Responsibilities
❚

❚

❚

❚

❚

Ensure compliance with the Occupational Health
and Safety Act and regulations.
Prepare a written health and safety policy and set
up a program to implement it.
Supervise workers to protect their health and
safety.
Provide and maintain protective equipment
required for safe performance of a job.

Provide adequate resources for efficient
functioning of health and safety committees.

ii. Supervisor Responsibilities
❚

❚
❚
❚

❚

Ensure workers comply with the Occupational
Health and Safety Act and regulations.

Advise workers of any health or safety hazards.
Provide written instructions for working safely.
Take every precaution reasonable for the
protection of workers.

Ensure workers use proper safety equipment,
personal protective devices and clothing.

In many Canadian jurisdictions, supervisor’s duties are
not specifically stated in the Occupational Health and
Safety Act. In such cases, supervisors are responsible
to ensure workers’ health and safety on behalf of the
employer.
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iii. Employee Responsibilities
❚

❚
❚

❚

❚

❚

❚

Work in compliance with the Occupational
Health and Safety Act and regulations.
Report all hazards to their supervisor.

Report any known violation of the Occupational
Health and Safety Act or regulations.
Not remove or make ineffective any protective
devices required by the employer or by the
regulations.

Not use or operate any equipment or work in a
way that may endanger another worker.
Not engage in any conduct that may endanger
other workers.

Use or wear the safety equipment and protective
devices required by the employer.

iv. Employee Rights

Employees have the following three basic rights under
the health and safety legislation:
❚

❚

To know about all potential and actual hazards
in the workplace.

To participate in health and safety activities, and
To refuse dangerous work.

Employers are responsible for ensuring employees
understand their rights and responsibilities, and are not
intimidated or disciplined for exercising their rights.
❚

Administrative procedures must be developed to
ensure that managers and supervisors:
❚
❚

14

Understand the employee rights.

Ensure that employees are not afraid to exercise
their rights.

❚

❚

Take appropriate action to resolve employee
concerns.

Consider employee concerns an opportunity to
take proactive action to prevent accidents, injury
and illness.

v. Health and Safety Committee Responsibilities

The Health and Safety Committee facilitates the
Internal Responsibility System within an organization.
The committee works in collaboration with the
employer, supervisors and workers to establish and
maintain an effective health and safety program.
All Canadian health and safety jurisdictions require
employers to establish Health & Safety Committees
consisting of employer and employee (union, if applicable) representatives. Specific requirements vary
from one jurisdiction to another.
The Health & Safety Committee must:
❚

❚

❚

❚

❚

❚

Hold meetings at regular intervals as required
by the health and safety legislation.

Maintain records and post the minutes of each
meeting in the workplace.

Designate a worker and employer member who
will be responsible for conducting workplace
inspections.
Conduct workplace inspections at a frequency
required by the health and safety legislation.
Designate a worker member who will be
responsible for participating in work refusal
investigations.

Designate a worker member who will be
responsible for participating in investigations
of critical injuries.
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The following diagram illustrates the role of the
committee as a facilitator of the Internal
Responsibility System.

Internal Responsibility System
Employer
(Senior Management)

Line Management
(Managers and
Supervisors)
OH&S Professionals
Committee

Workers
The key functions of Health and Safety Committees
with respect to telework:
❚

❚

❚
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Coordinate assessment monitoring and recommend
preventive measures with the teleworker, the
supervisor/manager and senior management;
Assist with the development, implementation
and review of the occupational health and safety
(OH&S) strategy;
Assist in coordinating the conduct of risk
assessments, compliance audits, reviews and
investigations;

❚

❚

❚

❚

Assist managers with the development and
implementation of an occupational health and
safety training plan and subsequent monitoring
of the effectiveness of such plans;

Assist with planning and implementing employer’s
health and safety guidelines and policies;
Assist managers in promoting awareness of
OH&S issues and sharing information about
OH&S best practice(s) to the teleworker;

Assist the employer with the quality assurance
of health and safety compliance.

Teleworkplace Inspections

Only some health and safety acts include provision for
the inspection of a workstation in a private residence;
however, the employer is accountable for the health
and safety of the employee. The teleworking agreement
should, therefore, make provision for ensuring the
employee’s health and safety.
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2. Enforcement and Penalties for
Non-Compliance

Every person who contravenes a provision of the
health and safety legislation is guilty of an offence
and liable to a fine or imprisonment or both. Since
occupational health and safety law is based on strict
liability and the facts matter, the only defense for such
charges is “due diligence”. The charged party must
prove that they exercised due care and diligence to
avoid the contravention and it was not practicable to
do better than what was done.

3. Criminalization of Occupational Health
and Safety Offences
Bill C-45, which came in effect on March 31, 2004,
amended the Criminal Code (of Canada) to create
criminal offences for organizations and individuals
who fail to protect workers and the public.
The Criminal Code applies more widely, as any
individual who “undertakes” (even presumably on
their own initiative) to direct work will be subject to
the legal duty. The liability is expanded under the
Criminal Code to apply to “representatives” of most
“organizations”. The Criminal Code requires that
reasonable steps be taken to prevent bodily harm to
any person. There now exists a legal duty to protect
both workers and the public who may enter the
workplace or be affected by the workplace.

Everyone who undertakes, or has the authority, to direct how another
person does work or performs a task is under a legal duty to take
reasonable steps to prevent bodily harm to that person or any other
person, arising from that work or task.
Criminal Code, R.S. 1985, c. C-46, s.217.1
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Section III

Preparing for Telework
1. Self Assessment for the Teleworker
2. Sample Agreements Between the
Teleworker and Employer
3. Putting it all together –
a. “Before You Start” Telework Checklist

1. Self-Assessment For The Teleworker
Employees who wish to work from home should
consider both the advantages and disadvantages of
getting into this type of working arrangement.
The following table gives a sample self-assessment
checklist for potential teleworkers.

A Sample Self-Assessment Checklist For Potential Teleworkers

Sample
Self-Assessment Checklist
Self Evaluation Item

Able to work in isolation,
away from co-workers
Work independently without
direct supervision
Communicates well in writing
and by phone
Good time management skills
Self-disciplined
Self-sufficient
Fully understands role and work
related responsibilities
Adequate computer workstation
Secure and reliable method to
connect to organization’s computer
network/infrastructure
Have a quiet place to work with
no distractions
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OK

Needs
Improvement

Sample
Self-Assessment Checklist
Self Evaluation Item

OK

Needs
Improvement

No interference with family
responsibilities
No social calls during work hours
Other:

2. Sample Agreements Between the
Teleworker and Employer

Before entering into a telework agreement, managers
should be familiar with the employer’s telework policy
and recommended practices. The following table lists
some of the issues for consideration in the development
of a formal agreement.

Sample
Considerations Related to Telework
Issues

Understand

Need further
clarification

Employer’s telework policy
Conditions for telework arrangement
(written agreement)
Job duties
Telework hours of work
(set schedule or flexible)
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Sample
C o n s i d e r a t i o n s R e l a t e d t o Te l e w o r k
Issues

Telework schedule:
• Critical deadlines
• Meetings
Contact details for the department
and teleworker
Contact with coworkers:
videoconference, teleconference,
virtual team meetings, e-mail, etc.
Legal health and safety requirements
Communication regarding OH&S
management plans and priorities
Contact with workplace health and
safety committee
Conformity with municipal zoning
or bylaws
Dedicated office space
Home office - specific risk factors
Furnishing and maintaining a safe
workspace (including cost
responsibilities)
Requirements for additional insurance
Emergency contact list
Childcare
Social implications
Other:
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Understand

Need further
clarification

Sample agreement stating conditions of
teleworking arrangement

It is essential that all expectations and arrangements
are openly discussed and recorded. All telework
decisions should be made on a case-by-case basis, but
also done in a fair and transparent way. Work suitable
for teleworking often depends on the job content –
work that requires primarily thinking and writing,
some forms of research, data analysis or computer
programming are good examples. Jobs that require
face-to-face contact with other employees or clients
may not be suitable.
Critical to the success of a teleworking arrangement
is that all of the details are agreed to and clearly
understood by the employee and employer. In some
cases, a short memo/note/e-mail may be sufficient to
confirm the arrangement. In other situations, a more
formal written document may be required. Written
documents can serve as a reference point in the future
should any confusion or questions occur.
Some samples are on page 24.
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Sample A – Telework Agreement

1. The teleworker is responsible for any costs
associated with home renovations required for a
home office, including physical installation of
phone lines, Internet connections, and electrical
upgrades.

2. The teleworker shall maintain a designated
workspace that meets the department’s normal
workplace occupational health and safety standards
for the home office.
3. A safety checklist, completed by the employee,
may be attached to this arrangement.
4. The teleworker shall promptly report all
work-related accidents to the employer or a
designate of the employer.

5. The teleworker shall not hold business meetings
with clients or stakeholders at the telework place.

6. The teleworker shall make the home office accessible
for on-site visits by departmental representatives for
safety inspections, accident investigation, equipment
audits and other business-related matters upon
24 hours notice or less if agreed to.

7. The teleworker is responsible for any insurance
needed for the telework arrangement.

8. The teleworker is responsible for any costs associated
with travel to the office, including trips to the office
on any of the "home" workdays.
9. Proper authorization must be obtained for any
telework-related expenses.
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This arrangement may be terminated by either party
upon reasonable notice. As well, this arrangement
must automatically be reviewed if the teleworker is
transferred to a new position.
Signed:

Teleworker: _____________________

Employer: ______________________
Date: __________________________

[Adapted from: Government of Saskatchewan, Human Resources Manual:
www.gov.sk.ca/psc/hrmanual ]
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A more detailed sample agreement may
include the following:

Sample B: Agreement Between the Employer and
an Employee for a Telework Arrangement
1. Participation

Employee agrees to work and follow all applicable
policies and procedures. Employee recognizes that the
telework arrangement is not an employee entitlement
but an additional method the agency may approve to
accomplish work.

2. Trial Period

Employee and employer agree to try out the
arrangement for at least _______ (specify time) unless
unforeseeable difficulties require earlier review or
cancellation.

3. Salary and Benefits

The employer agrees that a telework arrangement is not
a basis for changing the employee's salary or benefits.

4. Regular Workplace and Alternative Workplace
Employer and employee agree that the employee's
official workplace is (indicate address for regular
office) and that the employee's approved alternative
workplace is: (specify).

5. Official Duties

Unless otherwise instructed, employee agrees to perform
official duties only at the regular office or agencyapproved alternative workplace. Employee agrees not to
conduct personal business while in official duty status at
the alternative workplace, for example, caring for
dependents or making home repairs.
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6. Work Schedule

The employer and employee agree the employee's
official work hours will be: (specify days, hours, and
location). For flexible work schedules, specify if core
hours are required, and any limits or maximum work
hours that may apply.

7. Time and Attendance

The employer agrees to make sure the telework
employee's supervisor has a copy of the employee's
work schedule (the time and attendance for hours
worked at the regular office and the alternative
workplace).

8. Leave

Employee agrees to follow established office procedures
for requesting and obtaining approval of leave.

9. Overtime

Employee agrees to work overtime only when directed
and approved by the supervisor in advance and
understands that overtime work without such approval
is not compensated.

10. Equipment/Supplies

Employee agrees to protect any employer-owned
equipment and to use the equipment only for official
purposes. The employer agrees to install, service, and
maintain any employer-owned equipment issued to the
telework employee. The employee agrees to install,
service, and maintain any personal equipment used.
The employer agrees to provide the employee with all
necessary office supplies and also reimburse the
employee for business-related long distance telephone
calls (or as arranged).
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11. Security of Business Information

The employee agrees to maintain the required security
arrangements for business information (both paper and
electronic format).

12. Liability

The employee understands that the employer will not
be liable for damages to an employee's personal or
real property.

13. Work Area

The employee agrees to provide a work area adequate
for performance of official duties.

14. Worksite Inspection

The employee agrees to permit the employer to
inspect the alternative workplace during the employee's
normal working hours to ensure proper maintenance
of the organization’s safety standards, or agree to an
alternative arrangement to ensure safety in the
home workplace.

15. Alternative Workplace Costs

The employee understands that the employer will
not be responsible for any operating costs that are
associated with the employee using his or her home
as an alternative worksite, for example, home maintenance, insurance, or utilities.
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16. Injury Compensation

Employee understands he or she is covered under the
organization’s compensation program if injured in
the course of actually performing official duties at
the regular office or the alternative workplace.
The employee agrees to notify the supervisor
immediately of any accident or injury that occurs at
the alternative workplace and to complete any required
forms. The supervisor agrees to investigate such a
report immediately.

17. Work Assignments/Performance

Employee agrees to complete all assigned work
according to procedures mutually agreed upon by
the employee and the supervisor and according to
guidelines and standards in the employee performance
plan. The employee agrees to provide regular reports
if required by the supervisor to help judge performance.
The employee understands that a decline in performance
may be grounds for cancelling the alternative
workplace arrangement.

18. Standards of Conduct

Employee agrees he or she is bound by the organization’s standards of conduct while working at the
alternative worksite.

19. Cancellation

The employer agrees to let the employee resume his
or her regular schedule at the regular office after
notice to the supervisor. Employee understands that
the employer may cancel the telework arrangement
and instruct the employee to resume working at the
regular office. Both parties agree to follow any
applicable administrative or negotiated procedures.
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20. Other Action

Nothing in this agreement precludes the employer
from taking any appropriate disciplinary or adverse
action against an employee who fails to comply with
the provisions of this agreement.
Employee's Signature and Date:

_______________________________________
Supervisor's Signature and Date:

______________________________________
Adapted from: Fort Eustis Civilian Personnel Advisory Center, US Army,
Fort Eustis, VA
http://www.eustis.army.mil/CPAC/Telework/Telework%20Agreement%20
Appendix%20C.doc
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3. Putting it all together – a “Before You
Start” Telework Checklist
Sample
“ B e f o r e Yo u S t a r t ” Te l e w o r k C h e c k l i s t
Item

Date
Completed

Employee has read and agrees to the telework
policy, agreement and guidelines.
Employee and employer have agreed upon health
and safety standards for this arrangement.
The employee and supervisor have agreed upon
a schedule of work (official “office” hours).
Communication means (e-mail, phone) and
availability have been discussed and clearly
understood.
Arrangements for the following equipment and
communication tools have been agreed upon:
•
•
•
•

Computer
Modem or Internet connection
Fax Machine
Telephone and/or dedicated
telephone line
• Workstation (desk)
• Chair
• Other:
Policies for care of equipment issued by the
employer have been explained and clearly
understood.
Policies for ensuring classified, secure, private or
other sensitive information have been discussed
and are clearly understood.
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Sample
“ B e f o r e Yo u S t a r t ” Te l e w o r k C h e c k l i s t
Item

Date
Completed

Work duties, pace of work, and other
performance-based issues have been discussed
and clearly understood.
Other details:

Signature of Teleworking Employee:

__________________________________________

Signature of Immediate Supervisor:

___________________________________________
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Section IV

When Working
From Home
1. Your Occupational Health and Safety
2. Making Telework Work for You
a. Your Daily Rituals
b. Staying Connected with the Office

3. Balance Between Work and Family Life

1. Your Occupational Health and Safety
Under Canadian health and safety legislation, the
employer has a general duty to ensure that the health
and safety of every employee is protected. Several
important points have been covered in Section II of
this guide.

The applicability of the Occupational Health and
Safety Act in private residences varies from one
Canadian jurisdiction to another. You should confirm
with your jurisdiction any requirements that may be
necessary. A list of legislation is located on page 121.
A contact list for government departments responsible
for health and safety is located on page 129.

2. Making Telework Work for You
a. Your Daily Rituals

While you may not have to leave the house to get to
work each day, it is still important to keep to a “work
day ritual”. Some tips for working at home include:
❚

❚
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Have a specific location where you work.
This place may be a room, or just a corner of a
room, but it is always the place where you do
your work.

Begin and finish at the same time every day you
are working at home. Have a beginning and end
of day ritual. Since there is no longer a “break”
between waking up and going to work, some
teleworkers find it helpful to actually leave the
house and walk around the block before starting
work. You may want to end the day the same way.

❚
❚

❚

❚

❚

❚

Maintain personal hygiene and appearance.

As you would for working in the office, set a
schedule and stick to it. Make a “to do” list and
check your accomplishments at the end of the
day. Stick to deadlines and be disciplined.
Maintain contact with the office. Establish a
routine for contact with your supervisor or
co-workers.

Keep your supervisor informed of your progress
and any difficulties encountered. This contact
includes the need for overtime to complete
projects. It may be helpful to have a set weekly
meeting, especially at the beginning of a new
telework arrangement, to review work done and
what is pending to help facilitate this feedback.

Attend meetings and gatherings at work as often
as possible. This interaction helps keep you from
becoming “invisible”.

Determine what interruptions are okay and which
are not. Tell your friends and family what the
ground rules are.

b. Staying Connected with the Office

Falling “out of touch” with the office is a very
common problem reported by teleworkers. Here are
some suggestions for staying in touch.
❚

❚

Be present at key meetings. If you cannot
change your home schedule to be physically
present at the office that day, participate actively
by using a conference call, video- or web-based
conferencing.

Be flexible. You may have to come into the office
on a day you would ordinarily work at home.
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❚

❚

❚

❚

Make sure everyone knows when and how to
contact you. After you have made arrangements
with your supervisor regarding hours of work,
be sure to communicate these hours to the people
you will be working with. Let them know when
to contact you and which method is best (e-mail,
phone, etc). Establish how to handle urgent issues.
Be clear with your communications. You are not
in the office to explain yourself or see how
people are reacting to your messages. Always
take a minute to review e-mails or to pre-plan
voice messages to ensure your message is
received the way you intend, and not as a
criticism or otherwise.
Don’t be afraid to ask for an “interpreter”.
Ask a friend who is still working in the office to
be aware of office news and to share these
thoughts with you.

Attend social events. Take advantage of special
events such as the Christmas lunch or a retirement
party to stay involved in an unofficial capacity.
Don’t be invisible – join the group for fun events too.

Your Home Office

You will likely have to set up your own workstation.
Be sure it is appropriate for you and the work you are
doing. Section IV of this guide provides details on
this subject. You may have to ban other people from
using your work equipment and workspace.
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3. Balance Between Work and Family Life
Many people think that working at home can help
even the balance between work and family life.
Working at home may – or may not – help with
maintaining this balance. You will still have work
duties to accomplish, but you may find that with the
timesavings in commuting, for example, that more
balance is established.
There are often two main
aspects associated with
work-life balance –
the first is lack of time
and scheduling conflicts,
and the other is feeling
overwhelmed, overloaded
or stressed by the pressures
of multiple roles.

Work

Family Life

Research from Health Canada indicates that there
are four broad categories associated with work-life
balance:
❚

❚

Role overload: This form of work-life conflict
occurs when the total demands on time and
energy associated with the prescribed activities
of multiple roles are too great to perform the
roles adequately or comfortably.

Work-to-family interference: This type of role
conflict occurs when work demands and
responsibilities make it more difficult to fulfill
family-role responsibilities. For example: long
hours in paid work prevents attendance at a
child's sporting event; preoccupation with the
work role prevents an active enjoyment of family
life; or work stresses spill over into the home
environment and increase conflict with the family.
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❚

❚

Family-to-work interference: This type of role
conflict occurs when family demands and
responsibilities make it more difficult to fulfill
work-role responsibilities (e.g. a child's illness
prevents attendance at work, conflict at home
makes concentration at work difficult).

Caregiver strain: Caregiver strain is comes from
many sources and is often defined in terms of
"burdens" in the caregivers' day-to-day lives.

From: Health Canada, (2008), Reducing Work-Life Conflict: What Works?
What Doesn't?
http://www.hc-sc.gc.ca/ewh-semt/pubs/occup-travail/balancing-equilibre/
1-0chap1-eng.php

Be honest with yourself. Teleworking is not a substitute for child
or elder care, nor is it a way to simply save money on commuting
costs. Too much compromise on the part of the employee or
employer can lead to problems and possible failure to meet the
terms of the teleworking agreement.
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Recognition of Stress and Psychosocial Concerns

Job stress can be defined as the harmful physical and
emotional responses that occur as a result of undesirable working conditions. Excessive job stress can lead
to poor health and even injury. Because a teleworker
works in isolation, it may be difficult to find ways to
relieve stress. Be sure you stay in touch with your
co-workers and supervisor in order to maintain good,
clear communications.

Symptoms of stress are often confused with causes of
stress. Both help us recognize the problem. Common
causes of stress include:
❚

❚

❚

❚

Inadequate job
design: Heavy
workload;
infrequent rest
breaks; long work
hours and shift
work; hectic and
routine tasks that
have little
meaning/
relevance;
under-utilized
workers' skills;
and lack of control.

Management style: Lack of participation by
workers in decision-making; poor communication
in the organization; lack of family-friendly policies.
Interpersonal relationships: Poor social environment and lack of support or help from coworkers
or supervisors.
Work roles: Conflicting or uncertain job
expectations; too much responsibility; too many
"hats to wear."
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❚

❚

Unfair treatment: Employment discrimination a leading cause of stress.

Career concerns: Job insecurity and lack of
opportunity for growth, advancement or promotion;
rapid changes for which workers are unprepared.

Early warning signs or symptoms of stress can include:
❚
❚
❚
❚
❚
❚
❚
❚

Headache

Sleep disturbance
Self-isolation
Short temper

Job dissatisfaction

Loss of interest in work
Self-blame

Depression

Find ways to help yourself – as an employee you still
have access to any programs the employer may offer,
such as employee assistance programs (EAPs), and
human resources professionals.
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Section V

Your Health and Safety
1. Employer’s Responsibility for Teleworkers
Health and Safety
2. Workstation Ergonomics
a. Symptoms of Work-related Musculoskeletal
Disorders (WMSDs)
b. Stages of WMSDs
c. Preventative Measures to Control WMSDs

3. Work Design
a. Work Surface
b. Chair
c. Workstation Layout
d. Using a Laptop Computer
e. Working at Various Workstations/“Hotelling”

4. Work Organization
5. Manual Material Handling (Lifting,
Pushing/Pulling, etc.)
a. Guidelines for Lifting and Transferring Boxes

1. Employer’s Responsibility for
Teleworkers Health and Safety

As with all other health and safety responsibilities,
the employer should be able to show due diligence.
That is, the employer is responsible for ensuring the
employee knows and understands what is involved in
their job, their health and safety rights and responsibilities, the telework agreement, and be given
guidance on the practical considerations of telework.
This includes:
❚
❚
❚
❚
❚

A safe working environment
Adequacy of workstation

Proper lighting, ventilation, heating/air conditioning
Availability of first aid supplies
Emergency contact

The employer is also responsible to ensure:
❚

❚

❚

Hazardous substances including controlled
products are labelled appropriately
Material safety data sheets are available to
employees

Workers are trained in WHMIS (Workplace
Hazardous Materials Information System)

The following self-assessment checklist may help
facilitate understanding what is required for health and
safety, as well as provide action items to be discussed
and resolved.
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Sample Self Assessment Checklist for Workstation Health and Safety

Sample
Self-Assessment Checklist
Employee Name:

Worksite address:

Safety Assessment

Yes

No

Is the office space neat, clean, and free of
hazardous material?
Are floor surfaces clean, dry, level, and free of
worn or frayed seams?
Are carpets well secured to the floor and free of
frayed or worn seams?
Are temperature, noise, ventilation, and lighting
levels adequate?
Are aisles, doorways, and corners free of
obstructions to permit visibility and movement?
Are file cabinets and storage closets arranged so
drawers and doors do not open into walkways?
Are all stairs with four or more steps equipped
with handrails?
Is all electrical equipment CSA-approved and in
good condition?
Are the phone lines, electrical cords, and
extension wires properly secured?
Is there an adequate number of smoke
alarms/detectors?
Is there a fire extinguisher?
Do you know how to operate a portable
extinguisher?
Other
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I understand that safety inspections may be made of
my alternate work site with prior notice, except in the
case of emergency.
________________________
Employee Signature

____________________________
Printed Name
________________________
Date
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2. Workstation Ergonomics

Ergonomics is the science of “fitting the work to
the worker”. Poor ergonomic conditions refer to
situations where the work involves:
❚

❚

❚

❚

Fixed and constrained postures (those that are
awkward or maintained for too long)

Repetitive movements by the same part of the
body

A force that is concentrated on small parts of the
body, such as the hand or wrist
High rate of repetitive movements that do not
allow sufficient time for recovery between
movements

Because teleworkers are working alone, they may not
get the natural breaks from the computer that regular
office workers have such as attending meetings,
walking to get supplies or to the printer, filing and
clean-up, etc. It is even more important to be aware
of the impact of poor ergonomics and try to prevent
overuse injuries.
Such work conditions result in Work-related
Musculoskeletal Disorders (WMSDs). WMSDs are
known by many different names such as:
❚
❚
❚
❚
❚
❚

Repetitive Motion Injuries (RMI)
Repetitive Strain Injury (RSI)

Cumulative Trauma Disorders (CTD)
Overuse Syndrome (OS)
Over-Exertion Injury

Musculoskeletal Injury (MSI)
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Examples of Ergonomic Hazards at Work
Hazard Type

Causes

Prevention

Eye strain/
headaches

• Poor lighting
• Glare/flicker on
screen
• Awkward posture

• Adequate lighting
• Proper workstation
design
• Equipment maintenance

Musculoskeletal
disorders
(WMSD)

• Repetitive tasks
• Awkward or rigid
posture
• Poorly designed
• Incorrectly placed
computer monitors
and equipment
• Improper manual
material handling
techniques

• Proper work station
• Adequate job design
• Comfortable workstation
• Training in proper
lifting procedures
• Adjustable chairs
and equipment
workstations
• Scheduled breaks

Symptoms of Work-related Musculoskeletal
Disorders (WMSDs)

WMSDs often affect the wrists, shoulders, neck,
muscles and joints. Awkward body postures generally
affect the back, legs, hips, ankles and feet.
The following are some of the warning signs:
❚
❚
❚
❚
❚
❚

❚
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Pain, burning or aching
Fatigue

Tingling, numbness

Loss of grip, clumsiness
Stiffness

Reduced control or coordination of body
movements

Hypersensitivity (tenderness to the touch)

The following table summarizes symptoms of some common injury types.
Type of
Injury

Example of Disorder

Symptoms

Muscle

Sprains, strains, torn muscles

Pain; difficulty in turning,
bending and moving the muscle.

Nerve

Carpal Tunnel Syndrome
(CTS)

Compression of the median nerve
as it enters the palm of the hand
through the carpal tunnel. The symptoms are pain and numbness in
the index and middle fingers and
difficulty in gripping things.

Thoracic Outlet Syndrome

Pain, arm weakness, and numbness in the arms and fingers as a
result of the squeezing of the
nerves and blood vessels
between the neck and shoulders.

Tendonitis

Pain mainly in the hands and
wrist due to inflammation of the
tendon as a result of overuse.
Tendons are fibre bundles that
attach muscles to bones.

Tenosynovitis

Inflammation of the tendon sheath
producing pain and swelling. It
may result from loss of lubrication
in the bone joints as a result of
repetitive and excessive hand
movement.

Ganglion Cyst

An inflamed tendon sheath may
swell with lubricating fluid. This
swelling causes a bump under
the skin called a ganglion cyst.

Bursitis

Restriction and pain in joint
movement as a result of deficient lubrication at a bone joint,
for example at the shoulder.

Tendon
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3. Three Stages of WMSD

The following table illustrates the stages of WMSD.
If changes are not introduced to improve the working
conditions, WMSD may develop into a permanent injury.

WMSD: Stage 1

WMSD: Stage 2

WMSD: Stage 3

Aching and tiredness
of affected limb
during work

Recurrent aching and
Aching, fatigue and
tiredness increasingly
weakness persist at rest
occurs earlier in the work
shift and persists longer

Aching not present
overnight or during
days off

Symptoms persist
overnight and may cause
disturbances of sleep

Pain occurs with nonrepetitive movement

Reduced capacity
for repetitive work

Unable to perform light
duties

Difficulty with
non-occupational tasks

No physical signs

Physical signs may be
present

Physical signs are
present

Reversible

Often reversible

May not be reversible

Preventive Measures to Control WMSDs

In an office workplace, ergonomic hazards (risk of
WMSD) arise because of:
❚
❚
❚
❚
❚
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Inadequate workstation design
Inadequate work organization

Inadequate tools, equipment, furniture design
Manual material handling

Inadequate work environment: temperature,
humidity, lighting, noise, etc.

Tiredness / Overall Deconditioning

Headaches
Eye strain
Blurry, itchy eyes
Dryness

Stiff neck

Tense, hunched
shoulders
Tendonitis, CTS

Low back
pain
Cramped fingers

Tennis/golfer
elbow
Varicose veins
Swollen legs

4. Workstation Design

Workstation design includes:
❚
❚
❚
❚
❚

Work surface (desks)
Seats (chairs)
Accessories

Workstation layout
Working space
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Work Surface

The work surface is the desk, table or bench where the
task is being performed. If the work surface is too high
or too low for the body and the task being done, then the
individual is required to perform the tasks in an awkward
body position.
The chair and/or work surface height should be adjusted
properly to suit the individual and the type of work.

Good body position

Awkward body position

For typing and keyboarding, the work surface should
be about the height of the elbows with the arms hanging
straight by the sides.
For writing and reading, the work surface should be
about 5 cm (2 inches) above elbow height.
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If the work surface is not adjustable, then the seat
height should be adjusted so that the elbows are
about the same height as the top of the work surface.
The thighs should be horizontal. If the feet are not
resting flat on the floor, use a footrest.
MAKE adjustments so work surface is at the
correct working height

ENSURE that work surface is large enough to
hold the materials needed
AVOID cramping legs under a work surface
AVOID over-reaching and twisting

STORE frequently used items within easy reach

DO NOT STORE materials under the work surface

Chair

CHOOSE a chair with:
❚
❚
❚
❚

❚

❚

❚

❚

Adjustable height, seat, arm rests and backrest
Five castors (wheels) for easy movement

A backrest that is shaped to support the lower back
Seat height that does not put pressure on back of
the thighs
Seat that curves downwards at the front edge to
prevent pressure on the back of the legs
A swivel mechanism so that twisting can be
avoided

Arm rests that do not prevent the chair from
being drawn up to the desk or interfere with
natural movement
A non-slip, breathable seat fabric.
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To ADJUST the chair:

TIGHTEN the chair backrest so that it does not
give way with body weight.
ADJUST the chair to suit your height and
your workstation height.
STAND in front of the chair. Set the
height so the highest point of the seat
is just below the kneecap.
SIT so that the clearance between
the front edge of the seat and the
lower part of the legs just fits a
clenched fist.

ADJUST the backrest of the chair so that it
supports the hollow of the lower back.

SIT upright with your arms hanging loosely by your
sides. Bend your elbows at about a right angle
(90 degrees) and adjust the armrest(s) height until
they barely touch the undersides of the elbows.

REMOVE the armrests from the chair if this level cannot
be achieved or if armrests, in their lowest adjustment,
elevate your elbows even slightly. If possible, also
adjust the work surface to about the height of
elbows with the arms hanging straight by the sides.
RAISE the chair to get the proper arm and
upper body position when using a
fixed height work surface.

ADJUST chair height so elbows are about
the same height as the work surface.

USE a footrest if the feet cannot
rest flat on the floor or if there is
pressure on the back of the legs.
The footrest should be
adjustable and support the
whole foot.
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DIFFERENT office tasks will require different
equipment, accessories and layouts. However, the
process for adjusting the chair remains the same
for many set-ups in a typical office environment.

Alternative Chairs

1. Forward Sloping Chair

These chairs include a mechanism that tilts the seat
pan forward 5° to 10°.
Advantages
❚
❚
❚

❚

Increases the number of possible positions
Provides better alignment for spine

Improves visual distance and angle to the task
on worktable
Improves head position

Decreases pressure on internal organs

Disadvantages
❚

❚

❚

❚

❚

May exaggerate lumbar
curve of the spine

Places more weight on
legs and arms to control
forward tilt of the upper
body and may result in
earlier development of
fatigue

e

Slid

May cause clothing to
slide up legs

May cause the body to
slide forward

Slide

Thrust
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2. Kneeling Chair

These chairs include fixed seat sloping at 30° forward and padded support for knees.
Advantages
❚

❚

❚

Provides proper
alignment for the spine
May be good for some
people if fitted to the
individual

Provides considerable comfort for short periods
of time
Thrust

Disadvantages
❚
❚
❚
❚

Causes shins to bear weight

Over-flexes knees and ankles

Limits the number of possible sitting positions
May cause fatigue to develop sooner
❚
❚

May cause clothing to slide up legs

Makes getting in and out of the chair
inconvenient

Reduces the range of reaches

3. Saddle Chair
(Sit-stand seat)
A saddle chair is useful
where a person can
work by alternating
between sitting and
standing positions.
A saddle chair reduces fatigue by
decreasing muscular effort.
❚
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Workstation Layout

ARRANGE work in a semi-circle.

POSITION tasks within easy reach.
USE a swivel chair:
❚

❚

❚

To reduce body twisting,

To allow easy movements, and

To reduce side-to-side motions.
ional work ar
ea
ca s
c
O
u al
Us

work ar

ea

Swivel
chair

50 cm

80-100 cm

25 cm

USE sloping worktables, wherever possible, to:
❚

❚

Reduce bending, and

Encourage an upright position while sitting
or standing.
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Examples of Ergonomic Hazards at Work

Items

Check for

Tips for improvement

Lighting

Is the lighting level in your
office suitable for using
your screen?

Check level of lighting.
Consider additional lighting.
Task lighting may be needed.

Are the lights fitted with
diffusers (shields to
prevent glare)?

Check if lights have diffusers.

Is your line of vision free
from bright lights,
windows, reflections,
or mirrors?

Consider repositioning computer
if necessary.

Diffusers are light covers such
as that spread the light evenly.

Check if windows have adjustable
blinds to control the light.
If possible, move the monitor so it
is at right angles to the window.
Use a flat screen monitor as they
tend to have less glare or reflections.

Monitor

Can your monitor swivel
and tilt?

Use these features to reduce glare
and reflections.

Is your screen’s image
clear and stable?

Check if vision test is needed.
If screen flickers, adjust the screen
frequency thorough the control
panel on your computer.

Is the screen brightness
and contrast adjustable?

Check the monitor. Most monitors
have controls to adjust brightness
and contrast.

Is the screen clean?

Use anti-static cleaning solution to
clean the screen regularly.
Liquid crystal display screens
should only be dry wiped.
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Items

Check for

Tips for improvement

Monitor
cont’d

Is the screen directly in
front of you?

If the screen is to one side the
slight twisting can cause headaches
and neck, back or upper limb pain.

Keyboard
and Mouse

Does the keyboard work
properly – without the
keys sticking?

A keyboard with keys that are
sticking can be a cause of upper
limb pain.

Are the keyboard symbols
legible?

Check and replace keyboard if
necessary.

Does the mouse work
properly?

If a mouse is difficult to move easily
this can be a cause of upper limb
pain.

Where is the mouse
positioned on the
workstation?

Placement of the mouse can be
varied and up to the individual –
for example, placing the cordless
mouse between the keyboard and
user will reduce overstretching of
the arm and shoulder.

Is your desk large enough
to allow you to arrange
your screen, keyboard
and papers easily?

Most modern work surfaces are
large enough but older desks may
not be.

Desk Area

The area may need to be tidied or
re-organized to accommodate the
most necessary equipment and
place them in the ideal positions.
Do you have space to vary Ensure that the area under the
your working posture and work surface is clear.
get into a comfortable
position?
An old style desk with fixed
drawers may not be suitable for
computer use. Alternatively, using
a dining or kitchen table is often
too high for correct arm
placement when keyboarding.
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Items

Check for

Tips for improvement

Desk Area
cont’d

Is there enough space in
front of the keyboard to
support your hands and
arms?

Most modern work surfaces have
enough space.

Are all electrical and
telephone cables tidy
and secure?

Ensure all cables are secure to
prevent accidents.

Is your chair stable and
on a 5-star castor base?

Check and replace chair if necessary.

The computer may need to be
repositioned.

Chairs must be stable and allow
freedom of movement.
Seating

Is the seat height
adjustable?

Chairs must have height
adjustment so the chair can be
raised to a height that ensures the
forearms are horizontal to the
keyboard.

Is the seat back
adjustable?

Chairs must have a backrest that is
adjustable independent of the seat
so the back can be supported.

Do you know how to
adjust your chair?

There are usually 4 or 5
adjustments on a standard chair:
1. Chair height
2. Backrest height
3. Backrest tilt
4. Seat tilt
5. Lumbar support

Are your forearms
positioned horizontal to
the keyboard (elbows
near 90 degrees to the
keyboard)?

Adjust the chair so that your
forearms are horizontal to the
keyboard. Use a footrest if
necessary if you have to raise the
chair and your feet are no longer
comfortably on the floor.
If forearms are not horizontal to the
keyboard it can cause neck, back or
upper limb pain.
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Items

Check for

Tips for improvement

Seating
cont’d

Do you use a document
holder?

A document holder beside the
monitor can prevent excessive
neck and head movements.

Are your feet supported
once your chair has been
adjusted to the correct
height?

A footrest ensures support for the
lower back.

Is the noise level such
that you can easily carry
out a conversation?

Recommended noise level in
private office is 45 dB(A)
[A weighted decibels]

Work
Environment

Source: Canadian
Standard CSA Z412-00
Generally, is the
temperature in the office
suitable for comfortable
working?

Optimum temperature ranges for
summertime are 23-26°C at 50%
relative humidity. The wintertime
range is 20-23.5°C at 50%
relative humidity.
Source: Canadian
Standard CSA Z412-00

Can you arrange to work
away from the screen for
at least 10 minutes in
each hour?

Some work away from the screen
is important – especially if health
problems have been reported.

Are you comfortable
using all the required
software packages?

Ensure training is provided for
using all the required software
packages.

Do you experience
headache after working
at your computer for a
reasonable period?

Ensure that:
Lighting level is suitable. Use a
desk lamp rather than overhead
lights, if necessary.
Eliminate reflections on the
monitor screen.
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Items

Check for

Work
Environment
cont’d

Tips for improvement
Eliminate reflections on the
monitor screen.
Screen is directly in front of
the user.
Get an eye examination regularly.
The screen is at eye level.
Document holder is adequate to
prevent excessive head movements
when entering data from a
document to the screen.
Take regular rest breaks from
the screen.

Musculoskeletal
Concerns
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While at your computer,
do you ever experience
any tingling or numbness
in you hands, wrists or
arms?

Ensure that:
1.Screen is directly in front
2.Keyboard works properly
3.The mouse works properly
4.The mouse is positioned
as close to the keyboard as
possible so the arm is in a
natural line to avoid reaching
or twisting
5.There is enough space in
front of the keyboard
6.Forearms are horizontal to
the keyboard
7.Use a wrist rest and padded
mouse pad only when
necessary

Items

Check for

Tips for improvement

Psychological Are you generally able to
Stress
cope with your workload
without experiencing
undue stress or tension?

Discuss workload, duties and
deadlines with your supervisor.

Health
Concerns

Ensure that you have an eye test
at least every two years.

While working, do you
experience dry or sore
eyes?

Inform manager and health and
safety committee, if available.

Blink more often and look away
from the screen every 10 minutes
and focus on something at a
different distance (wall, picture,
window, etc) for a few seconds.
Increase humidity in the room by
introducing plants.
Do you ever receive
electrical/static shocks
from your equipment?

Static shock can be reduced by
avoiding nylon clothing.
Rubber soled shoes may help Obtain rubber mat if necessary.
Ensure screen is cleaned with
anti-static cleaning fluid.

Do you have adequate
emergency preparedness
equipment?

First aid kit
Fire extinguisher
Smoke alarm
Contact telephone numbers
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Tips for Using a Laptop Computer

Occasional Users (not at a workstation)

FIND a chair that is comfortable and that you can sit
back in.
POSITION your laptop in your lap for the most
neutral wrist posture.
ANGLE the laptop so that you can see the screen
without bending your neck.

Full-time Laptop Users (at a workstation)

POSITION the laptop on your desk in front of you
so that you can see the screen without bending
your neck.
USE a separate keyboard and mouse.
USE a tilting keyboard to ensure a wrist neutral
posture, if necessary.
PLACE the mouse on an adjustable position
mouse platform.
FOLLOW the posture guidelines for working on
a computer workstation.

Working at Various Workstations/“Hotelling”

It is always best if you can have a workstation that is
adjusted for yourself. However, if you have to use a
shared workstation (for example, when reporting to
the office), be sure you know how to:
❚
❚
❚
❚
❚
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Adjust the chair

When to use (or not use) a foot rest

Adjust the height and angle of the monitor
Adjust the keyboard and tray, if possible

Use lighting options, where possible (individual
light sources vs. overhead lights, pull blinds on
windows, etc.)

You may not be able to make adjustments to every
piece of equipment at the workstation, but some
modifications are fairly easy to make and will help
reduce your WMSD risk.
Be creative! You may be able to make some minor
temporary modifications – a textbook or telephone
book can raise the height of a computer monitor.
A box (at the right height) or a phone book can be
used as a footrest. When making modifications,
always be careful that you are moving and lifting
objects correctly. Do not create additional hazards
by trying to make modifications.
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5. Work Organization
Teleworkers often do the same type of work at home
for their entire workday with most of the time spent
at a computer workstation. They also do not have the
natural breaks that occur in an office environment.
Maintaining a good pace of work with breaks (both
work and rest breaks) that provide a range of body
movements is very important.
In general, work organization determines what jobs
to do and how to do them. It gives the individual
flexibility to vary their body positions and reduces
the time spent doing the same repetitive or forceful
movements. Important components of good work
organization are:
❚
❚
❚
❚
❚

Work pace,

Training and education,
Rest breaks,

Adjustment periods, and
Work breaks.

Work Pace

A work pace that is too fast does not allow the body
enough recovery time between repetitive or forceful
movements. This lack of recovery time increases the
risk of developing WMSD.

A good work pace should be determined by the joint
efforts of management and workers. Such efforts can
help to establish reasonable work quotas, schedules
and goals that meet specific needs. Incentive systems
that reward workers for the quality of work also tend
to encourage a good work pace. On the other hand,
incentives based on the amount or quantity of work
only are likely to increase the risk of error, poor
quality and WMSDs.
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Work Breaks

Work breaks are the times when we stop working on
one task and start another, allowing us to use different
parts of the body. Work breaks can help prevent
WMSD by allowing us to rest, stretch or change body
positions when we need to. For continuous computer
work, a work break of 5 to 15 minutes per hour is
generally recommended.

Rest Breaks

Rest breaks are the times we stop working. We should
use this time to stretch and change body positions.

Adjustment Periods

An adjustment period is the time we need to get
“in shape” when we return to our job after a long
absence or when we start a new job. This time should
allow us to build up muscle strength before we work
at full capacity. The length of an adjustment period
depends on the type of job.

Training and Education for Task Performance

Training and education are important for working
safely and keeping well. Even the best work organization and workplace design cannot prevent WMSDs if
the training and education program is not adequate.

The contents of the office ergonomics training should
include risk factors that can cause WMSDs and proper
work practices to prevent WMSDs. Also, people must
learn how to adjust their chair, desk, monitor, keyboard, mouse and workstation in general to prevent
WMSDs. Being able to make these modifications on
your own is even more important to a teleworker.
To be successful, the training program must be
organized, consistent and ongoing. Everyone should
be involved, including workers, managers, and health
and safety representatives.
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6. Manual Material Handling (Lifting,
Pushing/Pulling, etc.)
Office work may involve moving boxes, suitcases,
and other heavy or awkward objects. Teleworkers
may periodically transfer books, documents, etc.
between the workplace and the home office. These
activities pose a risk of Work-related Musculoskeletal
Disorders (WMSDs), especially for back injuries.

Guidelines for Manual Material Handling
LOWER the weight of the load by:
❚
❚
❚

Reducing the size by repacking,

Reducing the number of objects in a box, or

Seeking help from other people to lift very heavy
loads.

MAKE the load easier to handle:
❚

❚

❚

❚

❚
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Change the load’s size and shape so that the
centre of gravity can be carried near the body

Store the load at or above hip height but below
shoulder height to avoid the need to bend or
reach above shoulders

Get help from other people or use a mechanical
device to move the load

Drag or roll the load with material handling aids
such as carts, rope, or slings
Transfer the weight of the load to stronger parts
of the body using handgrips, straps or belts

USE adequate storage techniques to ease material
handling:
❚
❚

Store loads at waist level

Use wall brackets or shelving of appropriate
height

REDUCE the distance a load is carried.
REDUCE the number of lifts:
❚
❚

Assign more people to the task
Use mechanical aids

Rearrange the storage or work area.

REDUCE twisting of the body:
❚

❚
❚
❚

Keep all loads in front of the body,

Allow enough space for the whole body to turn,

Turn by moving the feet rather than twisting the
body, and
Minimize bending to lift or shift a load.

DO NOT TWIST while lifting, moving, pushing or
pulling a load.
❚

DO NOT BEND to the side during manual handling.
DO NOT SHIFT or raise a heavy load with outstretched arms.
DO NOT CARRY loads a long distance.

DO NOT SWING and throw heavy loads.
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Guidelines for Lifting Boxes
Store boxes at
waist height

DO NOT BEND over and
try to lift box all at once

To lift from the ground

1

Raise box
upright

4

Rest box on edge
of knee of the
other leg

2

Put one knee
against box

5

3

Pull box up
the leg

Stand upright

Carry the load
with your back in
upright position
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6

Guidelines for Transferring Boxes
1

3

Pull material
towards you.

2

Transfer your
weight to the
lift side.

Lift only to
level required.

4

5

Shift weight
to your
other leg

Push material
into position
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Section VI

Other Health and Safety
Concerns and Preventive
Measures
1. General Work Environment
2. Personal Safety and Security
3. Potential Safety Hazards in Offices
4. Electrical Safety
5. Slips, Trips and Falls
6. Effective Housekeeping Program
7. Safety When Driving

1. General Work Environment
The work environment includes:
❚
❚
❚
❚

Ventilation
Noise

Temperature and Humidity
Lighting.

Ventilation

For a regular workplace, acceptable ventilation
standards are defined in the building code. Provincial
or territorial governments regulate their own building
codes. The ASHRAE 62-2004 standard by the
American Society of Heating, Refrigeration and
Air-Conditioning Engineers is referenced in most
building codes. This standard lists the required
minimum rate of outdoor air intake for different types
of workplaces. For offices, the required minimum rate
of outdoor air intake is 20 cfm (cubic feet per minute)
per person or 10 litres per second per person.

Noise

Industrial noise regulations are intended to prevent
hearing loss and allow a sound level of 85 A-weighted
decibels (dB(A)) - 90 dB(A) for an 8-hour workday.
These limits are set to prevent noise-induced hearing
loss. Office noise is usually not loud enough to cause
hearing loss. There are guidelines for limiting office
noise but there are no legal requirements. The main
objectives of the office noise guidelines are to
prevent:
❚
❚
❚
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Interference with verbal communication
Annoyance and stress

Interference with concentration in the
performance of mental work.

Taking all these factors into account, it is generally
recommended that noise levels in an office should be
about 50 dB(A).

Guidelines for Noise Control
SELECT quiet equipment
ENSURE that
equipment is well
maintained

ISOLATE noisy
equipment from
general work areas

USE soundabsorbing
materials, such as carpeting, or curtains

Temperature and Humidity

To have "thermal comfort" means that a person
wearing a normal amount of clothing feels neither too
cold nor too warm. Thermal comfort is important both
for one's well-being and for productivity. It can be
achieved only when the air temperature, humidity and
air movement are within the specified range - often
referred to as the "comfort zone".

Maintaining constant thermal conditions in offices is
important. Even a minor deviation from the comfort
zone may be stressful and affect performance and
safety. Workers already under stress are less tolerant
of uncomfortable thermal conditions. The home-based
worker will obviously have more control over their
environment.
Generally speaking, office environments are most
comfortable at the following temperature ranges:
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Temperature/Humidity Ranges for Comfort

Lighting

Both intensity and quality of lighting (illumination)
are important. Common lighting problems include too
much light, too little light, glare and shadows. In order
to see fine objects and read in poor lighting, people
will often use awkward body positions. These awkward positions contribute to musculoskeletal injuries.
Lighting should be evenly distributed throughout the
workstation and should not create glare or shadows.
Often, computer users report eyestrain, a burning
sensation in the eyes, blurred vision, eye irritation,
dry eyes and headaches. Contributing factors include:
❚

❚
❚
❚

❚
❚
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Non-adjustable workstations where reading
materials are too far away
Poor image quality on computer monitors
Inadequate lighting, glare and shadows

Low humidity that causes the eyes to become
dry, itchy and irritated
Uncorrected vision

Poor job design that results in long periods of
visually demanding tasks.

Preventing Vision Problems

POSITION work so that it is easy to see.
Use adjustable chairs, well-positioned computer
monitors, adjustable work surfaces and task lights.
USE legible source documents and computer
monitors with good image quality.

MAINTAIN adequate humidity levels to prevent
dry eyes.

ENSURE eyes are examined regularly to avoid
problems of uncorrected or improperly corrected
vision. People who work with monitors may require
a special prescription to be able to read at an intermediate distance that bifocals cannot accommodate.
ENCOURAGE frequent changes in body position by
varying tasks and using good work/rest
schedules.

POSITION the desk so that the window is to the side
of the worker.

POSITION desk so that ceiling lights are to the sides.
Avoid placing desk where light fixtures are directly
in front.
ADJUST window blinds or drapes to control light
levels and glare.

✓
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USE low reflective finishes and neutral colours on
walls and furniture. The colour and finish of a
surface determines how much light it reflects.

USE adjustable task lights to increase light levels
when needed. Older workers may need more light.

REPLACE flickering fluorescent tubes and maintain
fixtures properly.

LOOK up and away from work frequently to rest the
eyes.

WORK from good quality copy that has good contrast
and is easy to read. Higher light levels are required
for poor copy quality.

Computer/VDT Workplace Ergonomic Checklist

Workstations must accommodate the individuals using
them. Home offices are no different – they should not
be a mix of “make do” furniture if they are to be used
for longer term or permanent teleworking. Below is a
checklist that can be used to identify potential
problems with computer/VDT workstations.
“YES” indicates an acceptable arrangement.

Checklist for Computer Workstation

“NO” indicates a potential problem that requires
adjustment or changes in the workplace or job design.
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❑

❑

❑

❑

❑
❑

❑
❑

❑

❑

❑

❑

❑

❑

❑
❑

❑
❑

❑

❑

❑

❑

❑
❑
❑

❑
❑
❑

❑

❑

❑

❑
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❑
❑
❑
❑

❑
❑
❑
❑

❑

❑

❑

❑

❑

❑

❑
❑
❑

❑
❑
❑

❑

❑

❑

❑

❑
❑

❑
❑

Computer Mouse: Selection and Use

There are many different designs of computer mice
available. Try different models and see which suits
your needs. A cordless mouse is highly recommended
because there is no cord to get in the way.

Shape and size:
❚

❚

❚

❚

Choose a mouse that fits your hand. Many people
find the "teardrop" shape comfortable (Figure 1).
Choose a flat shaped mouse (reduces wrist
extension)

Choose a mouse that is shaped the same on both
sides
Avoid a curved mouse

(Figure 1)

A larger mouse that still fits in the palm of your hand
helps you use your larger arm muscles rather than the
smaller wrist muscles, which tire easily and are more
likely to experience Workplace Musculoskeletal
Disorders (WMSDs).

Buttons:
❚

Choose a mouse with buttons that respond to a
light touch so that you don't have to press too
hard to make it work, but one that isn't so
sensitive that you hardly have to press it to
activate it.
79

❚

❚

Choose a mouse with buttons that neither cramp
the fingers nor spread them out too far apart.
Choose a mouse with a "drag lock" or "click
lock" function.

Reducing the risk of sore muscle, fatigue, or injury
while using the mouse
A well-designed workstation with a properly selected
computer mouse helps prevent discomfort and injury.
Follow the suggestions below for the safest way to use
the mouse and prevent such problems.
❚

❚

Don't squeeze the mouse. Hold it loosely in your
hand with a relaxed grip. A tight grip will not
help you position the pointer any better or faster.

Keep your wrist straight. Your forearm, wrist,
and fingers should all be in a straight line (Figure 2).

(Figure 2)
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❚

❚

❚

❚

Protect your wrist - do NOT use a wrist rest.
Using a wrist rest puts more pressure on the carpal
tunnel in your wrist, which can cause painful Carpal
Tunnel Syndrome (CTS). Using a wrist rest also
restricts the flow of blood to and from your hand.

Keep the mouse clean. If the mouse becomes jumpy
or less sensitive, the problem may be a build-up of
dust on the rollers.
Alternate the hand
using the mouse,
if possible.
Use the shortcut
and function keys
on the key board
instead of the
mouse whenever
possible.
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2. Personal Safety and Security

Personal safety and security can be a concern when
working at home as the employee may be alone all
day. A person is considered to be “working alone”
when:
❚
❚

They are by themselves

They cannot be seen or heard by another person

Treat the home office as you would any workplace,
and always be mindful of your security.

Tips for Working Alone from Home
Do:

❚

❚

Position your office as close to the front entrance
of your house as possible.
If you must locate your office elsewhere
(e.g. the basement, upstairs or the rear of your
home), conduct business meetings with clients
in the front room.

Coffee Shop

Seating
available

❚
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When meeting clients for the first time, meet
them away from the home office to help
deter mine if you feel comfortable having them
in your home. If you are uncomfortable for any
reason, do not invite them to your home office.

❚

❚

❚

❚

❚

❚

❚
❚

❚

❚

❚

Before you meet with a new client, check with
the person who referred them to you.

Holding meetings at an off-site, more public
location if you have concerns. Try your regular
workplace, a restaurant, coffee shop, hotel lobby,
or the client’s workplace, if appropriate.
Always take your cell phone with you and keep
it in a place you can access quickly.
Be alert and make mental notes of your
surroundings when you arrive at a new place.

If you are having a meeting in your home office,
use check-in procedures (see pg. 84).
Regardless of where you conduct business,
arrange yourself so that a visitor cannot block
your access to an exit.
Avoid displaying valuables in the room.

Think ahead and have solutions for situations that
might be uncomfortable. Avoid getting yourself
into unsafe or potentially unsafe situations.
If you have equipment that requires servicing,
try to schedule the appointment when a family
member or neighbour can be there or use
established check-in procedures.

If someone is scheduled to visit your home office
from another company, call the company in
advance and verify the visitor’s information.
If someone is in your home office and you feel
uncomfortable, excuse yourself to make a phone
call:
❚

❚

Make the call in their presence so it can be
overheard.

Call a neighbour or family member and
make it sound as if you are expecting them
to arrive at your office soon.
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❚

❚

❚

❚

❚

❚

Do Not:
❚

This strategy will make it easier to end the
current meeting and let the client know you will
not be alone soon.

Have emergency and/or critical contact numbers
on speed dial and always be positioned near your
phone.
Tell your supervisor about any feelings of
discomfort or apprehension about an up-coming
meeting.

Arrange, in advance, to have an emergency
contact that you can call if you feel threatened.
Decide on a code word that will indicate that you
are in need of assistance.
Consider installing a security system with a
panic alarm.
Contact your local
police department
and ask if they offer
residential security
inspections.
Ask for additional
suggestions regarding
home office security.

Do not enter any situation or location where you
feel threatened or unsafe.

If you work alone, call or have someone you can
contact every day. You may wish to set a schedule for
this contact.

Example Check-In Procedure
❚
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Prepare a daily work plan so it is known where
you will be and when. This is especially
important if you also visit clients or do business
outside the home office.

❚

❚

❚

❚

❚

❚

Identify one main person to be your contact at
the office, plus a back up.

Define under what circumstances you will check
in and how often.
Stick to the call-in schedule. You may wish to
have a written log of contact.

Arrange to have a local person (e.g., family or
neighbour) call or visit periodically to make sure
you are okay.
Pick out a code word to be used to identify or
confirm that help is needed.

Develop an emergency action plan to be followed
if you do not check-in when you are supposed to.
Above all, trust your instincts when you feel
something is not right.

Preventing Internet Harassment or Cyberbullying
Many home office workers do their work using the
computer and the Internet. Increasingly Internet
harassment is being identified as a concern.

Internet harassment, also referred to as “cyberbullying”,
is the term used to describe the use of the Internet to
repeatedly harass, threaten, or maliciously embarrass.
It can involve behaviours such as:
❚
❚

❚
❚
❚

Sending unsolicited and/or threatening e-mail.

Encouraging others to send the victim unsolicited
and/or threatening e-mail or to overwhelm the
victim with e-mail messages.
Sending viruses by e-mail (electronic sabotage).
Spreading rumours.

Making defamatory comments about the victim
in public discussion areas.
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❚
❚

❚
❚
❚

❚

Sending negative messages directly to the victim.
Impersonating the victim online by sending an
inflammatory, controversial or enticing message
which causes others to respond negatively to the
victim.
Harassing the victim during a live chat.

Leaving abusive messages on Web site guest books.
Sending the victim pornography or other graphic
material that is knowingly offensive.
Creating a Web page or writing an entry on a
blog that depicts the victim in negative ways.

Prevention Tips:
❚

❚

❚
❚

❚
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Use a gender neutral e-mail address if you have
a choice.

Make your e-mail password at least seven (7)
characters long and ensure that it is a combination
of letters and numbers. The best passwords don’t
spell anything and don’t follow a logical pattern.
Change your password frequently.

Review your e-mail signature (the block of text
that gets added automatically to the end of an
outgoing message). It should provide enough
information about you so that you can be
identified, but not so much that you are providing
your e-mail recipients with personal information.
Use encryption (e.g. PGP (Pretty Good Privacy))
for person-to-person e-mail to prevent someone
from impersonating you or reading your e-mail.
A “frequently asked questions” document about
PGP is available at:
http://www.pgp.net/pgpnet/pgp-faq/

❚

❚

❚

❚

❚

❚

❚

❚

Watch for “red-flags”, for example someone
asking where you live or where you work.

Be very cautious about meeting online
acquaintances in person. If you choose to meet,
do so in a public place and take along a friend or
business associate.

Set up two e-mail accounts. One used for
business correspondence and one that has another
name for use in discussion groups, etc. Change
or cancel your secondary account if you start
receiving too much unwanted mail.
If you want to remain anonymous, DO NOT list
your e-mail address on any Web pages or give
your e-mail address when filling out forms on
Web pages.
Use an anonymous browser to browse the Web.
Web sites collect all sorts of information about
visitors (e.g., what Web browser you used, your
Internet Service Provider and potentially your
e-mail address). Anonymous browsers offer
varying degrees of security, some are free and
some are not.
Discuss your safety and privacy with your
Internet Service Provider. Seek their help and
advice.

Make your Internet Service Provider, discussion
groups and chat networks have an Acceptable
Use Policy (no harassment permitted) and that
the policy is enforced by the administrator of
the site.

Discuss Internet privacy and safety with your
organization’s Internet technology specialist.
Follow any policies or procedures your organization has in place for Internet communication.
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Do Not:
❚
❚

❚

❚

❚

❚

Do not tell anyone your password.

Do not share personal information in e-mail –
even e-mail addressed to a trusted individual.

Do not share personal information in public
spaces anywhere online, nor give it to strangers,
including in chat rooms.
Do not leave your computer logged in and
unattended.

Do not use “out of office” facilities in your
e-mail. If you don’t need to, don’t broadcast that
you are on vacation or on work-related travel.

Do not attack or insult anyone while participating
in discussion groups. If you disagree with the
person, state your position objectively and factually.

3. Potential Safety Hazards in Home
Offices

We do not usually think of filing cabinets, shelving,
storage lockers, bookcases and desks as being dangerous pieces of equipment. However, these familiar
fixtures can occasionally be the source of injuries
ranging from minor cuts to broken bones.

Filing Cabinets
❚

❚
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Load cabinet drawers evenly, starting with the
bottom ones. Never “top load” a filing cabinet.
Fill the bottom drawers first with heavier
material that is used infrequently.
Secure cabinets that are not weighted at the
bottom by bolting them to the floor or wall.

❚

❚

❚
❚

❚

❚
❚

Load frequently used materials in the middle
drawers, between shoulder and knee height.

Open only one drawer at a time to keep the
cabinet from toppling onto you. Ensure all new
filing cabinets have a built-in mechanism to
prevent more than one drawer from being
opened at a time.
Close drawers when they are not in use.

Close drawers slowly, using the handle to avoid
pinched fingers.
Arrange the cabinets so that the drawers do not
open into doorways or hallways.
Do not place heavy objects on top of cabinets.

Do not block ventilation grates with file cabinets.

89

Shelves

ENSURE shelves are securely anchored to the wall.

MAKE sure objects on the shelves are placed where
they cannot fall over.
NEVER climb on shelves - use an approved ladder.

DO NOT overload shelves. If one gives way, it could
bring others down onto you.
DO NOT place heavy objects on overhead shelves.

DO NOT try to catch objects falling from a shelf or
cabinet.

Office Equipment

Most offices have equipment that can cause injuries if
not used safely by trained people. You may have some
of these in your home office. Examples include:
❚

❚
❚
❚

Cutting and binding machines, including paper
shredders.
Equipment for folding and stuffing envelopes.
High speed copiers and printers.

Ladders and other maintenance equipment.

Prevent Injuries
❚

❚
❚
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Train employees on how to use the right
equipment and to use it safely.

Install and use machine guards where appropriate.
Keep long hair, neckties, fingers and jewellery
away from moving equipment or parts.

❚

❚

❚

❚

❚

❚

❚

Secure equipment that tends to move during
operation.

Close hand-operated paper cutters after each use.
Activate the guard.
Follow the manufacturer’s instructions for
troubleshooting.

If equipment jams (for example in a paper
shredder), unplug the unit before investigating.

If you have to open a machine, remember – some
parts may be hot.
Unplug defective equipment, clearly label it as
defective, and have it repaired or replaced
immediately.
Call authorized service personnel for repairs.

4. Electrical Safety

In the event that any person receives an electrical
shock, get medical help immediately.

If you feel a tingling sensation when operating a
piece of electrical equipment, switch the machine
off immediately and remove the plug from the outlet.
Do not use the equipment until it has been serviced
or replaced. Tell your supervisor if it is equipment
the organization should check.

Only licensed electrical workers are permitted to work
on electrical installations and/or equipment and open
electrical panels.
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General Electrical Safety Tips

USE extension cords only when fixed wiring is
not possible. Locate extension leads and flexible
cables where they are not likely to be damaged
and where they are protected from damage from
heat sources and liquids.

USE Canadian Standards Association (CSA) or
Underwriters Laboratories (UL) approved equipment.
DISCONNECT electrical equipment from its
power source before investigating, cleaning,
adjusting, or clearing a jam.
DO NOT overload outlets.
NEVER FORCE a
3-prong plug into
a 2-prong outlet.
Never break the third
prong off.
REPLACE worn
or frayed cords
immediately.

NEVER PULL or drag
cords over sharp objects.

NEVER RUN extension cords under rugs
or through high traffic areas.
NEVER PULL a plug out by the cord.

SWITCH OFF electrical machines at night,
unless specifically required to operate.

SWITCH OFF the equipment if a fuse blows and
report the incident to your supervisor.

DO NOT use fuses with greater current rating than the
recommended rating as serious damage may result.
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5. Housekeeping

Good housekeeping is the first and the most important
means of preventing falls. While these hazards may
be easier to manage in the home, it is still important to
maintain good housekeeping practices. The following
are some preventive measures to minimize the risk
of falls:
❚
❚
❚

❚

❚
❚
❚
❚

Clean all spills immediately.

Mop or sweep debris from floors.

Remove obstacles from walkways and always
keeping them free of clutter.
Secure (tacking, taping, etc.) mats, rugs and
carpets that do not lay flat.
Close file cabinet or storage drawers.

Cover cables that cross walkways properly.
Keep working areas and walkways well lit.

Replace burnt light bulbs and faulty switches.

6. Safety When Driving

Whether you are driving to attend meetings at your
organization, or on official work business, safe driving
is essential. Accidents occur when drivers were not
aware of the conditions around them. Be aware and
know that distractions can come from many sources
at any time.

In general:
❚
❚

Be well rested. Do not drive if you feel tired.

Do not consume alcohol, drugs, medications or
other substances that may affect driving.
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❚

❚
❚

Try not to think about upsetting personal or
business matters.
Avoid night driving whenever possible.

Using a cell phone while driving is not
recommended. There is a significant increase in
risk of an accident associated with driving while
using a cell phone.

Before leaving:
❚
❚

❚

❚

Stow belongings properly.

Adjust seat, mirrors, steering wheel, climate
controls, etc.

If you want to play music, pre-select a radio
station or have the tape/CD/mp3 in the player
and set up and working properly
Plan your route, check the map or read the
directions.

While driving:
❚
❚

❚

❚

❚
❚

94

Pay attention.

Keep distractions to a minimum (eating, drinking,
smoking, adjustment to radio, cell phone use, etc.).
Be aware of changing driving conditions such as
the volume of traffic, weather, etc.

Do not reach for items that have fallen or shifted
unless absolutely necessary and can be done safely.
Do not write notes while driving.

Maintain a safe distance from other vehicles.

Always:
❚
❚
❚

❚

❚

❚

❚

Plan your driving in advance.
Avoid driving when fatigued.

Buckle up before you start driving. Keep your
seat belt buckled at all times.

Contact your provincial "Road Reports" to get
updates regarding road conditions in the region
to which you are going.
Check weather conditions for your travel route
(and time) before you begin driving.

Plan your arrival time at a destination by taking
into account any delays due to slower traffic,
reduced visibility, roadblocks, abandoned
automobiles, collisions, etc.
Inform someone of your route and planned
arrival time.

Winter Driving

Being Prepared

In the winter,
❚

❚

❚

❚

Consider using snow tires rather than all-season
tires on your vehicle.
Choose warm and comfortable clothing. If you
need to remove outdoor clothing later while
driving, STOP the vehicle in a safe spot.

Warm up your vehicle BEFORE driving off.
It reduces moisture condensing on the inside of
the windows.
NEVER warm up your vehicle in a closed
garage.
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❚

❚
❚

Remove snow and ice from your vehicle. It helps
to see and, equally important, to be seen.
Wear sunglasses on bright sunny days.

Bring a cell phone if you have one, but do not
leave it in the car as the battery will freeze.

Driving in Winter Weather
❚

❚

❚

❚

❚

❚

❚
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SLOW DOWN! - posted speed limits are for
ideal travel conditions. Driving at reduced speeds
is the best precautionary measure against any
misfortune while driving on slippery
roads. "Black ice" is invisible.
Be alert. Black ice will make
a road look like shiny new
asphalt. Pavement should look
gray-white in winter.

SLOW

Do not use cruise control. Winter driving
requires you to be in full control at all times.

Reduce your speed while approaching intersections
covered with ice or snow.
Allow for extra travelling time or even consider
delaying a trip if the weather is inclement.

Drive with low-beam headlights on. Not only are
they brighter than daytime running lights but
turning them on also activates the taillights.
This makes your vehicle more visible.
Lengthen your following distance behind the
vehicle ahead of you. Stopping distance on an
icy road is double that of stopping on a dry one.
For example, from around 45 meters (140 ft) at
the speed of 60 km/h, to 80 meters (over 260 ft)
on an icy road surface.

❚

❚

❚

❚

❚

Stay in the right-hand lane except when passing
and use turn signals when changing lanes.

Steer with smooth and precise movements.
Changing lanes too quickly and jerky steering
while braking or accelerating can cause skidding.
Be aware and slow down when you see a sign
warning that you are approaching a bridge.
Steel and concrete bridges are likely to be icy
even when there is no ice on the asphalt surface,
(because bridges over open air cool down faster
than roads which tend to be insulated somewhat
by solid ground).
Consider getting off the road before getting
stranded if the weather is worsening.

Be patient and pass other cars only when it is
safe to do so.

If you get stuck or stranded in the snow…
Don't panic!
❚

❚

❚

❚

Avoid over-exertion and over-exposure to the
cold. Cold weather can put extra stress on
the heart and contribute to the hazards of
over-exertion. Sweaty clothes next to the skin
are not good insulators against the cold.
Stay in the car if you cannot shovel your car
out of the snow.

Stay in the car in blizzard conditions - Do not
leave the car for assistance unless help is visible
within about 90 metres or 100 yards.

Turn on flashing lights or set up flares. A brightly
coloured cloth on the radio antenna may make
your vehicle more visible in daylight.
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❚

❚

❚

❚
❚

❚

❚

Run the car engine occasionally (about 10 minutes
every hour) to provide heat (and to conserve fuel).
Ensure that the tail exhaust pipe is free of snow
and keep the window opened slightly (on the side
shielded from the wind) to prevent the build up of
carbon monoxide when the engine is running.
Bundle up in a blanket. If there is more than one
person in the car, share - two people sharing
blankets will be warmer than either person alone
in a blanket.
Wear a hat and scarf - the head and neck are
major sources of heat loss from the body.

Monitor for any signs of frostbite and hypothermia.
Do not fall asleep. If there is more than one
person in the car, take turns sleeping.

Do not stay in one position too long. Do some
exercises to help the circulation - move arms
and legs, clap your hands, etc.
Watch for traffic or rescuers.

Driving kit

A well-stocked driving kit helps to handle any
emergency regardless of the season. It should include:
❚
❚
❚
❚
❚
❚
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Bag of sand or salt (or kitty litter)
Traction mats
Snow shovel
Snow brush
Ice scraper

Booster cables

❚

❚

❚

❚
❚

❚
❚

Warning devices such as flares or emergency
lights

Fuel line de-icer (methanol, also called methyl
alcohol or methyl hydrate)
Extra windshield wiper fluid appropriate for
sub-freezing temperatures
Roll of paper towels

Flashlight and a portable flashing light (and extra
batteries)
Blanket

Extra clothing, including hat and wind-proof
pants, and warm footwear
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❚
❚
❚

❚
❚

❚
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First aid kit

Snack bars or other "emergency" food and water
Matches and emergency candles - only use with
a window opened to prevent build-up of carbon
monoxide
Road maps

"Call Police" or other help signs or brightly
coloured banners.

Properly fitting tire chains, where appropriate
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Appendix A – Applicability of OHS Act to Private
Residence

The applicability of the OHS Act in private residences
varies from one Canadian jurisdiction to another. The
following are some examples. You should confirm
with your jurisdiction any requirements that may be
necessary. A contact list is located in Section IX.

Jurisdiction

Requirement

Federal

Section 143.2 No person who carries out a duty
under this Part shall enter a work place that is
situated in an employee's residence without the
employee's permission

Canada Labour Code,
Part II
Alberta
Safety Codes Act

34. (1) For the purpose of ensuring that this Act
and any thing issued under this Act are complied
with, a safety codes officer may, without a warrant,
at any reasonable time, enter any premises or
place, except a private dwelling place that is in use
as a dwelling, in which the officer has reason to
believe there is something to which this Act applies
and may, using reasonable care, carry out an
inspection, review designs and examine and
evaluate quality management systems and
manufacturing and construction processes.
(2) For the purpose of ensuring that this Act and
any thing issued under this Act are complied with,
a safety codes officer may, at any reasonable time
and on reasonable notice, enter a private dwelling
place that is in use as a dwelling in which the
officer has reason to believe there is something to
which this Act applies and, using reasonable care,
may carry out an inspection and review designs
(a) with the consent of the owner or occupant, or
(b) with a warrant from a justice.

102

Jurisdiction

Requirement

British Columbia

181. (1) If a workplace, in addition to being a
workplace, is occupied as a private residence,
the authority under section 179 may be used to
enter the place only if

Workers
Compensation Act

(a) the occupier consents,
(b) the Board has given the occupier at least
24 hours' written notice of the inspection,
(c) the entry is made under the authority of a
warrant under this Act or the Offence Act, or
(d) the Board has reasonable grounds for believing
that the work activities or the workplace conditions
are such that there is a significant risk that a
worker might be killed or seriously injured or
suffer a serious illness.
(2) The authority under section 179 must not be
used to enter a place that is occupied as a private
residence, but is not a workplace, except with the
consent of the occupier or under the authority of a
warrant under this Act or the Offence Act.
Manitoba
Workplace Health
and Safety Act

Newfoundland
and Labrador
Occupational Health
and Safety Act

1. In this Act, unless otherwise specified,.. "owner",
in relation to any land or premises used or to be
used as a workplace….but does not include a
person who occupies premises used as a private
residence, unless that person carries on a
business, profession or trade at that residence;
2. (n) "workplace" means a place where a worker or
self-employed person is engaged in an occupation
and includes a vehicle or mobile equipment used
by a worker in an occupation.
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Jurisdiction

Requirement

Newfoundland
and Labrador

26. (1) (a) An officer may, at a reasonable hour and
without prior notification, enter and inspect a
workplace, with or without the help of other
persons, where he or she has reasonable grounds
to believe that workers or self-employed persons
work or have worked;

Occupational Health
and Safety Act (cont’d)

New Brunswick
Occupational Health
and Safety Act

Northwest Territories
Safety Act

Nova Scotia
Occupational Health
and Safety Act

3. (1) This Act does not apply to a place of
employment that is a private home unless the
work that is carried on has been contracted to the
employer of one or more persons employed at
that private home.
(3) For the purpose of this Act, a safety officer may
at any reasonable time enter on and inspect any
property, place or thing used in connection with
an establishment and may question any worker
apart from his or her employer.
(ah) "workplace" means any place where an
employee is or is likely to be engaged in any
occupation and includes any vehicle or mobile
equipment used or likely to be used by an
employee in an occupation.
47. For the purpose of ensuring compliance an
officer may
(a) at a reasonable hour of the day or night enter
and inspect a workplace, conduct tests and make
such examinations as the officer considers
necessary or advisable;

Nunavut
Safety Act
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(3) For the purpose of this Act, a safety officer may
at any reasonable time enter on and inspect any
property, place or thing used in connection with an
establishment and may question any worker apart
from his or her employer

Jurisdiction

Requirement

Ontario

Section 3. Application to private residences
3. (1) This Act does not apply to work performed
by the owner or occupant or a servant of the owner
or occupant to, in or about a private residence or
the lands and appurtenances used in connection
therewith.

Occupational Health
and Safety Act

54. (2) An inspector may only enter a dwelling or
that part of a dwelling actually being used as a
workplace with the consent of the occupier or
under the authority of a warrant issued under this
Act or the Provincial Offences Act.
Prince Edward Island
Occupational Health
and Safety Act

(3) An officer may enter the part of a private
residence being used as a workplace
(a) with the consent of the occupier; or
(b) under the authority of a warrant issued under
subsection
(4) A justice of the peace may, on the application
of the Director, issue a warrant authorizing an
officer to enter the part of a private residence being
used as a workplace, if the justice of the peace is
satisfied by information on oath that entry by the
officer is necessary for any purpose relating to the
administration and enforcement of this Act.

Quebec
Act Respecting
Occupational Health
and Safety

1. In this Act and the regulations, unless otherwise
indicated by the context,…
“establishment" means all the installations and
equipment grouped on one site and organized
under the authority of one person or of related
persons in view of producing or distributing goods
or services, except a construction site; this word
includes, in particular, a school, a construction
enterprise and the lodging, eating or recreational
facilities put at the disposal of workers by the
employer, excepting, however, private lodging
facilities;
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Jurisdiction

Requirement

Saskatchewan

72. (2) An occupational health officer shall not
enter a private dwelling without a warrant issued
pursuant to subsection (4) unless the occupant of
the dwelling consents to the entry.

Occupational Health
and Safety Act

(4) A justice of the peace or a judge of the
Provincial Court of Saskatchewan may issue a
warrant authorizing an occupational health officer
to enter and search any place or premises or
search any vehicle named in the warrant where
the officer believes, on reasonable and probable
grounds, that:
(a) an offence against this Act has been or is being
committed; and
(b) there is evidence of the offence to be found:
(i) at the place or premises proposed to be
searched; or
(ii) in the vehicle proposed to be searched.
Yukon
Occupational Health
and Safety Act

(33. (4) A safety officer acting under subsection
(1) shall not, without the consent of the occupier,
enter a place that is being used as a dwelling,
except under the authority of a warrant to enter
issued under subsection (7)..

Appendix B – A Sample Checklist for Emergency
Planning

Home-based workers should be prepared for emergencies.

Sample Fire Emergency Procedures
If you see fire or smoke, you should:
CALL the city fire department.

KNOW your emergency exits, have a working smoke
alarm and have a plan.
ALERT any other person in the house and LEAVE
the building immediately.
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USE fire extinguishers and/or hoses ONLY if you have
been trained and it is safe to do so.
DESIGNATE a family meeting area ahead of time
and proceed to this location.

WAIT until the city fire department has responded to
the fire.
CONTACT the main office when it is safe to do so
and provide any updates as necessary.

Apartment Buildings / High Rises / Hotels: When
To Stay or Go
Since no two fires are alike, each person has to make
their own decision in the event of fire or emergency.
In a multi-floor building, there are some instances in
which staying where you are is a better choice than
trying to exit the building. Either way, you must be
prepared in order to prevent panic, hesitation and
confusion that can affect your safety.

According to Canada Safety Council
It is safer to stay if:
❚

❚

❚
❚

❚

The building has working sprinklers and the fire
is located in a different part of the building
(therefore you are not in immediate danger).
You are in a high rise or a hotel with closed
floor plans.

You have smoke or fire outside your exit door.

You have a disability which makes evacuation
difficult. Make sure that your superintendent is
aware of your need for assistance.
You waited too long to evacuate and the fire
department has already arrived and they have
started opening doors to ventilate the fire.
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Protect-In-Place

Firstly, know where the most secure area in your apartment is. This is a place that is completely enclosed
with a solid door and preferably with a window and
phone. Call 911; don’t assume the firefighters have
already been alerted. Now, protect yourself.
❚

❚

❚

❚

❚

❚

Close all doors but do not lock them (firefighters
may need access).
Seal all door cracks and ventilation ducts with
wet towels to keep smoke out. Duct tape works
well too.
Fill the bathtub with water and use a bucket to
soak doors and walls if they get warm. Soak
everything and don’t worry about the mess.
You may even want to use a water-soaked
mattress propped up with furniture, against the
door.

Turn exhaust fans on, to ventilate smoke. Shut off
exterior fans and air conditioners as they could
draw smoke in from outside the burning building.
Listen for instructions from the building’s public
address system.

Open the window for air but do not break it
(if you must, do so with caution). You may need
to close the window if smoke starts to come in.

Protect-In-Place Kit
❚
❚

❚
❚

108

Big towels to soak in water and block entrances.
Wet cloths to filter smoke for breathing. Use a
triangular shaped cloth that can be tied behind
your head.
Flashlight in case the power fails.

Duct tape for sealing cracks to prevent smoke
from entering.

❚

Cell phone to alert others of your location.
Emergency handbook of the building.

Other Tips:
❚

❚
❚

❚

❚

Stay low to the floor as smoke usually rises.

Wait to be rescued. Do not jump - your chances
of survival when you are jumping from above the
3rd floor are slim.
Firefighters cannot rescue you above the 7th
floor from your window or balcony. Firefighters
fight the fire and rescue from inside.
Do not panic. Understand what is going on and
what to do. Take control.

Feel your door and the handle, if it is hot - do not
open it. Stay put and protect-in-place.

When to evacuate

If you decide to evacuate you must act immediately.
Do not change clothes or look for items to bring with
you. Bring only a flashlight, a cell phone and seasonal
clothes (boots and coat). Have these items always
ready at your door.

Evacuate safely:
❚

❚

❚

As you leave, it is very important to close the
door behind you but do not lock it as you may
have to return if evacuation is not possible.
(Bring your keys if the door locks automatically.)
Calmly make your way to the exit door of the
stairs. Stay against the wall on the side where
the exit is. It may be smoky and this will keep
you from passing the exit door or getting
disorientated.

When you reach the exit and begin to descend,
walk down holding the handrail. People running
by you in a panic may knock you over.
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❚

Exit the building and cross the street to a safe
place.

Other tips:
❚

❚

❚

❚

Never use the elevators. You may become
trapped.

Smoke can get into stairwells and “stacking” can
occur whereby the smoke doesn’t rise very high
and it settles. Do not try to go through thick
smoke; you will not make it. Turn around and
walk back up and remember to hang on tightly to
the handrail as you go in the opposite direction
of people still coming down. Head back to your
room or an alternate staircase.
Do not expect to be saved from the roof.
The door may be locked for security purposes
and rescues by helicopter are not possible on
burning buildings.

Jumping as a last resort should only be considered
if you are jumping from no more than a 3rd floor
height. Think clearly and stay calm.

Ultimately it is up to the person to decide the best
plan of action: evacuate or stay put. Consider the
factors involved and make an informed decision.
Note: These safety tips are based on Canadian
building standards. When travelling abroad,
conditions may require evacuation at all times.

Adapted from “National Home Fire Safety Week:
November 24 - 30, 2007 - High Rise Fire, Smoke and
Flames” from the Canada Safety Council

http://www.safety-council.org/news/campaigns/
NHFSW-2007.html

110

Appendix C – Sample Due Diligence Checklist
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Appendix D – Example of a Health and Safety
Program Checklist

The following table is a checklist based on the
Workwell Core Health and Safety Audit document of
WSIB, Ontario Canada. Complete audit document is
available on the WSIB web site:
http://www.wsib.on.ca/wsib/wsibsite.nsf/LookupFiles/
DownloadableFileWorkwellAudit/$File/
WorkwellAudit.pdf

Health and Safety Program Checklist
Program element

Contents

Health and safety
policy

- Employer’s commitment
- Employer responsibility
- Supervisor responsibility
- Worker responsibility
- Dated
- Signed
- Posted

Manager and
Supervisor
responsibilities

- Perform workplace inspections
- Conduct information sessions, safety talks, etc.
- Conduct incident investigations
- Conduct employee training
- Correct substandard acts or conditions
- Commend employee and supervisor health
and safety performance
- Perform employee safety observations

Worker
responsibilities

- Comply with health and safety legislation
- Follow safe work practices/procedures
established by the employer
- Report unsafe conditions and practices

Supplied labour
responsibilities

- Work in compliance with health and
safety legislation
- Follow safety rules specific to the workplace
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Health and Safety Program Checklist
Program element

Contents

Contractor
responsibilities

- Ensure health and safety of workers
- Provide qualified workers for work performed
- Ensure all work is performed in accordance
with governing legislation/regulations/
industry standards
- Obtain required clearance certificate

Visitors

- Escorted
- Use personal protective equipment
- Remain in designated areas
- Report injury/illness suffered during the visit
- Communication records

Health and Safety
Coordinator

- Written description of roles and responsibilities
- Industry specific knowledge and experience
- Knowledge of health and safety legislation
- Ability to conduct incident investigation
- Ability to perform workplace inspections
- Appropriate training and experience

Documents to be
posted

- Occupational Health and Safety Act
- Appropriate Industry Regulation
- Workplace Hazardous Materials Information
System (WHMIS) Regulations
- Material Safety Data Sheets (MSDS)
- Designated (hazardous) Substances Regulation
- Occupational health and safety
explanatory materials
- What to do in case of injury (Poster)
- First aid stations
- First Aid Regulations
- Emergency services and numbers - Fire,
Police, Ambulance, Poison Control Centres,
Internal contact numbers
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Health and Safety Program Checklist
Program element

Contents

Documents to be
posted

- Health and safety report, such as minutes of
the health and safety committee, survey results,
government inspector’s orders, workplace
incident summaries, etc.

Evaluation of
environmental
hazards

- Identify work environment health and
safety hazards
- Implement health and safety hazard controls
and rate each hazard for loss potential
- Develop and implement safe operating
procedures for every main activity rated as a
major loss potential

Development and
implementation of
standards and
procedures

- Injury and illness reporting
- Hazards reporting
- Emergency Evacuation Plan
- Emergency Equipment
- Refusal to work
- Lock-out
- Confined space entry
- Hot work
- Process and equipment purchase and/or
modifications
- Employee use of personal
protective equipment (PPE)
- Non-routine work

Workplace health
and safety
representative

- Selection process established
- A procedure for submission of written
recommendations has been established

Terms of
reference for
health and safety
committee

- Number of committee members
representing employer
- Number of committee members
representing employees
- Selection of committee members
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Health and Safety Program Checklist
Program element

Contents

Terms of reference - Selection of alternate members
for health and
- Selection of certified members (Ontario specific)
safety committee - Selection of co-chairs
- Posting of Committee members names
and work locations
- Schedule
- Frequency
- Minutes
- Procedures for submission of
recommendations to the employer
Health and Safety
Training

- Training needs review
- Legislated health and safety responsibilities
- Ways of meeting responsibilities
- Employee rights: work stoppage and
refusal process
- Workplace Hazardous Materials
(WHMIS) training
- Safe working procedures
- Manual lifting techniques
- Training records
Employer required training:
- Competence training
- Training records
- New employee training
- Retraining of employees returning
after long absence
- Promoted employee training
- Transferred employee training
Training for assigned activities:
- Operating instructions
- Hazards and controls
- Hazard reporting procedures
- Unplanned inspections
- Planned inspections
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Health and Safety Program Checklist
Program element

Contents

Health and Safety
Training
continued

Training for:
- Inspections by health and safety committee
- Health and safety representative
- Health and safety committee
- Supervisors
Training for all employees:
- Organization’s Emergency Plan
- Roles and responsibilities
- Use of emergency equipment
- Personal protective equipment selection,
use, and maintenance

First aid

- Kits available
- Required supplies in the box
- Qualified first aiders available on every shift
- First aider works in close vicinity of
first aid station/kits
- First aid treatment/advice documented and
recorded maintained in a logbook
- First aid certificates posted
- Responsibility assigned
- Inspection schedule established
- Inspection reports recorded
- Blankets, stretchers provided and maintained
- Applicable for employers with 15 – 200 workers
- First Aid Room provided for workplaces
with more than 200 workers
- Procedure addresses method of transportation
to hospital or doctor’s office
- Preferred method of transportation
- Alternate method of transportation

Workplace
inspections

- Responsibility assigned, schedule established
- Employee contacts and/or activity observation
during inspection
- Standard recording system used
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Health and Safety Program Checklist
Program element

Contents

Workplace
inspections
continued

- Distribution network established
- Distribution network recorded
- Employees informed about corrective action
- Follow-up procedures established

Inspections by
Health and Safety
Committees or
Health and Safety
Representatives

- Schedule established and responsibility assigned
- A standard recording system
- Worker and Supervisor contacts
- Inspection reports are reviewed by
senior management
- Follow-up procedures established for
recommendations by committee (representative)

Operator pre-use
inspection

- Written list of equipment
- Inspection schedule
- Who will inspect
- Frequency of inspection
- A standard reporting form
- Corrective action taken
- Follow-up action by supervisor and manager

Preventive
maintenance
program

- An inventory list
- Standards to be met
- A schedule
- A standard recording system
- Inspection by a qualified person
- Review of program

Written
injury/incident
investigation
program

Roles and responsibilities of:
- Investigators
- Management
- Health and safety committee/representative
- Other employees
Written investigation procedure for:
- Assessment of the scene
- Interviewing procedures
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Health and Safety Program Checklist
Program element

Contents

Written
injury/incident
investigation
program
continued

Written investigation procedure for:
- Identifying contributing factors
- Standard investigation reporting system
- Recommendations for corrective action
- Responsibility for corrective actions
and reporting
- Communicating of recommendations
- Notification requirements

Responsibilities
of the senior
management
team

- Initiates a health and safety continuous
improvement plan
- Reviews health and safety trends
- Responds to recommendations by health and
safety committee/representative
- Establishes a program to regularly
communicate health and safety information
- Integrates health and safety into all aspects
of the organization
- Records health and safety program
reviews and changes
- Regularly encourages off-the-job safety
activities for all workers
- Executive management performs
workplace inspections

Early and safe
return to work
(ESRTW) program

- Roles and responsibilities
- Contact with the injured worker
- Medical monitoring and treatment
- Provisions of the modified work
- Re-integration of the worker to regular work
- Recording requirements for
workers compensation
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Appendix E – Commonly used Abbreviations
ACGIH: American Conference of Governmental
Industrial Hygienists. ACGIH is a professional society
of government workers and educators who work to
promote occupational safety and health. The organization
publishes recommendations on ventilation, air
sampling and airborne chemical concentration
guideline (threshold limit values or TLVs) designed
to limit and control exposure of workers to airborne
chemicals in the workplace.

Commonly Used Abbreviations

ANSI: American National Standards Institute an American organization that produces the
ANSI standards.

ASHRAE: American Society of Heating, Refrigeration
and Air Conditioning Engineers - sets ventilation and
other standards related to the indoor environment.

CCOHS: Canadian Centre for Occupational Health
and Safety - Canada's national organization for promotion
of workplace health and safety by providing information,
advice, training and research.
CSA: Canadian Standards Association - a national
organization that produces CSA standards.
IAPA: Industrial Accident Prevention
Association, Ontario

ISO: International Organization for Standardization an international organization that produces
the ISO standards.
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MSDS: Material Safety Data Sheet - provides
information about toxicity and safe work
practices for chemicals.

NFPA: National Fire Protection Association (USA) publishes the Fire Code.
NIOSH: U.S. National Institute for Occupational
Safety and Health - part of the Center for Disease
Control, conducts research on worker safety and
health and recommends standards for worker
protection to OSHA.
OSHA: U.S. Occupational Safety and Health
Administration - develops and enforces health
and safety legislation.

PPE: Personal protective equipment - hard hat, ear
plugs, safety boots, gloves, etc.

TLV: Threshold Limit Values recommended by
ACGIH – often used as guidelines to set occupational
exposure limits.
WCB: Workers' Compensation Board.

WSIB: Workplace Safety and Insurance Board (Ontario).
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Section VIII

Occupational Health and
Safety Legislation
1.Canada
2.United States

1.Canada
The purpose of Occupational Health and Safety
(OH&S) legislation is to protect you, the employee,
against hazards on the job. It outlines the general rights
and responsibilities of the employer, the supervisor and
the employee.
General Outline

The law makes both you and your employer jointly
responsible for workplace health and safety legislation.
Each of the provinces and the federal government have
their own OH&S legislation. The details of the OH&S
legislation vary slightly from one jurisdiction to another
but the basic elements are the same.
What does the OH&S legislation say?

Most Canadian jurisdictions have a general duty provision
in their OH&S legislation which requires employers to
take all reasonable precautions to protect the health and
safety of employees.
New legislation, commonly known as Bill C-45, was
proclaimed into force on March 31, 2004. Bill C-45
imposes a legal duty on employers and those who direct
work to take reasonable measures to protect employee
and public safety. If this duty is wantonly or recklessly
disregarded and bodily harm or death results, an
“organization” could be charged with criminal negligence.
For further details refer to the Justice Canada website at
www.canada.justice.gc.ca/.

1. Government’s Responsibilities
❚

❚
❚
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to enforce occupational health and safety legislation
to conduct workplace inspections
to disseminate information

to promote training, education and research

2. Employee Rights and Responsibilities
to refuse unsafe work

Employee Rights:
❚
❚

❚

to participate in workplace health and safety activities
through the Joint Health and Safety Committee (JHSC)
or an employee health and safety representative
to know actual and potential dangers in the workplace
to work in compliance with the OH&S act
and regulations

Employee Responsibilities:
❚

❚

to use personal protective equipment and clothing
as directed by the employer
to report workplace hazards and dangers

3. Supervisor’s Responsibilities
❚

❚

❚
❚

to ensure that employees use prescribed protective
equipment
to advise employees of potential and actual hazards
to take every reasonable precaution in the
circumstances for the protection of employees

4. Employer’s Responsibilities
❚

❚

❚

❚

to establish and maintain a joint health and safety
committee, or cause employees to select at least
one health and safety representative
to take every reasonable precaution to ensure the
workplace is safe
to inform employees about any potential hazards
and provide training to work safely
to provide personal protective equipment and
ensure workers know how to use the equipment
safely and properly
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❚

❚

to immediately report all critical injuries to the
government department responsible for OH&S

to train all employees on how to safely use, handle,
store and dispose of hazardous substances and
handle emergencies

5. Joint Health and Safety Committee (JHSC)
❚

❚

❚

❚

❚

must be composed of management and employee
representatives
at least half the members of the committee must
be employee representatives

must meet at least once every 3 months; 1 month
in some jurisdictions
must be co-chaired by one management chairperson
and one employee chairperson
employee representatives are elected or selected
by the employees or their union

6. Role of the Joint Health and Safety Committee
❚
❚
❚
❚
❚

to act as an advisory body

to identify hazards and obtain information
to recommend corrective actions

to assist in resolving work refusal cases

to participate in accident investigations and
workplace inspections

7. Work Refusals

You can refuse work if you have reason to believe that
the situation is unsafe to either yourself or your co-workers.
❚

❚
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You must report to your supervisor that you are
refusing to work and state why you believe the
situation is unsafe.
You, your supervisor, and a JHSC member or
employee representative will investigate.

❚
❚

❚

❚

You return to work if the problem is resolved.
If the problem is not resolved, a government
health and safety representative is called.
Your supervisor may assign you reasonable
alternative work.

The inspector will investigate the situation and
give a decision.

8. Work Stoppage

Work stoppage legislation applies to Ontario only.
Certified members of the Health and Safety Committee
may direct the employer to stop work if all of the
following three conditions exist:
❚
❚

❚

Health and safety legislation is being violated.
The violation poses a danger or a hazard to
employees.

Any delay in controlling the danger or hazard may
seriously endanger an employee.

Ask your Health and Safety Committee for detailed
procedures for work stoppage.

Since the Canadian jurisdiction has a general duty provision
in its OH&S legislation, this provision includes protecting
employees from a known risk of workplace violence.
Violence Legislation

Many provinces now have specific workplace violence
prevention regulations. In general, the regulations in these
jurisdictions require employers to:
❚
❚

conduct a risk assessment

establish a violence prevention policy
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If the workplace is at risk of violence, the employer must:
❚

❚

establish work practices and procedures to eliminate
or minimize risk
establish procedures for reporting, investigating,
and recording incidents of violence
provide information and training to employees

In addition, Quebec has laws regarding Workplace
Psychological Harassment (Labour Standards Act,
s.81.18 to 81.20).
❚

For specific information, consult:
– Alberta - Occupational Health and Safety Code,
(October 2006). Part 27: Sections 389 to 392.

– British Columbia - Occupational Health and
Safety Regulation (B.C. Reg. 296/97). Sections
4.27 to 4.31. There are also regulations addressing
Workplace Conduct in Sections 4.24 to 4.26.

– Manitoba – Workplace Safety and Health Act
(C.C.S.M. W210), Workplace Health and Safety
Regulation (Man. Reg. 217/2006), Parts 10 and 11.
– Nova Scotia – Occupational Health and Safety Act
(S.NS, 1996, c.7), Violence in the Workplace
Regulations (N.S. Reg. 209/2007)

– Prince Edward Island - Occupational Health and
Safety Act General Regulations (EC180/87).
Part 52: Sections 52.1 to 52.5.

– Quebec - An Act respecting labour standards
(R.S.Q., c. N-1.1). Section 81.18 (Workplace
Psychological Harassment)

– Saskatchewan - Occupational Health and Safety
Act, 1993 (c. O-1.1). Section 14. Occupational
Health and Safety Regulations, 1996
(c. O-1.1 Reg 1). Sections 36 and 37

The Canada Labour Code specifies that employees with
supervisory or managerial responsibilities take the
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prescribed steps to prevent and protect against violence
in the workplace (Canada Labour Code (Part II) (R.S.C.
1985, c. L-2). Section 125(1)(z.16)). Also, Canada
Occupational Health and Safety Regulations, SOR/86-304
Part XX.

Some provinces also have regulations regarding working
alone. In general, these regulations require that means
of checking the well-being of the employee and/or for
the employee to obtain emergency assistance be
established. Contact your local regulatory authorities
for specific advice.

2. United States
In the United States (U.S.) the Occupational Safety
and Health Act is popularly known as OSHAct. The
Occupational Health and Safety Administration
(OSHA) is responsible for administering the OSHAct.
General Outline

The OSHAct does not cover the following four
categories of people:
❚
❚

❚

self-employed persons

farms which employ only immediate family members
of the farm employer
employees covered by other legislation
state and local government employees

OSHA regulations are published in Title 29 of the
Code of Federal Regulations as:
❚

– 29 CFR Part 1910 - Occupational Safety and
Health Standards
– 29 CFR Part 1926 - Construction Standards

These standards define exposure limits, exposure
monitoring methods, medical surveillance and
protective measures.
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The OSHAct sets out two main duties for employers:
Duties of Employers
❚

❚

Employers must provide a workplace which is free
from hazards that are known to cause or likely to
cause death or serious physical harm to employees.
Employers must comply with occupational safety
and health standards under the Act.

Duties of Employees
Employees must comply with occupational safety and
health standards, rules, regulations and orders which
are applicable to their own conduct and actions.
Key Provisions
Some of the key provisions of the OSHAct are to:
❚

❚

❚

❚
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assure, insofar as possible, that every employee
has safe and healthy working conditions

require employers to maintain accurate records of
exposures to potentially toxic materials or harmful
physical agents and inform employees of the
monitoring results

provide for employee walk-around or interview of
employees during the inspection process

provide procedures for investigating alleged
violations, at the request of any employee or
employee representative issuing citations and
assessing monetary penalties against the employer

Section IX

Information Sources
1. Canadian Government Departments with
Responsibility for Occupational Health
and Safety
2. United States Federal Safety and Health
Agencies

1. Canadian Government Departments
Responsible for Occupational Health
and Safety Canadian Centre for
Occupational Health
and Safety (CCOHS)
Canadian Centre for Occupational Health
and Safety (CCOHS)

Inquiries & Client Services
(free answers to your OH&S questions)
135 Hunter Street East
Hamilton, ON L8N 1M5
Phone: 905-570-8094
(8:30 AM to 5:00 PM EST Time)
Toll-free: 1-800-668-4284 (Canada and US only)
Fax: 905-572-4500
E-mail: clientservices@ccohs.ca
OSH Answers Web Site: www.ccohs.ca/oshanswers
Web Site: www.ccohs.ca
General Contact
Phone: 905-572-2981
Fax: 905-572-2206

Federal Jurisdiction

Workplace Health and Safety
Human Resources and Social Development Canada
1-800-641-4049
Ottawa ON K1A 0J2
Web Site: http://www.hrsdc.gc.ca/en/labour/
workplace_health/index.shtml

Regional and District Offices:
Web Site: http://www1.servicecanada.gc.ca/en/
gateways/where_you_live/menu.shtml
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Alberta

Provincial Jurisdictions
Workplace Health and Safety
Alberta Employment and Immigration
10030-107 Street
Edmonton, AB T5J 3E4
(Edmonton and surrounding area)
Phone: (780) 415-8690
Toll-free in Alberta: 1-866-415-8690
Fax: (780) 422-3730
E-mail: whs@gov.ab.ca
Web Site: http://employment.alberta.ca/cps/
rde/xchg/hre/hs.xsl/53.html

British Columbia

WorkSafeBC (Workers' Compensation Board
of British Columbia)
6951 Westminster Highway (Richmond, BC)
PO Box 5350 Stn Terminal
Vancouver, BC V6B 5L5
Workplace Safety and Health Inquiries
Phone: (604) 276-3100
Toll-free in B.C.: 1-888-621-7233 (SAFE)
Fax: (604) 244-6490
Emergency and Accident Reporting
Toll-free in B.C.: 1-888-621-7233 (SAFE)
After hours: 1-866-922-4357 (WCB-HELP)
Web Site: www.worksafebc.com

Manitoba

Workplace Safety and Health Division
Manitoba Labour and Immigration
200-401 York Avenue
Winnipeg, MB R3C 0P8
General Inquiries: (204) 945-3446
Toll free in Manitoba: 1-800-282-8069
After hours: (204) 945-0581
Fax: (204) 945-4556
E-mail: wshcompl@gov.mb.ca
Web Site: www.gov.mb.ca/labour/safety/
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New Brunswick

WorkSafeNB (Workplace Health, Safety and
Compensation Commission of New Brunswick)
Commission of New Brunswick
1 Portland Street
PO Box 160
Saint John, NB E2L 3X9
Phone: (506) 632-2200
Toll free: 1-800-222-9775
Fax: (506) 642-0718
E-mail: prevention@whscc.nb.ca
Web Site: www.whscc.nb.ca

Newfoundland and Labrador

Occupational Health and Safety Branch
Department of Government Services
15 Dundee Avenue
Mount Pearl, NL A1N 4R6
General Inquiries: (709) 729-2706
Toll-free in NL: 1-800-563-5471
Fax: (709) 729-3445
Serious Workplace Accident Reports
Phone: (709) 729-4444 (24 Hours)
Web Site: www.gs.gov.nl.ca/ohs/

Northwest Territories and Nunavut

Workers' Safety and Compensation Commission
PO Box 8888
Yellowknife, NT X1A 2R3
General Inquiries: (867) 920-3888
Toll free: 1-800-661-0792
Fax: (867) 873-4596
Toll Free Fax: 1-866-277-3677
E-mail: yellowknife@wcb.nt.ca
Web Site: www.wcb.nt.ca
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Iqaluit

PO Box 669
Iqaluit, NU X0A 0H0
Phone: (867) 979-8500
Fax: (867) 979-8501
Toll Free Fax: 1-866-979-8501
E-mail: iqaluit@wcb.nt.ca
Website: www.wcb.nt.ca

Nova Scotia

Occupational Health and Safety Division
Department of Labour and Workforce Development
5151 Terminal Rd., 6th Floor
PO Box 697
Halifax, NS B3J 2T8
General Inquiries: (902) 424-5400
Toll free in NS: 1-800-952-2687
Fax: (902) 424-5640
E-mail: webster@gov.ns.ca
Web Site: http://www.gov.ns.ca/lwd/ohs/

Ontario

Ministry of Labour
Occupational Health and Safety Branch
505 University Avenue, 19th Floor
Toronto ON M7A 1T7
416-326-3835
Fax 416-326-7761
1-800-268-8013 (province-wide)
Construction Health and Safety Program 416-326-2439
Industrial Health and Safety Program 416-326-2445
Professional and Specialized Services 416-326-2443
Mining Health and Safety Program 705-670-5695
Radiation Protection Service 416-235-5922
E-mail: webohs@mol.gov.on.ca
Web Site: www.labour.gov.on.ca/english/hs/
index.html
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Prince Edward Island

Workers’ Compensation Board of PEI
Occupational Health and Safety
PO Box 757, 14 Weymouth Street
Charlottetown, PE C1A 7L7
General Inquiries: (902) 368-5680
Toll-free (in Atlantic Canada): 1-800-237-5049
Occupational Health & Safety 24 Hr
Emergency Tel: (902) 628-7513
Customer Liaison Service: 1-866-460-3074
Fax: (902) 368-5705
Web Site: www.wcb.pe.ca

Québec

Commission de la santé et de la sécurité du travail du
Québec (CSST) (Occupational Health & Safety
Commission)
1199, rue de Bleury
C.P. 6056, Succursale «centre-ville»
Montréal QC H3C 4E1
Tel: 514-906-3780/514 906-3061, poste 2214
1-866-302-2778
Fax: 514-906-3781/514 906-3016
www.csst.qc.ca
(514) 906-2911 Urgence 24 h – Services de
prévention-inspection
Web Site: http://www.csst.qc.ca/portail/fr/

Saskatchewan

Advanced Education, Employment and Labour
Occupational Health and Safety Division
6th Floor, 1870 Albert Street
Regina, SK S4P 4W1
Toll Free: (800) 567-7233
Phone: (306) 787-4496
Fax: (306) 787-2208
Web Site: www.labour.gov.sk.ca/
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Yukon Territory

Yukon Workers' Compensation, Health and Safety
Board
Occupational Health and Safety Branch
401 Strickland Street
Whitehorse, YT Y1A 5N8
General Inquiries: (867) 667-5645
24-hour Emergency Line for Reporting Serious
Workplace Accidents and Injuries: (867) 667-5450
Toll free across Canada: 1-800-661-0443
Fax: (867) 393-6279
E-mail: worksafe@gov.yk.ca
Web Site: www.wcb.yk.ca

For an up-to-date listing of information sources visit
http://www.ccohs.ca/oshanswers/information/govt.html
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2. US Federal Safety and Health Agencies
US Environmental Protection Agency (EPA)
Ariel Rios Building
1200 Pennsylvania Avenue NW,
Washington, DC 20460
Phone: (202) 272-0167
Web Site: www.epa.gov

National Institute for Occupational Safety and
Health (NIOSH)
Education and Information Division (EID)
4676 Columbia Parkway
Cincinnati, OH 45226
1-800-CDC-INFO (1-800-232-4636)
Outside the US: (513) 533-8328
Fax: 1-513-533-8347
E-mail: eidtechinfo@cdc.gov
Web Site: www.cdc.gov/NIOSH/

Occupational Safety & Health Administration
(OSHA)
200 Constitution Ave., NW
Washington, DC 20210
Phone: (202) 693-2000
Emergency reporting or if you have workplace
safety and health related questions
Toll Free: 1-800-321-OSHA (6742)
Web Site: www.osha.gov
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e-Courses
now available from CCOHS
o n l i n e

e-Courses
Accident Investigation
Canada Labour Code, Part II: An Overview
Confined Spaces: The Basics
Confined Space Management
Contractor Health & Safety
NEW!

Contractor Health & Safety in Ontario (CCOHS/IAPA)

NEW!

Developing an Occupational Health and Safety Program
Electrical Hazards
Emergency Preparedness for Workers
Emergency Response Planning
Federal Hazard Prevention Program
Health & Safety Committees
Health & Safety Committees in the Canadian Federal Jurisdiction
Health & Safety for Managers and Supervisors*
Health & Safety for Managers and Supervisors in the Canadian
Federal Jurisdiction*
Health & Safety for Managers and Supervisors in Ontario
(CCOHS/IAPA) – Coming Soon!
Health & Safety for Office Managers
Health & Safety for Small Business
Indoor Air Quality: An Introduction

NEW!

Joint Health and Safety Committees in Ontario
(CCOHS/IAPA)

*also available as a classroom course
Visit www.ccohs.ca/products/courses/course_listing.html
for a complete list and descriptions of courses.

e-Courses
now available from CCOHS
o n l i n e

e-Courses
Ladder Safety
Lockout
NEW!

Musculoskeletal Disorders (MSDs): Awareness

NEW!

Musculoskeletal Disorders (MSDs): Prevention

FREE!

Occupational and Environmental Cancer: Recognition and
Prevention FREE!
Office Ergonomics
Office Health & Safety
Orientation on Health and Safety for New Workers – Coming Soon!
Pandemic Awareness

FREE!

Pandemic Planning
Personal Protective Equipment: The Basics
Preventing Falls From Slips and Trips
NEW!

Preventing Falls From Slips and Trips in Ontario (CCOHS/IAPA)
Preventing Hearing Loss From Workplace Noise
Return to Work: The Basics
Small Business Health and Safety Certificate Program Special Package – 8 Courses
Transportation of Dangerous Goods
TDG: An Overview
TDG for Consignors/Consignees
TDG for Carriers

*also available as a classroom course
Visit www.ccohs.ca/products/courses/course_listing.html
for a complete list and descriptions of courses.

e-Courses
now available from CCOHS
o n l i n e

e-Courses
Violence in the Workplace: Awareness

FREE!

Recognize the Risk and Take Action
Establish a Prevention Program
WHMIS After GHS: An Introduction
WHMIS After GHS: How Suppliers Can Prepare
WHMIS for Managers and Supervisors
NEW!

WHMIS for Managers/Supervisors in Ontario (CCOHS/IAPA)
WHMIS for Workers
WHMIS Refresher
WHMIS: Understanding MSDSs

*also available as a classroom course
Visit www.ccohs.ca/products/courses/course_listing.html
for a complete list and descriptions of courses.
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Other Products
e l e c t r o n i c

from
CCOHS
e-C

FREE Trials are available!
Contact Client Services at 1-800-668-4284
or clientservices@ccohs.ca

Chemical information
MSDS and FTSS (300,000 Material Safety Data Sheets)
CHEMpendium™
CHEMINFO
RTECS®
IPCS INCHEM
IPCS INTOX
References to oh&s books, journals, articles and reports
OSH References [CISILO (English/French), HSELINE,
Canadiana, OSHLINE® with NIOSHTIC®,
INRS Bibliographic]

Regulatory information
Canadian enviroOSH Legislation
Canadian enviroOSH Legislation plus Standards
National Labour Operations Resources*
*available only on CD-ROM
Visit http://ccinfoweb.ccohs.ca/about.html

Publications
in this series
❏ Groundskeepers Safety Guide
❏ Cold Weather Workers Safety Guide
❏ School Workers Health and Safety Guide
❏ Office Ergonomics Safety Guide
❏ Food Service Workers Safety Guide
❏ Warehouse Workers Safety Guide
❏ Indoor Air Quality Health and Safety Guide
❏ Violence in the Workplace Prevention Guide
❏ Welders Health and Safety Guide
❏ Health and Safety Committees Reference Guide
❏ Noise Control in Industry: A Basic Guide
❏ Workplace Health and Wellness Guide
❏ Health and Safety Guide for Libraries
❏ Emergency Response Planning Guide
❏ Mould in the Workplace: A Basic Guide
❏ Working in Hot Environments: Health & Safety Guide
❏ Health and Safety Guide for Human
Resources Professionals
❏ Health and Safety Guide for Custodial Workers
❏ Office Health and Safety Guide
Visit www.ccohs.ca/products/print.html for a complete list and
descriptions of publications.

CCOHS...
Canada’s national centre for occupational
health and safety. We provide unbiased
information, advice and training on how to
prevent illness and injury in the workplace.
When you have a question about health or
safety, remember to use this FREE service
Confidential Inquiries Service

1-800-668-4284
(905) 570-8094
inquiries@ccohs.ca

For more information about CCOHS’
products and services

905-570-8094 or 1-800-668-4284
Fax: (905) 572-4500 E-Mail: clientservices@ccohs.ca
Web Site: www.ccohs.ca

Canadian Centre for Occupational Health and Safety
135 Hunter Street East, Hamilton Ontario Canada L8N 1M5

