www.acresenterprises.com

Head Office: 971 Camosun Crescent, Kamloops, BC V2C 6G1
Okanagan Office: 102 — 546 Leon Ave, Kelowna, BC V1Y 6J6

Prince George Office: 1558 Quinn Street, Prince George, BC V2N 1X3
Phone: 250-372-7456

E-mail: admin@acresenterprises.com

ELEMENT 8

TRAINING
&
COMMUNICATION

general contracting M industrial contracting B civil contracting

Acres Enterprises Ltd. Corporate Health & Safety Manual Rev 8



www.acresenterprises.com

dCI'eS

8.1 Training and Communication Policy

Acres recognizes that training and education of the company’s employees is a vital part of our safety
management system. Acres will provide supervisory staff with the knowledge and skills to host meetings,
instruct workers in safe work practices, job procedures, and monitor ongoing requirements for safety
instruction. Employees will be provided with training relevant to the health and safety program, to better
prepare them to complete work in a healthy and safe work environment. Prior to starting work, all employees
will be required to complete a formal general orientation and a site-specific orientation.

Our goal is to build a knowledgeable, skilled, well-trained workforce, and continue to improve the safety
and performance of our workers and project partners. Training is required to develop knowledge, skills and
behaviors that the employee needs to effectively perform his or her work. Training represents an organized,
disciplined way to transfer knowledge and know-how that is required for successful performance in a job.
It is ongoing, adaptive learning, not an isolated exercise, and therefore management supports and
encourages continuous learning.

Communication is integral, not only to the process of learning, but to the continuous improvement of a
safety culture that fosters a healthy and safe work environment. Although communication can take on many
forms and be conducted in a variety of formats, we are committed to providing appropriate tools and training
to encourage the sharing of information. Examples of this include communication of hazards that workers
may be exposed to, discussion about incidents that have taken place, updates to safe work practices or job
procedures and so on. It is important that communication is bilateral and participation of all employees and
project partners is strongly encouraged. Forums for such communication may include daily safe production
meetings, weekly safety meetings, job hazard assessments, safe production cards and JOHSC meetings
and all of these meetings will be documented.

Jason Paige, President
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8.2 Mandatory Training Requirements

Acres will ensure that, at a minimum, employees are provided with the following safety training:

Safety Orientation for All New Employees and Sub-contractors

Task and Job Specific Training as Required

Safety Training for Supervisors and Management

Refresher and Updated Training as Required

All Management and Supervisors will take Leadership for Safety Excellence with BCCSA.
Internal Health & Safety Program training.

8.3 Company Orientation

Acres is committed to providing all new employees and sub-contractors with safety orientations that will be
conducted prior to the workers beginning any task. Orientations will be complying with WorkSafeBC
Regulations 3.22/3.23 and will include the following items:

Review and understand worker rights, legislation, job procedures, and safe work practices.
Review and understand company policies and rules.

Review and training on PPE inspections.

Review and understanding of safe work practices and job procedures.

Review and understand reporting requirements related to incidents.

Identify existing and potential hazards on the work site and report them immediately.
Opportunity for worker to ask questions and provide feedback or input.

Opportunity for the worker to identify to the supervisor any physical or mental impairment or
condition that when assigned to a particular work task such impairment may endanger
themselves or other employees.

The company orientation includes a checklist that is to be reviewed by the new employee and the competent
trainer conducting the orientation. This ensures that the contents of the orientation have been reviewed in
their entirety and serves as an acknowledgement by the worker that they have been made aware of the
various orientation elements. The company orientation checklist will be completed and signed, by both the
Acres representative and the employee listing their job titles.

Additionally, the worker is required to complete an orientation exam that tests their knowledge and
understanding of the orientation. Successful completion of the exam demonstrates that they have received
and understood the orientation and are aware of the information that is available to them. Weekly safety
topics shall train and educate the worker in the understanding and process of tool use, specific job tasks
performed, and basic and specialized PPE use, care and inspections.

All certificates, orientations and training records will be filed and stored in the safety department’s personnel
files. Employee driving abstracts are required upon orientation, updated yearly and kept on file.
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8.4 Site Specific Orientation

Upon arrival at the work site, each employee will receive a site-specific orientation that has been
incorporated into a video. The supervisor will complete a site orientation checklist via HCSS Forms or
delegate on site supervisor to ensure that policies and procedures are understood. Additionally, any site-
specific safety requirements will be addressed during this orientation. This may include muster location,
emergency response plan review, first aid requirements, location of emergency equipment, and
identification of designated smoking areas as well as company and site HSE rules. Each project will have
its own scope of work activities that will inform the worker of hazards associated with each project that may
include, confined space entry, working at heights, excavations, hazardous substances, high voltage,
engulfment, chemical spills, fire, medical emergencies, and evacuation. It is the responsibility of the site
supervisor or his designate to inform the worker and or sub-contractor of the risks or hazards associated
with the project and what controls have been placed to prevent incident or injury. Every worker or sub-
contractor will also be informed as to their specific responsibilities, example- first aid attendant.

As with the company orientation, the site-specific orientations will be documented and stored in the safety
HCSS Safety system. Refer to HCSS Forms/ Site Orientation Checklist and HCSS Forms/ Sub-
contractor Orientation Checklist.

8.5 Visitor/Client Orientation

It is expected that where Acres is Prime Contractor, all site visitors, sub-contractors or project partners are
to complete an Acres site visitor orientation. Site visitors and clients must complete a site visitor orientation
HCSS Forms/ Visitor Orientation when arriving on site.

If the owner or another contractor is designated as Prime Contractor, then Acres will cooperate with their
safety program and will comply with their safety requirements if more stringent than our own safety program.
Any safety documentation requested by the owner or prime contractor will be provided upon request.

8.6 Safe Production Meetings

Daily safe production meetings shall be completed prior to commencing work activities for the day. The
purpose of these meetings is to outline the pertinent worksite information, assign work activities to crews
and subcontractors, review incidents, near misses and safe production submissions from the previous days,
solicit employee feedback and discuss any relevant concerns or issues. Supervisors are encouraged to
add to the review of Safe Work Practices and or Job Procedures related to the scope of work activities, this
may include any change in work scope activities. Subcontractors are required to attend daily project safe
production meetings.

Superintendents are responsible to ensure that a safe production meeting is conducted prior to the start of
workday although the role of meeting facilitator can be delegated to another on site supervisor such as a
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foreman. Minutes of the meeting are completed on the HCSS Field Safety module.

Management is invited to attend the safe production meeting whenever possible. At a minimum, the safe
production meeting minutes must be reviewed periodically by a member of the management team to ensure
compliance and quality of the meetings. Supervisors are encouraged to refer to WBC legislation and
regulations when assigning work tasks. Refer to HCSS Meetings/Safe Production Meeting.

8.7 Safety Meetings

Acres acknowledges that safety meetings are essential to maintaining a healthy, safe and productive
working environment on all sites. It fosters teamwork and communication through intelligent discussion and
thought-provoking debate. We encourage all our employees to actively participate in such meetings to help
make ever work site a safe place to work.

8.7.1 Site Safety Meetings

All Acres site supervisors hold weekly safety meetings via HCSS (unless otherwise specified) during which
employees and trades attend. The site supervisor is responsible for communicating to the sub trades when
meetings are scheduled. Unless otherwise specified, employees and sub trades are to attend and
participate. If a supervisor cannot host the meeting, they will coordinate with a foreman or qualified
designate to attend in their place.

Site safety meetings are a forum to allow worker to discuss any concerns that can be addressed by the site
supervisor. An agenda will include a scheduled topic for discussion and review which includes the review
of safe work practices, job procedures, basic PPE inspections and training on job tasks including tools with
workers. Additionally, the supervisor can select a job procedure or safe work practice to review with the
crew that is relevant to the scope of work activities to the project being completed as part of our commitment
to ongoing training. Supervisors are encouraged to refer to WBC legislation and regulations when recording
HSE concerns. The meeting topics must be reviewed with all employees as part of training, communication
and education purposes.

The minutes of these meetings and any action items will be documented and communicated to all site
workers. Refer to HCSS Meetings/ Project Safety Meeting Minutes.

8.7.2 Monthly Head Office/Shop Safety Meetings

All Acres office employees will attend the monthly safety meetings (unless otherwise specified). The HSE
Advisor or HSE Manager is responsible for communicating to the employees when meetings are scheduled.
The purpose of the meeting is to review incidents, discuss concerns, and review pertinent job procedures
or safe work practices. The shop staff hold weekly safety meetings as project staff that review a weekly
safety topic for discussion and shop specific work activities.

The minutes of these meetings and any action items will be documented and communicated to all head
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office/shop employees.

Suggestions for hosting a productive meeting:

¢ Do not include too much information in one meeting. If a meeting is overloaded with information,
the focus may be lost.

¢ Ensure the audience can identify with the subject so they will participate and add to the
conversation.

o Use examples that are realistic by describing the topic or showing pictures. This will keep
everyone engaged in the meeting.

e Find ways for employees to consider controls to limit the hazards by asking the crew what steps
they can take in their daily tasks to eliminate incidents and accidents.

Each meeting sheet should be documented with minutes that include the date; signatures of attendees and
the supervisor, a summary of the meeting discussions and plans for follow up or action if needed. The
minutes of these meetings and any action items will be documented and communicated to all site workers.
Refer to HCSS Meetings/ Project Safety Meeting Minutes.

8.8 Job Specific Training

Acres is committed to ensuring all employees are informed of hazards and are competent to safely complete
assigned tasks. The supervisor must ensure each employee is trained and qualified to complete his/her
task. All training will be documented in way of trades certification that covers trade training on the use of
tools specific to the work. Other training documentation will be documented through training certifications,
competency forms which will retained in the employee file. Acres shall also provide training to employees
through the weekly review of such safe work practices and job procedures covered in weekly safety
meetings. Job training and specific job training reflects on legislative requirements for the task.

Acres supervisors and other skilled apprentice employees are deemed competent or qualified to train
employees hold trade certifications, gold seal certifications or other certifications deem their knowledge and
skills as competent. Such training that may be provided could include:

Confined Space Entry

Fall Protection

Aerial Work Platform
Respirator Fit Testing

Tool and or equipment training
PPE training

ok wpn~
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8.9 Safety Topic Review

The review of HSE topics are key to ensuring proper understanding of safe work practices, job procedures,
PPE inspections, tool use training, legislation, policies and industry standards that pertain to the work Acres
performs. Acres weekly safety topic is attached to the weekly safety meetings in HCSS Meetings that covers
a topic for discussion with crew. The weekly topic ensures that training components are met with new
employees on the use of a tool, inspections occur with PPE, and educate the worker to the safety
management system and process during employment.

Examples of Safety Meeting Topics

Personal Protective Equipment Overhead high-voltage electricity
Company Rules Company Paolicies

Defective Tools and Equipment process Qualified first aid attendants and supplies
Reporting accidents/incidents/near misses Emergency preparedness
Scaffold safety Tagging out equipment

Fall protection-written site-specific plan Trenches and Excavations
Health and Safety Responsibilities Guards on equipment
Communication and Signals Weather, clothing and hydration
Basic PPE Inspections Safety Glasses

High Visibility use & Inspection Hard Hat use & Inspection

Skill saw Operation Confined Space

Gas Axe Operation Cut Off Saw Use

8.10 Training Records

Records of safety training must be maintained and retained on file through HCSS Skills, for all Acres
employees. The safety department will maintain individual personnel files that will include copies of
orientation checklists, training certificates, competencies and other pertinent training records. The safety
department has an electronic filing system which records training completion or expiry to identify training
requirements and to ensure there is no lapse in current proficiency. These records record employee name,
date of training, trainer and expiry date.

8.11 Young or New to Industry Employees

Definitions
"new worker" means any worker who is
(a) new to the workplace;

(b) returning to a workplace where the hazards in that workplace have changed during the
worker’s absence;
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(c) affected by a change in the hazards of a workplace, or;

(d) relocated to a new workplace if the hazards in that workplace are different from the hazards
in the worker’s previous workplace;

"young worker" means any worker who is under 25 years of age.

Incidents among young employees are common in the industry. Acres recognizes this trend and has put in
place specific training for young employees to mitigate hazards and accidents.

The new employee will be given a green hard hat after completion of their hiring package. After 90 days
and demonstrating competency, a yellow hard hat will be provided to the new employee with the
superintendent’s approval.

When a new industry or young employee is hired and becomes part of a project team, Acres has
incorporated Part 3 of the legislation into the orientation process to specifically address new and young
workers.

3.23 (1) An employer must ensure that before a young or new worker begins work in a workplace, the young
or new worker is given health and safety orientation and training specific to that young or new workers
workplace.

(2) The following topics must be included in the young or new workers orientation and training:

e The name and contact information of the young or new workers supervisor

e The employers and young or new workers’ rights and responsibilities under the Workers
Compensation Act and Regulation including the reporting of unsafe conditions and the right to
refuse to perform unsafe work;

o Workplace health and safety rules

Hazards to which the young or new worker may be exposed, include:

Assault or confrontation.

Risks from robbery.

Working alone or in isolation.

Violence in the workplace.

Personal protective equipment.

Location of the first aid facilities and means of summoning first aid and reporting illnesses and
injuries.

e Emergency procedures.

e Instruction and demonstration of the young or new workers work task or work process.

e The employer’s health and safety program, id required under section 3.1

o WHMIS information requirements set out in Part 5 of the regulations.

e Contact information for the occupational health and safety committee or the worker health and
safety representative.
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8.12 WHMIS 2015 - Globally Harmonized System (GHS)

WHMIS 2015 GHS is an international initiative to standardize chemical hazard classification and
communication globally. GHS has been adopted by many of Canada’s trading partners, including the
United States. WHMIS first became law in 1988 through a series of complementary federal, provincial
and territorial legislation and regulations. This original system will be identified as WHMIS 1988.
Updates to implement GHS will be referred to as WHMIS 2015.

WHMIS 2015 is a national hazard communication system that provides information on the safe use of
hazardous products in Canadian workplaces. GHS has not replaced WHMIS. WHMIS has incorporated
GHS elements, resulting in new standards. Acres has a WHMIS program that applies to all workers
who work with or near hazardous products and are provided WHMIS training during the orientation
process.

WHMIS in Canada is a combination of federal, provincial and territorial legislation. This legislation
ensures that WHMIS symbols, classification of hazards, and labelling for WHMIS are the same for
British Columbia as they would be for any other province or territory. In BC this is covered in the
WorkSafeBC regulation Part 5.
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4 Main Parts of WHMIS 2015
e Hazard ldentification- Product Classification
e Label requirements
o Safety Data Sheet requirements

e Worker Education and Training
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8.13 Employer Duties

It is a requirement for employers to educate their workers on WHMIS, where the controlled products are
present in the workplace and the safety data sheets for those products, provide supervision and safe
work practices. Worker education on WHMIS must include the classification of hazards, labelling and
how to read the Safety Data sheets. In addition, training must be trained on specific products used in
the workplace workers use and how they would handle or be in contact with that product.

Employers must:

e Ensure that all hazardous products are properly labelled
e Make SDSs readily available to workers
e Prepare workplace labels and SDSs as necessary

e Provide worker education and training

8.14 Worker Education and Training

Employers are required to educate and train workers about WHMIS 2015. Revised education and
training programs, developed in consultation with the health and safety committee which include:

1. New hazard pictograms.
2. New hazard classes.
3. New labels and their required elements such as signal words.

4. The meaning of all signal words and hazard statements found on labels and SDS in the
workplace, such as DANGER- May cause cancer.

5. The new SDS format and how to locate information needed to work safely with the product.

6. Worksite specific training measures to work safely with hazardous products.

8.15 Labels
WHMIS 2015 has two main types of WHMIS labels: supplier labels, and workplace labels.

A supplier label is provided or affixed (attached) by the supplier and will appear on all hazardous
products received at a workplace in Canada. If the hazardous product is always used in the container
with the supplier label, no other label is required.
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A workplace label is required when:

e ahazardous product is produced (made) at the workplace and used in that workplace,
e ahazardous product is decanted (e.g., transferred or poured) into another container, or;
e a supplier label becomes lost or illegible (unreadable).

There are two situations when a workplace label is not necessary. When a hazardous product is:

e poured into a container and it is going to be used immediately, or;

e "under the control of the person who decanted it". For example, when the person who poured
the product into another container will be the only person who will use it, and the product will be
used during one shift, a full workplace label may not be required. However, the container must
still be identified with the product identifier (name).

If the product is not used right away or if more than one person will be in control of the product, a full
workplace label is required. Note that a company may have specific rules about labelling containers
that are above or exceed the WHMIS requirements.

8.16 Supplier Duties & Label Requirements

New requirements for supplier labels include signal words, and standardized hazard statements and
precautionary statements. Most hazard classes and categories have a prescribed signal word, hazard
statement and pictogram.

Suppliers are those organizations who, in the course of business, sell or import hazardous products.
Suppliers must ensure the appropriate classification of hazardous products. This classification is
determined based on comparison of all available hazard data for the ingredients or mixture to the
WHMIS requirements as outlined in the Hazardous Products Regulations (WHMIS 2015) or the
Controlled Products Regulations (WHMIS 1988).

When a product is considered to be a "hazardous product", the supplier must label the product or
container and they must provide a safety data sheet (SDS) to their customers. The purpose of the label
is to clearly identify the hazardous product, the supplier, the hazards and precautionary measures. The
SDS provides more information about that product. Supplier labels continue to be required in both
English and French.

A label will be required to be updated when the supplier becomes aware of any "significant new data".
According to the regulation, the definition of significant new data is:

"New data regarding the hazard presented by a hazardous product that changes its classification in a
category or subcategory of a hazard class, or result in its classification in another hazard class, or
change the ways to protect against the hazard presented by the hazardous product." (Source: Canada
Gazette, Part |l, Hazardous Products Regulations, Section 5.12 (1))
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Labels will be required to be updated within 180 days of the supplier being aware of the new
information. If you purchase a product within this 180-day time period, the supplier must inform you of
the changes, and the date they became available, in writing.

8.16.1 Supplier Label

Supplier labels MUST contain:
1. Product Identifier-Name, address and telephone number
The product name exactly as it appears on the container and on the Safety Data Sheet.
2. Hazard Pictogram(s)
Hazard pictograms determined by the hazard classification of the product.
3. Signal Word
“‘Danger” or “Warning” is used to emphasize hazards and indicate the severity of the hazard.
4. Hazard Statement

Brief standardized statement of all the hazards based on the hazard classification of the
product.

5. Precautionary statement(s)

These statements describe recommended measures to minimize or prevent adverse effects
from exposure to the product, including protective equipment and emergency measures. First
aid is included in precautionary information.

6. Supplier Identifier

The company which made, packaged, sold or imported the product, and is responsible for the
label and SDS. Contact the supplier for additional product information.

EXAMPLE OF A MANUFACTURER’S LABEL:

Product Identifier — should match the name on the 5DS ” n-Prnpy] al(ﬂ'lﬂl

LN No. 1274
CAS Mo, 71-23-8

Signal Word — ‘Danger’ severs) or ‘Warning’ (less severe) s> DANGER @
Hozard Statements — a phrase assigned to a hazard class that mmge 1171 Wit p G frsie
describes the nature of the product’s hazards o

Precautionary Statements — describes recommended measures to *

minimize or prevent adverse effects from expasure

e S0 for fther mioomartion.
Supplier identification — name, address, and telephone number of * fema Chemicad Company s 711 Roadrenar 5. Chicaga, L 62601 USA » woru aumsachem, com ¢ 133 444-5567

the manufacturer or supplier

Pictogram — graphic symbols intended fo convey specific

hazard information visually
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