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Note to the reader

The information provided in this handbook is solely for the user’s information and
convenience and, while thought to be accurate and functional, it is provided without
warranty of any kind. If in doubt, please refer to the current edition of the Occupational
Health and Safety Act, Regulations and Code. The Crown, its agents, employees or
contractors will not be liable to you for any damages, direct or indirect, arising out of
your use of the information contained in this handbook.

This handbook is current to March 2015. The law is constantly changing with new
legislation, amendments to existing legislation, and decisions from the courts. Itis
important that you keep up with these changes and keep yourself informed of the
current law.

This handbook is for general information only and may be applicable to assist in
establishing a compliant health and safety system at your work site. However, it is
critical that you evaluate your own unique circumstances to ensurethat an appropriate
program is established for your work site. It is strongly recommended that you consult
relevant professionals (e.g. lawyers, health and safety professionals and specialists) to
assist in the development of your own program.

Copyright and terms of use

This material, including copyright and marks under the Trade Marks Act (Canada), is
owned by the Government of Alberta and protected by law. This material may be used,
reproduced, stored or transmitted for non-commercial purposes, however, Crown
copyright is to be acknowledged. If it is to be used, reproduced, stored or transmitted
for commercial purposes, written consent of the Minister is necessary.
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Introduction

Supervisors fill an important role in every workplace. Workers lo
to their supervisor for ongoing guidance and support in thei

a supervisor
f the workers

afety responsibilities. Start by understanding your own.

Near the end of this handbook is a short section for employers
(Qualities of an effective supervisor). It focuses on the essentials
of hiring and supporting supervisors in light of their health and
safety responsibilities in the workplace.

AN OCCUPATIONAL HEALTH AND SAFETY HANDBOOK o



Glossary of terms

Competent

A person who is adequately qualified, suitably trained an
sufficient experience to safely perform work without s i or
with only a minimal degree of supervision.

Contractor
A person, partnership or group of persons ough a contract,
an agreement or ownership, directs the ac >f one or more
employers involved in work at a wor}
Employer
A person who is self-employed, ho employs one or more
workers, or who is d ted by an employer as the employer’s
representative.
Hazar
A situation, condition or thing that may be dangerous to the safety

r workers.

assessment

A written process to recognize hazards at work before they cause
harm to people or property.
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Imminent danger

A danger that is not normal for a particular occupation o
which someone engaged in that occupation would n Iy
carry out their work.

Incident @
The negative outcome (such as an inju @ ess) from an

uncontrolled hazard.

Safe work practice

General Do and Don’t guidelines n activity or work process.
Safe work ure
A written, steg truction for how to perform a task from

rk site/workplace

A location where a worker is, or is likely to be engaged in any
occupation. A work site includes any vehicle or mobile equipment
used by a worker in an occupation.
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Who is a supervisor?

The term “supervisor” can be used to describe the position of
the individual in charge of a work site or directing the activities
workers. The following job titles* may also be used and sh
roles and responsibilities of a supervisor:

Chair
Charge Nurse
Chief

Director

Foreman
Lead Hand
Manager
Shift Lead
Superinte
Team Lead

es are provided for sample purposes only and are not intended to be a complete list.
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Supporting a strong health

and safety culture

Behind every organization with a strong health and safety cult

is an employer who values worker health and safety.

The employer gives management the authority to put @
li

health and safety ahead of other corporate values

production or operating cost efficiencies.
When workers see their organization’s lea health
and safety first in their everyday decisions sed to

just talking about it — that’s when the h
takes root. And generally, the stronge

and safety culture is, the better i
organization is a producti

As a supervisor, it’s your job to e the workers you

supervise not only understan rganization’s health and safety
expectations, but ey live up to them. Everyone should
own the respo Ity of going home safe and healthy
at the g ‘ rkday.

In your effo ceep workers safe you’ll plan ahead to provide
health and safety guidance in different situations. You’ll conduct
: afety meetings or bring workers up to speed on safe

actices and expectations during one-on-one training

. This is important stuff to talk about. Just remember:
it’s not always what you say that comes through loud and clear.
what you do.

Supervisors set the example for workers to follow. People are
looking to you for guidance.
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Supporting a strong health and safety culture

Lead by example. Make safety awareness part of everything you
do on the job. Demonstrate a positive attitude toward heal
and safety, and good related habits — always. Show up o

wearing the personal protective equipment you want rs
to wear. Keep your eyes and ears out for potential ha a
address these with the workers. Your level of co e

health and safety will help inspire their level of nt to
staying healthy and safe on the job.

A strong health and safety culture is yhere all levels
of the organization are equally 1itted. Your workers
need to trust you, their supervisor. nt on you to be

informed, respectful and approac . They need to know you’ll
do what’s right for them. Wit and support from your
employer, you’re in a position s right for everyone.
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The supervisor’s role

INn health and safety

As a supervisor, you're a leader with some responsibility for oth
workers. You help the people you supervise understand
employer’s expectations. You plan their work and provide
to help them succeed. You monitor their individual orm
to ensure they deliver, and you report back to mana
results and/or any concerns.

Alberta’s occupational health and S
(the Occupational Health and Safe
Code) gives you all the same rights
other workers — plus specifi€
as supervisor.

es related to your role

YOU have ions relating to the health and

safety of the erglyou supervise:

o You everything reasonable (due diligence)
to ens e health and safety of the workers you

pervise on the job.
Q e expected to know what to do — and to do what you

ow. This includes knowing, following, and making sure
your workers know and follow all of your organization’s
health and safety policies and procedures. Your employer is
responsible for making sure those standards meet or exceed
the minimum legislated requirements in Alberta.
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The supervisor’s role in health and safety

9 You must inform workers about any known
workplace hazards, existing controls for tho
hazards and/or safe work practices.

Every workplace has situations, conditions or thin at

be dangerous to the safety or health of wor h re
called hazards. As a supervisor you must kn ke sure
workers know the hazards connected to y do. You
must also know and communicate the ols designed to
protect against those hazards, in

e You must involve workers rocess of hazard
identification and cantro

Workplace hazards can p kers in harm’s way. As a
supervisor, you must involve workers in the hazard assessment
process. Talk about the work. Ask questions and
respond to g lated feedback they provide. Since they’re
e job, workers have a valuable perspective.
it comes to deciding on controls as well.
Workers ca you — arguably better than anyone — whether
oposed control is going to help, hinder, or even fly (i.e. are
s going to comply?) and why.
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As a supervisor, you need to make sure your workers know
what to do and how to do it. Without proper training, workers
can pose a hazard to themselves and to others. Having all
the right tools to do the job is necessary, but it isn’t enough.
Workers require the skills to use the tools and do their work
safely. Likewise, even the best personal protective equipment
is only effective if it’s used as intended. Setting your workers
up for success includes training them to succeed.

1éhcommuntic
{ rec
Workers must follow workplace health and safety policies

and procedures. It’s your job to let workers know exactly
what that means for them. Workers are required to:

Behave in a way that won’t result in harm or damage
to themselves, others or the employer.

Wear specific personal protective equipment while
performing specific tasks.

Report hazards whenever they see or suspect one.

Workers need to know what it is they need to do, and as their
supervisor it’s your job to tell them.

Employers are required to have occupational health and
safety legislation available for reference. Make sure your
workers know where to access it.



The supervisor’s role in health and safety

Due diligence

Employers are expected to do their best to ensure the hea
safety of their workers. In the event of a workplace in nt, the
should be able to demonstrate due diligence, or to.show tha

Due diligence can be established if, in
supervision, no one could have seen
or taken advantage of an opportu
from happening.

petent

Drevent it

4
// Every employer sh ngtite, ds far as it is
- reasonably practicable™or the employer to do so,
a. the health y of

ged in the work of that employer, and

orkers not engaged in the work of that
oyer but present at the work site at which that
work is being carried out, and

t the workers engaged in the work of that employer
are aware of their responsibilities and duties under this
Act, the regulations and the adopted code.

Occupational Health and Safety Act, Section 2(1)
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Workers’ rights

Workers also have specific rights under Alberta’s occupe y

health and safety legislation. It’s important that the
those rights. It’s your job to make sure they do.
rights are spelled out below, but check with yo
need additional clarification.

Occupational health and safety le@ ecognizes
three fundamental rights for

0 The right to kno

Workers need to know abo orkplace hazards if they’re

going to act to stay hea nd safe on the job. They have
the right to s their supervisor it’s your job to inform
workers of n hazards, and to educate them about
the pr oper use of adopted controls.

e The to participate:

rkplace hazards represent some level of risk to
worker. It’s only right that the worker be given the
portunity to participate in identifying hazards and their
recommended controls. This level of participation is the
worker’s right and the employer’s obligation.
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The supervisor’s role in health and safety

9 The right to refuse unsafe work:

Workers should refuse to do work they believe woul
themselves or others in the workplace in immi d r.
Here, unsafe work is anything the worker believ re

a danger that isn’t a normal part of the wor job e

job of someone in the worker’s occupatio

Workers cannot be penalized for refus ork, but
they must notify their supervisor (e as soon as
possible, explaining their reaso  No negative

conseguences can comé Frefusing to perform

unsafe work.

As a supervisor, you must take action to investigate, avoid
reassigning the work to anyone else that would be at risk,

and address ard by eliminating or controlling it.
Check the O tional Health and Safety Act, Section 35,
for additi r ibilities, or ask your employer.
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Supporting your employer’s

health and safety program

Alberta employers are encouraged to have a health and safety po
along with a documented program to promote ongoing co
with Alberta’s occupational health and safety legislation.
this is called a health and safety management syst
it’s called an occupational health and safety progr k re
you know and use the term your company use

A big part of your role as supervisorii
sure day-to-day operations supp nployer
health and safety policy and

e success of your
ou’re present, working
know the tasks they

organization’s health and safe
alongside the people you .
perform. You actually see their skill level. You provide guidance,
encourage worker feedback, listen to what is said. You
establish a rappo our workers and you set the tone for
what’s taken seri , and what is not.

You also ha
to keep the
level: what’s w

anagement’s ear. Management depends on you
rmed about what’s happening at the operations
king well, and what is not.
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Supporting your employer’s
health and safety program

Organizational commitment

How people feel about their organization can influence h V.
perform on the job. A strong organizational commitment to It

and safety tells workers they are valued beyond the S
workers. They’re valued as individuals.
Clearly defined expectations reinforce the L g that

health and safety is important, and that e 3 ibutes in
one way or another. As a supervisor, you )
discussions about
health and safety, and in related de at will affect how they
do their jobs.

Talk is good, but it’s not alwa

their employer make health and ty an operational priority.

You can demonstra organization’s commitment through
your actions, like al ring the proper personal protective
equipment on si ng the start of a dangerous job until
the proper co e in place
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Hazard identification
Alberta’s Occupational Health and Safety €od

n

a hazard as “a situation, condition or thing
dangerous to the safety or health of wo

We can’t protect ourselves
effectively if we don’t know
what the hazards are. That’s
why the hazard assessment
and control process is
required by law (Occupational
Health and Safety Code,
Part 2, sections 7-9). ltis a
fundamental element in every
occupational heal

safety program. a handbook for Alberta

employers and workers

normally ta
hazard iden

yo 't do it alone. work.alberta.ca/documents/
ohs-best-practices-BP018.pdf

4
// An employer must involve affected workers in the
== hazard assessment and control or elimination of
the hazards identified.

Occupational Health and Safety Code, Part 2, Section 8(1)
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work.alberta.ca/documents/ohs-best-practices-BP018.pdf
work.alberta.ca/documents/ohs-best-practices-BP018.pdf

Together with your workers, you will:
Analyze the individual tasks that every job entails.

Look for any health or safety hazardsgelated to
those tasks.

Create a written record of whatfyou$ind:

Discuss both the hazards found and the controls
being introduced with affég@ted workers.

Ty
LS
ey
’

. F - ._____.._-.- == 4
- N
N
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Hazard controls

Not knowing the potential hazards related to a job is a p
Knowing the hazards, but not doing anything abo e
even bigger problem. It’s irresponsible — and it’s against the law.

/// If an existing or potential h rkers is

== identified during a hazard t, an employer
must take measures i ance with this
section to

a. eliminate the hazards, o

b. if elimination is not re ably practicable, control the
hazards.

0] nalHealth and Safety Code, Part 2, Section 9

iminating the hazard is always the preferred approach.

El
’ imination is not possible, the next best thing

erta’s Occupational Health and Safety Code (Part 2, Section 9(2-5))
establishes the hierarchy of controls to follow when elimination of

the hazard is not an option.
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Supporting your employer’s
health and safety program

FIRST CHOICE
Engineering controls - \@

control the hazard at the source gs

Insulate for sound to roduce ventilation
reduce noise levels. system for exhaust.
Uscnon-toxic chemicals. Use equipment guards.

Use hoists or trolleys to
lift and move heavy loads.
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SECOND CHOICE

Administrative controls — \@

control the hazard along the p

(i.e. between the hazard ani?o :

Develop and follow safe wor! Provide training and
practices and p res. supervision for workers.

®

and maintain a good Limit exposure time
sekeeping program. by rotating jobs.
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Supporting your employer’s
health and safety program

THIRD CHOICE

Personal Protective Equipment (

control at the worker. I&

Cut resistant Reflectiv: gty CSA-approved

gloves vest harness footwear
Hard hat Eye Respirator
protection

e: PPE is often the easiest control to implement but is usually the
le ffective. For this reason, it should be considered a last resort and

should always be used in combination with other control methods.

If the hazard cannot be controlled by using a single
control method, the employer may use a combination
of engineering, administrative and personal protective
equipment to provide a greater level of worker protection.
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HAZARD Analyze the individual tasks
D> DENTIFICATION € that tvery job entails

9 Look for any h or
hazards related to e tasks.

rd

STEP 2 |

ELIMINATION
r, if elimination is not possible:

ST SECOND THIRD
OICE CHOICE CHOICE
Engineering Administrative Personal
controls - controls - Protective
control the control the Equipment
hazard at the hazard along (PPE) -
source. the path control the
(i-e. between hazard at
the hazard and the worker.
workers).

COMBINATION OF CONTROLS

If the hazard cannot be eliminated, or controlled by using a
single control method, the employer may use a combination of
engineering, administrative and personal protective equipment

to provide a greater level of worker health and safety.
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Supporting your employer’s
health and safety program

As a supervisor you may or may not be involved in
determining the controls for identified hazards. Yo
will, however, be responsible for making suge th
recommended controls are put in place, and t
workers you supervise are aware of, trai in
diligent about their use.

Ongoing inspection

From time to time, new equipment c esses are introduced.
New workers are hired on. The always changing.

spot outdated controls
or newly introduced hazards. Your employer should have an
inspection sche at you need to know and follow.

cheduled. They are intended to check
1 % cific items in the workplace. They provide a
ard for gathering information and flagging concerns

ntified, act to eliminate or control the hazards, and talk
workers about both the hazards and controls.

U
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Supporting your employer’s
health and safety program

Informal inspections can be an effective health and safety tool
Unlike formal inspections, these do not involve a formal re

or follow a specific schedule. The workers, superviso
managers conducting informal inspections sheul
on what they learn immediately, making ag i

and safety behaviour at the work sit

Inspections are an excellent way to
and safety top-of-mind among w
inspection process by watc
questions. Encourage managem

subject of health
rs. Involve workers in the
work and asking them
0 participate as well. Those
conducting inspecti st be sure to use/wear any required
personal protective nt while on site.
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Worker training

As supervisor, you need to ensure the workers you
the risks associated with the work they do, and wha
them for their own safety and that of others in the

4
%7  An employer must ensure th
=== Dby the hazards identified in.a
report are informed of Z

methods used to controlNe

Occupational He an

In all cases, form ning on the care, use and maintenance of

personal pr i ipment must be provided by the employer.
V/ . . :

7 a worker is required under the Act, the regulations

he adopted code to use or wear specific

ipment, the employer must ensure that the
worker uses or wears the equipment at the
work site.

Occupational Health and Safety Regulation, Section 12(2)
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Supporting your employer’s
health and safety program

The workers must either be competent to do the work, or they mu
be under the direct supervision of a worker who is compet
That could be you.

4
// If work is to be done that may gnd er,
= the employer must ensure that t one
ork, or

hedirect supervision
) the work.

ve an understanding of your organization’s
tem, related obligations, and the work site or

ety responsibilities. Familiarity with the job tasks and years of
e ience can lead to shortcutting correct safe work practices.
Refresher training is an important way to keep everyone focused
on the importance of health and safety.
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Emergency response planning

You should know the emergency response plan at the wor , and
have the knowledge and training needed to activate suppo
You may be the go-to person in the event of an e

hazardous materials).

You are not the only one who hat to do in the event
of a workplace emergency. The ou supervise and any

help make sure they do. Emer y evacuation procedures must
be clearly posted d out, explained and rehearsed as part of

the organization’ gency preparedness.

Planning erg es involves understanding the potential
risks within the workplace. Every workplace is subject to change
over time. Us@iWhat you learn during safety inspections
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Supporting your employer’s
health and safety program

Investigating incidents

A workplace hazard is a situation, condition or thing that
dangerous to the health or safety of workers. An inc
negative outcome from an uncontrolled hazard suc

prevent it from happening again. As supe
is going to rely on help from the workers i

4
// Except as otherwise @iggfted by a Director of

q eventing further injuries, and

otecting property that is endangered as a result of
the accident.

Occupational Health and Safety Act, Section 18(6)

@ SUPERVISOR ROLES AND RESPONSIBILITIES:



Your company should have its own internal reporting
requirements, but legal reporting to governme
agencies is as follows:

nder

4
// The injuries and accidents to®
e sybsection (1) are

that causes a serio
causing ious injury,

or that has the potential of
d. the coll r upset of a crane, derrick or hoist, or
se or failure of any component of a building

% e necessary for the structural integrity of the
i g or structure.

Occupational Health and Safety Act, Section 18(2)

eport an injury or accident as defined above, call the
Occupational Health and Safety Contact Centre at 1-866-415-8690.
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Supporting your employer’s
health and safety program

Workers’ Compensation Board (WCB)
Employers must report to WCB within 72 hours of being no '

of a work-related injury or iliness that results in or will like
result in a visit to the doctor. Call 780-498-3999 or t ee
all

1-866-922-9221. As a supervisor, this responsibility

It’s also important that workers understand e
investigation. This is not about assigning bla duals.
It is about getting to the bottom of the situa 1e underlying

problem(s) can be corrected.

behaviours that led up to the inci Poor visibility, equipment
breakdown or lifting too heavy a re examples of direct causes.

asons the direct causes happened.
adequate lighting? Why did the

place or work process to avoid similar incidents in the future.

Incident investigations are an important part of an organization’s
commitment to improving its health and safety performance.

Involve workers during the investigation and share your
completed investigation reports with management to

initiate change. Then follow up with the workers by explaining
any changes that will be introduced as a result of the investigation.
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DIRECT CAUSE
Example: Poor visibility

INDIRECT CAUSE
Example: Inadequate lighting

Share completed investigation
report with management

Implement required changes
as a result of investigation
Example: Improve lighting
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Supporting your employer’s
health and safety program

Health and safety
program administration &
ganizati

Supervisors are the hands-on administrators of their
health and safety program.

You take the health and safety message to th roviding
orientations, explaining expectations at hea meetings,
and demonstrating and reinforcing safe wo es every day.

Communication is a necessary ski as supervisor. The

ability “to communicate readily al ea th the worker” forms
part of the definition of a “direct s or” in the Occupational
Health and Safety Code (Pa

It’s not enough to be od speaker: able to provide clear
instructions and col te expectations. A supervisor also

has to be a good listener. Your workers need to know
you with questions or concerns.
They need w you’ll hear them, provide support
and follow up'as necessary.
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While your workers look to you for timely guidance and support,
your employer relies on you to be their eyes, ears and record
keeper on the front line. You monitor performance, collect worker
feedback, track attendance and record incidents.

Your paperwork helps paint a picture of your organization’s actual
health and safety performance. It contributes to audit results.
It keeps your health and safety program up to date and informs
future health and safety program initiatives.

Your organization’s health and safety program, together with
Alberta legislation, determines the records you keep. There is a
documented chain of requirements that includes safety standards
and safe work practices. You need to know what’s required when,
and you need to make sure those requirements are met. If you
don’t know, ask your employer.
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Supporting your employer’s
health and safety program

Dealing with non-compliance

At minimum, your employer’s health and safety policies
procedures must comply with Alberta’s occupational It d
safety legislation. It’s your employer’s responsibility ake suri
they do. As supervisor, it’s your job to make suke the

workers you supervise follow your organiza ealth
and safety program.
i ocess to deal

ollow that program.
this guideline:

If your employer has a documented di
with non-compliance, you must knc
If no formal process exists, you

Whenever you see unsafe b ctivities, take action.

" As soon as it’s safe to do so, stop the work.
I Identify the olved.
1 Find out'w ions the worker received and who

provid instructions.

" Find out ork was performed in this manner (root cause).
@ the employer.
Take corrective action.

Document what happened.

@ SUPERVISOR ROLES AND RESPONSIBILITIES:



Alberta’s occupational health and safety officers have the authority
to enter a work site at any time during work hours for the purposes
of conducting an inspection. They are authorized to issue tickets
or administrative penalties to any parties regulated by the
legislation including workers, contractors, suppliers, prime
contractors and employers.

Tickets are a compliance tool that delivers an immediate
consequence to workers or employers. When occupational health
and safety officers see someone violating specific provisions of
occupational health and safety legislation, they may issue a ticket.




Supporting your employer’s
health and safety program

Tickets can be issued to workers as well as employers/organlzatlon
They’re based on observed violations such as not wearing reg

substance. They hold individuals accountable for thei
in much the same way as a traffic violation ticket and c

rs. The goal is improved

occupational health and safety

compliance with oc ional health and safety legislation.
Healthy and safe w ironments are a shared responsibility
between gover nd all regulated parties.
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It’s common practice for organizations to hire contractors to
take care of specific projects or aspects of larger projects at a
work site. In some situations, supervisors are not involved in the
process of selecting contractors, and you may not be authorized
to manage their work activities (i.e. their contracts). But once
they’re working on site, it could be your gespensibility
to oversee the contractors in a waythat gprotects
the health and safety of everyone©nSite.¥éu should
check documentation and conduct inspections to confirm that
contractors on site are in compliance with occupational health
and safety legislation.
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Contractors and your health and
safety responsibilities

Prime contractor’s role

Alberta legislation requires a prime contractor be identifie
every work site where there is more than one employer present
on site over the course of the project. By default, if no prime

contractor is identified, the law considers the owner o
site the prime contractor.

4
// Every work site must ha
e there are 2 or more e

the work site.

contractor if
volved in work at

The prime contractor fo site is:

a. the contra ployer or other person who enters into
an agree ith the owner of the work site to be the
DIiMe.e r

ent has been made or if no agreement is in
ner of the work site.

Occupational Health and Safety Act, Section 3(1-2)

Di nt employers can have different health and safety priorities and
expectations. It’s the prime contractor’s responsibility to make sure
the work site remains safe for everyone despite those differences.
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As a supervisor for the prime contractor, you'll need to coordin

effective communication about health and safety expectati
the site.

4
// A prime contractor must ensuge tha
=== 0N a work site is made aware 6j

potential work site hazards t
employer’s workers.

Occupational Health and'S

You’ll also need to address solve any related conflicts.

Regardless of who’s'do ng the work, you're expected to do your
best to make sur @

g done in a way that complies with
ealth and safety legislation.

Alberta’s occupat

a work site is required to have a prime contractor
% der subsection (1), the prime contractor shall
asure, as far as it is reasonably practicable to do
So, that this Act, the regulations and the adopted
code are complied with in respect of the work site.

Occupational Health and Safety Act, Section 3(3)
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Contractors and your health and
safety responsibilities

Contractor management system

A strong contractor management system will make your
supervising contractors easier. It can limit health and safet ue
by establishing consistent procedures, and defining clear roles

On the next page are some key elements th
management system should cover, and w
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B A contractor’s health and safety program and
performance history: including this as part of t

prequalification process for contractors sen
message that health and safety is a priority

employer’s work sites. Contractors are requi ovide
documentation up front that defines their fety
practices, verifies they have the ap g and

insurance coverage, and testifies t

at your job site.
These orientations shoul legal requirement to
communicate expectati y conditions and hazards
at the work site. They cover the rules, safe work
procedures, ing requirements and emergency action

plans that rs are expected to follow.

sion: keeps workers aware of and
for health and safety on the job by ensuring
ctions, hazard assessments, planned safety
formal reporting procedures are completed.
everyone’s responsibility to ensure legislation and
te-specific rules are followed.

I End of contract debrief: this feedback session creates

the opportunity to improve on existing healthy and safe
work practices, and strengthen the contractor management
system moving forward.
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Contractors and your health and
safety responsibilities

When someone else is in charge

Your employer may not always be the prime contractor on a work
site. If a written agreement is in place authorizing another party
to act as prime contractor, or if a second work site is introduced
within the first (i.e. a work site within a work site), the scope of
your role as supervisor can change.

What doesn’t change is your responsibility to the workers you
supervise. You remain obligated to ensure, as far is
reasonably practicable, the hgalth apd safety of your
workers on site. If a contracter puts your workers in danger,
you must intervene immediately to protect them from harm.

That may include stopping the work until the risk is either
eliminated or controlled.
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Supervisor’s checklist

To be a competent supervisor,

| need to: @
[[] Know and understand my employer’s occu N

and safety program, policies and procedures

[ Know and tell workers about their h a ety rights
and responsibilities.

he work site.

T)

[1 Conduct a formal hazard asse

[[] Identify (with help from
related controls.

hazards and their

[[] Communicate all haz and related controls to my
workers (and managem

[ Complete ired inspections.
O ant safe work practices to my workers.
[] Con y workers have the training, tools and

equipment necessary to perform their jobs.
r/use required personal protective equipment when on site.

sure my workers are wearing/using required personal
protective on site.

[ Ensure my workers know where to find information on
occupational health and safety at the work site, including
related legislation.

[[] Do everything in my power to ensure the health and safety
of my workers.

[] Lead by example.
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Supervisors have a lot of responsibility within an organization.
Workers look to them for advice and support in the performance
of their jobs. Employers rely on them to mentor, monitor and

help motivate their workers to uphold adopted standards:

PeErvsIon

There are a number of qualities and skills that combine to make
someone a good supervisor. You’ll want to consider these when
promoting a worker into the role, or hiring someone new.

Supervisors need toyunderstand the role
as it is defined bysdthe organization.

They need to know what’s expected of them and what’s expected
of the workers they will supervise. This includes understanding
their employer’s occupational health and safety program, and
demonstrating the skills' needed to support it.

Supervisors need leadership skills.

Your workers will be looking to their supervisor for leadership. It’s
up to the supervisor to earn their trust and respect. “Do what | do”
is easier for workers to follow than “Do what | say.” Supervisors
should demonstrate the attitude and behaviours that they expect
from others. Lead by example.



Supervisors need strong
communication skKills.

Supervisors are the direct conduit of information between the
organization and its workers. That information flows. both ways,
keeping the workers up to speed on management’s expectations,
and keeping management up to date on what’s happening on the
front line.

Supervisors must be able to communicate expectations and
provide clear instructions. They must also be good listeners, able
to grasp and summarize situations effectively, and provide an
accurate account of what they hear.

Supervisors have to befable to
organize andgprioritize.

Overseeing multiple workers, worker schedules and work activities
is a big responsibility. Supervisors have to be able to organize
and prioritize effectively. They need this skill set for performing
hazard assessments as well, involving workers in the process of
identifying hazards, ranking risk and prioritizing controls.

Supervisors need to demonstrate
strong attention to detail.

Taking care of workers on the job involves keeping them safe and
helping them keep one another safe. Workplace hazards aren’t
always obvious. Sometimes they are the result of something that’s
supposed to be there but isn’t (e.g. personal protective equipment).
A supervisor should always be on the lookout for anything that
could pose a risk. This role requires a keen eye and a broad focus.



Hiring the right people for the job is important, but it’s just the first
step in making sure your workers have competent supervision.

Alberta’s occupational health and safety legislation requires
supervisors to be competent before they start the job.

Ri=Q, PSKOI
& OLL!
Kceptl unaei
ar i

Occupational Health and Safety Regulation, Section 14(1)

nsibility
Upearvisers ha
Ss

Supervisors must understand and accept:
The authorities they are given by their employer.

The organization’s health and safety management system,
which should meet or exceed the minimum standards
required by law.

The organization’s health and safety standards and
operational procedures.

The responsibility to eliminate or control any known or
potential hazards related to the workplace.

Their responsibilities related to occupational health and safety.



Setting them up for success

You need to support your supervisors on the job. They will only
be as effective as you allow them to be. Give them the authori
to do their work and the time, training and resources they’

to do it well.

And remember, you can talk about health and saf RY nt

as an organization, but it’s your supervisors who dir influence

your workers on a day-to-day basis. They can ei up the

corporate health and safety culture with ; ude and
sure workplace

health and safety remains top of min upervisors are

safety performance
occupational healt
supervisors’

The supervisor’s role is essential

to keeping Alberta’s workers
healthy and safe on the job.
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Resources

Occupational Health and
Safety Legislation

A copy of the Occupational Health and Safety Ac
and Code, and OHS Code Explanation Guide, t
handbook can provide an excellent basi / ﬁ to begin
understanding supervisor roles and resp ilitie

. It references:
ter O-2, R.S.A. 2000

This handbook is current to

Occupational Health and Safe
(current as of October 1, 2013)

Occupational Health and S gulation, AR 62/2003

(with amendments up to AR 1 013)
Occupational He afety Code 2009
Occup Safety Code Explanation Guide 2009

The curren S legislation is available online at:

rta.ca/ohs-legislation
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work.alberta.ca/ohs-legislation

Resources

Official printed versions of the Occupational Health an
Safety Act, Regulations and Code Handbook an
OHS Code Explanation Guide may be purchas
from Alberta Queen’s Printer:

qgp-alberta.ca

7th floor Park Plaza Building @
10611 — 98 Avenue NW
Edmonton, AB T5K 2P7

Phone: 780-427-4952

Fax: 780-452-0668
Email: gp@gov.ab.ca

%,
O
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qp.alberta.ca
mailto:qp@gov.ab.ca

Additional resources

Government of Alberta — OHS Legislation
work.alberta.ca/ohs-legislation \

Government of Alberta —
OHS Legislation Awareness elLea m

work.alberta.ca/elearning/Legisl ion.htm

Government of Alberta -
Hazard Assessment ekear gram

work.alberta.ca/elearning/ /Hazard.htm

¢ @ ent of Alberta —

edding Indicators for Workplace Health and Safety:
ser guide [BP019]

work.alberta.ca/documents/ohs-best-practices-BP019.pdf

Canadian Centre for Occupational Health and Safety
(CCOHS) - Job Safety Analysis

ccohs.ca/oshanswers/hsprograms/job-haz.html
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work.alberta.ca/ohs-legislation
work.alberta.ca/elearning/Legislation/legislation.htm
work.alberta.ca/documents/ohs-best-practices-BP019.pdf
ccohs.ca/oshanswers/hsprograms/job-haz.html
work.alberta.ca/elearning/hazard/Hazard.htm
work.alberta.ca/documents/ohs-best-practices-BP018.pdf

Contact us

Province-wide OHS Contact Centre
For general information or to order publications:

Edmonton and surrounding area
780-415-8690

Throughout Alberta
1-866-415-8690 :

For the deaf or hard-of-hearin

In Edmonton
780-427-9999

Throughout Alberta
1-800-232-7215

Website

oll-free 1-866-922-9221.

Feedback survey

work.alberta.ca/ohsresourcesurvey
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Contact us

Province-wide OHS Contact Centre
For general information or to order publications:

Edmonton and surrounding area
780-415-8690

Throughout Alberta
1-866-415-8690

For the deaf or hard-of-hearing (TDD/TTY)

In Edmonton
780-427-9999

Throughout Alberta
1-800-232-7215

Website
work.alberta.ca/OHS

Worker’s Compensation Board (WCB)

Employers must report any visit to a doctor for a work-related injury or
illness to the Workers Compensation Board. Call 780-498-3999 or
toll-free 1-866-922-9221.

Feedback survey

vork.alberta.ca/ohsresourcesurvey ISBN 978-1-4601-2131-3 (Print)

ISBN 978-1-4601-2132-0 (PDF)
BP020
March 2015
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