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Purpose:
Understanding exactly what hazards are present in a workplace, how those hazards could result in injury or illness, and how to properly report hazards so the risks associated can be assessed and controlled. 

Scope:
This procedure covers all documentation and expectations related to the reporting of hazards in the workplace. This procedure applies to all workers, supervisors, and senior management of insert name of Company. Sub-contractors are included as well. 

Legislation: 
OHSA 28(1)(d)
Insert other applicable legislation here. 

Definitions	Comment by samantha Frazer: Move to after legislation 
Hazard: 
Source of harm or anything that can cause injury or illness in people, or damage to property.
Hazard Reporting:
A process involving a form that is used when a worker has identified a potential hazard that cannot be simply and immediately fixed. 
Hazard Identification: 
Is the process in which the hazards of a workplace are identified within a system, procedure, or equipment. 
List/Registry:  
Inventory of high-risk activities applicable to the workplace and work functions. 
Risk: 
Refers to the likelihood of a hazard causing harm. 
Risk Evaluation: 
Refers to the process of comparing an estimated risk against given criteria to determine the significance of the risk. 
Risk Analysis:
It describes the process for comprehending the nature of hazards and determining the level of risk.  
Risk Control: 
Refers to the actions implementing risk evaluation decisions. 
Risk Assessment:
A systematic process of evaluating the potential risks that may be involved in a projected activity or location. 
Risk Management:
A process used to manage risk which includes the identification of hazards, the assessment of the level of risk associated with the hazard, and the required mechanism(s) to control the hazard. 
Root Cause Analysis: 
A systematic process for identifying “root causes” of problems or events and an approach for responding to them. 





Roles and Responsibilities: 
Senior Management: 
· Review and approve the hazard reporting procedure and related documents annually at minimum, or when changes have been made. 
· Ensure a standardized format is used for recording the findings of the hazard reporting process (list/registry) and is reviewed to determine the appropriate control process. 
· Ensure that hazards reported are being properly communicated by a supervisor to whoever may be endangered by the hazard reported (Workers, visitors, contractors, etc.).
· Determine resources (time and personnel) required for the implementation of the hazard reporting procedure (completion, adjustment, and review).
· Develop a hazard reporting process including a means to record hazards that have been reported. 
· Create a training program for all members of the workforce to receive training in the hazard reporting procedure and hazard reporting form. 
· Ensure those assigned corrective and follow-up actions have completed these actions as required.
· Update the risk list/registry with information obtained from hazard reports.
· Ensure hazards are investigated adequately and that action is taken to prevent reoccurrence. 
Supervisors: 
· Review inventory/list to ensure high-risk work/tasks in the area have been reported.
· Participate in the hazard reporting process. 
· Seek input and feedback from hazard reports, workers, and Safety Representatives regarding the list/ registry and the hazard reporting process.
· Ensure that hazards reported, and corrective measure(s) are communicated to whomever may be endangered by the hazard present. (Workers, contractors, visitors, etc.)
· Ensure that the hazard controls implemented are being followed in all work.
· Communicate the hazard recognition list/ registry to workers and ensure that it is available for workers to reference. 
· Ensure that the standardized format for reporting hazards is being followed and the correct documentation is being used.
· [bookmark: _Hlk136961266]Acts on hazard reported through corrective and follow-up actions where appropriate. 
· Ensure to keep workers up to date on the status of hazard correction. 

Workers:
· Participate in hazard reporting training. (If applicable)
· [bookmark: _Hlk133847762]Participate in the hazard reporting process by reporting all hazards identified in the workplace using proper documentation and informing a supervisor. 
· Participate in the resolution of the hazards reported. 
· Follow the direction of the supervisor.
Joint Health and Safety Committee or Health and Safety Representative: 
· Assist in developing a standardized format for reporting hazards. 
· Review all hazards reported and participate in the corrective action process. 
· Maintain a master record of the risk list/registry. 
· Ensure hazards reported are addressed in the hazard recognition registry/list.
· Review new work activities or equipment when it is introduced in the workplace or following workplace incident investigations for additions/changes to the list/registry. 
· Review hazard reports and corrective actions annually. 
· Support hazard reporting process as required. 
· Participate in creating and maintaining the hazard reporting process, documentation, and records. 

6 Types of Safety Hazards
Biological: Biological hazards include viruses, bacteria, insects, animals, etc., that can cause adverse health impacts. 
Chemical: Chemical hazards are hazardous substances that can cause harm. These hazards can result in both health and physical impacts, such as skin irritation, respiratory system irritation, blindness, corrosion, and explosions.
Physical: Physical hazards are environmental factors that can harm an employee without necessarily touching them, including physical environment, noise, heat, and cold.
Ergonomic: Ergonomic hazards are a result of physical factors that can result in musculoskeletal injuries. 
Psychosocial: Psychosocial hazards include those that can have an adverse effect on a worker’s mental health or well-being. For example, (sexual) harassment, victimization, stress, and workplace violence. 
Safety: Safety hazards affect workers who mostly work with machinery or on construction sites. Safety hazard includes slips, trips, and falls, operating dangerous machinery, and electrical hazards included. 

Procedure 
1. When to report a hazard:
When a new hazard or an uncontrolled hazard is discovered in the workplace, it is to be reported to your supervisor or manager.
2. How the hazard is to be reported:
The hazard is to be reported using a Hazard Reporting Form. All hazards will be identified as high (Class A hazard), medium (Class B hazard), or low (Class C hazard) as defined here. All reported hazards are addressed based on the level of priority assigned. 
a) High (Class A hazards) are those with a high-risk potential. They are serious or significant hazards and should receive high priority for immediate control, work should not continue if a class A hazard is present.
b) Medium (Class B hazards) are those with moderate risk potential and should be controlled as soon as possible, ideally after the higher-priority hazards have been addressed.
c) Low (Class C hazards) are those with a low potential for harm and should be controlled when appropriate and only after any higher priority hazards have been addressed.

High and Medium level hazards are typically more serious and may require the employer or supervisor with the assistance of the Health and Safety Representative, and/or Joint Health & Safety Committee to address. Low-level hazards can typically be corrected by the identifier BUT ONLY IF it can be done in a safe and healthy manner. 

PLEASE NOTE: All hazards or incidents relating to violence and harassment are also documented using the Hazard Reporting Form and must follow the Workplace Violence and Harassment Investigation process.

3. What happens once the hazard has been reported: 

Once the hazard reporting form has been completed:	Comment by samantha Frazer: Reciever… change wording to define this
a) Hazard reporting forms must be submitted to either the worker’s supervisor or manager. 
b) If the hazard is minor and can be corrected as per the requirements above by the employee, the hazard AND corrective action are to be recorded on the reporting form.
c) Receiver of report informs health and safety representative and JHSC/HS Rep.
d) Receiver of the report assesses the hazard, ensures risk rating is appropriate, and moves on to addressing the hazard or assigning the corrective action to be completed to the appropriate resource, including a timeline for correction.
e) Receiver of the report informs the reporter of the hazard and what will be done.
f) Receiver of the report follows up with the status of correction, accordingly, ensuring the hazard is controlled properly in conjunction with the health and safety representative or JHSC (for class A and B hazards) and will notify the reporter of the hazard once the hazard has been addressed.
g) Receiver of the report completes the form and identifies actions taken including the date and communicates the completed copy of the report to all relevant stakeholders to ensure communication of the hazard and resolution.
h) Health and safety designate files an official copy of the completed form (including action item) and ensures hazard is addressed in the risk registry/list.

4. Required Follow-up

Once the hazard reported is integrated into the risk registry/list, it will become subject to at least an annual review to ensure appropriate controls are in place for the hazard. All communication required under the hazard recognition procedure will take place.
The recommended review time for the procedure will be annually. The procedure will always be reviewed and compared to any new legislation, acts, or regulations regarding the workplace. All reviews will be done thoroughly. 
Training
All applicable training will be conducted in-house by either Senior Management, a Supervisor or a 3rd Party Consultant and shall consist of the: 
· Review of the Hazard Reporting Policy, Procedure, and Forms.
· Hazard analysis and control techniques.





Resources
· Occupational Health and Safety Act.
· Insert company Health and Safety Manual. 	Comment by samantha Frazer: Update to bold	Comment by samantha Frazer: Add resources from hazard identification. And add hazard identification and workplace inspection. 
· Hazards in the mining sector | ontario.ca
· Hazards in the construction sector | ontario.ca
· Hazards and issues in the health and community care sector | ontario.ca
· Hazards in the industrial sector | ontario.ca
· Hazard prevention program guide - Canada.ca
· CSA Z1002 Standard "Occupational health and safety - Hazard identification and elimination and risk assessment and control".  



Dated at _________________________this ________ day of ____________, 20___.     
 

______________________________                        __________________________   
                    Signature                                                                      Witness

_______________________________   		   ___________________________
                Name & Title (please print)                                            Name
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BE CAREFUL OF ALL DATES:
	DO NOT USE OLD INCORRECTLY DATED DOCUMENTS
ALL DATES MUST BE IN CHRONILOGICAL ORDER: policy, communicate, train, evaluate, act


**SEE WSIB GUIDELINE 
WSIB GUIDELINE 2023
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